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PROVIDER PORTAL

The all-new robust Provider Portal provides all the functionalities and features for
Providers in the reclaim/recoupment process from HMS, all in real-time based on
the contract/product selected.

This Provider Portal document contains.

¢ COMMON FEATURES/MODULES - Applicable across Provider Portal.
o DISALLOWANCE - Click Here.

¢ PAYMENT INTEGRITY (PI) - Click Here

e UTILIZATION REVIEW (UR) - Click Here

e WORKERS COMPENSATION (WC) - Coming Soon

Note: The User Guides are arranged based on the above order - first Disallowance
followed by Payment Integrity, Utilization Review, and Workers Compensation in
this document.

PROVIDER PORTAL USER GUIDE 1
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COMMON FEATURES/MODULES

The following features are common for all the screens and Products.

HMS Portal

e Logging into HMS Portal
e New User Registration

Provider Portal
Features

e Entering Provider Portal

e Header Section

e Left Navigation Menu Section
e Display Section

Modules

e My Workload
e Bulk Document Upload

e New Access Request
e Reports & Documents

e Messages
e Notifications

HMS Portal

The Health Management Systems (HMS) Portal offers cost containment (incurred
through claim settlement) to its customers for multiple Products names. HMS helps
Customers in their recovery process by identifying discrepancies in the disallowed
amount leveraging expertise, logics, rules, regulatory guidelines, algorithms, and
access to vast American Healthcare related data. With progressive technology, HMS
Portal provides Providers and Customers with the ability to monitor claim status in
real-time.

L]
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As a digital platform, HMS brings on board Enterprise portal, and integrates
Providers, Customers and HMS Internal operations team to collaborate and
exchange information’s transparently. Acting as a main point of contact during the
identification and recovery process, HMS offers easy registration process, quicker
recoveries, and increased accuracy rates.

Logging into HMS Portal
The Login screen of HMS Portal provides the following options.

e Click Login to log into HMS Portal as an existing user.

e Click Register to sign up as a new user.

e Select Password Reset to reset password by answering security questions
e Select Need Help to reach out to HMS for access, login, other issues.

Welcome to

HMS Portal

For Help, click Need Help to view popup window shown below.

Need Help? X

For inquiries regarding HMS Portal access, please contact the HMS
Portal registration team at 855-554-6748

For issue with login or premature session expirations, please follow
the instructions hereCl

Please find the help guide for Provider Portal herel®
Please find the help guide for Customer Portal here(®'

To report a problem or issue with the HMS Portal, please call the
HMS Service Desk team at 855-55HMSIT (855-554-6748) , option 3.
Or email at hmsppuserverification@hms.com

L]
PROVIDER PORTAL USER GUIDE 3
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When selecting “Login” as an existing user, the below screen will be displayed.
Use this screen to enter your login credentials. You will also see options to “Unlock
IDM Account” and “Forget Password” if needed.

PROVIDER PORTAL USER GUIDE
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After entering your credentials and selecting “Login” you will be taken to the HMS
Portal Dashboard.

New User Registration

The “Register” feature allows you to register a new HMS Portal user requiring
access to Provider Portal.

To register a new user, follow the steps below.
1. Select Register to add a new user and view the "NEW REGISTRATION” screen.

~+, PROVIDER

Users wha are providers or represent providers
that need access to the Provider Portal.

2. Select Register button in the PROVIDER card.

3. Enter mandatory details and click Submit in PROVIDER REGISTRATION form.
Application displays REQUEST CONFIRMATION as shown below indicating
request is submitted/received for review with options to contact or register
another user.

©hms REQUEST SUBMITTED
REQUEST CONFIRMATION
eflo Test Purposed
Your request has been recenved. We will review and reach out for further validation within 72 hours.
® - ppuservecationhms omand inclade yourRequest o, HOWN inall comespondence

fegster Another User

PROVIDER PORTAL USER GUIDE
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Note: The processing time to complete a request is generally 72 hours.

Provider Portal

Note: Mandatory fields are represented by * (asterisk) or | bar in the text box,
throughout this guide.

The PROVIDER PORTAL designed exclusively for Providers offers all functionalities
and features to review and acknowledge letters, view claims, and their statuses,
activities performed on the claim, view reference claims, upload claim documents,
add, or update Providers contact information and address management based on
access rights.

Note: After successfully logging in as a Provider using your credentials, application
by default sets and displays Provider Portal dashboard screen with options to view
“"Provider Portal” and “eCenter” applications in "My Apps” based on your role and
access rights.

The Dashboard screen of Disallowance is shown as an example to illustrate the
common screen features appearing in all the screens.

Note: The left Navigation Menu list and its corresponding Display Sections content
on the right might vary based on the Product selected but Header section remains

the same throughout the Portal.
nm oo o of

DEMO HOME HEALTHCARE 1 B

Congratulations! Congratulations!

PROVIDER PORTAL USER GUIDE 4
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A screen is divided into the following three sections.

1. Header Section- Contains same features across all screens
2. Navigation Menu Section - Contains same navigation menu across all screens
3. Display Section - Varies based on feature/menu selected.

Banner

|—.-; Botwoen 7 pm CT and 10 pm CT on 8/26, the Portal technical staft will be updating a crucial component, which may prevent you from uplo

Ohms
= portal ProviderPonal i

Optional. Need based banner allows important notification across applications or
limited to specific Products like PI. Place the cursor on the banner to read the full
content as shown above in the black background.

Note: Hovering over an icon, displays name of the icon.

Provider Porial EGEY [ [n e [P
3

The top Header section includes:

Note: On licking DSSrta'logo, application displays "My Workload” section by default.

1. My Apps - Allows to access and switch multiple applications you have access
2. Take A Tour of What's New - Provides a short popup on how to navigate HMS
Portal

3. Home - Navigates to your default Home screen (My Workload> All Work)

4. Open View in Full Screen - Enables to switch to and from full screen

5. Help and Resources - Provides the following features.

Help - View and download User Guides

Training — Access videos

FAQ (Frequently Asked Questions)

. Accessibility — Usability to all users (with disability)

Site Map - Major links to respective screens.

|
PROVIDER PORTAL USER GUIDE 5
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F. Release Notes - Highlights new features/functionalities/bugs fixed.
G. HMS Newsroom - Latest news across HMS

. Recent Activities - List of last 25 locations visited recently in HMS Portal with
provision to visit again by selecting the link.

Notifications — Enables to view number of notifications available.

8. Messages - Helps to view and create new messages

9. My Profile and Settings

A. Settings
I. My Profile - View your profile details and set the default
application.

II. My Authorization - View Providers ID assigned to you.
III. Manage Notifications — Turn on or off notifications

B. Logout

The following Header section is explained in detail below.
1. My Apps

Hovering cursor over rovcerrona i gre@ allows you to view and access
applications based on your role and access. For example, you might be able to

view only Provider Portal application as a Provider.

Provider Dnrm
B B =
Intemal © Selffleporting  Customer Por
i3]

User Manage

2 TAKE A TOUR OF WHAT'S NEW

Enables you to discover each icon, new features, what it does briefly.

PROVIDER PORTAL USER GUIDE
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Navigation Men;

Selecting “"Next” and “Previous” enables you to move to the next icon and its
details and “Skip Intro” closes popup window.

3. HMS Portal Home

Allows you to return to HMS Portal home screen from anywhere in the
application.

Portal Home

4. Full Screen View

Enables you to view in full screen mode.

a3
La

Open View in Full Screen

Exiting Full Screen View

Allows you to return to normal screen view

JL
ar

Exit Full Screen

5. Help & Resources

Provides you with the following help and resources options.

Help & Resources.

PROVIDER PORTAL USER GUIDE
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User Guide

Training

FAQ

Accessibility

Site Map

Release-Notes

HMS Newsroom

Note: On selecting any of the above link, the same set of links appear on the
left navigation menu also as shown below for quick navigation.

@ User Guide

|;.,:| Training
= raq

@® Accessibility
& Site Map

= Release-Notes

E HMS Newsroom

A. User Guide

Allows to view and download User Guides based on the module/application.

User Guide Provider Portal - I -

Training

B. Training

Helps new users to access videos/information’s related to the Portal
/application whenever required.

PROVIDER PORTAL USER GUIDE 8



©hms

portal

B raa

@ Accosswmy

C. FAQ

Answers frequently asked questions by users.

My Resources / Frequenty Asked Guestions

E Frequently Asked Questions

General

@: What browser sheuld | use to access HMS Portal?

Latest version of Gaogle Chrome o Firefox o Microsoft Edge

@ What providers should | have access to? v
Provider Portal

Qi Wihy can't | view my disallawance claims in Provider Partal?

Please make sure you have acknowiedged the cycle letter/listing on the Provider Portal Letter tab

D. Accessibility

HMS Portal provides accessibility and usability to all users more than one
way, including those with disabilities like visual impairment and compliance
with required standards and guidelines.

PROVIDER PORTAL USER GUIDE 9
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My Rosources / Accessibility
@ Hep

@ Accessibility

) Training

FAQ
= We are committed to ensuring that the HMS Portal is accessible to all users regardiess of device in use, technology or abllity. It has been bullt to provide maximum

_ accessibility and usabillty to its visitors. As a result, this Portal can be viewed from a variety of devices, Including computers, smart phones and tablets,

We have made our best effort to ensure that all Information on this Porta

S accessible to people with disablities, For example, a user with visual Impairment can
& SteMap

access this Portal using assistive technologies, such as screen readers and magnifiers,

We are also compliant vith standards and principles of usability design, which should help all visitors to this Portal.

B rel
]

HMS Newsroom This Portal is designed to meet Web Content Accessibility Guidelines (WCAG) 2.1 level AAA, as established by the World Wide Web Consortium (W3C).

If you have any feedback or difficulty using this website, please send your comments to HMS Service Desk team at 844-715-4357

E. Site Map

Provides all major links to the application based on your access and allowing
you to navigate to the respective screen from Site Map.

) Help &, Site Map

) Teaining
Self-Reporting User Management Internal Operations Customer Portal
Home L n erations

Providers

Pravios R
Roports
General Documents
Provider Portal Resources
Wy Workosd Help
Traning
FAG

Genoral Documorts

F. Release Notes

Helps to view new features/functionalities/bugs fixed in the latest release,
and version focusing on Release Versions

PROVIDER PORTAL USER GUIDE 10




Release Notes

Version 4.21.0 - Released 27 September, 2022 7:00 PM CST

New Features

* Task ma et~ Allows the provide

jsef 10 et up 1asks 10 m:

erydlay operations. Tasks can be created & tracked at Global level ( General | as well as at Claim Level

* Importa

Gives the user n 1o mark the claims as impo

o they can be quickly accessed and worked on

+ Message Conversation : For a f

er tumarcund, commun

jon can be established between the Provider User and the HMS/Gainwell Internal Operations team

[y —

* PIClaims Desposition : give

ption 1o exclude Certain Payment integrity Claims from the My Workioad Gueus by changing the claim's dsposit

status in My Workioad > Claims Caeds.

Enhancement
* Customer Portal New UIUX Enhancement - Clam Search Screen.

Screen with Improved Seasch, Sort, and better User Experience and makes it simpl

lay Claim Card and associated Filter Options based on the selected Product Name.
+ Disallowance
© Internal Operations can update the information by uploading Invoice Ingest Pipe delimited text file into the portal
+ Payment Integrity
© Renamed few labels in Customer Portal Appeal Summary Tab as:
= Appeal Reviewer Comments
= Appeal Review Status
= Appeal Determinabon/Disposition Reason

= Letier Comments

G. HMS Newsroom

Displays latest news across HMS.

B s oo

§ Mo MEDA
5) Covennce ) Coverace OVERAGE B coverace

Healthcare NOW
Radio ¢:%

Approaches to Maternal Health e Right Architecture for 8

jern Medicald System

Y) Coverace

Your eource o the atest Gesnweil siories

Press Release @& HealthIT
)@ Answers

4, COMPARABLY

SEP1,2022
™
Minimizing Modernization Risk

aid Enterprise Systems: Five Tips for

6. Recent Activities

Allows you to revisit recently visited screens directly by clicking the link.

Recent Activities

Clicking above icon displays below list of recently visited screen links

PROVIDER PORTAL USER GUIDE 11
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The number on the top left corner in the example below indicates the total
number of screens visited in descending order.

Recent Activity

PROVIDER PORTAL

PROVIDER PORTAL /
CCONTACT INFO

PROVIDER PORTAL / ALL
WORK

PROVIDER PORTAL / NEW
ACCESS REQUEST

Portal / New
s Roquest

CCUSTOMER PORTAL

7. Notifications

Helps you to view notifications and mark them read or unread. For more
information, view the section, Notifications or Click Here.

Ohms B .
[)6, tal Provider Portal & a5 a ° @
Norcatons

Cyete: PROFESSIONAL DS CYCLE 210476209 oanea02

i Nurmber: 7276382670032087 osnaz0:2

o Number: 7276382670032087 oswa022

oenaze

or073v20m a0z

Cyvie: COMMERCIAL INSURANCE CYCLE I9 06282017 oenez022

Cele: COMMERCIAL INSURANCE CYCLE 07 10312030 osnea0n

8. Messages

Enables you to view messages, mark them as unread/closed/open and add new

messages. For more information, view the section, Messages or Click Here.

PROVIDER PORTAL USER GUIDE 12
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Inbox 5 4 € Claim Status
Provider: ALPINE HOME HEALTHCARE (496-262262317001)
Client: HF Management Services, LLE (496)

v Sop3,3022 325 AM

Kalavara, Prasha... & - 3. 2022 324

Clalm Status

ClalmIs added 1o Portal =

e e px  Kalavada, Prashanth kumar ep 3, 2022 3:25 AM
Ciaim i added to Portal

Kalavara, Prash... 4430, 20221129 AM

Claim Status

New Claim settied
Proscer. BROOKDALE HOS.

Panutula, Shwe.,, Aug 24,3022 640 AM
Ganeral Inquirles

testtest test test =]
wowider: JAMAICA HOSPITA.

9. My Profile & Settings

Helps to view your profile settings, authorization and manage notifications.

My Profile & Settings

Clicking displays below popup screen.
o Varghese, Daniel

danielvarghese@hms.com
8

A. Settings
Selecting “Settings” displays following left navigation menu’s
S, My Profile

€= My Authorization

B9 Manage Notification

I. My Profile

Enables to view your profile details and choose an application to be set as
default to ensure you view the application when you login each time.

L]
PROVIDER PORTAL USER GUIDE 13
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Shms o

= portal M aees EErEEm s oo o [@]
MyP B My Profile
o

My Details

Varghese, Danisi ‘aniciarghessghms com

App Settings

II. My Authorization

Allows you to view Provider IDs assigned to your User ID.

B rororaion

Claim Type Value
clp-contex
clp-role
hmspumt

mdsrole
auth:liapps providerportal
auth:liapps srcontext
st-role

test

2531243173

aUApICNGers. 2531907754
authciproviders 253-36573M

authciiproviders 2535432

authiproviders 25384715

The Provider ID must be in this list (as shown above) to view or access
information about a specific Provider

III.  Manage Notifications

Provides you the ability to turn on or off for different notification types by
sliding the toggle button and displaying a confirmation message on the
top right side of the screen for few seconds. Turned "ON" notification

Note: If you have access only to Disallowance Product, application
displays only Disallowance related email notifications such as first six
notifications. Below example is for a Provider with both PI and
Disallowance access. Turned “OFF” notification

L]
PROVIDER PORTAL USER GUIDE 14
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Manage Email Notification

E
H

Notification Type.
Hew Disasowance Cycle Notification

Disallowance Closing Cycle Remainder Notification

Refund Request - Status Changed {Provider Notification)
Rofund Roguest - AR Number Updatod [Provider Nolifcation}
Disallowance - Cycle Blast Email Notification

2na Lettor Listing - Provider Email Notiication

PIRA Now Latters

S L LLLL]

General Document Natification

B. Logout
Allows you to sign-out of the HMS Portal application

2. Navigation Menu

Allows you to access and navigate to the following functionalities/ modules
based on the User access level.

[l

Clicking the above icon once, displays below navigation list.

L]
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@ My Workload

Tasks

Important

c@: Dashboard

Provider Communicati...

Letters

Claims

Bulk Document Upload

A/R Claim Review

Seli-Reporting

New Access Request

Reports & Documents

NOTE - Based on the User access level, the respective menu items will be
displayed (Ex - AR Claims Review, Self-Reporting)

Clicking the same icon again, hides the navigation list as shown below.

L]
PROVIDER PORTAL USER GUIDE 16
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3. Display Section

The display section of “Disallowance” Dashboard screen (appearing below
Header section and right side of Left Navigation Menu) is shown below.

DEMO HOME HEALTHCARE

wovesss @ DEMO HOME HEALTHCARE

Congratulations! Congratulations!

Note: Display section vary based on the selection in the "Header” section or
“Left Navigation Menu”.

PROVIDER PORTAL USER GUIDE 17
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My Workload

This section has three parts.

e All Work
o Important
e Tasks

Application by default displays “All Work” screen on entering Provider Portal.

) Cycles 1 + ) Letters 16
(15554 C1 CYCLE 34 0421207 (D)
o UPMC Las Viegas Services

o Date: Jun 4, 2017 )
(17464) MCA CYCLE

o LPMC Las Vegas Service

womez =D .. )
s s 200

{17643) € CYCLE 36 05/30/20,

$3266.26 Ape 21,2017 » 101

EEN Ape 21,2017 » m

| D8 ©0 ©

Ape 21,2017 » 2

1022 HMS. All Rights Reserved | Privacy Policy opens in new window

To navigate to All Work screen, follow the steps below.

1. Click My Workload and application displays following options
B wmyworkicad > 1

2. Use the dropdown list to select “All Work”.

B My workioad

Application displays “All Work” screen as shown below.

PROVIDER PORTAL USER GUIDE 18
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B e e e u:“c — 3]

(&) MEDICARE PART A CYCLE 07 077312019 HF Managoment Services, LLC

&) Cycles Fa + &|| B Letters 4
(18732 MEDICAR.. (T

Client: HF Management Services,.. )
wx
Close Date: Oct 13, 2019

nessameoica..  (EETTEETD Provider Name & No. Disallowed($) Sent Date

MName & No. Disallowed($) Sent Date Claims ~
Uppor Manhattan Dialysis Ct $4552.00 Now 10, 2020 s "
455378564006 View Claims

Jamaica Hospital Medical Center $2.940.64 Nov 10, 2020
F Management Services,.. ™ 1631788170002

= @

View Claims

ate: Jan 13, 2020

1001

Provider Name & No. Disallowad($) Sent Date Claims -

{18194) COMMERCI. Continuously Open Brookdale Hospital Medical Center $2,058.07 Nov 10, 2020 " )
1631746410002 Viow Claims

Client: HF Management Services, \

Close Date

e Feb 3, 2024 Provider Name & No. Drsallowed($) Sent Date Claims.

St Bamabas Hosp $2574.65 Nov 10, 2020 20

(18388) MEDICARE PART A CY... (e 1BI740122470002 View Claims

Client: HF Management Services, .. =

Close Date: May 18, 2021 Showing 1-4 of 4 Letters.

3. Use dropdown list to select Product name such as Disallowance.

4. Use dropdown list to view list of Providers you have access and ability to search

5. Use dropdown list to list of Clients you have access and ability to search.

6. Cycles Section: Based on the value selected in Product Name, Provider Name,
Client Name, application displays associated Cycles and Letters.

(&) MEDICARE PART A CYCLE 07 07/312018 / HF Managemont Seevices, LLC

@) Cycles 2 + [ Letters 4

noredby  Acknowledged X Cioar All

oarsa weonn. CEEESTEEED

jdr Name & N Disatioweds)

HF Management Senvices. Upper Marhatan Disyss C1 s455200 Nov 10,2020 == -
D) | e View i
s 013,209
(essq)MEDICA. I Disaliowed(s, ok Gk
y = s201060 Nov 10,2020 » ®
ient: HF Management Services... N\ View Claims
Brookdae HospialMedical Center 5205807 Nov10,2020 "
s2sass Nov10, 2020 ,o
View Gl

Weyeles 9 indicate cycles count that are in “Open”, “Continuously Open” and

“Closed with Extension” with respective filters applied and options to “Clear All”
filters as shown below.

L]
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(18732) MEDICAR... (=N A

Client: HF Management Services, )
fre
Close Date: Oct 13, 2019

A. Use "“Filters” dropdown list to select and view client cycle by status.

Al

Closed with Extension

Continuously Open

Open

B. Click to sort by “"Cycle Close Date” and display "Newest to Oldest” or
“Oldest to Newest”.

+
. B
Sort by Newest to Oldest

C. Click . to hide cycles section fully.

@) Cycles 8

Client: HF Management Services, ) Avantus Upper Manhattan Dialysis Ct $4,552.00 Nov 10,2020 s

455378564006 View Claims

(18732) MEDICAR.
Close Date: Oct 13, 2019

Application hides the Cycle section as shown below.

[ Letters 4

Provider Name & No Disallowedi$) Sent Date Claims -~

Avantus Upper Manhattan Dialysis Ct $4,552.00 Nov 10,2020 L
255378564006 View Claims.

Click again to view Cycle section fully

D. Click on any of the Cycle card in Cycle section to view its Letters in the
Letters section on the right. Cycle section can display any of the Cycle Status
in Open, Closed with Extension, or Continuously Open.
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(18884) MEDICAR... (i
Client: HF Management Services,... ™.
0%
Close Date: Jan 13, 2020
tetea)commerc. oy

Client: HF Management Services.... \
24%
Close Date: Feb 3, 2021

(18388) MEDICARE PAR’T&

Client: HF Management Si
Close Date: May 18, 2021

Open
indicates Cycle status

Overall Claims Voided / Closed &

Recouped

Progress Chart: Indicates only 7% of the total Claims for the selected Cycle
have been Voided/Closed & Recouped.

7. Letters Section: '*™" ° indicate 16 Letters associated to selected Cycle.

(85 MCA CYCLE 35 081062017/ UPMC Las Vogas Services

® Cycles 1 + € Bleters © nz

15554 crcveLe 3e0azvaor (D)

Prodor Kama & o P— Sent Date Clans 3
Cllent. UPHC Las Vegas Services ) Reading Hospita s Seps, 2017 % 2l B H

Closs Dato: Jun 4, 2017 253332v0vIer Viow Claims

Provider Name & No. Disalloweds) Sent Date Clams
meeameacvess. CIEEERY L ngon st sooass D )
Client: UPMC Las Vegas Services. - 0000ZEVONOTS View Claims
Close Date: Oct 19, 2017 .)

Provider Name & Ne. salloweds) Sent Date Claim:

(17643) C1 CYCLE 36 05/3020.. (2R Upmc Childrens Haspital Of Pi 53207613 Sop 6, 2017 o o

000022100026 Viow Claims
Client: UPMC Las Vegas Services.

Close Dato: Jan 14, 208 Provider Name & No. Disallowedi$) Sent Date Claims.

Upme Mercy 6561764 Seps, 2017 E]

(18023) MEDICARE PART A CY... 10934 WONDES

Cllent: HF Management Services,
= Provider Name & No. Disallowed($) Sent Date Claims

Uniontown Hospital $439259 Sep 6, 2017 c) a7
— 103580047

Close Date: Oct 14, 2018

A. Use “Filters” dropdown list to select and view Letters by Letter
Acknowledgement status.

L]
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Acknowledged
Not Acknowledged
B. Click El to view Letter Listings in PDF and download Letter information in
Excel.
'y
Letter/Lisitng
Below image displays the various options you see within each Letter card,
based on the product line.
View Initial Letter Listing as PDF
View Second Letter Listing as PDF
Download as Excel
Fig — Disallowance
View Letter as PDF
Download as Excel
Fig — Payment Integrity
C. Select first slide bar to Acknowledge and view Initial Letter Listing and
second slide bar to acknowledge Second Letter Listing
Hover cursor @ over to view Numerator/Denominator.
D. Select “View Claims” to view Claims section with the number of claims

associated to the Letter.

L]
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Note: "View Claims” link appears only after acknowledging the First
Letter. (Only for Disallowance)

On selecting "View Claims, application displays Claims Section

For Payment Integrity & Utilization Review, the "View claims” link appears
by default.

8. Claims Screen (My Workload - All Work): An example of “Claims”
section with 10 claims is shown below.

© @claims 10 ©®

Filtered by ~ Open Request X  Clear All

Claim No Disallowed($) Recipient Name Claim Disposition Claim Status
X922984512017041704 $16.62 JASON SMITH

Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status -
¥210414512017050203 $238 PHOENIX SMITH [ uninown } 8 w
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status

X571153712017031801 $6146 PHOENIX SMITH w
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status .
Y¥335800712017051801 $5125 PHOENIX SMITH &
Claim No Disallowed($) Recipient Name Claim Disposition Claim Status §
Y¥210414512017050207 $342.96 PHOENIX SMITH [ Uninown § 8w
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status

X922984512017041703 $16.45 JASON SMITH 8 %
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status

X922984512017041701 $3231 JASON SMITH e

A. Click ™ to add a new task in the Tasks popup window.

B. Click ™ icon to mark the claim important. Disappearing message appears
on successful completion and color change.

C. Claim Disposition status:

» Definition - The option will be used by the provider user to update a
claim's disposition status, by confirming that providers will Agree to
pay the amount determined by HMS, following an audit.

» A toggle button will be displayed in each Claim card.

L]
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® Bclaims 3 Filters

Filtered by =~ OpenRequest X  Clear All

A
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status
E
18170386200007477 $557.75 DAVIDFEGURGUR
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status

18186386420030097 $139.83 SHAWANAMURPHY

Task

A. Indicates open tasks
> Click on U to add a new task in the Tasks popup window.
» An orange bubble displayed at the top right hand corner on the
task icon in the claim card, indicating there are open tasks to be
reviewed as shown in the image above.

B. Indicates no open task

» No bubble will be displayed on the task icon, in the claim
card, indicating no open tasks.

o | |
Tasks Add New Task Task marked as Completed

Task for Claim No: 15313387660009707

] D - U

Due On: Nov 28, 2022

» On marking the task as “"Completed”, a message “Task marked as
Completed” will pop-up for few seconds.

» Title of the task will be striked out and prefixed with a tick indicating
that the task has been completed.

L]
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Tasks Add New Task Task has been re-opened

Successfully

Task for Claim No: 15313387660009707

O Testl f m

Due On:jNov 28, 2022

» Task can be re-opened by clicking on the tick mark.

» On marking the task as re-opened, a message “Task has been re-
opened successfully” will pop-up for few seconds.

» An unstriked task with no tick mark indicates the task is re-opened.

9. Claims Details Screen: Selecting link displays “Claim Details”.

Claims / X922984512017041704 p A
{5 MCACYCLE 35 00/06/2017 | UPMC Las Vogas Seevices # [ Upmc Chivans Hospital Of P [000022V0H026) ¥ () Claim No. XS22984512017041704
9 aim Det Repayments Letter: Documents. Actrvity
Sotby  Newest1o Oidest
Patient Details Service Details
- — Pe——
Dec 31,1969 - Received Date: S/6/17
M 00162972601
.
Pravider Details Client Details.
Upme Childrens Hespital Of Pi 164426896 (389) UPMC Las Vegas Services UPMC Las Vegas Services

000022v0h026

Cycie c
17464 - MCA CYCLE 36 09/06/2017  C
otro Claims c o
WA Oct19, 2017

A. Use dropdown list to view and mark claims that are important
B. Click ™ icon to mark the claim important. Disappearing message appears
on successful completion and color change.

C. Click e icon to add a new task in the Tasks popup window.

Navigating to “Tasks” screen.

L]
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The Portal allows you to create, edit, view, and delete tasks. You can mark tasks
that are important and view them quickly.

To navigate to Tasks screen, follow the steps below.

1. Select My Workload from the left navigation menu to view the dropdown list

| e | e |

llﬂ
(1]

Y
1

2. Select “Tasks” from the left navigation menu.

3. Use the dropdown list to select “Disallowance” tasks and track your to-do tasks
lists. If no tasks are pending, application displays message below without
Search, Filters, Sort, Edit or Delete tasks options and, link to view Claim Details
screen.

[EIR Tasks

(=]
¥)
No tasks yet!

Add your to-dos and kaoep track of thom.

4. Click to add a new task to the list.

L]
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I (%) Add a Task X
Please create a new task
Task *
Specific Task
Priority *
Medium -
Due Date:
9/30/2022 ™

Note

Create and submit task before due date.

Enter the mandatory fields and click . The newly added task gets added
to the list as shown below.

© /0

7 Ganaral Task | Dus On: Sep 12,2022

@ /v

BI0ZIEIBT491400 | Due On: Sep 21,2022

o On: Sop 30,2022 D o

Specific Task

Select checkbox to mark the task as completed. Application closes the

task and displays with option to reopen the task

5. Select the | Edit icon to modify task details and click Update Task or Mark
Complete to mark the task as completed.

L]
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Edit your task

Task *

Specific Task

Priorty "

Medium

Due Date

/2912022 3]

Note

Create and submit task before due date.

Note: "Update Task” button will be enabled upon the user making any changes in
this section.

6. In the “Edit task” screen, on marking the task as completed (“"Mark Complete”),
a message “Task marked as Completed” will pop-up for few seconds. Updated
task will be displayed in the “Task List” screen.

Edit your task

Task *

test

Priority *

Medium

Due Date

W30/2022

Note

el Update Task
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o —

Edit your task

Task *

test

Priority *

Medium -
Due Date

1/30/2022 =

Note

Cancel Update Task

7. User will also have an option to re-open the completed task by clicking on “Mark
Re-Open”. A message “Task has been re-opened successfully” will pop-up for
few seconds.

(2] Edit Task Task has been re-opened

Successfully
Edit your task

Task *

test
Priority *

Medium -
Due Date

113012022 ]

Note

Cancel Update Task

8. In the “Task List” screen, based on the status of the task, the corresponding
symbol will be displayed as shown below.

L]
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sk | Due Onc Nov 30, 2022 @ i U

Fig — Indicates “"Open” task.

g
Y
P

Fig - Indicates “"Completed” task.

Allows you to mark Claims that are important and view them quickly.

1. From “Important” Left Navigation Menu
2. From “Claims” Left Navigation Menu

To navigate to Important screen, follow the steps below.

1. Select My Workload from the left navigation menu to view the dropdown list.

X32208452017041704 5662 JASON SMITH

- s v v Fisison
— RAGUEL FRANCES =
suszo RENEE wiXINSON o [ oo e

Showing 14 af 4 Claims.

2. Select “Important” from the left navigation menu to view Important screen.

3. Use the dropdown list to select “Disallowance” and view list of claims marked *
(important) earlier.

4. Select * icon to indicate the claim as important.

L]
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Note: Clicking * icon once marks the claim unimportant and clicking the icon
again marks the claim important in the Important, Claims and Claim Details
screen.

Select “Claim No.” link to view Claim Details screen and mark the claim
important on the top right.

Cloim Siakss  Cloim Disposition
Claims / 010216187491400 s 0102161874914, ¥ RE
E impontant. b £ Claim No, 010216187491400
(©  ClaimDetals  Repayments  Refund Request " Letters Documents Activity
Sartby | MewesttoOldest =

Patient Details Service Details

Patient Name. Dote Of Bith Date Of Service Procedure Code Initial Lettor Listing

CHRISTI ANGEL Jun 30,1976 Jan 29, 2018 - Recaived Dote: 2122721

s Medical D
Second Letter Listing

F RO362218

Received Dote:

Recipient Acct No.

Provider Details Client Details
Provider Name & Provider No. NPy Name Contioct
Jamaica Hospital Medical Center 124537017 (496) HF Management Services,  HF Management
ME31788170002 ue
Cycle Cycle Stoms
17872 . COMMERCIAL Continuously Open
INSURANCE CYCLE 01
041272018

2. From “Claims” Left Navigation Menu

Note: You can select or unselect the * icon in the “Claims” screen and “Claim
Details” screen.

1. Select “Important” from the left navigation menu to view Important screen.

Claims screen

L]
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[ ciaims [0 -
Fiters
Cyde Filsedby: Crele COMMERCILL.  Provider. JAMAGAHOSPL.  Coar
Frao0 e 7 ek

= wavI020
[®) Bulk Document Upload

Proviger

[496) HE Management Serdces, LLC

Claim Statiss Claim o P—— st Nom ko o Closa Dai
il Now Acce
[ 0311199694900 $5499 TAKIRAH COUER 18963) COMMERCIAL INSURANCE CYCLE 07 Apr 4, 2022
e o 0312020
VeidiClosod [
. (836) HF Manag feoa, LLC [ oo
Claim Disposition =
Q Merscaons Unknown )
Clom i f— Sm— o yeo Close
Letter Listing Status ooamzaIIn $95500 JACOUSLING ALVAREZ (19953) COMMERCIAL INSURANCE CYCLS 07 Aps 4,202
Acknowlodged [8) G0

(498) W e

2. Use the dropdown list to select “Disallowance” and view list of claims
marked/unmarked as * important earlier.
3. Select * icon to mark the claim as important.

© Bclaims 3

Filtered by =~ Open Request X  Clear All

A
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status
Bl s
18170386200007477 $557.75 DAVIDFEGURGUR
Claim No. Disallowed($) Recipient Name Claim Disposition Claim Status
18186386420030097 $139.83 SHAWANAMURPHY 5] DA

> Click on ) to add a new task in the Tasks popup window.

» Once the task is created, there will be an orange bubble
displayed at the top right hand corner of the task icon, within
the claim card, as shown in the image above.

B. Once the task is closed, there will be no bubble displayed in the
task icon of the claim card.
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o | |
Tasks Add New Task Task marked as Completed

Task for Claim No: 15313387660009707

©] hos < -

Due On: Nov 28, 2022

» Once the task is mark as completed, a message “Task marked as
Completed” will pop-up for few seconds.

> A striked task with a tick mark indicates that the task is Completed.

=
Tasks Add New Task Task has been re-opened

Successfully

Task for Claim No: 15313387660009707

Testl
O ol S W

» Upon clicking on the same task, it can be re-opened.

» On marking the task as re-opened, a message “Task has been re-
opened successfully” will pop-up for few seconds.

» An unstriked task with no tick mark indicates the task is re-opened.

Select “Claim No.” link to view “Claim Details” screen.

Claim Details screen
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Clams / 010110180254000 . ey D) oG] =
(%) Cloims 5 Claim No. 010110180254000
@ [ Yetails Repayments  Refund Request LT e Documents Activity
Sortby  NewestloOldest
Patient Details Service Details
Patient Name Date Of Birth Date Of Service Procedure Code Initial Cover Letter
RAQUEL FRANCIS Mar 14, 1977 Nov 30, 2017 to Dec 11, 2017 - Received Date: 6/23/20
Medical ID Initial Listing
F Vbaza3sc Received Date: 6/23/20
Recipient Acct N
‘Second Cover Letter
Provider Details Client Details
Provdor Momo & Provider No. NP1 N Contract Second Listing
StBamabas Hosp 1548367873 (496) HF Management HF Management Focaies bate: 7aang
131740122470002 Services, LLC
Cycle Cycle Status
18023 - MEDICARE PART A Open
CYCLE 03 07/31/2018
OETH057 - . . . . w .
b Use the dropdown list to move to the next important claim in the “Claim

Details” screen.

Select * icon to mark the claim as important/unimportant

Bulk Document Upload

Note: This feature is now available only to Payment Integrity (PI) and Utilization
Review (UR) users and may get extended to other Product users later.

This section allows you to upload multiple documents against multiple claims listed
in a single screen. This new feature overcomes the tedious process of uploading
claim document by visiting each “Claim Details” screen

For a Provider to be listed in “Provider” dropdown list menu.

1. You must have access to that Provider.
2. You must have a claim in Pending Documentation status to upload Medical
Records.

Note: Application lists only claims fulfilling above to two criteria for uploading claim
documents.

Only documents/file up to 100 MP can be uploaded.

You can also continue to upload documents one by one by visiting "Documents” Tab
under “Claim Details” screen.

L]
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1. Select "Bulk Document Upload” from the left navigation menu and the
application displays the screen below.

fal  Bulk Document Upload

5] Bulk Document Upload
Claim Documers

ovosssrs [ a]

I - . - m’-'"
e !

RECENT DOCUMENT INFO AETION

Select files.

Select files.

Select files.

. Use dropdown list to select Provider you have access.

. Use dropdown list to select the type of document such as Medical Record.
Application displays information’s based on Provider and Document Type
selected.

4. Search: For multiple options, enter Claims number/Letter reference number,
click Save.

. Select “Claim No.” to view “Claim No./details” screen and perform action.

WN

ul

6. Click ™ to upload documents from your system or “°fles e o wond o drag
and drop here.

Application initially displays values for “Claim No” and “Letter Reference ID”
fields with “Recent Document Info” field being empty, which gets value after
uploading record/document.

Medical Rexond pdl

7. Affidavit - Client Specific: On selecting “Affidavit”, application displays below
popup screen.

L]
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Records Affidavit

Application generates the page number

A. Enter the correct page number.

B. Select the check box to confirm all the points mentioned
C. Enter “Acknowledge” exactly

D. Click Save to store information

New Access Request

To add a new provider to an existing user account, initiate request in Provider
Portal screen by following steps below.

1. Select New Access Request from the left navigation menu. Application
displays “"New Access Request” screen shown below.

Sunshn0BETESLewt

Requested Providers
SN * Dig x Dupl 5 x b

Comments

6§ ciams

[ ek cumen Upsoss
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2. Enter/select Provider seeking new access request. On entering three or more
characters of NPI, Provider Number or Tax ID, application provides the option to
select a Provider.

Optional. Enter notes/comments regarding the new access requested.

3. Click Submit to send the access request form.

Reports & Documents
Enables you to view and download Reports/Documents.

Select Reports & Documents from the Left Navigation Menu.

Chms

= pO!’TE” Provider Portal i

E Reports & Documents

S ENCRNCIN. - A -

C
Category Deseription Published Date o [**
UserGuide 21pat Client Reports test Jue, 2022, 6TaaPM O N o
permedion demo
Record Retentiony2 (CMPL 0015 pdf Chent Reports tost Sop 14, 2022, 114:04 PM - .
pfcottec Stitute-german-at-test
Chont Roports Tost 20, 2022, 6:18:15 PM &
preparat
Sep 20, 2022.12:25:21
p_hotpl_17725_psthgcd2_1177431 pdf Chent Reports test 4
PM -
permedion demo
Newsletier Nov 2022.pdf Newsletters Nov 2022 Newsletter Dec2,2022,407MPM .
contract —
Manthiy Recovery Report permedion demo
Monthiy Recovery Repart - Nav 2022.pdf Cllent Reports v e Dec 2, 2022, 35024 PM &

Nov 2022 contract

A. Use “Search” option to search by Report Name, Document Name or Contract
Name.
B. Use “Filter” option to narrow down filter by Category.

L]
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tN Q Filters ~~
Category

v All
Client Reports
General Document
Newsletters

Provider Reports

C. Use i K in the Grid Header to Sort each column.

D. Use “Action” option to download the Report/Document.

Messages

Helps you to communicate directly with Gainwell Provider Services team. This
feature enables you to view new messages, mark them as unread/closed/open and
add new messages. The portal allows you to access Messages from both Header
section and Left Navigation Menu.

©Ohms L - |
= DOrtal Providerponal S I B R v
- —
B E Messages Add New Message
Inbox 5 s + € Claim Status
Provider: ALPINE HOME HEALTHCARE (496-262262317001) Mark As Closed
Fitered by  Opan Chent: HF Management Services, LLC (496)
N ok b KK Kalavara, Prashanth kumar Sop 3, 2022 324 AM
. Hew Claim status added
Clmi o Pors
KK
‘added to Portal
New Claim settied =]
s HCORDALE HOR

General Inquiries
testtest test tost =

rovidor: JAMAICA HOSPITA,

Click icon to mark the message as ED g application displays
disappearing confirmation message.

Click & icon to mark the message as read and icon changes to =

L]
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Clicking "’-"“"“ displays below popup screen.
| 59 Add New Message

Please add a new message

Provider *

Create Message

Enter mandatory details (Create Message gets enabled) and click Create Message
to add a new message in the message list.

Notifications

This feature notifies when automated emails are sent to you once the following
events takes place:

e Disallowance:

o New Disallowance Cycle Notification
Disallowance Closing Cycle Remainder Notification
Refund Request - Status Changed (Provider Notification)
Refund Request - AR Number Updated (Provider Notification)
Disallowance - Cycle Blast Email Notification
2nd Letter Listing - Provider Email Notification
General Document Notification
e Payment Integrity:

o PIRA New Letters
e Utilization Review:

o UR New Letter Notification

o Daily document upload

o Address and contact notification

O O O 0O O O

The number on the bell icon in the header section indicates the number of unread
notifications. For example, @ indicate thirteen unread notifications.
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Ohms
- [)Ol'tal Provider Portal i

et Bquest - AR Muemtos Updated (Provuder Wotiication)

Behind Boquest - AR Mmber Uy

Behund eauest - Satus Changed r

Behund Dot - Statis Changed (rovider Newication)

LTS —

2 Lother Liting - Provider Ermas Nostcstion

Casitomance - Cyc ot Emad Motz sbon

A

Cyele: PROFESSIONAL DS CYCLE 21 046201

s Numbar: 7276362670032087

i Number: 7276382670032087

Gamerah Now Documant Pubibuied

Lottnr: M9 Management MEDICARE PAST A CYCLE 07 07731201

Cyele: COMMERCIAL INSURANCE CYCLE 29 06282077

Select [ to categorize notifications based on the options provided.

Enables you to sort and view the Notifications in the Notifications screen.

Sort By

+ Motiflcation Date : New On Top

Notification Date : Old on Top

Read / Unread : Read an Top

Read / Unread : Unread on Top

Click = to mark as read and the icon changes to E and click again to mark as

unread.

When there is no Notification then the below screen is displayed.

Ohms

= p orta | Provider Portal i

n Notifications

K«

No Notifications Yet

sifications, they will show up here.

| o

oewa0z2

oanazen

osnea0n

osnea0n
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Definitions/Terminologies

Terms Descriptions

Customer/Client Government/Commercial Payers

PI Payment Integrity

UR Utilization Review

WC Workers Compensation

Provider Hospitals/Institutions, Clinics, Individual Physicians
Recipient Patient

NPI National Provider Identification Number
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Version History - Disallowance
Date Revision Author Description
1.0 to N. Roberts/ Peggy
10/25/2019 5.0 Braley Based on Old UI
11/05/2021 6.0 Peggy Braley Based on Old UI
01/13/2022 7.0 Daniel Varghese Updated New Features
02/24/2022 8.0 Daniel Varghese New Doc Based on New UI
07/14/2022 8.1 Daniel Varghese Added New Features
08/18/2022 8.2 Daniel Varghese Added New Features
9/16/2022 8.3 Daniel Varghese Updated Review Features
9/19/2022 8.4 Daniel Varghese Released
10/12/2022 9 Daniel Varghese Added New Features




©hms Portal

DISALLOWANCE

Overview

The new Provider Portal - Disallowance application in the all-new robust HMS Portal
provides all functionalities and features required for a Provider to interact with other
applications in HMS Portal to view and acknowledge letters, review claims, upload
supporting documents, options for disposition and respond to reclaim process from
HMS, all in real-time.

With focus on the right payer, Disallowance validates the genuineness of the claim
by identifying discrepancies in the disallowed amount for reimbursement. Providers
have the options to agree to claim and reimburse claimed amount to HMS or refute
the determination with supporting documents, asking extension of time, or
providing additional documents.

Purpose

The purpose of this guide is to help Provider Portal — Disallowance users (referred
to as Providers or “you”) to interact with other applications of HMS Portal, like
Customers, HMS Internal Teams etc., regarding Disallowed amount and close
claims requests. This guide is applicable only to Providers (Hospitals/individuals
providing healthcare service) users dealing with Disallowance Product. Please refer
User Guides for other HMS Portal applications such as “Provider Portal for Payment
Integrity (PI),” “Customer Portal” for Payer companies such as Medicare, Mediclaim,
Commercial Insurance (CI) and “HMS Internal” for HMS internal users.

Note: Please refer Payment Integrity (PI) User Guide later in this document for
information’s on PI.

Structure

This document is arranged based on the modules and the functionalities and
features of each of the modules mentioned below forms the basis.

L]
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e My Workload - All Work, Important, Tasks
e Dashboard
e Provider Communications

o Letters
e Claims
Navigation

COMMON FEATURES/MODULES - _Click Here. Applicable across Provider Portal.

¢ HMS Portal - Click Here.
¢ Provider Portal Features - _Click Here. Applicable across Provider Portal.
e Provider Portal Modules - Applicable across all Products.

e My Workload

e Bulk Document Upload

o New Access Request

e Reports & Documents

e Messages
¢ Notifications

Note: Above links will navigate you to "Common Features” section in the beginning
of this document.

L]
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My Workload

This section has three parts.

o All Work
¢ Important
e Tasks

Application by default displays “All Work” screen on entering Provider Portal.

14 04212017/ UPME Lis Virgas Sorvice

Al Client

) Cycles 1 T+ [ Letters 16

(15654) C1 CYCLE 34 0aavzor? (D)

IPMC Las Vegas Services
lose Date: Jun 4, 2017

some a2t 20w @

View Claims

s wca e (IR s st Dot
004 Apr 21, 3017 Ackmowiedged ST
ot UPHC Lo Vogas Srvices Vi s
oo Dot Oct 1, 2007
(17643)C1 CYCLE 36 05/30:20 $2206.26 noe 2120 » ™

hortt UPMC Las Vegas Services

lose Date: Jon W, 2018 s

EEN Ape 21,2017 » m

{18023) MEDICARE PART A CY.
e— Sent Doto — T
asam Ape 21,2017 » 2

2022 HMS All Rights Reserved | Privacy Policy opens in new windaw [

| o8 0@ ©

Note: For further instructions, please refer "My Workload” section earlier in this
document under “"Common Features” or Click Here.

L]
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Dashboard

The Provider Portal Dashboard screen provides snapshot view of key performance
indicators.

To view Dashboard screen, follow the steps below.

1. Select “Dashboard” from the left navigation menu.

(&) Myworkioad

B -

£ Provider Communicati..

Bulk Document Upload

Provider Portal
= BROOKDALE HOSPITAL MEDICAL CENTER - 1631746410002

D provider

PROVIDERS(12)  6R

PRODUCT NAME  Disal

Letter Acknowiedgements

Congratulations!

You 6o ot hawo any romindors for today and tomartow

1

PENDING ACKNOWLEDGEMENTS

View Al

Provider commummsn
—

(389) Upme Las Vegas Semvices
Not Specified , (724) 283.6666

GeneRaL
1 Hospital Way, Butier, PA, 160010000

Update Communication Info

2. Use the dropdown list to select the Provider you have access.
3. Use the dropdown list to select the Product Name such as Disallowance
Note: Application displays other product names based on your contract and
access rights.
4. Use any of the below Cards to perform action.
A. Letter Acknowledgments - Indicates number of Letters pending for review
and acknowledgment. Application displays “Congratulations” message if there
no Letters available for acknowledgment.
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Click Review Letters to view the above one pending Letter for
acknowledgement. Navigate to Letter Search screen. Application displays
“Congratulations” message if there no Letters pending acknowledgment.

Note: For further instructions, please refer “Letters” section later in this
document or Click Here.

B. Claim Summary - Disallowance - Illustrates number of claims with status.

Claims Summary - Disallowance

M Recovery
I Void/Closed

View Al

I.  Hover over a section in the pie chart to view number of claims in that
status.
II. Select a section in pie chart to view list of claims for that status.
III.  Select “View All” to view detailed statuses of all claims.
IV. Select “View Less” to view pie chart to view only

legends/representation of entries.

C. Program Payment Acknowledgements Reminder - (Client Specific which may
be extended to others later) Reminder date to acknowledge program
payment Letter which was set in the Remind Me Later with date for the day
and next day. Type Provider Cycle indicate nhame of the reminder and values
0 and 1 under Today and Tomorrow indicate number of Letters to
acknowledge.

L]
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Program Payment Acknowedgements Reminder

Type Today Tomorrow

Provider Cycle 0 1

D. Provider Communications - Represents primary contact information for the
associated Provider.

mmrcomm..n.momn

{496) Hf Management Services, Lic GENERAL BILLING
Hello Contact , (718) 863-8000 4770 White Plains Rd 2Nd F, Bronx, NY, 10470

Update Communication Info

Click Update Communication Info to view “Provider Communications”
screen with Addresses, Contacts and Preferences tab and update contact
details, explained in detail in the next section.

Note: For further instructions, please refer the next section “Provider
Contact”.
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Provider Communications

This section allows you to add or modify primary and associated Provider’s address,
contact information, and set communication preferences.

Navigating to “Provider Communications” screen
You can navigate to “Provider Communications” screen from the two options below.

1. From Dashboard - To update/add contact info of the displayed Provider
2. From Provider Communications - To select a Provider and update
communications details.

1. Click Update Communication Info from Dashboard to view and update
contact details in “Provider Communications” screen.

Provider Communications

(496) Hf Management Services, Lic GENERAL BILLING
Hello Contact , (718) 863-8000 4770 White Plains Rd 2Nd FI, Bronx, NY, 10470

|Updmmnmmm 1

(or)

1. Click Provider Communications from the left navigation menu.

B My Workdoad

[ Buk Document Upload

For both “Dashboard” and “Provider Communications”, application displays same
“Provider Communications” screen with “Addresses” tab by default.
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(@ Povicer communications [Fomm oo rexmoRe— ] G o woma ]

+ ADD ADDRESS [N

Billing Adaress (e : Location Address r;avamm Address

PLAINS RD 2ND FL 4770 WHITE PLAINS RD 2FL fu
Edit
BRONX, NY - 10470 BRONX, NY - 10470
ated Apr 18,2022, 12:39:48 PM . Kalavara, Prashanth kuma ast Updated Jan 5, 2022, 1117.21 PM - System a5t Updated Jan §, 2022, 1117:21 PM - Panutula, Shwet

General Address

Mattu beach!
katapady
UDUPL KA - 77772

aated Ja

To update Provider addresses/location details, follow below steps.

Note: Based on the Provider and Client selected, application displays below
mentioned address details.

2. Use the dropdown list to select associated Provider.
3. If you have access to multiple Clients, use the dropdown list to select Client

Addresses

4. Click tab to view Address card details
5. Click to create a new address in the popup window below.

© Add a new address X
Create a new address for (496) HF Management

Services, LLC

Addross Type *

Address 1* Address 2
City * Stat
Zp

(] Make this as primary ai

Add Address
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Use the dropdown list to select the type of address such as
billing/location/corporate/general addresses.

Enter mandatory fields and click Add Address (gets enabled on entering
mandatory fields) to set and save a new address.

6. Select [I Filters to set the address as Primary or edit the address.

Select “Set as Primary” to make the address as Primary Address. Application
notifies the successful setting as a message for few seconds. (or)

Select “Edit” to modify address information and below popup window appears.
© Edit Group Address X

Edit the address information below for (496) HF
Management Services, LLC

Address Type

Group Address

Address 1% Address 2

630 OVERBROOK client 496

City * State *

EA OH

44035 [] Make this as primary a

Cancel Save Address

»

Update mandatory fields and click Save Address

Contacts

To update Contacts information’s such as contact name, phone numbers, etc. follow
the steps 1 to 3 mentioned in the “"Addresses” tab above.

4. Click :I tab to view the Contacts section depicted below.
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6
Goneral Contoct () B
' - _

o' PORSCHE

Frimary Phone: 7188638000

Mobile: 9083979798

5. Click to add a new contact in the popup window below.

| ., Add a new contact

new contact for (496) HF Management

Add Contact

»

Use the dropdown list to select the type of contact such as
genera/group/financial/insurance contacts.

Enter mandatory fields and click Add Contact (gets enabled on entering
mandatory fields) to save a new contact.

6. Select [ Filters to set the contact as Primary or edit the contact details.

Select “"Set as Primary” to make the contact as Primary contact. Application
notifies the successful setting as a message for few seconds. (or)

Select “Edit” to modify contact information and below popup window appears.

L]
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Q, Edit Billing Contact X

Edit tho contact information below for (496) HF

Management Services, LLC
Contact Type Name *
Billing Contact shreepada sharma
Trie Position
Primary Phone *  Ext Socondary Ext
Phone
mmm
1
Mobile Email

() Make this as primary ct

. »

Update mandatory fields and click Save Contact.
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Letters

This section allows you to search, and view letters, received from HMS, for a Claim
that are assigned/authorized. A Letter can contain multiple Claims.

Navigating to “Letters” screen
Portal offers two ways to navigate to “Letters” screen and complete task.

1. From Dashboard - To review Letters pending for acknowledgements, if any.
2. From Letters - To view/search Letters.

To review Letters from the “Dashboard”, follow steps below.

1. Click Review Letters under “Letter Acknowledgements” card as shown below.

Lotior Acknowlodgements

Note: Above card indicates two Letters are pending for acknowledgement. If no
Letters are available, application displays “"Congratulations” message indicating
no letters pending for acknowledgement.

Application displays the following Letter cards in “Letters” screen with filters
prefilled indicating Acknowledgement requirement.

L]
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B Letters

Filters

Provider

[l BUTLER MEMORIA!
HOSPITAL (2

Letter Status

Letter Type

"] Coordination of
Bonofits (2)

Cycle Status

Open ()

Disatiowance -

2

Total Lettors
Filtered by: Letter Status:  Acknowledgmen.

Prove &N
Butlor Momorial Hospitat
109289V0H023

(389) UPMC Las Vegas Services

Provider Name & No
Butlor Memorial Hospital
103389V0H023

(389) UPMC Las Vegas Services

(] Contiruously Open (1)

Provider.  BUTLER MEMO.

Clear A
Sont Date Cycle Clase Date
Sop 6,2017 0ct 20,207
Mca Cycle 36 09/06/2017

Sont Date Cycla Close Date
Apr 21,201 Jun 52017
Cycle

CiCycle 34 04212017

Showing 12 of 2 Letters.

Acknowlodge

View Initial Letter Listing as POF

Downioad as Excel

2, Slide “Letter Status” to acknowledge letter received

On sliding the Acknowledge button, “Program Payment Acknowledgement”

popup wi

ndow appears.

Note: This is feature is Client specific which may be extended to other Clients

later.

Program Payment Acknowledgement

gram Payment Acknowledgement

I acknawledge my obligation 1o return to the Medicaid program any overpayments
which result from reimbursement received from a third party for the same medical
care, services or supplies for which | previously received payment from the Medicaid
program, and | agree and consent to allowing HMS veiding/adjusting for any

overpayments (dentified during this review

By selecting disagree you are opting to void/adjust the claim yourself. If you elect this
option, you must provide a copy of your eMedNY remittance statement to HMS.

showing a proper void transaction

(O Remind Me Later C

nth/day/year  [d
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Select any one of the options below to indicate your response to payment
acknowledgement.

A. Agree - To return overpayments received and accept HMS review.

B. Disagree — To void/adjust claim yourself by providing remittance copy.

C. Remind Me Later - To set reminders for later dates and you can access these
reminders in the Dashboard screen.

Click Save.

Application displays Letter card status as “Acknowledged”, following which “View
claims” link is enabled.

3. Select to view and download the Letter as PDF or Excel.

Application displays “Letter/Listing Request” popup window as shown below with
option to cancel at this stage.

Letter/Listing Request X

The letter/listing report is being created...

Subsequently displays PDF report/Excel format for view and download.

To search and view Letter from “Letters” left navigation menu, follow steps
below.

Note: On selecting “Letters” from the left navigation menu, application by
default displays list of all Disallowance cards. You have an option to select the
Product line (based on your access) to view the associated letters.

1. Select “Letters” from left navigation menu to view “Letters” screen shown below.

PROVIDER PORTAL USER GUIDE 35



S FIL I el B

2. Use the dropdown list menu to select the Product line “Disallowance”.
3. Optional. Use the following filters to narrow down your search results
o Letter Type
o Select “"Coordination of Benefits” check box. Rest pertains to PI.
e Letter Status
o Acknowledged - Letter acknowledged by Provider
o Acknowledgement Needed - Letter yet to be acknowledged by Provider
o Unknown - Acknowledgement status unknown
e Cycle Status
o Closed with Extension
o Closed
o Continuously Open
o Open
e Context Name
o Disallowance Client Name
e Program Payment Acknowledgment
o ACKNOWLEDGED
o AGREE
o DISAGREE
o Remind Me Later

L]
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Program Payment Acknowledgement X

Choose a Program Payment Acknowledgement

O Agree

| acknowledge my obligation to return to the Medicaid program any overpayments
which result from reimbursement received from a third party for the same medical
care, services or supplies for which | previously received payment from the Medicaid
program, and | agree and consent to allowing HMS voiding/adjusting for any

overpayments identified during this review

(O Disagree

By selecting disagree you are opting to void/adjust the claim yourself. If you elect this
option, you must provide a copy of your eMedNY remittance statement to HMS
showing a proper void transaction

(O Remind Me Later

i

m s

On selecting a check box, application refreshes screen and displays only
Letter cards based on the filters selected.

4. Optional. In “Search” field, enter Cycle Name, Provider Name or Provider
Number any one of the below options and click Search.

Select “Clear” to remove data and refresh screen.

5. Optional. Use dropdown list to sort and display the Letters by.

Sent Date : Newest to Oldest

Sent Date : Oldest to Newest

<

Cycle Close Date : Later to Older
Cycle Close Date : Older to Later
Ciaim Count : High to Low

Claim Count : Low to High

6. Use “Letter/Listing” dropdown list to select specific letter report to “View as PDF”
or download in Excel format.

L]
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B

View Initial Letter Listing as PDF
View Second Letler Lisling as PDF

Download as Excel

Application displays “Letter Request” or “Listing Request” popup window with the
message. The Letter report is being generated or The Listing report is being
generated with option to cancel. Subsequently displays PDF report for view or
download.

7. Select “View Claims” to view selected claim number details in “Claims” screen.

L]
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Claims

This section enables you to view Claim summary information in different Claim
Cards. You can search a claim using Filters/Search options and navigate to Claim
Details screen by selecting the Claim Number or More Options.

Navigating to “Claims” screen

Portal provides two ways to navigate to “Claims” screen and complete task.

1. From Dashboard - To select claims based on status in the pie chart
2. From Claims - To view list of claims you have access.

Allows you to view number of claims and their status in pie chart.

A. Hover over a section, to view number of claims with status as shown below
where “Open Request 45” indicates 45 claims are in Open Request status.

Claims Summary - Disallowarice

\

[Open Request: 45 A

mmmm  C

”

B. Select a slice in the chart to view list of claims (example, “Pending Review
“Recoupment/Finding”, “Recovery”, “Void/Closed” status) for that status.
C. Select “View All” to view all statuses of Disallowance claims.

L]
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Claims Summary - Disallowance

View Less

D. Select “View Less” to view only legends/representation of entries.
To review Claims from “Dashboard”, follow steps below.

1. Select a slice in the pie chart, like "Open Request”.

Claims Summary - Disallowance

\\‘\ M Open Request
B Pending Review

BN RecoupmentFinding
EE Recovery
B Void/Closed

View All

Application applies the filter based on the Provider Name, Product Name and
Claim Status selected in the Dashboard screen and displays in the “Claims”
screen.

L]
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Claims Screen

43
Filters B Total Claims I -
Provider Filtered by: Claim Status: it Provider:

Open Request AVANTUS UPPE..  Clear All

Claim No. 6 Disallowed$) Patient Name Cycle Cycle Close Date
0101518807520 $489.00 MANUELCASTRO (18187) MEDICARE PART A CYCLE 04 10/3/2018  Jan 15, 2019

(46) HF Management Services, LLC

anhaf
Open Request (43] 455378564006

Ciaim Disposition Disslowedss) Cyclo Close Dot

orma1Ez717800 $330.40 L (1gs7) PRRT A CYCLE May 25, 2021

0] Agree ()
[ Unknown (42) Client

(496) HF Management Services, LLC

Claim Disposition
Extension

Grant (1) Claim No.
011207136991000

Cycle Cycle Close Date

L (18571 PART A CYCLE May 25,2021

Letter Listing Status

No. Client

anhattan Diatysis Ct (496) HF Management Services, LLC Puricom

() Acknowiedged (43)

[ec=c] indicate “Closed” cycle and displays the message that cycle is closed and
no changes can be made as shown below under “Claims Details/No” Screen.

2. Use the dropdown list menu to select the Product Name Disallowance.
3. Application reapplies the selected filters in the check box such as Providers and
Claim Status as shown above.
4. Optional. In “Search” field, enter any of below options and click Search icon.
e Enter Claim number to view Claims associated to the claim
e Enter Provider number/name to view Claims associated to Provider.
e Enter Provider name to view Claims associated to the Provider.
5. Optional. Use dropdown list to sort and display Claim cards by Sent Date “Sort
by: Relevance”, “Sort by: Newest to Oldest”, or “Sort by: Oldest to Newest”
6. Select “Claim No.” to view complete information of the claim in “Claim Details”
screen shown below.
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Recened Date: 108

Provider Details Client Datails

Auvantuss Upper Manhattan Diakysis C1 1871525123 [496) HF Management Services, LLC HE Managoment
455378564006

18187 MEDICARE PARTACYCLE 04 Closed
10312018

A Jan 14, 2009

Indicates the navigated path

Status of the claim - Open Request etc.

Disposition of the claim - Action Required etc.

Indicates Cycle is closed, and no further changes can be made.

Navigate back to “Claims” screen

Claim Details tab section - Details of Patient, Provider, Insurance, Service,
Client, Payment, Acknowledgment & Provider Refund

S0 Qa0 oW

This button is enabled if Claim Disposition status is Unknown and
disabled if it is Agree or Disagree.

lt laim Details Repayments Refund Requesll

Left Side Tabs:

Claim Details

Helps you to view details of Patient, Provider, Insurance, Service, Client,
Payment, Acknowledgment & Provider Refund as shown below.

L]
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® Repayments.  Refund Request o

Patient Details Service Details
Patient Name Date Of Birth Date Of Service Procedure Code
MANUEL CASTRO Jan 16, 1956, Jan 2, 2018 to Jan 4, 2018
Sex Medical ID
M XJEBEEOX
Recipient Acct No
Provider Details Client Details
Provider Name & Provider No. NPL Name Contract
Avantus Upper Manhattan Dialysis Ct 1871925123 {496) HF Management Services, LLC HF Management
455378564006
Cycle Cycle Status
18187 . MEDICARE PART A CYCLE 04 Closed
10/312018
Retro Claims Cydle Close Date
NA Jan 14, 2019
Insurance Details Payment Details
Name Group No. Disallowed($) Due($)
$110.00 $0.00
Policy No. Payor Recovery ID
060920896 $0.00 Paid($) Refund($)
$0.00
Primary Payer($) Medicaid Paid Date
$0.00 Nov 14, 2018
Provider Refund Acknowledgment Details
Recoup A/R Number Refund A/R Number Program Payment Acknowledgement | NYOMIG Only )
Disagree
Historical Recoup A/R Number Historical Refund A/R Number
Review Acknowledgement
Acknowledged

Repayments (Enabled based on Contract)

Enables you to view Repayments if any Provider checks applied to this Claim.
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Claims / 0000007077129100001 ‘@ Action

tial Letter Listing
Date: /2120

0

No Repayment!

Note: Above "No Repayment!” message indicates no repayment checks posted
for this claim

1. Click Repayments tab to view repayment checks if any posted to the claim.
Application displays Disallowed and Due amount and in some case Deduction
amount.

Another example of amount deduction provided by HMS is shown below.

©  compeis

I Disallowed $12.56 [

n$10.00  Due $2.56 I

Refund Request (Enabled based on Contract).
Note: Applicable only for Disallowance with “"Closed” Cycles.

Allows you to request for refund the amount deducted improperly and view
Disallowed and Due amount.

L]
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Claims / 010328185037800 ° é o Acton

(%) Cloims ¥ G Cloim Mo, 010326185037800

nsion status

Refund requests may only be submitted on cycles in dosed or closed with

=

Disallowed $80.02  Duo $80.02

=

Requested Refund  Refund Reasan Cade  Refund Status Approved Retund Adjusted ICN Comments.

=

(=]

ed Date: 5/5/22

1. Click Request Refund tab for refund on recouped amount in closed cycles for
the selected claim.

2. Select "Request Refund”, enter mandatory fields and upload supporting
documents for the refund request.

3. Click Save to update information’s but not considered submitted.

4. Click Submit to send refund request for Approval and later to view refund
notification.

Note: Application ensures the following.

e Requested refund amount should not exceed due (recouped) amount
e Approved refund amount is the amount refunded to Provider
e Claim Disposition is Agree

After Submitting

e No changes are allowed for refund by the Provider

e Any modifications for refund to be performed by HMS only

e Application displays refund status in Provider Refund tab until a final
determination is made by customer.

o After final determination, application updates the following.
o Updates Refund status to Approved or Denied

Approved refund amount

Recoup A/R & Refund A/R may get updated

Recoup & Refund Warrant Date

Refund Request appears in Activity.

O O O O

L]
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Claim Adjustments - Customer Specific — NYOMIG (Coming Soon)

Enables to view detailed Claim adjustments, report, deduction amount etc.

Documents Activity |

Right Side Tabs: |
The above tabs remain constant throughout application

Each of the tabs explained below.

Letters

Allows to view list of all letters received, for the claim.
1. Click Letters tab to view letter details.

|‘ic-'1 by Newest to Oldest v I

Initial Letter Listing 2

Received Date: 4/29/21
Second Letter Listing

Received Date: 12/31/99

2. Optional. Use dropdown list to sort and view Letters based on Letter Sent Date.
3. Select the Letter link to view the Letter in PDF with option to download.

Documents

Allows to view list of claim documents already uploaded and to upload new
claim/other documents for the claim.

To upload Claim documents, follow below steps.

L]
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Letters Acliwly
I Select files... n Drop files here to u chadl

Medical Record.pdf X
2509 KB

Claim Documentation

Other Documentation

Upload 4

1. Click Documents tab to view and upload documents

2. Click Select files to select PDF document from your local folder or drag and
drop file in the area mentioned and view the Document Name.

3. Use the dropdown list to type of documentation such as Claim Documentation or
Other Documentation

4. Click Upload and the document gets uploaded and displays a confirmation
message on the top right of the screen.

Note: If no documents have been uploaded for the claim, application displays
the message below. Else, displays list of documents received, or uploaded as
shown below on the right side.

Letters Activity Letters Activity

Select files... Drop files here to upload Select files... Drop files here to upload

Sortby =~ NewestloOldest

LettertoParents-
MessageByPrincipalNPSBSK_0a39d381383543a9%aefbaa7d0
04eb2d_82638.pdf

Type: Refund Documentation

No D \ Uploaded: 6/8/21 by Sharma, Shreepada
o Documents!

Notes:

o documents have been uploaded to this clail

Madifled on 6/8/21 by Sharma, Shreepada

Activity

Application captures and displays all activities performed by both system
(application) and users on the claim in descending order of dates for viewing.

L]
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Letters Documents

& Refresh

General Primary

022 (O Billing - Primary

User: Kalavara, Prashanth kumar

pe: Address Updated

Jan 14, 2022 General - Primai
ry
er: Panutula, Shweta shree

pe: Contact Updated

e er: System

pe: Claim Status

System

pe: Claim Disposition

Click Activity tab to view your activity details.

Optional. If required add notes and click Save.

To search, view Claim information and upload claim documents from “Claims” left
navigation menu, follow below steps.

1. Click Claims from left navigation menu. Application displays “Claims” screen.
B My Workioad

£, Dashboard

{7 Provider Communicati..

B Letters

B -

[ Bulk Document Upload

2. Use the dropdown list menu to choose the Product Name “Disallowance”

3. Optional. Select a checkbox under “Filters” to narrow search results based on
Claim Status, Claim Disposition, Claim Disposition Extension, Letter Listing
Status and Context Name.
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4. Optional. In “Search” field, enter any of below options and click Search icon.

o

e Enter Claim number to view Claims associated to the claim

e Enter Provider number to view Claims associated to Provider.

e Enter Provider Name to view Claims associated to the Provider.
5. Optional. Use dropdown list to select and display the claims based on the

options below.

Sort By

+/ Cycle Close Date : Later to Older
Cycle Close Date : Older to Later
Disallowed ($) : High to Low

Disallowed ($) : Low to High

w000 292

6. Optional. Click ' icon to add new tasks. Application displays popup screen.

8- x

o
[ﬂ

Add New Task

Click

to view Add a Task popup window.

PROVIDER PORTAL USER GUIDE

49



Chms
portal

5] Aaa a Task %

Taskfor Cisam M GY021GIE7400400

Due Date

s12022 B

Note

Click to view the newly added task details with the success message.

n Tag Task has been added successully

Task for Claim No: 0W2¥618749M00

&

Select the check circle to mark the task completed. Click to modify task
details.

Task for Claim No: 010216187491400

Task®

Claim Disposition

Priority *

Low -

Due Date

9/212022 ]

MNate

Cancel Update Task

7. Optional. Click ™ to mark the claim as important
8. Select “Claim No.” to view complete information of the claim in “Claim
No./details” screen and perform activity.
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3l Claims / 16203381330070737

Patient Details Service Details

amont - v Of Sorw
SHIRLEY SMITH Doc 31,1969 i 14,2006

£ 0000030079482

Provider Details Client Details

Weoms Community Mental Hoalth 1073626511 (444) Division of Medicaid

15608 - MEDICARE pPART B
CYCLE 31081012017

A

Insurance Detalls Payment Details
. ~
$10573

Packs)

428158596 $000
$000
3000

Provider Retund Acknowledgment Details

1648656559089 Acknowledged

20837HW

02,2023

Duefs
$10573
Refunass
$000

i 25,200

e Use dropdown list to view claims that are important.
e Click on the Task Icon to View, Add and Edit task.
e Click on Star Icon to mark the claim as important.

e Click on “Action” drop down menu to perform the respective actions -

Agree, Disagree, Request for extension

Note: For further steps on "Claim Details”, "Repayments”, "Refund Request”

and "Letters” "Documents”, "Activity” Tab please Click Here.
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Version History — Payment Integrity (PI)

Date Revision Author Description
04/01/2021 1.0 Peggy Braley Based on Old UI
01/13/2022 1.1 Daniel Varghese Updated New Features
02/24/2022 2.0 Daniel Varghese New Doc Based on New UI
07/14/2022 2.1 Daniel Varghese Added New Features
08/18/2022 2.2 Daniel Varghese Added New Features
09/16/2022 2.3 Daniel Varghese Updated Review Features
09/19/2022 2.4 Daniel Varghese Released
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PAYMENT INTEGRITY (PI)

Overview

The Provider Portal - Payment Integrity (PI) application in HMS Portal provides all
functionalities and features required for a Provider to interact with other
applications in HMS Portal to review medical records, upload records based on
claims status, update claims, contact information’s and appeal for recoupment
claims in real time.

Payment Integrity (PI) focuses on the right payment and deals with payment
accuracy and identifies and investigates issues related to fraud, waste, and abuse
of claim amount.

Note: The *and | represents mandatory fields throughout this guide.

Purpose

The purpose of the guide is to help Provider Portal - Payment Integrity (PI) users
(referred to as Providers or “you”) to connect with other applications of HMS Portal,
like Customers, HMS Internal Teams etc., regarding PI amount and close the
claims. This guide is applicable only to Providers (Hospitals/individuals providing
healthcare service) users dealing with PI Product. Please refer User Guides for other
HMS Portal applications such as, “Customer Portal” for Payer companies and “HMS
Internal Operations” for HMS internal users.

Structure

This document is arranged based on the modules available in the Provider Portal.
The functionalities and features of each of the modules mentioned below forms the
basis of this document.

e My Workload

e Dashboard

e Provider Communications
e Letters

e Claims

e Bulk Document Upload
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Navigation

COMMON FEATURES/MODULES - _Click Here. Applicable across Provider Portal.

e HMS Portal - Click Here.
e Provider Portal Features -_Click Here. Applicable across Provider Portal.
e Provider Portal Modules - Applicable across all Products.

e My Workload

e Bulk Document Upload

e New Access Request

e Reports & Documents

e Messages
e Notifications

Note: Above links will navigate you to "Common Features” section in the beginning
of this document.

L]
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My Workload

This section has three parts.

1. All Work
2. Important
3. Tasks

Application by default displays "My Workload” screen on entering Provider Portal.

G Between 7 pm CT and 10 pm CT on 8/26, the Portal technical staff will be updating a crucial component, which may prevent you from uploading Claim Documents. Bstwsen 7 pm CT and 10 pm CT on 872 ical staff will be updatin.

Chms r T o~
= portal Provider oral @ oo aa @@

Providers | Al Providers v Chenss | AnChents -
) Letter Type 2 + € [Pletters 1
Medical Recard Request Notification .
Glens: PY Deme Cliont 8305 Ape 17,2012 272 G
View Claims
Modical Record Request Notification
oter et . Sent Date c
t; HF Management Services, LLC
79576 Mov 16, 2007 22
View Claims
a1z Fon 28, 2008 =)
rcctor Name & b o St D
& Rohab Cibainbridge Nursing nos%E g 12, 2018 m q
33 View Claies
[ — w2 se o 200 P ®)
133062198.003 View Claims

2022 HMS All Rights Reserved | Privacy Policy opens in new window [

Note: For further instructions, please refer "My Workload” section earlier in this
document under "Common Features” or Click Here.

Upon selecting Payment Integrity product line, the following sections are displayed:

e Letter Type section — Displays a different Letter Type associated for a
selected Client.

e Letters section - Letter Reference Number will be unique for each Letter
card.

Click on “View claims” link in the Letters section, to see the list of Claim cards in
the Claims section.
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Claim Disposition: Definition

> If the Claim status is “Over Payment Identified” or “15t Level
Dispute Upheld”, then a toggle button will be displayed.

» The Claim Disposition status would be displayed as *—" (Not
Applicable) in My Workload for claims which have any other Claim
status, apart from “Over Payment Identified” and “1st Level Dispute
Upheld”.

» When user turns ON the toggle button, then it indicates that the
user has Agreed to the pay the Overpaid amount and the claim
would be automatically removed from the My Workload queue.

Upon turning ON the toggle button (within the Claim card), following
confirmation message will be displayed as shown below.

Confirm X

Claim Number EXJL2VDNPOO will leave your workload queue once
you have agreed. Do you wish to proceed with your decision?

‘ Ca ncel ‘
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Dashboard

The PI Dashboard screen is explained in detail below.
To view Dashboard screen, follow the steps below.

1. Select "Dashboard” from the left navigation menu

2. Use the dropdown list to select the Provider you have access.

Provider Portal
& DisplayName14768 - 84715
ab

Provoar

PROVIDERS (72)

PRODUCT NAME | Payment integeity a:l

PO wu — HB

PENDING DOCUMENTATION

p

View Al

. [ 4]

View Al

There are no Provider Ci ailable for
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3. Use the dropdown list to select the Product Name such as Payment Integrity
Note: Application displays other product names based on your contract and
access rights.

4. Use any of the below Cards to perform action.

A. Medical Records Requested for Review - Indicates number of claims, if any,
which require Medical Records to be uploaded. Application displays
“Congratulations” message if there no claims pending documentation

Medical Records Requested For m-nmn

PENDING DOCUMENTATION

Click Review Claims to view the above one hundred and fourteen pending
claims and upload Medical Records which is explained in detail later in this
document.

B. Claims Summary - Clinical - Illustrates number of Clinical claims with their
statuses.

Claims Summary - Clinical B

I. Hover over a section to view number of claims in that status.

II. Select a section in pie chart to view list of claims for that status.
III.  Select “View All” to view detailed statuses of all claims.
IV. Select “View Less” to view only legends/representation of entries.
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C. Claims Summary - Automated - Illustrates number of Automated claims
with their statuses.

Ap— m.l.\..‘..[.n

D. Provider Communications - Represents primary contact information for the
associated Provider.

Prowider <..mmm°

There are no Provider Communications available for a selected providet.
Add Communication info
Click Update Communication Info to view “Provider Communications”

screen with Addresses, Contacts and Preferences tab and update contact
details, explained in detail in the next section.
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Provider Communications

This section allows you to add or modify primary and associated Provider’s address,
contact information, and set communication preferences.

Navigating to “Provider Communications” screen
You can navigate to “Provider Communications” screen from the two options below.

1. From Dashboard - To update/add contact info of the displayed Provider
2. From Provider Communications - To select Provider and update
communications details.

1. Click Update Communication Info from Dashboard to view and update
contact details in “Provider Communications” screen.

Provider Communications

(253) Pi Demo Client PROVIDER CONTACT FOR MEDICAL RECORD REGUEST LETTERS PROVIDER ADDRESS FOR MEDICAL RECORD REGUEST LETTERS
Contactname10024 , 000010024 x10024 Po. Box 10024 Addressiinel, Oro Valley, AZ, 000010024

Update Communication Info 1

(or)

1. Click Provider Communications from the left navigation menu.

B vy Woskdoaa

A Dashioara

[ Busk Document Uplood

For both “"Dashboard” and “Provider Communications”, application displays
same “Provider Communications” screen with “Addresses” tab by default.

PROVIDER PORTAL USER GUIDE 68



©hms
portal

Contacts

Prowder Communications Providers | DisplayNamet1758 - NP+ C\ienlsl (253) Pl Demo Client - |

Provider Address for

Provider Address for medical record request lette E
Notification/Determination letters : Address 6
Address Set as Primary
PO. BOX 10024 AddressLinel
P.O. BOX 10024 AddressLinel ATTN: 10024 AddressLine2 Edit
ATTN: 10024 AddressLine2 ORQ VALLEY, AZ - 000010024

ORO VALLEY, AZ - 000010024
Last Updated May 13, 2022, 10:48:17 AM - Varghese, Danie
Last Updated May 13, 2022, 10:48:17 AM - Varghese, Daniel

To update Provider addresses/location details, follow steps below.

Note: Based on the Provider and Client selected, application displays below
mentioned address details.

2. Use the dropdown list to select associated Provider.

3. If you have access to multiple Clients, use the dropdown list to select Client
Addresses

4. Click Addresses tab

5. Click to create a new address in the popup window below.

@ Add a new address X

Create a new address for (253) Pl Demo Client

Address Type *

[ -

Address 1* Address 2
Ciy * State *
Zip

("] Make this as primary adc
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Use the dropdown list to select the type of address such as
billing/location/corporate/general addresses.

Enter mandatory fields and click Add Address (gets enabled on entering
mandatory fields) to set and save a new address.

6. Select [ Filters to set the address as Primary or edit the address.

Select “Set as Primary” to make the address as Primary Address. Application
notifies the successful setting as a message for few seconds. (or)

Select “Edit” to modify address information and below popup window appears.
© Edit Provider Address for medical r... X

Edit the address information below for (253) PI
Demo Client

Address Type

Provider Address

Address 1° Address 2

P.O. BOX 10024 Ac ATTN: 10024 Addr

ORO VALLEY AZ

Zp*

000010024 Make this as primary add

] »

Update mandatory fields and click Save Address

Contacts

To update Contacts information’s such as contact name, phone numbers, etc. follow
the steps 1 to 3 in the Addresses tab mentioned above.

4. Click Contacts tab to view the below section after selecting Provider
Communications.
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fadresses ﬂ

:

Provider Contact for medical record m " Provider Contact for Notification/Determinatio
request letters Contact of letters Contact

Set as Primary

Name: ContactName10024 Name: ContactName10024

Title: Title: Eox
Position: Position

Email: EmailAddress10024agoogle.com Email: EmailAddress10024@google.com
Primary Phone: 000010024 Primary Phone: 000010024

Secondary Phone: 000010024 Secondary Phone: 000010024

000010024 Mol 000010024
ax Phone: 00-000-00010024 Fax Phone: 00-000-00010024
Last Updated Mar 5, 2021, 3:07:33 PM - System Last Updated Mar 5, 2021, 3:07:33 PM - System

5. Click to create a new contact in the popup window below.

Q. Add a new contact X

Create a new contact for (253) PI Demo Client

Contact Type * Name *

-]

Title Position

Primary Phone * Ext. Secondary Ext.
Phone

Mobile Email

Fax

[ Make this as primary cor

| Cancel Add Centact

Use the dropdown list to select the type of contact such as
genera/group/financial/insurance contacts.

Enter mandatory fields and click Add Contact (gets enabled on entering
mandatory fields) to save a new contact.

6. Select [ Filters to set the contact as Primary or edit the contact details.

Select “Set as Primary” to make the contact as Primary contact. Application
notifies the successful setting as a message for few seconds. (or)
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Select “Edit” to modify contact information and below popup window appears.
Q, Edit Provider Contact for Notificati... <

Edit the contact information below for (253) PI

Demo Client
Contact Type Name *

Provider Contact fc ‘ContactName1002.
Title Position
Primary Phone ¥ Ext. Secondary Ext.

Phone
000-010-0 1 10
000-010-0

Mobile Email

000-010-024 EmailAddress1002-
Fax

000-000-0010 [ Make this as primary con

‘ Cancel ‘ Save Contact
3

<

Update mandatory fields and click Save Contact.
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Letters

To search and view Medical Records from “Letters” left navigation menu, follow
below steps.

Navigating to “Letters” screen

Note: On selecting "Letters” from the left navigation menu, application by
default displays list of all Disallowance cards. You have an option to select the
other Product lines (based on your access) to view the associated letters.

In case you have access only to Payment Integrity product line, then the
associated Letters will be displayed by default.

1. Select “Letters” from left navigation menu to view “Letters” screen shown below.

as0a38

Sent Do Ty
Mar 31,2021 Medical Recerd Reunst Natfeatian 1

4361 HE Managemen  Services, LLC asuezm

2. In “Search” field, enter any one of the options below and click Search.
A. Enter Provider Name to view that Provider details
B. Enter Provider Number to view that Provider details.
C. Enter Letter Reference Number to view recipient details

Select “Clear” to remove data and refresh screen with new Letter information’s.

3. Use dropdown list to sort the Letters card “Sort by: Relevance”, “Sort by:
Newest to Oldest”, “Sort by: Oldest to Newest".
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4. Use filters under “Letter Type”, “Letter Status” and “Program Payment
Acknowledgment” to narrow down your search results. Once you select a check
box, the application refreshes the screen and displays only Letter cards based on
the selection.

5. Use “Letter/Listing” dropdown option to view specific Letter/Listing to “View as
PDF".

Application displays “Letter/Listing Request” popup window as shown below
indicating report being created with option to Cancel/Close at this stage.

x

Subsequently displays PDF Letter in a new browser page as shown below with
an option to download.

6. Select “View Claims” to view list of claims associated to the Letter. Application
displays each claim line as Claim Card in “Claims” screen.

Note: This screen allows user to view all the Letters sent to the providers, that
user has access to.
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Claim

This section enables user to View list of Claims and narrow search results using:

e Filter by: Claim Status, Claim Disposition, Multi-Claim Review, etc.
e Search by: Claim Number, Patient Name, Provider Name/Number/NPI, etc.

Navigating to “Claim Details” screen

Portal provides the following ways to navigate to “Claim Details” screen and upload
required claim documents.

1. From My Workload Claims section - Click on the “Claim Number”
2. From Dashboard - “Medical Records Requested for Review” Card
3. From Dashboard - “Claims Summary - Clinical” Card

4. From Dashboard - “Claims Summary - Automated” Card

5. From Claims (Left Navigation Menu)

Click here

Enables you to view claims (if any) which require Medical Records to be
uploaded.

Note: Below card indicates hundred and fourteen claims require Medical
Records to be uploaded. If no records are pending, application displays
“"Congratulations” message.
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PROVIDER PORTAL USER GUIDE 75



©hms
portal

Medical fecords Requested For Review

N4

To view claims pending documentation, follow the steps below.

1. Click Review Claims and application display claims which require medical
records to be uploaded as shown below.

"4
Fiters ot Ciims
Provider Fitored by Claim Status  Pending Docum Provider:  DeplayNamet30_  Clear &1
Claim M Line g Patient Name Date of Buth Patient Control Mo
PR— ey 2 . ——— Oec . 2307 e
. ot 20m00a12.20m 5371 Demo Clent oo
MUl Claim Reviow
-
pr— »
Dpsaamerzos sep 73, 20m100a2,20m 2 P ema clent
ans
axsasren % ——— 10202002 araosocoan
[— Fet 20,2002 1o Fe22. 2012 roTA——— P e oo
wans
excessren 2 [ s 20,2392 atzoso00am
[—— ot 20,202 1o Fe 22,2002 752 P emo clene
wams

2. Select “Claim No.” to view “Claims Details” screen for the selected Claim as
shown below.
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Claims / 77676263

3
@  Cuime . wwos | pocumeris | ncnar

“*"Note: The SySIem may auto Comect the document type aner

Patient Detalls Service Detalls
processing it
Patiert Mama Dt OF Bt 2ata OF Sorvice Pracodure Code
FirstNamed5025 LastNamed6025 Jan 4, 2026 Nov 3, 2015 to Nov 18, 2015
Salect files. 4

F 535095601 Case021858136 -
Provider Detals Client Details. [ SsmeieTestdecumantdt
Provider Names & Provider No. NP, Name Fle e 3232 ME Resenad e 1287
Displayname7100 (253) Pl Demo Ciient o
1243173 Ty

N
Payment Details Readmission Details Paper  Alisched  Recedred: 12617
- T me. 1676263 Medical Record Receives 12-07-2017
35993198

3. Click Documents tab to upload Medical Records pending for the claim.
4. Click Select files to select PDF document from your local folder or drag and
drop file in the area mentioned and view the Document Name.

Optional. Use the dropdown list to select order of Claims card to be displayed
Sort by: “"Newest to Oldest,” or “Oldest to Newest".

Letters Document Activity
“*Note: The Sysiem may aulo cormect the document type after processing it**

Select files. Drop files here to

Medical Record.pdf x
2509 KB
= a-

Select Document Type

= )

SamplaTestdocument.pdf

Sortby | MewesttoOldest

Received Date: 2/5/20

Recemed: 2520

ie: 1990296774760 Medical Record Received-02-06-2020

5. Use the dropdown list to select the type of document to be uploaded such as
Medical Record, Rebuttal, or Appeal.
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Medical Record.pdf X
25.00 K8

~Select-
Rebuttal

Medical Record

e Maedical Records: Upload related records/documents for a Claim number
based on request letter received from HMS for review.

e Rebuttal: Upload additional documents/reconsideration documents (after
submitting Medical Records) for HMS to reconsider and review before going
for “Appeal”.

Note: "Rebuttal” and “"Appeal” options appear based on Claim status.

o Appeal: Final option to defend recoupment decision by HMS.

6. Click Upload and the document gets uploaded for review by HMS.

Note: You can also upload multiple documents against each claim through "Bulk
Document Upload” link in left navigation menu.

To know more about “Activity” "Documents”, “"Letters” and "Reference Claims”
Tabs, please Click Here

3. From Dashboard — “Claims Summary — Clinical” Card
Allows you to view number of clinical claims and their status in pie chart.

Note: To know more about “"Claims Summary - Clinical” Card details, please
refer "Dashboard” section earlier in this document or Click Here.

To view Claims from “Claim Summary - Clinical” card pie chart and upload
records, follow steps below.

1. Select a slice in pie chart, like "Pending Documentation” as shown below.

4P

Claims Summary - Clinical

View All

Application displays all the “Pending Documentation” Claims cards with
respective filters applied in the “Claims” screen.
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Note: For further steps, please refer "From Dashboard — Medical Records
Requested for Review” Card earlier in this section.

Reference Claims
Displays reference Claims associated/related to this Claim for viewing.

Note: Application enables “"Reference Claims” tab only if reference claims exist
for the claim number.
The PI Reference Claims is shown as example below.

Claims / 160509E2527900

aims. » () Claim

160500E2527900

160502E2077500 A 42016 - 412516 o

160502E2977500 N 420016 - 412516 o No Letters!
160502E2977500 K 4120016 - 472516 o There is no letters were found for this claim.
160502E2077500 N 42016 - 472516 o

160502E2077500 N 4720016 - 412516 o

160502E2977500 & 412016 - 472516 o

160502E2077500 N 42016 - 472516 o

1. Click Reference Claims tab to view list of associated/related claims.
2. Select “Claim No.” link to view complete Claim details.

| ters Decuments Activity |

The above tabs remain constant throughout the application

o Letters
e Documents
e Activity

Each of these tabs are explained in detail below.
Letters

Allows to view list of letters received, modified, or uploaded for the claim.
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H Letters Documents Activity

ISort by Newest to Oldest -

No Further Action Required Notification
Received Date: 2/26/20
Reference Letter Name: 3657374-No Further Action Required
Notification-02-27-2020

1. Click Letters tab to view letters.

Note: Application by default displays Letters tab on opening Claim Details
screen.

2. Select the Letter link to view and download the Letter in PDF.

Optional. Use the dropdown to sort Letters from oldest to newest or newest to
oldest.

Documents

Allows to view list of claim documents already uploaded and to upload new claim
documents for the claim.

Note: For further steps to upload Medical Records, please Click Here.
Activity

Application captures and displays all activities performed by both system
(application) and users on the claim in descending order of dates for viewing.

Letters Documents | Activity n
fres|

Jans, 2022 (O Provider Address for medical record request letters -
w7 PM Primary

User: System

Type: Address Updated

Jan5.2022 (O Provider Address for Notification/Determination letters
A7 PM
User: System

Type: Address Updated

Ma 5,202 (O Provider Contact for medical record request letters
307 PM Primary
User System

Type: Contact Updated

Mar5,2021 (O Provider Contact for Notification/Determination letters
soria User: System

Type: Contact Updated
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4. From Dashboard — “Claims Summary — Automated” Card
Allows you to view number of automated claims and their status in pie chart.

Note: To know more about “"Claims Summary - Automated” Card details, please
refer "Dashboard” section earlier in this document or Click Here.

To view Claims from “Claim Summary - Automated” card pie chart and upload
records, follow steps below.

[y

Select a slice in pie chart, like "Overpayment Identified” as shown below.

Claims Summary - Automated

M Documentation Not Received Timely
. name
W Cverpayment ldentified- Second Level Appeal Upheld

View Al

Application displays all the "Overpayment Identified-Second Level Appeal
Upheld” Claims cards with respective filters applied as shown below.

530 Claims Payment Integrity -
7 . . .
Filters Total Claims: -
Provider Filtorod by: Claim Status: Overpaymentld..  Provider: DisplayName130_. Roviow Type: Automated  Clear All
[ DisplayName13034 (7)
Line No. Pationt Name Date of Birth Patient Control No
Claim Status o DisplayName 177670 Mar 4, 2386 123800622
B Overpayment Date Of Service Client Name Claim Status
A28, 20 Aun 28,200 259 P 0ame e

Review Type Claien Mo Line No. Pationt Name Dato of Birth Pationt Control No
[ Automated (1) 6127104312 u DisplayName 177563 Feb 25, 2386 125700645

Provider Name & No Date Of Senvice Client Name Claim Status
Multi-Claim Review Displaynamo13034 S0p14, 20110 Sep 16,201 (263) Pl Demo Cliont Cvorpaymont klontifiod- Socand Lovel Appoal Uphold

BATIS
O Ne@

Claim Mo Line No. Patient Nams Dote of Birth

6126208436 3 DisplayName 177570 Mar 4, 2386

Provider Name & No Date Of Service Client Name Claim Status

Displayname13034 Aug 26, 201110 Aug 28,201 [253) P Demo Client )

BT

2. Select the Claim No. link to view the Claim Details screen as shown below.
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Note: For further steps, please refer "From Dashboard — Medical Records

B3l Claims / 6126209436

@ Claims » O Claim No. 6126208436

Patient Details

Patient Name
FirstName177570 LastName 177570

F
Pravider Details
Provider Name & Provider No.

Displayname13034
84715

Payment Detalls

Paidg$)
$6,01936

Claien Status

Date Of Girt
Mar 3, 2386

Pationt Cantrol No
1123800522

Service Details

Date Of Service Procedure Code

Aug 25, 2011 to Aug 27, 2011

Caso Numbos

Case0218514876

Client Details

Name

(253) Pl Demo Client

Readmission Details

Edit Type

Requested for Review” Card earlier in this section.

5. From Claims - Left Navigation Menu

To search, view and upload Medical Records/documents from “Claims” left

navigation menu, follow below steps.

Documents Activity

D

No Letters!

There is no letters were found for this claim.

1. Click Claims from the left navigation menu. Application displays “Claims” screen
as shown below.

Ohm:

Request

© Repods & Cocuments

po‘rta\ Provider Portal

[ oncr s e

DisplayNamet28687 May 2,2262 To0zu7915
Displaymama: Aug 31,201 16 Sep 5, 2016 (253) Pl Demo Clhont —_—
0006M0280
Csm ine N 0 of B et Control ¥
EFFBZRCNACO s DisplayName130313 Oaw, 2256 4729294
rovider Namo & N 1o Of Sorv B o
Oisplayname3949 Jun 10,2017 o Jun 16,2017 {253} P1 Demo Clent —_—
1000811

2. Product Line filter — drop down menu can be used to select the desired Product
line.
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3. Use filters under “Claim Status” or “Claim Disposition” or “Multi-Claim Review”
or “Context Name. On selecting a check box, the application refreshes the
screen and displays only Claim cards based on the selection.

4. In “Search” field, enter any of the options below and click Search.

e Enter Provider number to view Claim associated to provider number.

e Enter Recipients Name to view Claims associated to Recipient

e Enter Claim number to view all the associated Line number of a claim
number.

5. Claim card contains the following data elements as shown below:

Claim No. Line No. Patient Name Date of Birth Patient Control No
o
E3JLT714G00 0 DisplayName128687 May 2, 2252 700287915 v
Provider Name & No. Date Of Service Client Name Claim Disposition Claim Status
Displayname3015 Aug 31,2016 to Sep 5, 2016  (253) PI Demo Client —
0006110280
NOTE: The following Claim disposition status would be displayed in the Claim
search screen:
a. Agree
Claim No. Line No. Patient Name: Date of Birth Patient Control No -
0105151956303 3 G HERRERA SANTIBA Mar 6, 1946 028727NCS00000000 &]
Provider Name & No. Date Of Service Client Name Claim Disposition Claim Status i}
Care Centerkings Harbor Muiti Mar 1, 2019 to Mar 21, (496) HF Management Services, Agree Pending
133772916-001 2019 LLC Documentation
b. Unknown
Claim No. Line No. Patient Name Date of Birth Patient Control No .
EC35WVZZ401 7 DisplayName72718 Feb 4, 2099 H18052513801 &
Provider Name & No. Date Of Service Client Name Claim Disposition Claim Status ﬁ
Displayname2100 Nov 4, 201610 Nov 8,  (253) Pl Demo Client ~UNKNOWN
0006316125 2016
c. -- (Not Applicable)
Claim No. Line No. Patient Name Date of Birth Patient Control No -
8834703998 1 DisplayName161015 Nov 5, 2340 72614627304 &
Provider Name & No. Date Of Service Client Name Claim Disposition Claim Status iﬁ?
Displayname9259 Nov 26, 2018 to Nov (253) Pl Demo Client Recouped with First
281738 30, 2018 Level Dispute Upheld
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To know more about the status, click here

6. Select “"Claim No.” to view complete information of the claim and perform
activity in “Claim Details” screen such as upload “"Documents”, view Letters
associated to claim, view various activities performed on the claim etc.

7. Click pagination numbers available at bottom to find the required Claim card.

Note: For further instructions to upload Medical Records, please Click Here.

To know more about "Letters” "Documents”, "Activity” Tabs, please Click Here.
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UTILIZATION REVIEW (UR)

Overview

Utilization Review (UR) focuses on payment accuracy, by identifying the efficiency
of utilizing the medical resources, during the patient’s treatment. Utilization
Management addresses the pressing needs of state Medicaid programs. It combines
cost management with accurate pre- and post-payment claim reviews, utilization
management and prior authorization from our Clinical Care Reviews.

The types of Utilization Review (UR)

1. Prospective - Preauthorization (prior to the treatment)

2. Concurrent —During the course of the treatment, the UR team verifies the
utilization of resources.

3. Retrospective - Post the treatment and settlement of the claims, the UR team
would perform an audit.

The application provides all the functionalities & features required for providers to
access their claims, which are under review from HMS. Also enabled them to view
the Claim Status, upload respective records based on the claim status (Medical
Record/Reconsideration Records), Update contact information and create an Appeal
request.

Note: The *and | represents mandatory fields throughout this guide.

Purpose

The purpose of the guide is to help the UR users (referred to as “Providers”)
connect with various applications in the HMS portal, regarding UR amount and close
the claims.

This guide is applicable only to Providers (Hospitals/individuals providing healthcare
service) dealing with Utilization Review (UR) claims.

Structure
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This document contains the various modules available in the Provider Portal, along
with their respective functionalities and features, as mentioned below:

e My Workload
e Dashboard
e Provider Communications
e Letters
e Claims
e Common Features
o Bulk Document Upload
o New Access Request
o Reports & Documents
o Notifications
e A/R Claim Review (Displayed based on user access)
e Self-Reporting (Displayed based on user access)

Note: Above links will navigate you to "Common Features” section in the beginning
of this document.
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|
Dashboard

The Utilization Review (UR) Dashboard screen is explained in detail below.
To view Dashboard screen, follow the steps below.

1. Select “"Dashboard” from the left navigation menu.

2. Use the dropdown list to select the Provider you have access to.

3. Use the dropdown list to select the Product Name such as Utilization Review
Note: Application displays other product names based on your contract and
access rights.

4. Use any of the below Cards to view at-a-glance key performance indicators.
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Upddate Communication nfo

. Medical Records Requested for Review - Indicates number of claims, if any,
which require Medical Records to be uploaded. Application displays
“Congratulations” message if there no claims pending documentation.

Click Review Claims to view the above pending documentation and upload
Medical Records which is explained in detail later in this document.

. Claims Summary -Utilization Review - Illustrates claims in brief, number of
claims and their statuses.

I. Hover over a section to view the number of claims in that status.

II. Select a section in pie chart to view the list of claims for that status.
III.  Select “View All” to view the detailed statuses of all claims.
IV. Select “View Less” to view only the legends/representation of entries. |
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Claims Summary - Utilization Review

— il Review Compiete
Medical Recorcs Received —Feiew compicte: Mssing documentation
Review complete: No Findings

—Tecrical denia inding dve i 1o medical records received

—Unimown

—Ri=quest for Appesl Received - under review

—Fi=cuest fo Appes| Recsived - under review

—Review compiete: Finding determined

View Less

C. Provider Communications - Represents primary contact information for the
associated Provider.
¢ Click Update Communication Info to view “Provider
Communications” screen with Addresses and Contacts tab and update
details.

Provider Communications

NOTE - This feature is currently not available for Utilization Review.

Letters

Displays Letters shared with the Providers, containing Claims which are under
Audit.

Navigating to “Letters Search” screen
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Note: On selecting “"Letters” from the left navigation menu, application by
default displays list of all Disallowance cards. User can select the other Product
lines (based on their access) to view the associated letters.

In case you have access only to Utilization Review product line, then the
associated Letters will be displayed by default.

To search and view “Letters”, follow below steps.

1. Select “Letters” from left navigation menu to view “Letters Search” screen
shown below.

12 I

Filters Total Letters

B wmyworkoaa

Letter Type
* “Dispute” means any rebutial, response, appeal or request for reconsideration from the Provider in response Lo the HMS overpayment finding.

[ ascoL@)
([ Medical Record
Request Notification (9) Provider Name & Ne Sent Dat etter Type Claims !
Bulk Document Upload [ overpayemant Displayname5567005 Jun1,2022 ABEDL 1
Pan1234567892 o
Notification 1) 6
Cient Batch Numt 7
Line of Business (916) DEMO 110692
[ Permedion (10)

4] MNow

B Reports & Documents

B Messages

Context Name

[ PRP-PDM-DEMO (12)

(916) DEMO

Sent Dat
May 30,2022

Bateh Nurmbe
10692

etter Typ Claims
ABCOL 1
View Claims

2. Product Line: Select the Product Line from the drop-down menu - Utilization

Review.

3. Facet Filters: User can select any of the options from the filters (Letter Type,
Line of Business, Context Name) to narrow down the search results. Once a
checkbox is selected, the screen is automatically refreshed, to display the Letter
cards based on the selection.

4. Search: User can search by the following parameters - Letter Reference
Number, Provider Name, Provider Number

e The below message will be displayed in case search result fails
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Q

We couldn't find any matches for '361890'

Please check your search for typos or
Search by Letter Batch Number, Provider Name, Provider Number

Clear Search

e Click “Clear Search” to remove search data and screen refreshes with all
the Letter information.

5. Sort: Use dropdown list to sort the Letter cards based on the options below.

Q Sort
By Sent Date
+ Newest to Oldest

Oldest to Newest

By Review Month/Year
Newest to Oldest

Oldest to Newest

6. Letter/Listing: Click on the 3 dots in the Letter Card, to view specific Letter as
PDF or to Download it as Excel.
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View as PDF

Download as Excel

e A pop-up window named “Letter/Listing Request” is displayed, which
indicates that the report is being created. User can choose to Cancel at
this stage.

The letter/listing report is being created..

Cancel

e The PDF Letter is displayed in a hew browser page as shown below, with
an option to download.

5089853-Disputz Upheld Notification-43-4-2020.pcf

e The "Download as Excel" option shall generate a claim report Includes all
claims related to the specific Letter Reference Number.

7. Select Viewclims to view the list of claims associated with the Letter (Letter
Reference Number). Each Claim card represents the Summary Information
associated with a Claim number.

Note: This screen allows user to view all the Letters sent to the providers, that
user has access to.

8. Click on “Claim Export Report”, the user will view the following pop up:
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Claim Export Report X

Provider Number

From Date * To Date *
month/day/year [ month/day/year £

| Cancel ‘ Download

Users can search by Provider Number, Tax ID or NPI, followed by the Letter Sent
Date Range, to download the Claim Export Report that contains all the Claim
information associated with Letter Reference Number for the Selected Provider
Number/Tax ID/NPI.

User may search with multiple Provider numbers/Tax ID/NPI, which User has
access to.

If No Provider Number (Tax ID/NPI) is added in the Filter, then Report shall have
Claim information that belongs to all Provider Numbers (Tax ID/NPI) for which User
has access to.
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Claims

Displays list of Claims associated with a Provider Letter and perform following
actions in the Claim Search screen:

-« I} s e @20

STETERRO Sop 8, 20211 Sap 17,2021 -

g 125 of 72 Claims.

e Search: User can search by the following parameters — Claim Number,
Patient Name, Provider Name/Number/NPI

e Manage (View, Add & Edit) Claim Level Tasks
e Mark Claims as Important

Navigating to “Claim Search” screen

Portal provides the following ways to navigate to “Claim Search” screen:

L]
PROVIDER PORTAL USER GUIDE 96



I -1

. From Dashboard - “Medical Records Requested for Review” Card

. From Dashboard - “"Claims Summary - Utilization Review” Card

. From Claims (Left Navigation Menu)

. From Letters (Left Navigation Menu) - “View Claims” in Letter card

A WNER

1. From Dashboard — “Medical Records Requested for Review” Card

Enables you to view claims (if any) which require Medical Records to be
uploaded.

Note: Below card indicates claims require Medical Records to be uploaded. If no
records are pending, the application displays “"Congratulations” message.
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To view claims pending documentation, follow the steps below.

1. Click “Review Claims” to view the claims which require medical records to be
uploaded.

ohms
pOrtal  Previder Portal

Claim Search screen
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Provider i Aselectod Provider DiepiyNemeSS.  Clasr Al

S7BASTETO0NN

92 hetd24

Claim Status it Harn

B0

=6 DEMO i recorts maeies o eew
Claim Disposition Cloim e Finding Potiont Ham Do of St ot Conirl 1
[ —— oroweTzETIs [—— May 28,2356
Provides Mame & Ne Dae Of Sorvi Client Ham Claim Stalus =
Muri-Claim Review Mowid, 2016 1 How 17,200 (3%6) DEMO [T p—
No )
Line of Business Clam o Finding Pasint Mame ot of it Pasent Contol 1
ToromETZTII Mo Review [A——— Moy 28,2356 8
Mowta, 2016 10 How 17,200 (%) DEMO (T p—

Claim Details screen

2. Select “Claim No.” (hyperlink) to view the “Claims Details” screen for the
selected Claim, as shown below. Application by default displays “Claim Details”
(left section) tab and “Letters” tab (right section).

Claims / EVHMS202202762 Teu\n:c.:-l‘li;(‘-‘n:a\|FOO\) E

&) Claims  [F Claim No. EVHMS202202762

©  Climbeti . Leters Actity
Patient Details Service Details ***Note: The System may aulo cormect the Document Type

after processing it

at Date Of Birr Date Of Service Procedure Code
first924 last924 Jul 15, 1999 Sep 8, 202110 Sep 16, 2021

Select files.. 4 drop files here to upload
Sox Pationt Contral No.

" sTaasTET0001 sonby

Provider Details Client Details Medical Record Request - Follow up Notification.pdf
Provider Name & Provider No NPL Name Type: Medical Record Docs

Displayname5567002 5567002 (916) DEMO Uploaded: 9/23/22 by Suryanarayana, Guruprasad
Pdn1234567890

Notes:

Payment Details
Madified on 9123722 by Suryanarayan, Guruprasad

Paid($) Referance Name: EVHMS202202762-Medical Record Docs-

$422,05918 09-23-2022

e Use dropdown list to view claims that are important.
e Click on the Task Icon to View, Add and Edit task.
e Click on Star Icon to mark the claim as important.
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3. Click "Documents” tab to upload Medical Records pending for the claim.
4. Click “Select files” to select PDF document from your local folder (or) drag &
drop file in the area mentioned and view the Document Name.
e Optional - Use the dropdown list to select order of Claims to be displayed
Sort by: "Newest to Oldest,” or “Oldest to Newest”

Letters Documents Activity

***Note: The System may auto correct the Document Type
after processing it™*

Select files... Drop files here to upload

Medical Record.pdf X
25.09 KB

I Medical Record Docs m

5. Use the dropdown list to select the type of document to be uploaded such as

Medical Record, or Reconsideration documents.

¢ Maedical Records: Upload related records/documents for a Claim number
based on request letter received from HMS for review.

¢ Reconsideration: Upload additional documents/reconsideration documents
(after submitting Medical Records) for HMS to reconsider and review.
Note: "Reconsideration” option appears based on Claim status.

e Optional Notes - Option to add Notes related to document upload

‘The document has been successtully

6. Click Upload and the application displays k=== message on the top
right. The uploaded document appears as shown below.

Medical Record.pdf
Type: Medical Record Docs

Uploaded: 9/27/22 by Varghese, Daniel

Notes:

Modified on 9/27/22 by Varghese, Daniel

Reference Name: EVHMS202202762-Medical Record Docs-
09-27-2022
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e Select the Letter link to view the document in PDF.

Note: You can also upload multiple documents against each claim through "Bulk
Document Upload” link in left navigation menu.

Letters Documents Activity

The tabs - Reference Claims | are explained in the next topic.

Allows you to view number of claims and their status in pie chart.

Note: To know more about "Claims Summary - Utilization Review” Card details,
please refer "Dashboard” section earlier in this document or Click Here.

To view Claims from the pie chart and upload records, follow steps below.

1. Select a slice in pie chart, like "Medical Records requested for review”.

Application displays all the “Medical Records requested for review” Claims cards,
with respective filters applied in the “"Claims” screen.

Note: For more details, please refer "From Dashboard — Medical Records
Requested for Review” Card earlier in this section or Click Here.
|
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Claims, Letters, Documents, Activity

Note: Application enables "Reference Claims” tab only if reference claims exist
for the claim number

Claims / 2022364028854 oy [r—

5] Clam Mo, 2022064028854

® o e Documents Activiy

Patient Details Service Details
—— otz O Biren ot .
WILLIAM LARSON Mar 31,1871 Doc 18, 2022 to Dec 21, 2022
" oonotETTI0
veBes2  Ham: G100854D-Modical Rocord Ruguost 08 08 3023
Provider Details Cliont Details.
o —_ o R
Muray Calloway Co Hospital - (12N) Commonmwealth of KY
01008545

Payment Detalls

Py
£3.036.20

1. Claim details are displayed in the main section, as shown above.

Letters Documents Activity

The above tabs remain constant throughout the application:

o Letters
e Documents
e Activity

Each of these tabs are explained in detail below.
Letters

Allows to view list of letters received, modified, or uploaded for the claim.
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ﬁ Letters Documents Activity

Sort by Newest to Oldest v

No Further Action Required Notification
Received Date: 2/26/20

Reference Letter Name: 3657374-No Further Action Required
Notification-02-27-2020

1. Click “Letters” tab to view letters.
Note: Application by default displays Letters tab on opening Claim Details screen.
2. Select the Letter link to view and download the Letter in PDF.

Optional. Use the dropdown to sort Letters from oldest to newest or newest to
oldest.

Documents

Allows to view list of claim documents already uploaded and to upload new claim
documents for the claim.

Note: For further steps to upload Medical Records, please Click Here.

Activity

Application captures and displays all activities performed by both system
(application) and users on the claim in descending order of dates for viewing.
Refresh link enables you to refresh with latest activity.
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Sep 27.2022 (O Medical Record Docs Medical Record.pdf
TzstEm User: Varghese, Daniel
Type: The Claim Document was uploaded from the Claim Detail

Screen's Document Tab

Sep 23,2022 (O Medical Record Docs Medical Record Request - Follow up
720 PM Notification.pdf
User: Suryanarayana, Guruprasad
Type: The Claim Document was uploaded from the Claim Detail
Screen's Document Tab

Sep 19,2022 () Medical Record Docs TestFile-PageCount.pdf

M2z User: Sharma, Shreepada

Type: The Claim Document was uploaded from the Claim Detail
Screen's Document Tab

Jul12,2022 () Medical Record Docs Sample Medical Record.pdf

540 PM User. Suryanarayana, Guruprasad

Type: The Claim Document was uploaded from the Claim Detail
Screen's Document Tab

3. From Claims - Left Navigation Menu

To search, view and upload Medical Records/documents from “Claims” left
navigation menu, follow below steps.

1. Click Claims from the left navigation menu. Application displays “Claims” screen

L]
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2. Use the dropdown list to select the Product Name/Line of Business.

3. Select “Claim No.” to view complete information of the claim and perform
activity in “Claim Details” screen such as upload “"Documents”, view Letters
associated to claim, view various activities performed on the claim etc.

e Facet Filters: User can select any of the options from the filters (Claim
Status, Claim Disposition, Multi-Claim Review, Line of Business, Context
Name) to narrow down the search results. Once a checkbox is selected, the
screen is automatically refreshed, to display the Letter cards based on the
selection.

e Search: User can search by the following parameters - Claim Number,
Patient Name, Provider Name/Number/NPI

e Click on the Taks Icon to view and add new tasks.

e Click on Star Icon to mark the claim as important.

Note: For further steps to upload Medical Records, please Click Here.

Documents Activity

The tabs - — are explained in the previous topic under
“"From Dashboard - Claim Summary - Utilization Review”.
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Claim No.

Patient Name Patient ID Date o Binn
EVHMS 202202762 -

nrst924 laste24 Jul 16, 1993

Provider Mame & No

Displayname5567002
Pdn1234567890

Date Of Sarvice

Sep 9, 2021t Sep 17, 2021 17550864

Client Name Claim Status
(916) DEMO Modical rocords roquastod Ko foviow

The above image shows the new data elements which have been added to the
Claim Card - Patient Control Number and Permedion ID/Gainwell Case Number.

Note - Gainwell Case Number is only for KY clients. Remaining clients refer to
Permedion ID.

©F
=_pgrtal o stoc @9 @

Filters % Total Letter

Letter Type
* “Dispute” means any rebultal, response, appeal or request for reconsideration from the Provider in response o the HMS overpayment finding.

ABCDL )
(] Medical Record
Request Notification (9) Provider Nome & N ni Daie st Typ S
- SplaynameSE67005 10,2022 Medical Record Request Notlfcation
Pn234567893 i -
Clont atch Nurmb
Line of Business (9%6) DEMO -
Permedion (10
Context Name Ain9, 2022 Medica Record Request Notlfcation
View Cisims
PRP.POM-DEMO (12)
i atch Nurmb
(9%6) DEMO 361800

User can navigate to the “Claim Screen” screen from the Letter screen, by clicking
on “View Claims”, within a Letter Card.
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