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Welcome Homel!

‘. - . Welcome to your
NaviNet home page,
E: NaVINet customized just for
H o M E  You. NaviNet Home
allows you to

personalize your relationship with the health plans and
service providers you connect to via NaviNet.

Fewer clicks, easier navigation to all the NaviNet health
plans and services you use.

Customized updates on the latest news and NaviNet
services, just for you.

Short-cuts directly to the Web sites you visit most often.
Save time and minimize log-ins, when you set the length
of your own session.

For more information about your NaviNet Home, go to
and click on "NaviNet Common
Concepts.”
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1 LOGGING INTO THE PROVIDER PORTAL



Logging into the Provider Portal

A NaviNet

MNavitlel Downlime

Getting Havitiel

Verily your version of Internet Explorer Update or Provide Your Email Address
taday!

Step Action

1. Access NaviNet using the follow address: https://navinet.navimedix.com/sign-
in?ReturnUrl=/Main.aspx.

2. Enter your Username.
3. Enter your Password.
4. Click the Sign In button.

Note — The NaviNet Home screen appears.

5. Select the health plan of your choice in the left navigation window.
6. Click the Pre-Authorization Management hyperlink.
7. If applicable, select the group of your choice from the “Group-Group Number —

Plan:” drop down

Note — Jiva dashboard screen will appear.




Overview of the Dashboard

Upon logging in to the provider portal, you will be taken to the dashboard view.

[ Messages

,&* Gaps in Care P

4 Closed
= Requests IP

Active
Requests P

Menu Bar |
Dashboard
Epis ode Cert Episode Member Admit'Start
Number 1D Mem ber Name ID Date
L1
150400024 42026 Tesi, Keystone T020002 04/02/2015

C Ll
1> 40854 Test, Keystone T020002
Connect

Connect

03/302015

o9

Test, Keystone T020002
Connect

eee

Test, Keystone T020002
Connect

150100705 40890

150100670 40855

Menu Bar Description

New Request

This tab will allow you to start a new request.

Search Request

This tab will allow you to search for an existing request and
view the determination of a request.

My Tasks

(Left Navigation Window)

Description

Actions Required

This tab will let you see any request that you started or
saved, but have not yet been submitted with clinical
information. (The health plan can view these requests.)

Closed Requests

This tab will show requests that have recently been closed
by the health plan. They will stay on the list for 30 days and
then they will no longer be visible.

Active Requests

This tab will show any requests that are in process. For
example, you have submitted the episode and it is
ongoing.

©

My Inbox (menu bar), Messages and Gaps in Care are currently not utilized.




2 ENTER AN IP CLINICAL REQUEST



How to Enter an Inpatient Clinical Request

When entering a request you have 2 options:
1) Enter a clinical request which includes all clinical information.

2) Enter a nonclinical request where the clinical information can be added at a later time.

The steps in this chapter outline how to enter an IP clinical request. Reference chapter 3 “How to
Enter an IP Nonclinical Request” and Chapter 4 “How to Add Clinical Information to an Existing IP
Nonclinical Request” for more information.

When entering a clinical request, you must provide the following information:

Episode Details

Diagnosis- primary a must, secondary is optional

Treating Provider

Attending Physician

Add stay request

- Assessment (if triggered)

Requests where the clinical information is entered may auto approve based on
what is requested and the information provided in the assessment.




Searching for a Member

It is recommended that you search for a possible duplication before entering a request. Conducting
the search from the Search Request tab allows you to view existing requests for a member.

Duplicate Case Check and Alert

Jiva will compare dates of service, treating provider and procedure request to other
»~ | cases for the member. You will receive a warning message if a possible duplicate exists.

Jiva will not auto approve any case that is a possible duplicate. The request will be
evaluated by the Utilization Management team.

- ™
lea | Provider ‘

Note: To search by Member ID you will need to add '-01" at the end of the Member ID (ex. Member 1D 99999 enter 99999-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request

—| Search Request I

Member Last Name : | 4 Mem ber FirstName - | A
Member DOB : ﬂ- Member ID - T020002
Request Added From : ] Request Added To : 0]
Episode Type :‘ ——————————— —select---—-—— - V| RequestStatus : |-—-select—
Episode # : CertNumber :
View Requesis ‘ Cases Treated By Me V| Provider Name:
Business Emlty:‘ALL V‘

Step Action ‘
1. Click on Search Request on the menu bar.
2. Enter the “member ID” in the member ID field or the member’'s name and DOB.

IMPORTANT — Please enter “-01” at the end of the member ID.

3. Select “Cases Treated By Me” in the View Requests drop down.
4, Verify that “All” is in the Business Entity field.

5. Click the Search button and check for duplicate requests.

6. Click the Add New Request button.

7. Select Inpatient from the drop down

Note — Adding a request from this screen auto populates the member’s data.

When searching by member’s name you must fill out all three of the following fields:

(| - Member Last Name
- - Member First Name

- Member DOB




Adding a New IP Clinical Request — Adding Episode Details

The member Demographics section will auto populate. Follow the steps below to complete the
Episode Details section.

J i va " Provider
New Request Hy Inbox

Demographics |

Member Name :

LN Member ID: T020002 DOB: 09/22/1989
Test, Keystone Connect

Gender :
Product Type: Medicaid(Medicaid Program of MI) Effective Date: 09/01/2014 Termination Date:
Group Kevstone Connect

Episode Details H

* Episode Type . Inpatient

* Referral Source : |-Select One-—- v

*Episode Class : |-Select One- v = Urgency : | —————select———— Vv
Time Request: [T *Reason for Request: | —Select One— v
Do you Have Clinical Info? : OYes ® o Alternate ContactPhonefFax:| |

Step Action

1. Select the appropriate source from the Referral Source drop down

2. Select the appropriate class from the Episode Class drop down

3. Select the appropriate urgency from the Urgency drop down

4, Select the appropriate reason from the Reason for Request drop down

5. Select the Yes radio button to the question “Do you have clinical info”
Note - The system will offer an assessment (if available for the request) that may
trigger the auto approval functionality.




Adding a New IP Clinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorites icon uto save
time and keystrokes. The Favorites List will allow you to create and manage a list of frequently
used diagnoses. The list is unique to the provider's account. Reference chapter 8 “Diagnosis
Favorites List — How to Create a Favorites List.”

Code Type *Diagnusws:| \\ DE‘
[Add]

! Primary |Diagnosis Code Type| Diagnosis I Actions
[Nex]

Step Action

1. Select the appropriate code in the Code Type drop down
Type the diagnosis or code in the Diagnosis field or click the search icon to
initiate a search for the diagnosis
3. Click the Add button to add the diagnosis to the request
4.
IF THEN
Repeat steps 2 and 3.
Note:
- Click the remove icon = to remove a diagnosis
you want to add
from the request.
additional diagnoses
- You can only change the primary diagnosis before
you click the next button. Click the Star * in the
Primary column on the diagnosis line to mark it as
the primary diagnosis.
you do not want to add
-~ _ Go to step 5.
additional diagnoses
S Click the Next button.
Result - The Providers section will appear.




Adding a New IP Clinical Request — Adding Providers

All Inpatient requests require a Treating provider (Facility) and an Attending physician. The
provider search feature has separated these two provider types for all Inpatient requests.

¢ When searching for a Treating provider, the search results will only contain facilities.

e When searching for an Attending provider, the search results will only contain physicians.

The steps below outline the processes for adding providers to the request.

Favorites List - You can utilize the Favorites icon ato save time and keystrokes. The

—
| Favorites List will allow you to create and manage a list of frequently used providers.
Reference chapter 8 “Providers Favorites List—-How to Create a Favorites List.”

—| Providers |
* Treating Healthcare INC u B
| no providers attached to this episode ‘
* Attending u Q

| no providers attached to this episode |

Other provider : u

| no providers attached to this episode ‘

e

1.
1= THEN
the facility you wish to attach to the - Select the appropriate facility
request appears in the Treating _
- Click the attach button
drop down
the facility you wish to attach to the
request does not appear in the Go to step 2.
Treating drop down
2. 1
Click on the search icon to initiate the search.
Result — The Search Providers window opens.




Adding a New IP Clinical Request — Adding Providers (con’t)

Favorite Atending m

— Search Provid |

@ Note To perform a quick search, please enter few characters for Last Name or First Name
E.g.Enter at leastthree characters in FirstLast Name to search for a Provider. The system will aute populate the content as characters are entered.

Business Enfity : |ALL b
Provider LastName _ 7 Prowder First Name : |
NPIN (National Prowder |
Identfication Number) ; - | Provider ID : |
TaxID
Reset]
| Search Results |}
Prowder Termination Participation Prowder
Provider Name (2] Address TaxID Date NPIN Stats Network Actions
1313 Mocking
Flintstone. Fred 123 Bird lane 123 123 Par mnerwors [(AEE

Munster, ¥Z 12345

Step Action

3. Type your search criteria in the appropriate fields
4. Click the Search button
5. il

Click the attach icon L to add the provider to the request.

Result — the facility will be added to the request.

Notes:

— Click the m Deactivate icon to deactive a facility

— Click the Activate icon to active a facility

~ | Attending Provider - Repeat steps 2 to 5 to add the Attending provider.

Saving Steps — Since the process of adding the “Treating” and the “Attending”

\ provider has been separated the system will auto assign the appropriate provider role.
This results in fewer steps for you!




Adding a New IP Clinical Request — Adding Stay Request

You can add a Stay Request (length of stay/days in hospital) without adding a Service Request.
The Service Request is used to request a surgical procedure. The following steps outline how to
add the Stay Request.

Add Stay Request |

* Treatment Setting - [—Select One— v * Treatm ent Type - |-Select One- v

* Admit Date : 6]

*LOS Requested # E]

Requested Level Of Care : | -Select One— v

Step Action

1. Select the most appropriate choice in the Treatment Setting drop down.

> Select the most appropriate choice in the Treatment Type drop down.

Note - If you are uncertain, select “Medical.”

Enter the “date of admission” in the Admit Date field.

3.

4 Enter “1” in the LOS Requested # field.

5 Select the most appropriate “type of bed or unit” in which the member was admitted in
' the Requested Level of Care drop down.

6 Click the Save button.




Adding a New IP Clinical Request — Adding Service Request (if applicable)

When adding a procedure to an Inpatient request, you will need to address the “Services

Request” section. You must click the “Show” icon + in the right hand corner to expand this
section.

Service Request -
* Treatment Setting: |Iﬂpat|ent V|
* Treatment Type - |Surg\cal V‘
CcdeType: * Service - 4 QU
Time Frame - Units/Visits : 1 |
Time Period - Requested# - 1 ]
Start Date: 1] End Date : 1]

[Add| ]
| Episode Notes + ‘
| Documents + ‘

Step Action
1. To save time and keystrokes, the system will automatically default the “Treatment

Setting” and the “Treatment Type” field since you have already addressed that

information in the “Stay Request” section.

2. .
Type the service code in the Service field or click the search icon U to initiate a
search for the correct service

3 The “Units/Visits” field defaults to “1,” but you have the ability to change it.

4 Enter the Start Date

5 Enter the End Date

6 Click the Add button.

“Documents” sections to expand and add additional information to the request.

.| Click the “Show” icon + in the right hand corner of the “Episode Notes” and/or
Reference Chapter 8 for more information.




Adding a New IP Clinical Request — Adding Assessments

If there is an assessment available, it will be appear in the list of assessments when you expand

the section. You must click the “Show” icon + in the right hand corner to expand this section.

Assessment

] New., *] InProgress, [T Care Plan Creation,

] Completed

Assessments Summary

| Title:|-- Select - V

List of Assessments |

Assessment Status Assessment Type

~ Provider Porial Delivery Screening Assessment

| Trigger Assessment

Assessment Date

04/23/2015

Completed By ~ Acuity Score  PRAScore

Com pleted (%)

Action

Elo

The buttons at the bottom of the screen are to submit your request. Do not submit the
request until you have marked the assessment as complete.

Step Action

S [ Conplete] [ Notes || cancet || Full Screen | ‘

Note- the Save button will not trigger the auto approval rules.

1. Click on the edit assessment icon tl to open and complete the assessment
2. Answer the questions.

Note - Questions in red are mandatory.
3. Click the Complete button to trigger the auto approval rules.

15




Adding a New IP Clinical Request — Submitting the Request

| List of Assessments |

Assessment Staius Assessment Type Assessment Date Completed By Acuity Score PRA Score Completed(%) Action
~ Provider Porial Delivery Screening Assessment
B Trigger Assessment 04/23/2015 1 70 36.84 FS |
E Trigger Assessment [+ |
1
| Episode Notes + ‘
| Documents + ‘
Disclaimer

The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity. is subject fo member eligibilityand applicable
Plan benefit imitaions. This is not a guarantee of payment You mustcall back and confirn member eligibilityand benefit availability 24 hours prior to the scheduled

Service.
Submit Requed Delete RequestljView Abstract

Step Action

1. Click on the Submit Request button to submit your request.

2. Click the OK button when asked “Do you want to Submit Request.”

Note — The disclaimer window appears with the decision and cert number.

Expected Decision Date: 04/24/2015
Decision: Approved

Cert Number: 150400261
Authoerization Type: IP
Disclaimer

The case reference number you will receive is foridentification purposes only. Authorization is based on medical necessity, is subject o member eligibilityand applicable Plan
benefitlim itations . This is not a guarantee of payment. You mustcall back and confirm member eligibility and benefit availability 24 hours prior to the scheduled senice.

16




3 ENTER AN IP NONCLINICAL REQUEST
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How to Enter an IP Nonclinical Request

A nonclinical request can be started by nonclinical staff or anyone who does not have clinical
information available at the time of entry.

The nonclinical request can be saved and is available to access at a later time in order to add
clinical data.

When entering a non-clinical request, you must provide the following information:
- Episode Details
- Diagnosis- primary a must, secondary is optional
- Treating Provider
- Attending Physician
- Add stay request

Requests where the clinical information is entered may auto approve based on what
is requested and the information provided in the assessment.

18



Searching for a Member

It is recommended that you search for a possible duplication before entering a request. Conducting
the search from the Search Request tab allows you to view existing requests for a member.

Duplicate Case Check and Alert

Jiva will compare dates of service, treating provider and procedure request to other
cases for the member. You will receive a warning message if a possible duplicate exists.

Jiva will not auto approve any case that is a possible duplicate. The request will be
evaluated by the Utilization Management team.

- ™
lea | Provider ‘

Note: To search by Member ID you will need to add '-01" at the end of the Member ID (ex. Member 1D 99999 enter 99999-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request

—| Search Request I

MemberLast Name : | 4 Mem ber FirstName : | A
Member DOB : ﬂ- Member ID - T020002
Request Added From : ] Request Added To : 0]
Episode Type :‘ ——————————— —select---—-—— - V| RequestStatus : |-—-select—
Episode #: CertNumber
View Requesis ‘ Cases Treated By Me V| Provider Name:
Business Emlty:‘ALL V‘

Step Action ‘
1. Click on Search Request on the menu bar.
2. Enter the “member ID” in the member ID field or the member’'s name and DOB

IMPORTANT — Please enter “-01” at the end of the member ID.

3. Select “Cases Treated By Me” in the View Requests drop down.
4, Verify that “All” is in the Business Entity field.

5. Click the Search button and check for duplicate requests.

6. Click the Add New Request button.

7. Select Inpatient from the drop down

Note — Adding a request from this screen auto populates the member’s data.

When searching by member’s name you must fill out all three of the following fields:

_ - Member Last Name
- - Member First Name

- Member DOB




Adding a new IP Nonclinical Request — Adding Episode Details

The member Demographics section will auto populate. Follow the steps below to complete the
Episode Details section.

™
J i va Provider
New Request My Inbox

Demographics |

Member Name :

eeo Member ID: T020002 DOB: 09/22/1989
Test, Keystone Connect

Gender :

Product Type: Medicaid(Medicaid Program of MI) Effective Date: 09/01/2014 Termination Date:
Group Keystone Connect

Episode Details |
* Episode Type : Inpatient

* Referral Source : | —-Select One—- v

*Episode Class : |-Select One- v #Urgency : [ -5 glect—mmeme W
Time Request: [ ] = Reason for Request: [~Select One-- v
Do you Have Clinical Info?: OYes ® No Altemnate Contact Phone/Fax I:I

Step Action

1. Select the appropriate source from the Referral Source drop down

2. Select the appropriate class from the Episode Class drop down

3. Select the appropriate urgency from the Urgency drop down

4. Select the appropriate reason from the Reason for Request drop down
5. Select the No radio button to the question “Do you have clinical info”

Note - the system will treat this as a non clinical request and will not offer any
assessments that are used in the auto approval process.




Adding a new IP Nonclinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorites icon uto save
time and keystrokes. The “Favorites List” will allow you to create and manage a list of frequently
used diagnoses. The list is unique to the provider's account. Reference chapter 8 “Diagnosis
Favorites List — How to Create a Favorites List.”

T
Diagnosis |
Code Type: |ICD9 ~ * Diagnosis : | 4 DG
[Add]
1 Primary |Diagnosis Code Type| Diagnosis T Actions
[Noxd

Step Action

1. Select the appropriate code in the Code Type drop down

2. W
Type the diagnosis code in the Diagnosis field or click the search icon U to initiate

a search for the correct diagnosis

3. Click the Add button to add the diagnosis to the request

IF THEN

Repeat steps 2 and 3.

Note:

- Click the remove icon = to remove a diagnosis

you want to add from the request.

additional diagnoses
- You can only change the primary diagnosis before

you click the next button. Click the Star * in the
Primary column on the diagnosis line to mark it as
the primary diagnosis.

you do not want to add
» : Go to step 5.
additional diagnoses

Click the Next button.

Result - The Providers section will appear.




Adding a new IP Nonclinical Request — Adding Providers

All Inpatient requests require a Treating provider (Facility) and an Attending physician. The
provider search feature has separated these two provider types for all Inpatient requests.
¢ When searching for a Treating provider, the search results will only contain facilities.

e When searching for an Attending provider. The search results will only contain
physician/physician groups.

The steps below outline the processes for adding providers to the request.

(| Favorites List - You can utilize the Favorites icon Q to save time and keystrokes.
4 The “Favorites List” will allow you to create and manage a list of frequently used
facilities. Reference chapter 8 “Providers Favorites List—-How to Create a Favorites List.”

—| Providers |
* Treating Healthcare INC u B
| no providers attached to this episode ‘
* Attending u B

| no providers attached to this episode |

Other provider : u

| no providers attached to this episode ‘

Step Action

1.
IF THEN
the facility you wish to attach to the - Select the appropriate facility
request appears in the Treating ,
- Click the attach button
drop down
the facility you wish to attach to the
request does not appear in the Go to step 2.
Treating drop down
2. 8
Click on the search icon to initiate the search.
Result — The Search Providers window opens.




Adding a new IP Nonclinical Request — Adding Providers (con’t)

Favorite Atending m

— Search Provid |

@ Note To perform a quick search, please enter few characters for Last Name or First Name
E.g.Enter at leastthree characters in FirstLast Name to search for a Provider. The system will auto populate the content as characters are entered.

Business Enfity : |ALL b
Provider LastName : |_ 7 Prowder First Name : |
NPIN (National Prowder |
Identfication Number) : - ProvideriD:|
TaxID
Reeet
| Search Results |}
Prowder Termination Participation Prowder
Provider Name 1D Address TaxID Date NPIN Status Metwork Actions

1313 Mocking

Flintstone. Fred Bird lane 123 123 Par INNETWORK .
125 Munster, ¥Z 12345 E!a

Step Action

3. Type your search criteria in the appropriate fields
4. Click the Search button
5.

Click the attach icon to add the provider to the request.

Result — the facility will be added to the request.

Notes:

— Click the Deactivate icon to deactive a facility

— Click the Activate icon to active a facility

| Attending Provider - Repeat steps 2 to 5 to add the Attending provider.

Saving Steps — Since the process of adding the “Treating” and the “Attending”
\ provider has been separated the system will auto assign the appropriate provider role.
This results in fewer steps for you!




Adding a new IP Nonclinical Request — Adding Stay Request

You can add a Stay Request (length of stay/days in hospital) without adding a Service Request.
The Service Request is used to request a surgical procedure. The following steps outline how to
add the Stay Request.

Add Stay Request |

* Treatment Setting - [—Select One— v * Trezment Type : [—Select One— v
* Admit Date : ]
*LOS Requested#:[0 |
Requested Level Of Care : |7Select One— V‘
Save]

Step Action

1. Select the most appropriate choice in the Treatment Setting drop down.

> Select the most appropriate choice in the Treatment Type drop down.

Note - If you are uncertain, select “Medical.”

Enter the “date of admission” in the Admit Date field.

3.

4 Enter “1” in the LOS Requested # field.

5 Select the most appropriate “type of bed or unit” in which the member was admitted in
' the Requested Level of Care drop down.

6 Click the Save button.




Adding a new IP Nonclinical Request — Adding Service Request (if applicable)

When adding a procedure to an Inpatient request, you will need to address the “Services

Request” section. You must click the “Show” icon + in the right hand corner to expand this

section.
Service Request -
* Treatment Setting: |Inpatient V|
* Treatment Type : |Surg\cal V‘
CodeType: * Service : \| QU
Time Frame : Units/isits - |1 |
Time Period : Requested # - 1 |
Start Date: 1] End Date : 1]

[Add| :
| Episode Notes + ‘
| Documents + ‘

Step Action

1. To save time and keystrokes, the system will automatically default the “Treatment
Setting” and the “Treatment Type” field since you have already addressed that
information in the “Stay Request” section.
Type the service code in the Service field or click the search icon to initiate a
search for the correct service

3 The “Units/Visits” field defaults to “1,” but you have the ability to change it.

4 Enter the Start Date

5 Enter the End Date

6 Click the Add button.

Click the “Show” icon ¥ in the right hand corner of the “Episode Notes” and/or

< | “Documents” sections to expand and add additional information to the request.

Reference Chapter 8 for more information.




Adding a new IP Nonclinical Request — Saving the Request

The nonclinical request must be saved so it is available to access at a later time in order to add
clinical data.

| Service Request

3
| Episode Notes + |
| Documents

Disclaimer

The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity, is subject io member eligibilityand applicable

Plan benefitlimitaions. This is not a guarantee of payment You mustcall back and confirn member eligibility and benefit availability 24 hours prior to the scheduled
senvice.

Save Request| Delete RequestjView Abstract

Step Action

1. Click on the Save Request button to save your request.

2. Click the OK button when asked “Do you want to Save this Request.”

Note — The disclaimer window appears with the cert number.

(%4 Requesthas been saved successfully. Dismiss this message
[, E—

MemberName : Blush Betty Helathy P
Expected Decision Date:

Decision: -
Cert Number: 150400297
Authorization e

Disclaimer

The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity; is subjectto member eligibilityand applicable Plan
benefitlim itations.. This is not a guarantee of payment. You mustcall back and confirm member eligibility and benefit availability 24 hours prior to the scheduled service.
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4 ADD CLINICAL TO AN EXISTING IP
REQUEST
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How to Add Clinical Information to an Existing IP Nonclinical Request

You must complete the following steps:

- Edit Episode Details section (Do you have clinical Yes )
- Add assessment

- Submit request.

Search for an Existing Request

ks - T here will ngl Be migrated ko Produsction. - %) vep [ Legesds FF Dushbosd §h Memorylst  User:fgen Lon~

nnnnn

Search Request |

Request Search Results |

Episeds I Usmiber Hame ocs Typs FRiequast Submit Date Cert Humbsr Diagnesi Subimitted By Stz Decision | Ackens |

22730 . paaTE 1304002 85000 —— S Eis Panging b submbssics
b Namode, Fis 08072013 30400280 420 (Pomal delary LoriEgan wnding e submissicn A |
Desghaying Records 1. 10f1 |

Step  Action
1. Click Search Request on the menu bar from the dashboard.
2. Enter the “certification number” in the Cert Number field.
Note — You can also search using the member ID or name/DOB.
3. Select “Cases Treated By Me” from the View Requests drop down box.
PCP Cases displays requests for members associated with doctor’s panel
Cases treated by me displays requests associated with the selected business entity
Cases submitted by me | displays requests entered by the person who is logged in
4 Select your Business Entity from the drop down box.
5. Click the Search button.
6. Locate the case to which you wish to add clinical information.
7 Click on the hyperlink in the Episode Type column to access the request
If the search results do not reveal the case you are looking for, you can start a new request
by clicking on the Add New Request button.




Adding Clinical Information to an Existing IP Nonclinical Request — Episode Details

Submit Request [ Delete Request Episode ID: 40854 |

| Demographics |

Member Name :

99 Member ID: T020002 DOB: 09/22/1989
Test, Keystone Connect

Gender :

Product Type: Medicaid(Medicaid Program of MI) Effective Date: 09/01/2014 Termination Date:

Group Keystone Connect

| Episode Details |

Episode Type : Inpatient Referral Source : Emergency Edit
Episode Class: Admission Urgency: Standard Time Request: 24 Hours
Reason For Request: Court Mandated Alternative Contact Phone/Fax: Do you have Clinical Info: Yes

Action

1. Click the Edit hyperlink in the Episode Details section.

Result — the Edit Request window will appear.

Edit Request x

— Episode Details |

* Epizode Type : Inpatient
* Referral Source : W
* Episode Class : *Urgency |Standard V|
i [PAHours |

*ReasonforRequest:lCourt Mandated v|

Do you Have Clinical Info? : ® yes O No Alternate ContactPhonefFax: [ |

2. Select the Yes radio button to the question “Do you have clinical info”

Note - The system will offer an assessment if available for the request that
may trigger the auto approval functionality.

Click the Save button

4. Click the “Show” icon + to expand the Assessment section.




Adding Clinical Information to an Existing IP Nonclinical Request — Assessment

If there is an assessment available, it will be appear in the list of assessments when you expand

the section. You must click the “Show” icon + in the right hand corner to expand this section.

Assessment

] New., *] InProgress, [T Care Plan Creation,

] Completed

Assessments Summary

| Title:|-- Select - V

List of Assessments |

Assessment Status Assessment Type

~ Provider Porial Delivery Screening Assessment

| Trigger Assessment

Assessment Date

04/23/2015

Completed By

Acuity  Score

PRA Score

Com pleted (%)

Action

Elo

The buttons at the bottom of the screen are to submit your request. Do not submit the
request until you have marked the assessment as complete.

Step Action

q{p | | MNotes ‘ | Cancel I | Full Screen ‘ ‘

Note- the Save button will not trigger the auto approval rules.

1. Click on the edit assessment icon tl to open and complete the assessment
2. Answer the questions.

Note - Questions in red are mandatory.
3. Click the Complete button to trigger the auto approval rules.
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Adding Clinical Information to an Existing IP Nonclinical Request — Submit Request

| List of Assessments |

Assessment Status Assessment Type Assessment Date Completed By Acuity Score PRA Score Completed(%) Action
~ Provider Porial Delivery Screening Assessment
B Trigger Assessment 04/2312015 1 70 36.84 k2 |
5] Trigger Assessment

[+

| Episode Notes + ‘

| Documents + ‘

Disclaimer

The case reference numberyou will receive is foridentification purposes only. Authorization is based on medical necessity; is subjectto memaber eligibilityand applicable

Plan benefitlimitations. This is nota guarantee of payment You mustcall back and confirn member eligibility and benefit availability 24 hours prior fo the scheduled
senice.

Submit Request Delete RequestljView Abstract

Step Action

1. Click on the Submit Request button to submit your request.
2. Click the OK button when asked “Do you want to Submit Request.”
Note — The disclaimer window appears with the decision and cert number.

Expected Decision Date: 04/24/2015
Decision: Approved

Cert Number: 150400261
Authorization Type: IP
Disclaimer

The case reference numberyou will receive is for identification purposes only. Authorization is based on medical necessily; is subjectio member eligibility and applicable Plan
benefitlimitations. This is not a guarantee of payment. You mustcall back and confirm member eligibility and benefit availability 24 hours prior to the scheduled senice.
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5 ENTER AN OP CLINICAL REQUEST
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How to Enter an Outpatient Clinical Request

When entering a request you have 2 options:

1) Enter a clinical request which includes all clinical information.
2) Enter a nonclinical request where the clinical information can be added at a later time.

The steps below outline how to enter an OP clinical request. Reference chapter 6 “How to Enter

an OP Nonclinical Request” and Chapter 7 “How to Add Clinical Information to an Existing OP
Nonclinical Request” for more information.

When entering a clinical request, you must complete the following steps:

Episode Details

Diagnosis- primary a must, secondary is optional

Providers

Add Service request

Assessment (if triggered)

Requests where the clinical information is entered may auto approve based on
what is requested and the information provided in the assessment.
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Searching for a Member

It is recommended that you search for a possible duplication before entering a request. Conducting
the search from the Search Request tab allows you to view existing requests for a member.

Duplicate Case Check and Alert

Jiva will compare dates of service, treating provider and procedure request to other
cases for the member. You will receive a warning message if a possible duplicate exists.

Jiva will not auto approve any case that is a possible duplicate. The request will be
evaluated by the Utilization Management team.

- ™
lea | Provider ‘

Note: To search by Member ID you will need to add '-01" at the end of the Member ID (ex. Member 1D 99999 enter 99999-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request

—| Search Request I

MemberLast Name : | 4 Mem ber FirstName : | A
Member DOB : ﬂ- Member ID - T020002
Request Added From : ] Request Added To : 0]
Episode Type :‘ ——————————— —select---—-—— - V| RequestStatus : |-—-select—
Episode #: CertNumber
View Requesis ‘ Cases Treated By Me V| Provider Name:
Business Emlty:‘ALL V‘

Step Action ‘
1. Click on Search Request on the menu bar.
2. Enter the “member ID” in the member ID field or the member’'s name and DOB.

IMPORTANT — Please enter “-01” at the end of the member ID.

3. Select “Cases Treated By Me” in the View Requests drop down.
4, Verify that “All” is in the Business Entity field.

5. Click the Search button and search for duplicate requests.

6. Click the Add New Request button.

7. Select Outpatient from the drop down

Note — Adding a request from this screen auto populates the member’s data.

When searching by member’s name you must fill out all three of the following fields:

: - Member Last Name
- - Member First Name

- Member DOB




Adding a New OP Clinical Request — Adding Episode Details

The member Demographics section will auto populate. Follow the steps below to complete the
Episode Details section.

|

™
J iva Provider
Mew Request My Inbox

Demographics |

Member Name :

eee Member ID: T020002 DOB: 09/22/1989
Test, Keystone Connect

Gender :
Product Type: MedicaidiMedicaid Program of MI) Effective Date: 09/01/2014 Termination Date:
Group Keystone Connect

Episode Details |

*Episode Type © Outpatient

*Referral Source : | —Select One— v

* Episode Class : |-Select One- v *Urgency : | -—-—--—select:
Time Request: [ ] *Reason for Request | —Select One— hd

Do you Have Clinical Info? : CYes ®INo

Alternate Contact Phone/Fax: |:|

Step Action

1. Select the appropriate source from the Referral Source drop down menu

2. Select the appropriate class from the Episode Class drop down menu

3. Select the appropriate urgency from the Urgency drop down menu

4, Select the appropriate reason from the Reason for Request drop down menu

5. Select the Yes radio button to the question “Do you have clinical info”
Note - The system will offer an assessment if available for the request that may trigger
the auto approval functionality.
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Adding a New OP Clinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorites icon uto save
time and keystrokes. The “Favorites List” will allow you to create and manage a list of frequently
used diagnoses. The list is unique to the provider's account. Reference chapter 8 “Diagnosis
Favorites List — How to Create a Favorites List.”

Code Type: |ICD9 v * Diagnosis : | | D E
[Add]

1 Primary |Diagnosis Code Type| Diagnosis T Actions
Nox

Step Action

1. Select the appropriate code in the Code Type drop down
Type the diagnosis code in the Diagnosis field or click the search icon to initiate
a search for the correct diagnosis
3. Click the Add button to add the diagnosis to the request
4.
IF THEN
Repeat steps 2 and 3.
Note:
- Click the remove icon = to remove a diagnosis
you want to add
from the request.
additional diagnoses
- You can only change the primary diagnosis before
you click the next button. Click the Star * in the
Primary column on the diagnosis line to mark it as
the primary diagnosis.
you do not want to add
-~ _ Go to step 5.
additional diagnoses
S Click the Next button.
Result - The Providers section will appear.




Adding a New OP Clinical Request — Adding Providers

Providers |

u Search Provider

no providers attached to this episode

Step ‘ Action

1. Click the Search Provider button

Favorites List - You can utilize the Favorites icon Q to save time and
(| keystrokes. The “Favorites List” will allow you to create and manage a list of
' frequently used providers. Reference chapter 8 “Providers Favorites List-How

to Create a Favorites List.”

Favorite Provider m

| Search Providers |

@ tote To perform a quick search, please enter few characters for Last Name or First Name
E_gEnler al least three characters in FirstLast Name 1o search for a Provider. The system will auto populats the content as characters are entered.

B Entity: | ALL ~v|

Proviger Last Name : [ 3] Provider First Name : |_

NPIN (National Provider _

Igentiication Number) : - Provider 1D :

TaxiD: [
| Search Results |

.  Termination T Provider | | Pamcipation | Prodder - 1
Provider Mama Address Type Tax D Date HNPIN D LOB Status MNetwork Provider Role Adtions |

1313 Mockin — |
Flintstone, Fred Bird lane 9 Group 123 12 Par INNETWORK  [-Select One— ~| [ |

Munster, YZ 123

2. Type your search criteria in the appropriate fields

3. Click the Search button

Note — If the provider is not found, go back to your search criteria and select “all” from
the Business Entity drop down box.




Adding a New OP Clinical Request — Adding Providers (con’t)

Favorite Provider m

| Search Provi |

@ tote To perform a quick search, please enter few characters for Last Name or First Name
E_gEnler al least three characters in FirstLast Name 1o search for a Provider. The system will auto populats the content as characters are entered.
Entity - [ALL v|
Provider Last Mame : -_ A
NPIN (National Provider

Provider First Name : _

gentification Number) : - Erinte i)
TaxiD: | ]
Rosel
| Search Results |
. " Termination | Prowder | Pamicipation | Proider
Provider Mama Address Type Tax D Dale NPIN Lt} LOB Status Network Provider Role Actions
. 1313 Mocking . =
Flintstone, Fred Bird lane Goup = 12 Par INNETWORK  [-Select One— ~| N3

Munster, YZ 123

Step  Action

4, Select the appropriate role from the Provider Role drop down

Note - Assigning the wrong role will result in claims payment issues.

Click the attach icon to add the provider to the request.

OP Request

Treating The provider who is providing the service

Referring The physician or group

Example: For a home care request, attach the Treating role to the home care agency

Y o Repeat steps 1 to 5 to add additional providers.

If you need to change the provider role, reference “How to Change the Provider’s
y Role” on the next page.




How to Change the Provider’s Role

If you attached the correct provider, but have an incorrect provider role follow the steps outlined
below to make the correction.

— Providers |
D Search Provider
! —
| Name Senvice Location Phone PmuuerlDI Provider Role IJeMolkSl:alus Spedialty Fax T Date  Actions
- T il
) _ 1313 Mocking s geding
Fred Flintstone Hospital . Bird lane 2157627000 B Hospital 123123215 E3
Munster, YZ 12 [Treating i Savel
S ————

Step Action

: 3
Click the modify icon under the provider you wish to change.

2 Select the correct role from the drop down box.

3 Click the Save button to save your changes.




Adding a New OP Clinical Request — Adding Service Request

Service Request =
* Treatment Setting:
* Treatment Type ©
CodsType' * Senice - [ | n:‘
Time Frame : Unitsivisits =0 |
Time Period ;|00 v Reguested #:
Start Date: End Date :
[Add]

Step Action

1. Select the appropriate choice in the Treatment Setting drop down

2. Select the appropriate choice in the Treatment Type drop down

3. Type the service code in the Service field or click the search icon U to initiate a
search for the correct service

4 The “Units/Visits” field defaults to “0,” but you have the ability to change it.

5 Enter the Start Date

6 Enter the End Date

7 Click the Add button.
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Adding a New OP Clinical Request — Adding Assessments

If there is an assessment available, it will be appear in the list of assessments when you expand

the section. You must click the “Show” icon + in the right hand corner to expand this section.

Assessment -

"] New. [*] InProgress, [7] CarePlan Creation. [7] Completed Assessments summary| | Tite:|— Select — v

List of Assessments |

Assessment Status Assessment Type Assessment Date Completed By ~ Acuity Score  PRAScore Completed (%) Action

~ Provider Porial Delivery Screening Assessment

| Trigger Assessment 0412312015

The buttons at the bottom of the screen are to submit your request. Don’t submit the
request until you have marked the assessment as complete.

Step Action

1. Click on the edit assessment icon t] to open and complete the assessment
2. Answer the questions.

Note - Questions in red are mandatory.
3. Click the Complete button to trigger the auto approval rules.

S [ Compiete] [ Notes || Cancel || Full Screen| ‘

Note- the Save button will not trigger the auto approval rules.

Click the “Show” icon + in the right hand corner of the “Notes” and/or “Documents”
sections to expand and add additional information to the request. Reference Chapter 8
for more information.
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Adding a New OP Clinical Request — Submitting the Request

| List of Assessments |
Assessment Staius Assessment Type Assessment Date Completed By Acuity Score PRA Score Completed(%) Action
~ Provider Porial Delivery Screening Assessment
B Trigger Assessment 04/23/2015 1 70 36.84 P |
E Trigger Assessment el
1
| Episode Notes + ‘
| Documents + ‘
Disclaimer
The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity. is subject fo member eligibilityand applicable
Plan benefit imitaions. This is not a guarantee of payment You mustcall back and confirn member eligibilityand benefit availability 24 hours prior to the scheduled
Service.
Submit Requed Delete RequestljView Abstract

Step Action

1. Click on the Submit Request button to submit your request.

Click the OK button when asked “Do you want to Submit Request.”

Note — The disclaimer window appears with the decision and cert number.

/ Request has been submitted successfully Dismiss this message

Member Name : TestKeystone Connect
Expected Decision Date: 06/07/2015
Decision: Pending
Cert Number: 150600031
Authorization Type: OP

Di

The case reference number you will receive is for identification purposes only. Autherization is based on medical necessity; is subject to member eligibility and applicable Plan benefit limitations. This is not a
guarantee of payment You must call back and confirm member eligibility and benefit availability 24 hours prior to the scheduled service
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6 ENTER AN OP NON-CLINICAL REQUEST
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How to Enter an OP Nonclinical Request

A nonclinical request can be started by nonclinical staff or anyone who does not have clinical
information available at the time of entry.

The nonclinical request can be saved and is available to access at a later time in order to add
clinical data.

You must at least complete the following steps for a nonclinical request:

Episode Details

Diagnosis- primary a must, secondary is optional

Providers

Add Service request

Requests where the clinical information is entered may auto approve based on
what is requested and the information provided in the assessment.
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Searching for a Member

It is recommended that you search for a possible duplication before entering a request. Conducting
the search from the Search Request tab allows you to view existing requests for a member.

Duplicate Case Check and Alert

Jiva will compare dates of service, treating provider and procedure request to other
cases for the member. You will receive a warning message if a possible duplicate exists.

Jiva will not auto approve any case that is a possible duplicate. The request will be
evaluated by the Utilization Management team.

- ™
lea | Provider ‘

Note: To search by Member ID you will need to add '-01" at the end of the Member ID (ex. Member 1D 99999 enter 99999-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request

—| Search Request I

Member Last Name : | 4 Mem ber FirstName - | A
Member DOB : ﬂ- Member ID - T020002
Request Added From : ] Request Added To : 0]
Episode Type :‘ ——————————— —select---—-—— - V| RequestStatus : |-—-select—
Episode # : CertNumber :
View Requesis ‘ Cases Treated By Me V| Provider Name:
Business Emlty:‘ALL V‘

Step Action ‘
1. Click on Search Request on the menu bar.
2. Enter the “member ID” in the member ID field or the member’'s name and DOB

IMPORTANT — Please enter “-01” at the end of the member ID.

3. Select “Cases Treated By Me” in the View Requests drop down menu.
4, Verify that “All” is in the Business Entity field.

5. Click the Search button and search for duplicate requests.

6. Click the Add New Request button.

7. Select Outpatient from the drop down menu

Note — Adding a request from this screen auto populates the member’s data.

When searching by member’s name you must fill out all three of the following fields:

: - Member Last Name
- - Member First Name

- Member DOB
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Adding a New OP NonClinical Request — Adding Episode Details

The member Demographics section will auto populate. Follow the steps below to complete the
Episode Details section.

™
J iva Provider
Mew Request My Inbox

Demographics |

Member Name :
eee Member ID: T020002 DOB: 09/22/1989
Test, Keystone Connect

Gender :
Product Type: MedicaidiMedicaid Program of MI) Effective Date: 09/01/2014 Termination Date:
Group Keystone Connect

Episode Details |
*Episode Type © Outpatient

*Referral Source : | —Select One— v

* Episode Class : |-Select One- v *Urgency : | -—-—--—select:
Time Request: [ ] *Reason for Request | —Select One— hd

Do you Have Clinical Info? : CYes ®INo

Alternate Contact Phone/Fax: |:|

Step Action

1. Select the appropriate source from the Referral Source drop down menu

2. Select the appropriate class from the Episode Class drop down menu

3. Select the appropriate urgency from the Urgency drop down menu

4, Select the appropriate reason from the Reason for Request drop down menu

5. Select the No radio button to the question “Do you have clinical info”
Note - The system will offer an assessment if available for the request that may trigger
the auto approval functionality.
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Adding a New OP NonClinical Request — Adding Diagnosis

You can add multiple diagnoses from this screen or you can utilize the Favorites icon uto save
time and keystrokes. The “Favorites List” will allow you to create and manage a list of frequently
used diagnoses. The list is unique to the provider's account. Reference chapter 8 “Diagnosis
Favorites List — How to Create a Favorites List.”

Code Type: |ICD9 v * Diagnosis : | | D E
[Add]

1 Primary |Diagnosis Code Type| Diagnosis T Actions
Nox

Step Action

1. Select the appropriate code in the Code Type drop down menu
Type the diagnosis code in the Diagnosis field or click the search icon to initiate
a search for the correct diagnosis
3. Click the Add button to add the diagnosis to the request
4.
IF THEN
Repeat steps 2 and 3.
Note:
- Click the remove icon = to remove a diagnosis
you want to add
from the request.
additional diagnoses
- You can only change the primary diagnosis before
you click the next button. Click the Star * in the
Primary column on the diagnosis line to mark it as
the primary diagnosis.
you do not want to add
-~ _ Go to step 5.
additional diagnoses
S Click the Next button.
Result - The Providers section will appear.
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Adding a New OP NonClinical Request — Adding Providers

Providers |

u Search Provider

no providers attached to this episode

Step ‘ Action

1. Click the Search Provider button

— | Favorites List - You can utilize the Favorites icon oto save time and
o | keystrokes. The “Favorites List” will allow you to create and manage a list of
4 frequently used providers. Reference chapter 8 “Providers Favorites List-How
to Create a Favorites List.”

Favorite Provider m

| Search Providers |

@ tote To perform a quick search, please enter few characters for Last Name or First Name
E_gEnler al least three characters in FirstLast Name 1o search for a Provider. The system will auto populats the content as characters are entered.

B Entity: | ALL ~v|

Proviger Last Name : [ y Provider First Name : |_

NPIN (National Provider _

Igentiication Number) : - Provider 1D :

TaxiD: [
| Search Results |

.  Termination T Provider | | Pamcipation | Prodder - 1
Provider Mama Address Type Tax D Date HNPIN D LOB Status Metwork Provider Role Achions |

1313 Mockin —
Flintstone, Fred Bird lane 9 Group 123 12 Par INNETWORK  [-Select One— ~| [ |

Munster, YZ 123 |

2. Type your search criteria in the appropriate fields

3. Click the Search button

Note — If the provider is not found, go back to your search criteria and select “all” from
the Business Entity drop down box.

48



Adding a New OP NonClinical Request — Adding Providers (con’t)

Favorite Provider m

| Search Provi |

@ tote To perform a quick search, please enter few characters for Last Name or First Name
E_gEnler al least three characters in FirstLast Name 1o search for a Provider. The system will auto populats the content as characters are entered.
Entity - [ALL v|
Provider Last Mame : -_ A
NPIN (National Provider

Provider First Name : _

Igentiication Number) : - FroadaciD |
TaxiD: | ]
row
| Search Results |
. " " Termination | Prowder | Pamicipation | Proider
Provider Mama Address Type TaxID Date NPIN (] LOB Status Metwork Provider Role Achions

1313 Mocking =
Bird lane Group = 1= Par
Munster, YZ 123

Flintstone, Fred INNETWORK ~ [-Select One- | E!D‘

Step  Action

4, Select the appropriate role from the Provider Role drop down menu

Note - Assigning the wrong role will result in claims payment issues.

Click the attach icon to add the provider to the request.

OP Request

Treating The provider who is providing the service

Referring The physician or group

Example: For a home care request, attach the Treating role to the home care agency

Y o Repeat steps 1 to 5 to add additional providers.

If you need to change the provider role, reference “How to Change the Provider’s
y Role” on the next page.




How to Change the Provider’s Role

If you attached the correct provider, but have an incorrect provider role by following the steps
outlined below.

— Providers |
D Search Provider
! —
| Name Senvice Location Phone PmuuerlDI Provider Role IJeMolkSl:alus Spedialty Fax T Date  Actions
- T il
) _ 1313 Mocking s geding
Fred Flintstone Hospital . Bird lane 2157627000 B Hospital 123123215 E3
Munster, YZ 12 [Treating i Savel
S ————

Step Action

: 3
Click the modify icon under the provider you wish to change.

> Select the correct role from the drop down box.

3 Click the Save button to save your changes.




Adding a New OP NonClinical Request — Adding Service Request

Service Request =
* Treatment Setting:
* Treatment Type ©
CodsType' “ Senice : [ | n:’
Time Frame : Unitsivisits =0 |
Time Period ;|00 v Reguested #:
Start Date: End Date :
[Add]

Step Action

1. Select the appropriate choice in the Treatment Setting drop down menu
2. Select the appropriate choice in the Treatment Type drop down menu
3. Type the service code in the Service field or click the search icon U to initiate a

search for the correct service

The “Units/Visits” field defaults to “0,” but you have the ability to change it.

4.

5 Enter the Start Date
6 Enter the End Date
7 Click the Add button.

_ Click the “Show” icon + in the right hand corner of the “Notes” and/or “Documents”
< | sections to expand and add additional information to the request. Reference Chapter 8

for more information.




Adding a new OP Nonclinical Request — Saving the Request

The nonclinical request must be saved so it is available to access at a later time in order to add
clinical data.

| Service Request

3
| Episode Notes + |
| Documents

Disclaimer

The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity, is subject io member eligibilityand applicable

Plan benefitlimitaions. This is not a guarantee of payment You mustcall back and confirn member eligibility and benefit availability 24 hours prior to the scheduled
senvice.

Save Request| Delete RequestjView Abstract

Step Action

1. Click on the Save Request button to save your request.
2. Click the OK button when asked “Do you want to Save this Request.”
Note — The disclaimer window appears with the cert number.

/ Reqguest has been saved successfully. Dismiss this message

Member Hame : TestKeystone Connect
Expected Decision Date:
Decision: -

Cert Number: 150600033
Authorization Type: OP

Disclaimer

The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity; is subject to member eligibility and applicable Plan benefit limitations. This is not a
guarantee of payment. You must call back and confirm member eligibility and benefit availability 24 hours prior to the scheduled senice
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7 ADD CLINICAL TO AN EXISTING OP
REQUEST
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How to Add Clinical Information to an Existing OP Nonclinical Request

You must complete the following steps:
- Edit Episode Details section (Do you have clinical Yes )
- Add assessment

- Submit request.

Search for an Existing Request

J i va "
T |

Note: To search by Member ID you will need to add 01" at the end of the Member ID (ex. Member ID 99399 enter 99999-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request

| Search Request |

Member Last Name Member First Name
WemberDoa HMember 1D
11D
Request Added From Request Added To
Episode Type | | -——————5glect-————— Vv Request Status : | -——select———- e
Y B —
Business Entit
=
4{ Request Search Results H
Last Trans. Episode Episode Reguest Submit Cert Submitted
Date D Member Name pe Date Number Diagnosis By Status Decision Reason for Decision Actions
oo
40801 Test Keystone J| OP 0112112015 150100615 498 (Ghrenic ainway obstruction, not Deb Maring - ending for
Connedt elsewhere classified) submission
Step  Action ‘
1. Click Search Request on the menu bar from the dashboard.
@ e = ” c
2. Enter the “certification number” in the Cert Number field.

Note — You can also search using the member ID or name/DOB.

3. Select “Cases Treated By Me” from the View Requests drop down box.

View Request Options Description

PCP Cases displays requests for members associated with doctor’s panel

Cases treated by me displays requests associated with the selected business entity

Cases submitted by me | displays requests entered by the person who is logged in

4 Select your Business Entity from the drop down box.

5 Click the Search button.

6. Locate the case where you wish to add clinical information.

7. Click on the hyperlink in the Episode Type column to access the request

If the search results do not reveal the case you are looking for, you can start a new request
by clicking on the Add New Request button.




Adding Clinical Information to Existing OP Nonclinical Request — Episode Details

You must edit the request to reflect that you want to enter clinical information

| Submit Request | Delete Request

| Demographics |

Episode ID: 40854

Member Name :

eae Member ID : T020002 DOB: 09/22/1989

Test, Keystone Connect

Gender :

Product Type: Medicaid{Medicaid Program of MI) Effective Date: 09/01/2014 Termination Date:

Group Keystone Connect

| Episode Details |

Episode Type : Inpatient Referral Source : Emergency
Episode Class: Admission Urgency : Standard Time Request: 24 Hours
Reason For Request: Court Mandated Alternative Contact Phone/Fax:

Do you have Clinical Info: Yes

Action

1. Click the Edit hyperlink in the Episode Details section.
Result — the Edit Request window will appear.
Edit Reguest *
— Episode Details |
* Epizode Type : Inpatient
* Referral Source © ¥
* Episode Class : *Urgency |Standard V|
i : *Reason for Request: |C0urt Mandated V|
Do you Have Clinical Info? : ® yes O No Alternate Contact Phone/Fax: |:|
Step Action
2. Select the Yes radio button to the question “Do you have clinical info”
Note - The system will offer an assessment if available for the request that may
trigger the auto approval functionality.
3 Click the Save button
4. Click the “Show” icon + to expand the Assessment section.




Adding Clinical Information to an Existing OP Nonclinical Request — Assessment

If there is an assessment available, it will be appear in the list of assessments when you expand

the section. You must click the “Show” icon + in the right hand corner to expand this section.

—
Assessment -

"] New. [*] InProgress, [7] CarePlan Creation. [7] Completed Assessments summary| | Title: ——Se\ect7V|

List of Assessments |

Assessment Status Assessment Type Assessment Date Completed By ~ Acuity Score  PRAScore Completed (%) Action
~ Provider Portal Delivery Screening Assessment
| Trigger Assessment 04/23/2015 mu

The buttons at the bottom of the screen are to submit your request. Don’t submit the
request until you have marked the assessment as complete.

Step Action

1. Click on the edit assessment icon t] to open and complete the assessment
2. Answer the questions.

Note - Questions in red are mandatory.
3. Click the Complete button to trigger the auto approval rules.

|q{p -l | MNotes ‘ | Cancel I | Full Screen ‘ ‘

Note- the Save button will not trigger the auto approval rules.
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Adding Clinical Information to Existing OP Nonclinical Request — Submit Request

| List of Assessments |

Assessment Status Assessment Type Assessment Date Completed By Acuity Score PRA Score Completed(%) Action
~ Provider Porial Delivery Screening Assessment
B Trigger Assessment 04/2312015 1 70 36.84 k2 |
=) Trigger Assessment [+ |
1

| Episode Notes

| Documents

|

il

Disclaimer

The case reference number you will receive is foridentific ation purposes only. Authonzation is based on medical necessity; is subjectto member eligibility and applicable
Plan benefitlimitations. This is nota guarantee of payment You mustcall back and confirn member eligibility and benefit availability 24 hours prior fo the scheduled
senice.

Submit Request Delete RequestljView Abstract

Step Action

Click on the Submit Request button to submit your request.

Click the OK button when asked “Do you want to Submit Request.”

Note — The disclaimer window appears with the decision and cert number.

Member Name : TestKeystone Connect
Expected Decision Date: 06/07/2015
Decision: Pending
Cert Number: 150100616
Authorization Type: OP

/ Request has been submitted successfully Dismiss this message m

_—
Disclaimer
The case reference number you will receive is for identification purposes only. Authorization is based on medical necessity; is subject to member eligibility and applicable Plan benefit limitations. This is nota
guarantee of payment. You must call back and confirm member eligibility and benefit availability 24 hours prior to the scheduled senvice.
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8 ADDITIONAL PROCESSES
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Search for a Determination

J iva " Provider

Note: To search by Member ID you will need to add "01" at the end of the Member ID {ex. Member ID 99999 enter 99393-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request.

| Search Request |

ember Last Name ember First Name
Member DOB Wember D - t020002
Government [ ]
Request Added From Request Added To
Episode Type Reguest Status
Bpisoder:[ ] Cethumoer:[ ]
View Requests |Cases Treated By Me W Provider Name:
Business Enfity ‘ALL v|
[Roset
— Request Search Results |
Last Trans. Episode Episode Request Submit Cert Submitted
Date D Member Name Type Date Number Diagnosis By Status Decision Reason for Decision Actions
eoe " . _
0801 WTest keystone J 0P 112412015 150100815 496 (ChrONIC alnuay obstruction. not oy yaring  Inprocess Penaing [Je0sion pendeddusto ey
elsewhere classified) uto update

Connect

Step  Action
1. Click Search Request on the menu bar from the dashboard.
2. Enter the “certification number” in the Cert Number field.
Note — You can also search using the member ID or name/DOB.
3. Select “Cases Treated By Me” from the View Requests drop down box.
PCP Cases displays requests for members associated with doctor’s panel
Cases treated by me displays requests associated with the selected business entity
Cases submitted by me | displays requests entered by the person who is logged in
4 Select your Business Entity from the drop down box.
5 Click the Search button.
6. The determination will be in the Decision column (Approve, Pending or Denied).
Episode ID Hyperlink Provides a summary of the case.
Episode Type Hyperlink Provides additional details about the case.
F® If the search results do not reveal the case you are looking for, you can start a new request
¢ by clicking on the Add New Request button.




Extending an Existing Request

Closed Episodes will be accessible in a ‘view only’ format. If you would like to extend the
request or add notes to a closed case, you will need to contact the Utilization Management
department to request to have the case reopened.

Jiva " Provider
| My Inbox

Note: To search by Member ID you will need to add "-01" at the end of the Member ID {ex. Member ID 99999 enter 99999-01)
Tip: Search by Member ID instead of Name to make it easier to start a New Request.

| Search Request |

ember Last Name ember First Name
Wember DOB Wember D - t020002
Government [ ]
Request Added From Request Added To
Episode Type Reguest Status select-—-———
Bpisoder:[ ] Cethumoer:[ |
View Requests | Cases Treated By Me W Provider Name: _
Business Enfity ‘ALL V|
[Rose
— Request Search Results |
Last Trans. Episode Episode Request Submit Cert Submitted
Date D Member Name Type Date Number Diagnosis By Status Decision Reason for Decision Actions
e00 " . _
40801  TestKeystone OP 012112015 150100515 495 (Chromic ainuay obstruction. Aot pop yaring  nProcess Penaing  Decision pendeddusto §f ey
Connect elsewhere classified) auto update

Step  Action
1. Click Search Request on the menu bar from the dashboard.
2. Enter the “certification number” in the Cert Number field.

Note — You can also search using the member ID or name/DOB.

3. Select “Cases Treated By Me” from the View Requests drop down box.

View Request Options Description

PCP Cases displays requests for members associated with doctor’s panel

Cases treated by me displays requests associated with the selected business entity

Cases submitted by me | displays requests entered by the person who is logged in

4 Select your Business Entity from the drop down box.
5 Click the Search button.
6. Click the Extend Request icon in the Actions column.




Extending an Existing Request (con’t)

Mgt : This is 3 Test Sits, Data entersa heds il n21 B8 miprated fo Froducken - 3] heo [ Lspenis FF Destboad @ Uemsryla!  UsersEgam Loniv

Jiva"

Member Harme ©
w Mambar 0 : 7194551701
AMsmoce. Fle

Gendur 1 ]

Prefirred Phome 8 ;
Product Type: Modic
Group Ksealons Firs
sihguit 13

E8g. End Date: 12318999

o 5 Subenil Exungion

Client : Keystons First

Episode: IP
Episoge Status : Openfiequest

Procedure Details :

1 Extension Stay Regquest |
Stay Reguesl

B0 GUIBEERS DNl ALSIZIBL (5 BEERT N Masbes
it call back and condnm mamber sbgibl

Step Action

8. Click on Step 2: UM Services in the left navigation window.
. Click on the extend icon in the actions column.
10. Enter the “number of days” you are requesting in the LOS Requested # field for IP
and in the Units/Visits field for OP.
11. Click on Step 3: Add Assessment in the left navigation window.
IF THEN
There is an extension or second Go to step 12.
initial assessment
There is NO additional assessments | Go to step 15.
12. Click on the modify icon E to open the assessment.
13. Answer the questions.
Note — Questions in red are mandatory.
14. Click the Complete button to trigger the auto approval rules.
Note- the Save button will not trigger the auto approval rules.
15. Click on Step 4: Add Notes in the left navigation window.
16. Click the Add Notes button
17. Type the extension notes in the Notes section
18. Click the Save button
19. Click on Step 6: Submit Extension in the left navigation window.
0. Click on the Submit Request button to submit your extension request.




Adding Notes - Initial Request

The Notes field is compressed so you must click the “Show” icon + in the right hand corner to
expand this section.

Episode Notes -

Episode Notes
Date : 06/10/2015 01:47:17 PM
MNote Type : Provider Portal Notes

Motes : BIU| -

[save[ResetffCancel

Step Action

1. Click the “Show” icon + in the right hand corner to expand this section
2. Click the Add Notes button
3 Enter the appropriate notes in the notes section. Be sure to include your name
' and contact information in the event the plan needs to contact you.
Note- Spell check is available by clicking the icon ? on the menu bar.
4 Click the Save button.

’— This is a shared note field. Notes can be viewed and entered by both you and the plan.




Attaching a Document - Initial Request

It is recommended that you save the document to a location that you can easily find. For example,
save the document to your desktop. The Documents field is compressed so you must click the

“Show” icon | ¥ in the right hand corner to expand this section.

Step Action

[ A O T T AT T
Add Document x

| Upload D |

* Documnent Title |:|
Document Type : | —Select Document Type—

Document Description

* Select Document Browse

Upload Document

Press [Esc] To close this window Help

1. Click the “Show” icon ' ¥ in the right hand corner to expand this section
2. Click the Add Documents button
Result — The Add Document window appears
3. Enter the “title of the document” in the Document Title field
4. Select the most appropriate Document Type
5. Optional: Add a Document Description
6. Click the Browse button to search for your document you wish to upload
Note — If you saved it to your desktop, navigate to your desktop to upload the
document.
7. Select the document
Note — the title of the document will appear in the Select Document field.
8. Click the Upload Document button.
Note - You should see the document in the documents section.




Diagnosis Favorites List — How to Create a Favorites List

The “Favorites List” will allow you to create and manage a list of frequently used diagnoses. The

list is unique to the provider’'s account. The steps for creating a “Favorites List” are below.

Diagnosis |
Code Type:IICDB . * Diagnosis \ \lﬂa
m Diagnosis
|Primary [P28"2s1s °°‘°| Diagnosis | Actions
Ype
* ICD9 250-Diabetes mellitus, (=]

Click the diagnosis search icon Q to initiate the search.

Result — The “Diagnosis Code Search Form” window will appear.

Favorite |
4 Diagnosis Code Search Form }
© For a defined search please enter the first 3 letters of diagnosis in the 'Description’ field.
Diagnosis Code Type: |ICD9 A
Diagnosis Code
Desaripon [ ]
—| Search Results }
Diagnosis Code Diagnosis
Type Code Description Action
ICD9 250 Diabetes mellitus [+
ICD9 2500 Diabetes mellitus without mention of complication n

Step Action

2. Select the appropriate “Diagnosis Code Type” from the drop down

3. Type the code or the description in the appropriate field

Result — The “Search Results” will appear.




Diagnosis Favorites List — How to Create a Favorites List (con’t)

1 Search Results |
Diagnosis Code Diagnasis ]
Twe Code Descripion Actian |
1co8 250 Diabetes mefitus 4]
€00 250.0 Diabetes mebitus without menton of complication
Fe sanbo :mmm‘ of type llor uns pecifed hpe, not stated as
oo 260,01 ::I;:‘;:;Inm of , type | [uversle bype], not stated as ﬂ
Icoo 25002 Diabet Bl of comp , type Il or unsp e, [+]
1CO0 250.00 Diabet Bt of comp  type | fjuverile ppe], [+]
100 2601 Diabetes with kewacdosis [+]
108 250,10 Diabetes melius with ketoacidosis, type Il oc unspecified hype, not stated as unconbrolied [
100 25011 Diabetes mekitus with ketoacidosis, hype | fuenile type), not stated as uncontalied [+
1C08 26012 Diabetes mebilus with hpell or tpe,
1.2/3 4[58 pes>ilame>
| Selected DiagnosisList |
] Diabetes melits (=]

Action

Click the add icon ﬂnext to the diagnosis of your choice

Result — the selected diagnosis will appear in the “Selected Diagnosis
List” at the botom of the screen.

you wish to add the go to step #5

diagnosis to the request
Click on the heart icon Q

you wish to add the ]= THEN
diagnosis to your
“Favorists List” you wish to select additional repeat steps 2 thru 4

diagnoses to your “Favorite List”

you wish to add the diagnosis to go to step #5
the request

5. Click on the “Attach” button to add the diagnosis to the request.
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Diagnosis Favorites List — Utilizing a Favorites List

Once your “Favorites List” is set up, you do not need to search for diagnosis in order to add them

to the request. Follow the steps below to add diagnosis from your “Favorites List.”

—| Favorite Diagnosis I
Code Type Diagnosis Code Description Action
ICD9 5770 Acute pancreatitis G
ICD9 250 Diabetes mellitus ks
ICD9 650 Normal delivery 3
ICD9 879.0 Open wound of breast, without mention of complication G
ICD9 486 Pneumaonia, organism unspecified G
Step Action ‘
1- G
Click on the heart icon in the diagnosis section of the new request
Result — The “Favorite Diagnosis” window opens.
2.

Click on the add icon to add the diagnosis to the request

3. After you have added the diagnosis, click on the “Next” button to display the
next mandatory section of “Adding Providers.”

Click the remove icon G to remove a diagnosis from your “Favorites List.”
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Providers Favorites List — How to Create a Favorites List

The “Favorites List” will allow you to create and manage a list of frequently used providers. The
list is unique to the provider’'s account. The steps for creating a “Favorites List” are below.

Providers |
* Treating Healthcare INC u m
| no providers attached to this episode ‘
* Attending u m

| no providers attached to this episode |

Action

1 . Q
Click the provider search icon to initiate the serach.
Result — The “Search Providers” window appears.
Favorite Atending m
— Search Provid |
@ Note To perform a quick search, please enter few characters for Last Name or First Name
E.g.Enter at leastthree characters in FirstLast Name to search for a Provider. The system will auto populate the content as characters are entered.
Business Enfity : |ALL b
Provider LastName _ 7 Prowder First Name : | \
NPIN (National Prowder |
Identification Number) ; - Provider ID : |
TaxID
Reeet
| Search Results |}
Prowder Termination Participation Prowder
Provider Name (2] Address TaxID Date NPIN Stats Network Actions
1313 Mocking [;_gg
Flintstone. Fred Bird lane 123 123 Par INNETWORK
125 Munster, ¥Z 12345
Step Action ‘
2. Search for the provider.
3.

Click the “Favorities” icon Q in the row of the provider you wish to add to
your “Favorites List.”

Result — The provider is now added to your “Favoritest List.”




Providers Favorites List — Utilizing a Favorites List

Once your “Favorites List” is set up, you do not need to search for your commonly used
providers in order to add them to the request. Follow the steps below to add a provider from your

“Favorites List.”

— Providers |
* Treating - |APRIA HEALTHCARE INC V| (X5 1 N
Provider Network Termination |
Name Sendce Location Phone 1D Status Speciality Fax Date Actions |
1313 Mocking
HealthCare g'urﬁe'-ggg 1235 123 0 [E):L?:'r:::fdi“' o X
Munster, YZ
* Attending u u
no providers attached to thisepisode  Click !0 Add Favorite List
Other provider : Q
Step Action
1- G
Click on the heart icon in the “Providers” section of the new request
Result — The “Favorite Providers” window opens.
2 .
Click on the add icon to add the provider to the request

Click the remove icon G to remove the provider from your “Favorites List.”
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Add Additional Diagnoses - Extension Request

(Mote : This is a Test Site. Data entered here will not be migrated to Praduction. - ) Help Legends R D

FR Dashboard
Jiva’
Mew Request My Inbox

[ MemoryList  User:Egan, Lori~

Step 1:Edit Request Episode ID: 27323 Delete Request
Step 2Add Provders LAl MemberID : 78945612-01 DOB: 05051950
| Alamode, Pie -
I | o Age: 53 Lo
Step 4:UM Senices oolwhip, PA, USA, -
B ——————— Preferred Phone # :
Step 5:Add Assessment Product Type: Medicaid(Medicaid Program of MI) Elig. Start Date: 01/01/2004 Elig. End Date: 12/31/9999
Step 6:Add Notes \\?‘L(:!“u‘l’t ':ff"sm"e Tl e e o S IO : Keystone First Client: Keystone First
Step 7:Add Documents Episode : IP Primary Diagnosis : 650 Procedure Details :
Step 8:Submit Request [EETID SETSE (LB
| Diagnosis |
| Primary DX Diagnosis Diagnosis Type Date Added |
|ves 550 (0)-Normal delivery 1cD9 0772012013 |
Add New Diagnosis

Step Action

1 Click on the step titled Add Diagnosis in the left navigation window.

2. Click on the Add New Diagnosis button.

3. Enter the appropriate Start Date.

4. Enter the appropriate Diagnosis Code.

Note - you can search for a diagnosis by clicking the search icon .

Click the Add New Diagnosis icon ﬂ

6. Click the Add button to save the additional diagnosis.
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