Aging and People with Disabilities OREGON DEPARTMENT OF
Medicaid Services and Supports Unit Human Services

Emergency Response Systems (ERS)
Prior-Authorization Desk Manual

Updated: April 9, 2026

Introduction

The new MMIS has a subsystem component called Prior Authorization. This
replaces the ELGP screen used for recording authorization for Lifeline. The

procedure codes will not change.

In the new MMIS system, SPD will be using the Prior Authorization subsystem to
authorize initial Lifeline installation and the monthly lifeline fee as the ELGP
screen will no longer exist. There are a few changes in the process of the Prior
Authorization subsystem. In this subsystem once a prior authorization is
entered the request cannot be deleted. A service code is not needed. You can go
into the prior authorization subsystem and make changes, if needed. Also, once
the prior authorization has been used to pay the claim, the line items on the

prior authorization can’t be changed.

The procedure codes will remain the same. You will continue to use S5160 for
installation and S5161 for monthly rental. The process being used in your local

field offices to obtain the authorization will remain the same.

The following procedures will show you how to search for a prior authorization,
add a new prior authorization, and make changes to an existing prior

authorization.
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MMIS: Important contact information

ODHS Service Desk email address: servicedesk.dhs@odhsoha.oregon.gov

OHDS Service Desk Phone Line; 503-945-5623

View a prior authorization

Navigate to prior authorization search panel

1. Point to Prior Authorization on the menu bar.
2. Drop -down list displays. Left click on “search”

3. “Prior Authorization Search” panel appears.

ormmis\dmarande
Cha n?e Thursday, November 13, 2008

lllllllllllll

home information dur plus related data

Prior Authorization Current ID [ Search]

Provider ID [Search ] Division | =l

Diagnosis [ Search] Analyst [Search] wearch
Reviewer [ Search ] Assignment Code I ;I
Route To Clerk [ Search ] Emergency Iﬁ
Records [20 =] T

Search for a prior authorization

1. Type current client ID (Prime number). To eliminate other prior
authorizations from showing in the search results (e.g. DMAP and AMH) in

the Division field choose “SPD - Lifeline.”

2. Left click on “search” found at the lower right-hand side of the panel.
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ormmistdmarande|

Change

Govemment Health Perllalic K . Thursday, November 13, 2008

Home Claims Drug Financial Managed Care MAR POC Ero@ W SN2t Provider EDI Recipient Reference TPL CTMS Site EDMS Help
home m information dur plus related data

Prior Authorization Search

Prior Authorization Current ID AEWOOL1F [ Search ]
Provider ID [ Search | Division | =
Diagnosis [ Search] Analyst [ Search]
Reviewear [ Search ] Assignment Code I ;I “

Route To Clerk [ Search ] Emergency I - l adv search
Records [20 =] =1

3. If “no rows found” appears in the “search results” a new prior authorization
can be entered.

ormmis‘dmarande|

Change

Gavemment Health Periioli g " Thursday, November 13, 2008

s
Home Claims Drug Financial Managed Care MAR POC R WG E1T0 Y Provider EDI Recipient Reference TPL CTMS Site EDMS Help
home information dur plus related data

Prior Authorization Search

Prior Authorization Current ID AEWOOLLF [ Search ]
Provider ID [ Search ] Division I ;I

Diagnosis [ Search] Analyst [ Search]

Reviewer [ Search ] Assignment Code I ;I “
Route To Clerk [ Search ] Emergency I - I
Records [20 =] =1

Search Results
5% Mo riowes fund 5

4. If there is only one Lifeline Prior Authorization the “Prior Authorization
Information” panel and the “Prior Authorization Maintenance” panel will
appear. Scroll down to the “Prior Authorization Maintenance” panel and left
click on “line item.” The “Base Information” panel and the “line item” panel

will appear. Follow the instructions for completing these panels.
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Change

Bavermment Health Pe

aliis

ormmis‘\dmarande|
Thursday, November 13, 2008

Home Claims Drug Financial Managed Care MAR POC o @ W SR Provider
home search dur plus  related data

Next search by:

PA Number

Reviewer
Review Date

PA Assignment

Prior Authorization Information

Prior Authorization

8008285002

10/11/2008
SPD - CRN

Fund Code

Division SPD - Contract RN

Admin Review
Appeals
Internal Text

Reason Code [
External Text List

O ErErE

9

Supar PA

Prior Authorization Maintenance

Prior Authorization

Current ID

Last Name

First Name

DOE

Clerk Keyed
Date Keyed
Update Received
Update Reviewed

Emergency
Accident

Special
Considerations
Initial Submission
Documentation

EDI Recipient Reference TPL CTMS Site EDMS Help

AEADOL1IF
SFD
THIRTY
05/05/1950
WFRANK
10/11/2008

ROUTINE
NO
NO

Provider ID

Referring Provider ID

Date Received
Media Type

Analyst
Route To Clerk

Diagnosis 1
Diagnosis 2
Diagnosis 3
Diagnosis 4

Diagnosis 5

- Select Prior Authorization area to add or modify below.

Administrative Revi
Base Information
Internal Text

Miscellaneous Address

Super PA

ew Appeals
Claim List
Letters

Non Medicaid Provider

Attachment
External Text

Line Item

Notice Selection

1881738300 NPI

10/11/2008
PAPER
WFRANK

Prefs[rop[5od 7 ] 2]

5. If multiple search results appear, review the lines to determine if any search

results match the requested prior authorization. If no search results match,

a new prior authorization can be entered. If a search result matches

(overlapping dates), you will either need to review the match and determine

if information needs to be modified or file if it is a duplicate request.

Change

davermment Health Peitioliv

‘\F -
Home Claims Drug Financial Managed Care MAR POC i@t sl Provider EDI Recipient Reference TPL CTMS Site EDMS Help

home m information dur plus related data

Prior Authorization Search

ormmishdmarande
Thursday, November 13, 2008

Prior Authorization Current ID AEADOLLF [ Search ]
Provider 1D [Search] Division |
Diagnosis [ Search] Analyst [ Search]
Reviewer [ Search] Assignment Code I ;I
Route To Clerk [ Search] Emergency lﬁ

Line: Aastivorized Authorized
PA Number Item  Eff. Date End Date
8008285002 01  12/01/2008
8008283001 01 09/01/2008
8008284001 01 10/01/2008
8008285001 01 11/01/2008
8008285002 01 11/01/2008
8008287002 01 08/01/2008

Records IED 'I

Search Results

Aesignment Service Service
Conde: Provider Prowvider Service Code  Code Thu
SPD- CRN 18281738300 NPI 1881738300 MNPI 55110

SPD- CRN 1881738300 NPI 1881738300 NPI 39347

SPD-CRN 1881738300 NPI 1881738300 MNPI 59347

SPD- CRN 1881738300 NPI 1881738300 MNPI 359347

SPD-CRN 1881738300 NPI 1881738300 MNPI 55115

SPD- CRN 1881738300 NPI 1881738300 MNPI 359347

i
E =
)

Status

Approved
Approved
Approved
Approved
Approved
Approved

Cument I Emergenty
AEADOLLF R

AEADOLIF
AEADOLLIF
AEAQOLIFE
AEADOLLIF
AEAQOLIFE

mmmmm
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Add a new prior authorization

To add a new prior authorization from the “Prior Authorization Search” panel if
“no rows found” appeared, left click on the “add” feature from the lower right-

hand corner of the “Prior Authorization Search” panel.
The following panels will appear in order listed:

e Prior Authorization Information.

e Prior Authorization Maintenance.

e Base Information Panel.

e Line-Item Panel.

e Notice Selection.
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Change

Govesmment Health P olio

ormr
Thursday, Moy

Home Claims Drug Financial Managed Care MAR POC i NGl ras GGl Provider EDI Recipient Reference TPL CTMS Site EDMS Help

home

MNext search by:

search dur plus

related data

Prior Authorization

Prior Authorization Information

PA Number Current ID Provider ID
Reviewer Last Name Referring Provider ID
Review Date First Name Date Received 11/13/2008
PA Assignment DOB Media Type OMNLINE
Fund Code Clerk Keyed Analyst
Division Date Keyed 11/13/2008 Route To Clerk
Update Received
Update Reviewed
Admin Review [ Diagnosis 1
Appeals [ Emergency ROUTINE Diagnosis 2
Internal Text [ Accident MNO Diagnosis 2
Ext?a‘r}::r 'rll'i_::x‘:d Iﬁs{ L] Conside?gﬁg:l:: i TEraTEs S
Super PA [ RSN NO Diagnosis 5

Documentation

Prior Author
Maintenance

- Complete the Panels below then select Save to add the new Prior Authorization.

Administrative Review Appeals Attachment
Base Information Claim List External Text
Internal Text Letters

Prior Authorization

Non Medicaid Provider [l afel-0-7=1-Fo ifs])]

Miscellaneous Address

Super PA
TN BT
Base Information [Nav|
Provider ID [ Search ] Vendor Patient Account Number
Referring Provider ID [ Search ] Division |
PA Assignment* | ;I Fund Code |
Current ID* [ Search ] Update Reviewed
Update Received Reviewer [ Search 1
Emergency* Im Route To Clerk [ Search ]
Accident* |[No - Special Considerations* m
Media Type* lm
-Diagnosis Code- Select row below to update -or- type data below to add.
5% po rows found F5E
Diagnosis Number Diagnosis Code
Diagnosis Name
el
Line Item [Nav]

==% No rows found =55
Select row above to update -or- click Add button below.
Requested Eff. Date

1 Requested End Date
rch 1 Requested Units

Line Item
ICD9 Code

Service Type Code

Procedure Code Thru Service

Modifier 1 Modifier 2 Requested Dollars
Modifier 3 Modifier 4 Authorized Eff. Date
Tooth Quad Authorized End Date
NDC Lock I 'l NDC Code Authorized Units
Revenue Code Cg‘ja:?rw:ﬁ Authorized Dollars
- PR Reference to - -
Status I— Age Aut ze LI PA Number Payment Method |Fsy Cap Amount LI

Service Provider Check Print Option Balance Units
Balance Dollars
Quantity Used Units

Quantity Used Dollars

Service Provider ID Date Mailed

Hearing Rights

Diagnosis Notes

-Reason Code-

=%= No rows found ===

Select row below to update -or- type data below to add.

[Fop]Ray]

Notice Selection

Client* IYes Vl Client Branch* IYes VI

Non-Medicaid Provider#* IYes 'l Referring Provider* IYes 'I Miscellaneous 1* INo 'I

Miscellaneous 3* INo 'l

NOTICE: This information may be sensitive and for private, thus subject to HIPAA privacy and security regulations. This information is not to be shared or distributed to parsons
usiness need to
2005 Electronic Data Systems Corporation. All rights reserved.

« | »

Provider* IYes 'I Servicing Provider* IYes VI
Miscellaneous 2% INo 'l

now.

Page 6 of 18



Base information panel

Scroll down to the “Base Information Panel.” To add information on the Base

Information panel, follow the steps below:

Base Information TopNav] 2 | Al 2 | X
Provider ID [ Search ] Vendor Patient Account Number
arring Provider ID [ Search ] Division I j
PA Assignment* | j Fund Code | j
Current ID* [ Search ] Update Reviewed
Update Received Reviewer [ Search ]
Emergency* Im Route To Clerk [ Search ]
Accident* m Special Considerations* m
Media Type* Im
ignosis Code- Select row below to update -or- type data below to add.
o rows found ***
jnosis Number Diagnosis Code [ Search

iagnosis Name

e TR

Step action Typed response
1. Provider ID 1. Enter the six-digit Provider Number
2. PA Assignment 2. Select “other”
3. Current ID 3. Enter client prime number
4. Emergency 4. Select “routine”
5. Accident 5. Select “no”
6. Media Type 6. Select appropriate choice
7. Division 7. Select “SPD-Lifeline”
8. Special Considerations | 8. Defaults to “no” do not change

Do not enter any diagnosis codes.
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Line item panel

Scroll down to the “line item” panel to the lower right-hand corner and left click

on the “add” feature. Once the “add” button is selected, the system will

automatically create a prior authorization number. The print color in selected

areas will change from gray to black. Click into the field into which you want to

enter data. Use the “tab” key on your keyboard to have the system process that

information. In some cases, the cursor will go to the next field, otherwise use

your mouse to click into the next field where you want to do data entry. DO NOT

hit ENTER as it will process the prior authorization prematurely.

Line Item mﬂﬂ
#5% N rows found #++

Line Item

Select row above to update -or- click Add button below.
Requested Eff. Date

Diagnosis Notes

-Reason Code-
*4% N rowes Found +4+

Service Type Code I - I ICDY Code Requested End Date
Procedure Code [ Search ] Thru Service Requested Units
Maodifier 1 Modifier 2 Requested Dollars
Madifier 3 ] Madifiar 4 Authorized Eff. Date
Tooth [ Search | Quad Authorized End Date
NDC Lock I - l NDC Code Authorized Units
Revenue =
Revenue Code Code Thru Authorized Dollars
— Reference to — [ ——
Status I— - Agency Authorized ;I PA Number Payment Method |Fay Cap A ]
Service Provider Check I All Service Providers ;I Print Option |Eatch Balance Units
Service Provider ID [Search ] Date Mailed Balance Dollars
Hearing Rights | D[1AF OHF =] Quantity Used Units

Quantity Used Dollars

Select row below to update -or- type data below to add.

Procedure code S5160 - Installation

Step action

Typed response

1. Service Type Code

1. Select “procedure code”

2. Procedure Code

2. Enter the procedure code S5160 for
installation. You will enter one procedure

code per a “line item” panel for this code.
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This process will not use the “thru service”
field.

3. Status

3. Select “approved”

4. Service Provider check

4. Select “all service providers”

5. Service Provider ID

5. Enter Lifeline provider number

6. Hearing Rights

6. Defaults to “no” - do not change

7. Print Option

7. Select “batch”

8. Requested Effective date

8. Enter start date Lifeline requested.

9. Requested End Date

9. Enter end date for Lifeline.

10. Requested Units

10. Enter 1 unit for installation procedure

code.

11. Requested Dollars

11. Do not enter a dollar amount. The
computer will search by provider number
and procedure code.

12. Authorized Effective
Date

12. Enter date being authorized

13. Authorized End Date

13. Enter date being authorized

14. Authorized Units

14. Enter 1 unit for the installation

procedure code

15. Authorized Dollars

15. Do not enter a dollar amount. The
computer will search by provider number
and procedure code.
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16. Payment Method 16. Select “Pay System Price”

Do not enter information in the “reason code” panel.

Notice selection panel

Notice Selection TopfMav ? | a | = | X|
Client* |No ~| Client Branch* |No ~ | Provider* |Yes v Servicing Provider* |Yes v

Non-Medicaid Provider* |ves - Referring Provider* |Yes v Miscellaneous 1* |No ~ Miscellaneous 2* |No |

Miscellaneous 3* |No ~|

The notice section will automatically default to “No” for the Client and Client
Branch. The Provider will get a copy of the PA notice. There is currently no

business reason to change any of these settings.

Second procedure code S5161 (monthly fee)

Once you have entered the required information for the first procedure code, go
to the “add” button in the lower right-hand corner and left click. A second “line
item” panel will appear. Follow the instructions on page 9 with the following
changes: Procedure code is S5161; units requested and units authorized (1 unit

equals one month - if you are authorizing 12 months input 12 units).

Scroll up to the “prior authorization maintenance” panel and click on “save.” If
save is successful a message will appear “Save is Successful. All panels saved.”
Otherwise, error message(s) will appear. All errors must be corrected before the
prior authorization will be saved.

;::::t::;:zzzati dd o Complete the Panels below then select Save to add the new Prior Authorization. | Prefs|
Administrative Review Appeals Attachment
Base Information Claim List External Text
Prior Authorization Internal Text Letters

Miscellaneous Address Mon Medicaid Provider Notice Selection
Super PA

Withdrawing a prior authorization

Page 10 of 18



If a prior authorization is entered and saved with incorrect information, the prior
authorization can be “withdrawn” if the action is taken the same day the
information is entered and saved.

1. Bring up the prior authorization you want to withdraw. Go into the “line
item” panel and change the “approved” to “withdrawn.” You will then

need to select the appropriate “reason” code.

2. Scroll up to the “prior authorization maintenance” panel and left click on
“save.” The authorization with change from “approved” to “withdrawn.” A
prior authorization notice will not be printed. You can then create a new
prior authorization with the correct information.

Enter another new prior authorization

To enter another new prior authorization scroll up to the menu bar and left click
on “search.” The "“prior authorization” search panel will appear. Follow the
instructions to search for a prior authorization on page 2 though 4 and creating
a new prior authorization on pages 6 through 10.

Changes to a previous prior authorization

Point to “prior authorization” listed on the main menu bar. Then left click on

“search” from the drop-down menu.

The “prior authorization search” panel will appear.

h ormmis‘\dmarande
Change
iy N"gn“u ; _ Thursday, November 13, 2008
Home Claims Drug Financial Managed Care MAR POC @@ WS =10Y Provider EDI Recipient Reference TPL CTMS Site EDMS Help

home m information dur plus related data

Prior Authorization Search

Prior Authorization Current ID [ Search]

Provider ID [ Search ] Division I ;I

Diagnosis [ Search ] Analyst [ Search ]
Reviewer [ Search ] Assignment Code I ;I m
Route To Clerk [ Search ] Emergency lﬁ
Recorde 20 =] =
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Prior authorization search panel

1. Select the prior authorization | 1. Enter the prior authorization
tab number or current client ID

number.

2. Division 2. Select SPD - Lifeline”

3. Move to the lower right-hand | 3. Left click on “search”
corner of the panel

If you enter the prior authorization number in the search authorization panel
only that prior authorization will show in the search. If you enter only the

current ID number, the following searches may appear:

The “Prior Authorization Information” panel and the “Prior Authorization

Maintenance’ panel will appear if there is only one existing prior authorization.

ormmis\dmarande|

Chan

e
Gavemment Health I‘mgnliu . Thursday, November 13, 2008

Home Claims Drug Financial Managed Care MAR POC RSt SN S1ihY Provider EDI Recipient Reference TPL CTMS Site EDMS Help
home search dur plus  related data

Next search by: Prior Authorization m “

Prior Authorization Information

PA Number Z008285002 Current ID AFAQDOLIF Provider ID 18817358300 NFI
Reviewer Last Name SFD Referring Provider ID
Review Date 10/11/2008 First Name THIRTY Date Received 10/11/2008
PA Assignment SPD - CRN DOB  (05/05/1950 Media Type PAPER
Fund Code Clerk Keyed VWFRANK Analyst VFRANK
Division SPD - Contract RN Date Keyed 10/11/2008 Route To Clerk

Update Received
Update Reviewed

Admin Review [ Diagnosis 1
Appeals Il Emergency ROUTIME Diagnosis 2
Internal Text [ Accident NO Diagnosis 3
Reason Code [ Special . .
External Text List r Considerations i EErTTEE
Initial Submission _ -
Super PA Il Documentation NO Diagnosis 5
Prior Authorization Maintenance - Select Prior Authorization area to add or modify below. | Prefs| Bot]
Administrative Review Appeals Attachment
Base Information Claim List External Text
Prior Authorizati Internal Text Letters Line Item
rior Authorization Miscellaneous Address MNon Medicaid Provider MNotice Selection
Super PA
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If there are multiple prior authorizations, the “Prior Authorization Search

Results” panel will appear showing all results.

ormmistdmarande

Change

Saverminent Health Peialis ; Thursday, November 13, 2008

Home Claims Drug Financial Managed Care MAR POC I @t SNFR1Y Provider EDI Recipient Reference TPL CTMS Site EDMS Help
home @ information dur plus related data

Prior Authorization Search
Prior Authorization Current ID AFAQOLLF [ Search]
Provider 1D [Search] Division | =
Diagnosis [ Search ] Analyst [ Search ]

Reviewer [ Search ] Assignment Code I ;I

Route To Clark [ Search ] Emeargency I vl wdv
Records IQD - I

Search Results

il

Lirke:  Busthotsrized Basttvirized Beigriment Service: Serviee
PA Number Ttem  EFf. Dabe Ervdl Db o Providier Privider Service Code  Code Thru  Stavhes Curmerit T Emengercy
8008285002 01 12/01/2008 1Z2/320/2008 SPD-CRN 1821738300 NPI 1881728300 NPI 55110 Approved AEADOLIFE R
2002283001 01 09/01/2008 09/01/2008 SPD-CRN 1881738300 NPI 1881738300 NPI 399347 Approved AEADOLIF R
8008284001 01 10/01/2008 10/31/2008 SPD- CRN 1881738300 NPI 1881738300 NPI 359347 Approved AEADOLIF R
2002285001 01 11/01/2008 11/30/, SPD- CRN 1821738300 NPI 18817238300 NPI 39347 Approved AEADOLIF R
8008285003 01 11/01/2008 11/30/2008 SPD- CRN 1881738300 NPI 1881738300 NPI 55115 Approved AEADOLIF R
8008287002 01 08/01/2008 08/15/2008 SPD- CRM 1881738300 NPI 1881738300 NPI 359347 Approved AEAQDOLIF R

Select the one you want to change by left clicking on the appropriate row. The
following will appear:

ormmis‘,dmarande|

Change

fovemment Health Peolic : . Thursday, November 13, 2008

Home Claims Drug Financial Managed Care MAR POC o @t Bl Provider EDI Recipient Reference TPL CTMS Site EDMS Help
home search dur plus related data

Next search by:  Prior Authorization m

PA Number 3008285002 Current ID AFAQOLIF Provider ID 1881738300 NPI
Reviewer Last Name SFD Referring Provider ID
Review Date 10/11/2008 First Name THIRTY Date Received 10/11/2008
PA Assignment SFD - CRNM DOB  05/05/1950 Media Type PAPER
Fund Code Clerk Keyad VFRANK Analyst VFRANK
Division SPD - Contract RN Date Keyed 10/11/2008 Route To Clerk

Update Received

Update Reviewead

Admin Review [ Diagnosis 1
Appeals [ Emergency ROUTIME Diagnosis 2
Internal Text l_ Accident NO Diagnosis 2
Reason Code [ Special _ -
External Text List r Considerations R EEr =g
Initial Submission . .
Super PA Il Documentation NC Diagnosis 5
Prior Authorization Maintenance - Select Prior Authorization area to add or modify below. | Prefs|
Administrative Review Appeals Attachment
Base Information Claim List External Text
Prior Authorizati Internal Text Letters Line Item
rior Authorization Miscellaneous Address Non Medicaid Provider MNotice Selection
Super PA

Scroll down to “Prior Authorization Maintenance” panel. Select “line item” and

left click. The “Base Information” panel will appear.
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Base Information [Nav] [ & | [ %]

Vendor Patient Account Number

Providar ID

Referring Provider ID
PA Assignment®
Current ID*

Update Received
Emergency®
Accident®

Media Type®*

-Diagnosis Code-
#o 4 N rows fund o4

Diagnosis Number

Diagnosis Name

1881738300 NPI [Search]

[ Search]
|5PD - CRM =
AEADOLIF [ Search 1@

IRoutine 'l

No -

[parEr -]

Special Considerations®

Division

Fund Code I
Update Reviewed
Reviewer

Route To Clerk

| SPD - Contract RN

—

[ Search]

[ Search ]

Select row below to update -or- type data below to add.

Diagnosis Code

El

Scroll down to the “Line Item” panel and left click on the row shaded “light

blue.”

Line Item

R sbed

B sbend

Line Ttern  Units
o1 2

Line Item

Service Type Code
Procedure Code
Modifier 1
Modifier 3

Tooth

NDC Lock

Revenue Code

Status

Service Provider Check
Service Provider ID
Hearing Rights

Diagnosis Notes

-Reason Code-
#4% Moy riowes Fiound *5*

Dollars
£30.00

Uit

Dollars
2  $30.00

Buthorized  Procedure  Service

Cond Pronvider IO
55110

1881738300 NPL

Revenue  Revenue
Thru Service  NDC Code  Code

Code Thru  TCDG Code

Select row above to update -or- click Add button below.

ICD% Code
Thru Service
Modifier 2
Modifier 4
Quad

NDC Code

Revenue
Code Thru

;I Referance to

PA Number

=] Print Option
] Date Mailed

Requested Eff. Date
Requested End Date
Requestad Units
Requested Dollars
Authorized Eff. Date
Authorized End Date
Authorized Units
Authorized Dollars

Payment Method
Balance Units
Balance Dollars
Quantity Usad Units
‘Quantity Used Dollars

Select row below to update -or- type data below to add.

Status
Approved

The specific prior authorization information will appear in the “line item” panel

with a heading “Type changes below.”
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Line Item

Line Item

Service Type Code®*
Procedure Code
Modifier 1

Madifier 2

Tooth

NDC Lock

Revenue Code

Status*

Service Provider Check*
Service Provider ID
Hearing Rights*

Diagnosis Notes

-Reason Code-
S48 Mo rwes found o

530.00 55110

IProcedure Code 'I

S5110 [ Search 1@
[ Search ]
[ Search ]

[ Search]

ISpecified Service Provider = |
1881738300
INo Natice

IA - Approved

MPI [ Search]

=

Reason Code I vl Reason Description

1881738300 NPIL

Revenue  Revenue

Thru Service  NDCCode  Code Code Thru  ICOS Code  Status

Type changes below.

ICD9 Code
Thru Service
Modifier 2
Madifier 4
Quad

NDC Code

Revenue
Code Thru
Reference to
PA Number

Print Option*

Data Mailad

IND Print -l

Requested Eff. Date®

Reguested End Date*

[ Search ] Requested Units
[ Search] Reguested Dollars
[ Search] Authorized Eff. Date
[ Search ] Authorized End Date

Authorized Units
Authorized Dollars

Payment Method*

Balance Units
10/13/2008 Balance Dollars
Quantity Used Units

Quantity Used Dollars

Select row below to update -or- type data below to add.

12/01/2003
12/30/2008
2
$30.00
12/01/2003
12/30/2008
2
$30.00

IPa'_.f Unit Fee Price 'I

e Left click on the line-item tab(s) to be updated. In this example the

requested and authorized units were changed from two to six.

Reguested  Reguested  Authorized  Authorized Procedune  Serviee

Line Item
Line Item  Units
01

Line Item
Service Type Code*
Procedure Code
Modifier 1
Modifier 2
Tooth
NDC Lock

Revenue Code

Status*

Service Provider Check*
Service Provider ID
Hearing Rights*

Diagnosis Notes

-Reason Code-
**% Ny s Fouand *++

Daoltars

Unitts Dollars

530.00

v
55110

I Procedure Code = I

55110 [ Search 1@
[ Search ]
[ Search]

[ Search]

ISpecified Service Provider x|
1881738300
INU Notice

IA - Approved

NPI [ Search]

=l

Reason Code I vl Reason Description

Provider ID
1881738300 NPIL

Revenue  Revenss
Thru Service  NDCCode Code

Type changes below.

ICD9 Code
Thru Service
Modifier 2
Modifier 4
Quad

NDC Code

Revenue
Code Thru
Reference to
PA Number

Print Option*
Date Mailed

IND Print "l

Reguested Eff. Date*®
Requested End Date*

[ Search] Requested Units
[ Search] Requested Dollars
[ Search] Authorized Eff. Date
[ Search ] Authorized End Date

Authorized Units

Authorized Dollars

Payment Method*

Balance Units
10/13/2008 Balance Dollars
‘Quantity Used Units

Quantity Used Dollars

Select row below to update -or- type data below to add.

Code Thru  ICD9 Code  Status

Approved

12/01/2008
12/30/2008
5
$30.00
12/01/2003
12/30/2008
5
$30.00

IPa'_.f Unit Fee Price 'I

e Scroll up to the “Prior Authorization Maintenance” panel and left click on

“save.”
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If the information updated is saved the following message will appear: “Save
was successful. All panels saved.” If not, errors will appear. All errors must be
corrected before the “saved” message will appear.

The prior authorization number will stay the same and current/updated
information will be saved.

Prior Authorization Maintenance - Select Prior Authorization area to add or modify below.

Administrative Review Appeals Attachment
Base Information Claim List External Text
Internal Text Letters Line Item
Miscellaneous Address MNon Medicaid Provider MNotice Selection
Super PA

Prior Authorization

The following messages were generated:

P B B BT [Message Description Panel Fieldl Row

Save was Successful. All panels were saved. Base Information

Using MMIS

The MMIS has several quirky data entry issues. It is highly recommended you
follow the step-by-step procedures when you use the Prior Authorization

component. There is also a “Tips and Notes” section at the end of this guide.

e You may need to enter information in a specific order, or data will be

removed and you will be required to enter it again.
e You need to click (add) to open fields in individual panels.

e The (save) button is at the top or in the middle of the panels, and it applies
to all panels.

e At times you need to click outside of the data fields to allow the system to
refresh the screen before you enter the next data item.

e Attimes when you click the (add) button or input some data, the system
takes an action which it momentarily looks like all the data was lost - just
wait a second - it reappears after the screen is refreshed.
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e The asterisk (*) on the panels are supposed to indicate “required” fields of
entry; however, this is not consistent throughout the system. You will need
to refer to this desk manual for information on the actual fields required.

Tips and notes

Use the “Tab"” key to navigate from field to field. This will help with data entry.
The MMIS system has slow response time. In some fields, if you key/enter them

too quickly, data will be lost, and you will be required to re-enter the field.
Data Item - Screen Item Names:

e Each part of the system is called a sub-system and is basically a separate
system that works with the other sub-systems. Different screens will use
different names for the same data item. For example, in the Prior
Authorization system, the client Medicaid number/prime number is
labeled “Current ID,” in the “Plan of Care” panel, it is called “Client ID.”

Beware of Using the Internet Browser (Back) button!

o If you have selected a client/provider record or are doing any data entry,
do not use the (back) button that is provided in your Internet Application.
You will lose all un-saved data. The IE (back) button essentially takes you

out of the MMIS application.
Using the (Nav) button:

e You can hit the (Nav) button at the top right-hand corner to jump you to
the Prior Authorization Maintenance panel. This is a quicker way to move
to the (Save) button.

Clickity click click!
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e Beware of over clicking (for example, quick double clicking or impatient
waiting clicking). This may cause the application to display critical error
message screen.

e Ifyou do get the critical error message screen, you may have to start over.

Be patient and wait for the screen to refresh with the data.

« If you click the (add) button twice when creating a Prior Authorization, you
will get two Detail lines. You will need to go out and start over if you have
this extra blank line detail in your Prior Authorization record.

You can get this document in other languages, large print, braille or a format
you prefer free of charge. Contact ODHS at
apd.medicaidpolicy@odhs.oregon.gov or 503-945-581. We accept all relay calls.

OREGON DEPARTMENT OF
Human Services
Aging and People with Disabilities
Medicaid Services and Supports
500 Summer St. NE, E-10
Salem, OR 97301-1076
503-945-5600
odhs.info@odhs.oregon.gov
www.oregon.gov/odhs
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