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General i-Sight information

System Design

1. i-Sight allows users to capture data on current FADS contact and cases. The following case types
are available for use in i-Sight:

a.

Contact Log — the contact log form allows the user to capture information obtained from
contact with various customers. The Contact Log can be closed upon completion of the
customer contact, or sent to the Pl Manager who will decide if the case should be
promoted to a Preliminary Investigation for further follow-up. A new contact log should
be completed for each new call received, and then linked to any other pertinent open
cases. Only cases regarding providers should be promoted to preliminary investigations.
Preliminary Investigation — The Preliminary Investigation form allows the users to
capture all information obtained during a preliminary investigation and credible
allegation of fraud investigation. Depending upon the outcome of the investigation, the
preliminary investigation can be closed upon completion or promoted to Project Case. If
the investigation results in a payment suspension or MFCU hold, it should be promoted
to a Project case before entering the payment suspension or MFCU hold information.
Provider Case — The provider case will no longer be used in i-Sight. Current provider
cases will remain as provider cases until closed.

Project Case — The Project Case form allows the user to capture all information relevant
to an audit, prepayment review or payment suspension case and the associated providers.
The user is able to follow the progress of the case from its beginning to resolution.
Provider Portal - The Provider Portal is a secure website used to communicate with
providers. This site allows providers to securely submit responses to self-audits and
requests for medical records.

2. Cases in i-Sight using the following naming convention:

a.
b.
C.

Contact Log — CON-YYYY-MM-000001

Preliminary Investigation — PRE-YYYY-MM-000001

Provider Case — PRV- YYYY-MM-000001 (The PRV case type will only be used for
legacy cases.)

Project Case — PRJ-YYYY-MM-000001

Where the YYYY indicates year that the case was recorded, the MM indicates the month
in which the case was recorded and the 000001 will increase incrementally as cases are
added within that month.

3. Cases in i-Sight can have one of four main statuses:

a.

Page 8 of 205

Open — The case is open and is assigned to an owner who has accepted ownership for the
case.

Pending — The case is open but ownership has not been assigned or accepted. When
ownership is assigned, you must accept ownership of the case in order for the case status
to be open. When you create a new case, ownership is automatically assigned to and
accepted by the person who opened the case. When a case is promoted, it is automatically
placed in pending status until an owner has been assigned to that case and the owner has
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accepted ownership of the case. Whenever a case is promoted, the new case will be
placed in pending status until a new owner has been assigned and that owner has
accepted ownership of the case.

c. Closed — The case is closed. To re-open a case, the user must contact a system
administrator.

d. Cancelled — The case was cancelled because it was opened in error or was a duplicate.
Only a system administrator can cancel a case. Please contact a system administrator to
request that a case be cancelled. Canceling a case will also exclude the case from most
reports.

1. Open your internet browser.
2. Inthe address bar, type https://infads.truvenhealth.com

<« C' [4 https://infads.truvenhealth.com/servlet/SdServlet?username=&referer=/i-sight/tr-indiana.nsf

SecurID PASSCODE Request

The page you are attempting to access requires that you authenticate using your
SecurlD token.

Please enter your Username and SecurID PASSCODE in the following fields, then click
the "Send" button. If you make a mistake, use the "Reset” button to clear the fields.

Username:
PASSCODE:

El B3

3. Inthe user ID field, type your user ID. This will generally consist of your first initial and last
name. (Truven users will use their employee ID)
4. In the password field, type your PIN, immediately followed by the six digits shown on your
RSA token. Press the Send button.
a. Note: You will create your PIN in a separate application before your initial log-in.
For instructions on where and how to create your PIN, please contact the help desk at
Healthcare-IndianaFADSHelpDesk@truvenhealth.com.
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5. When you have successfully logged in to i-Sight, you will see the main Records screen.

i & So,
Y

—, &
2 o
iR

Search Help  Logout
i-Sight Case Management Menu

Records Reports Maintenance

Case Entry
Create New Contact Log
Create New Preliminary Investigation Case
Create New Project Case
New Incoming Email

My Responsibility
My Cases (Open) (6)
My Cases (Closed)
My Actions
My Audits/Risk Assessments

Working Queues
Case Closure Queue (8)
Providers Closure Queue (95)
Contact Logs Closure Queue (21)
Recovery Queue (2538)
Preliminary Investigation Work Queue (6)
Mew Project'Provider Case Work Queue (100)
External/MFCU Hold Queues:
Preliminary Investigation Cases (19)
Project Cases
Providers (40)
Internal/OMPP Hold Queues:
Project Cases
Providers (18)

Migration
Provider Cases (Open)
Preliminary Investigation Cases (Open)
Contact Log Cases (Open)

Quick Jump
Enter Case Number | | Go

Contact Log Cases
By Case Number

Preliminary Investigation Cases
By Case Number

Open Provider/Project Cases
By Case Number
By Case Type
By Responsibility

All Provider/ProjectCases
By Case Number
By Date Recorded
By Responsibility
By Status
By Case Type

6. If you are unable to access i-Sight, please contact the help desk at Healthcare-
IndianaFADSHelpDesk@truvenhealth.com.

How do I find a case in i-Sight?

1. The easiest way to find your desired case is to “Jump” to it. This feature is designed for
when you already know the case number you are seeking.

a. Quick Jump: The quick jump is available on the i-Sight home page. Enter or paste
your desired case number and click the “Go” link.

. Records

Case Entry
Create New Contact Log
Create New Preliminary Investioation Case

Repaorts Maintenance

Quick Jump

Enter Case :-|um:~elf :lGo

Contant Loo & acos

b. Jump To: There is an additional jump feature available at the top of the case level
on Project/Provider cases. Enter or paste your desired case number and click the

“Jump To” link.
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- Records Repors Maintenance

QH’H’H X

SAVE & EXIT AvE

REASSIGN  CANCEL

2. If you do not already know the case number you are seeking, you can find it with the “i-Sight
Search Form,” accessed via the “Search” link at the top of all i-Sight screens.

a’{\’is"ﬁl.—\"\ Sear Help  Logout

i-5ight Search Form

Records Reports Maintenance

O

BEARCH CLEAR

Search In '-é-' All '-.?.-' Contact Logs '-.?.-' Preliminary Investigations '-.T.-' Project/Provider Cases '-.T.-' Providers '-:.-' Sub Status '-.T.-' Actions

3. Each option in the “Search In” row changes the fields available to search. It is important,
however, to understand which records in the system are searched by each of these options:
a. Contact Logs: This option searches through the case-level fields of Contact Log (CON)
cases.
b. Preliminary Investigations: This option searches through the case-level fields of
Preliminary Investigations (PRE) cases.
c. Project/Provider Cases: This option searches through the case-level fields of
Project/Provider (PRJ/PRV) cases.
i. Itis important to note that this search option does NOT search through the
subordinate Provider records.
d. Providers: This option searches through the Provider sub-records under Project/Provider
cases.
e. Sub Status: This option searches through the Sub Status records under all case types
AND under Provider sub-records.
f. Actions: This option searched through the Actions and Emails records under all case
types.
g. All: This options searches through all searchable records, including all of the above.
h. Because the multiple results on this search are often confusing and difficult to manage, it
is recommended that this option be used only if you are uncertain what type of data you
are seeking.

1. To contact the help desk, send an email to Healthcare-IndianaFADSHelpDesk@truvenhealth.com
or call 317-554-4452.
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Contact Log

How do I complete the Regarding Section of a Contact Log?

The regarding section must be completed in every Contact Log, as the case will use the information from
this section in the Case Name.

1.
2.

7.
8.
9

Choose the appropriate Regarding Type from the list provided.

Go to the LPI field. Enter the provider LPI (if known). Click on the magnifying glass beside the
LPI field to activate the look-up function.

Choose the appropriate provider from the list generated by the look-up. All necessary fields in the
Regarding Section will be populated.

Save the record.

If the LPI is not known, choose the Entity/Organization option and enter the first part of the
provider’s name. Click on the magnifying glass beside the Entity/Organization field to activate
the look-up function.

Choose the appropriate provider from the list generated by the look-up. Necessary fields in the
Regarding Section will be populated.

If the contact log is regarding a member, choose Member as the Regarding Type.

Select Individual and enter the Member’s name in the fields provided.

Enter the Member RID in the RID/LPI field.

10. Complete the address and phone number information for the member.
11. Save the record.

Regarding Information

[~ Provider is On-Hold
[ Regarding Type® ]

~ Entity/Organization (" Individual ( Both

Regarding Location

Provider Type

Specalty Selected Values
RL to select multip

g RID/LPI No. Regarding NPT No. Regarding Tax ID.

Ext. Regarding Email

Regarding Address Type
select> ~ [~ Preferred Address

Regarding Address 1 Regarding Address 2

Regarding City Regarding State Regarding Zip Regarding County

Amount Disputed 1 Date of Service 1
Amount Disputed 2 Date of Service 2

Amount Disputed 3 Date of Service
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How do I record an incoming referral?

1. Go to the main records screen in the i-Sight application.
2. Select Create a New Contact Log

»

Case Entry

Create New Provider Case
Create New Project Case
New Incoming Email

Create New Preliminary Investigation Case

Select the appropriate method of contact from the list provided.

Record the referring agency by selecting it from the list provided in the Contactor Type field.
Include any additional information about the person or agency referring the contact in the contact

information fields.

Complete the information about the provider being referred by completing the Regarding

Information

v DN D

Contact Information

[T Case Clearance and Vetting
Contact Received By* Date of Contact*

Harker, Amy » |12/30/2013

J-SURS Date
<select> ~

Time Out

hd ]
Provider Type
<select> -

Time Involved Time In

[Hethod of Eonlac]’ [Cnntal:tor Type*

<select> <select>

Provider Specialty Selected Values
{Hold CTRL to saelect multiples)

(010) Acute Care

(011) Psychiatric

(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)
(030) Nursing Facility
| (031) ICF/MR

m »

ﬂn&annr First Name Contactor Last Name Contactor Middle Initial
_vaidzr;‘ Entity/Organization

[T cCalling on Behalf of (If different than contactor)

Contactor RID/LPI Ne. Contactor NPINe.  Contactor Tax 1D

Contactor Phone Ext. Contactor Email Address

J LI

Contactor Address 1 Contactor Address 2

Contactor State Contactor Zip

Contactor County

IN - Indiana -

Contactor City
<select> -

Page 14 of 205
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a. Select the appropriate regarding type from the list provided.

b. Enter the provider LPI in the Regarding RID/LPI field and click on the magnifying glass
beside the field.

c. A window will pop up with the names of providers that match your search. Click on the
correct provider and the provider’s information will be entered into the appropriate fields.

d. If you do not have the LPI, select entity/organization and search using the provider’s
name.

Regarding Infor

[~ Provider is On-Hold
[ Regarding Type* ]
-

<select=

(" Entity/Organization [~ Individual " Both

Regarding Location

Provider Type
<select> v

Provider Specialty Selected Values
{Hold CTRL to select multiples)

(010) Acute Care

011) Psychiatric

Lehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)
(030) Nursing Facility

o

(031) ICF/MR x
[6_99-'2'_‘!??!9512{}_".1_ No. 4 Regarding NPT No. . Regarding Tax ID.

_Regarding Phone - Ext. _Regardi!lg Emuail
i | '

Regarding Address Type

<select> [~ Preferred Address

Regarding Address 1 Regarding Address 2

! 1

Regarding City Regarding State Regarding Zip Regarding County
<select> v <select> -

Amount Disputed1  Date of Service 1_

Amount Disputed 2 Date of Service 2

Amount Disputed 3 Date of Service 3
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7. Complete the reason and response section of the contact log.

a. Select the reason(s) that the case was referred from the contact reasons provided.

b. Enter a complete description of the reason that the provider was referred in the Reason
for Contact Notes.

c. Ifthe reason for contact included any allegations of physical abuse, the user will also
need to contact Adult Protective Services at ###-###-#### or Child Protective Services at
HHtH-HHH -
Choose the appropriate response(s) from the list in the Contact Response field.

. Enter a complete explanation of the response in the Response to Contact Notes.
f. Save the record.

Reason & Response

ontact Reason Selected Values

(Hold CTRL to select multiples

Reason for Contact - Notes

[~ Expand Spell Check

lected Values

Contact Response

Response to Contact - Notes

™ Expand Spell Check

8. If the referral was received via written correspondence, attach scanned copies of the

documentation as attachments to the contact log.
a. Pressthe Add New button under CON Attachments.

& Date Attachment Name Notes

L )

b. Select and enter an Attachment Date
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c. Browse for and select the document to be attached.
d. Enter any relevant notes about the document in the Attachment Notes field.

e. Save and exit the record.

Records viaintenance

= o

BT

(O]

This is a new record. please save to see other buttons.

Attachment = CON-2013-12-000001 - 001 Date Recorded 01/13/2014
Case Name Recorded By Harker, Amy
Attachment Date
\
(Attach File...
(You must save the document after selpcting file. otherwise the selected document will not be saved. Click on the "Browse” button to select file.
y || Browse... |

ﬁtta:hmcﬂt Notes

[~ Expand Spell Check

-

9. If the provider already has an open PRE or PRV/PRJ case in the system and this referral is
relevant to that case, link the CON case to the open case.
a. Go to the CON Case Linking section.
b. Click on the Search for Cases/Providers to Link button

@ CON Case Linking (0)

Case # (You must first search f¢r case\provider to link)
| Search for Cases\Providers to Link

Reason For Link

[~ Expand

Add Link

Select Link # Linked To Case\Provider # Reason for Link
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c. Search using the provider LPI

i-Sight Searc
> (] |0
SEARCH CLEAR

EXIT

() Contact Logs '__' Preliminary Investigations | Cases
@ Providers
R - Accept Partial Match
Status _gojects w (—! -
Case Name D *
Provider Name =

[ LPI Number [_]}

Contactor Last Name

l | =

Contactor First Name [:] ®

«select text field> » =
<select text field> A Ll b
calact tavt fald - =

ittps://beta.i-sight.com/beta/TR-Indiana-v2.nsf/ |
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d. Select the case that you wish to link.

- [

BACK EXIT

[62 documents found matching your search selection

tase/Provider # :::::l:er g::: Case Name Provider Name f:;vider
RAC-CBA-
3RI- -01- ’ AYSH MM HOSP-
Imﬂﬂﬂzbg.};o‘:l Open Project Quarterly - :.I MR L - 200097160
Cycle 3
2R3-2013-09- . UAT Test Case K
}00801-001 Open Project st DEVIANT DOCTOR 200200200
R]- = . QA Test Case - Z
700043-010 Open Project >Vl wh 1-70 MEDICAL CENTER 200887160
) QA Test Case-Z = KAISER HOME SUPPORT
)00043-002 Open Prafect Charlson SERVICES INC WNINEI7
3RJ-2013-08- : QA Test Case - KAISER HOME SUPPORT
)00016-003 . Project | A Coleman SERVICES INC T
JRJ-2013-08- - UAT Test Case -
500040-001 Open Project A Bt DEVIANT DOCTOR 200200200
P i Aol Open Project UATTestCase~ | DEVIANT DOCTOR 200200200
e. Click the Add Link button
M CON Case Linking (0)

Case # (You must first search for case\provider to link)

|PR1-2013-08-000043-010 | { Search for Cases\Providers to Link )

Reason For Link

[T Expand

Select Link # Linked To Case\Provider # Reason for Link
f. Repeat the above steps to link the contact log to multiple cases.
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10. If the user feels that further investigation is needed, reassign the case to the Investigation
Manager to be considered for promotion to a PRE case.

a. Click on the Reassign button at the top of the contact log.
. Records Maintenance
¥ B H &8 X
EXIT SAVE A EXIT SAVE REASSIGN CANCEL
i-Sight Case # CON-2013-12-000001 Case Type Contact Log
Status Open Case Name
Ownership Accepted
Case Owner Amy Harker
amy.harker@truvenhealth.com

b. Choose the Investigation Manager’s name from the list provided.

c. Click Assign.
Records Reports Maintenance
EXIT ASSIGN
Assign To: [ Hanks, Chris v]
i-Sight Case # CON-2013-12-000001 Case Type Contact Log
Status Pending Case Name

Ownership Cancelled

Case Ovwner

d.

The investigation manager will evaluate the case and decide what if any further action
should be taken.

11. When appropriate, close the contact log.

a.

© o0 o

Page 20 of 205

Go to the CON Disposition and Closure section.

Select and enter the Close Date.

Select the appropriate Closure Reason from the list provided.

Add Closure notes if necessary.

Press the appropriate button based on the action being taken (ex: Close Contact Log to
close the case, Promote to Preliminary Investigation to promote the case for further
investigation. Only cases regarding providers should be considered for promotion to a
preliminary investigation case. Cases regarding members should not be promoted to
preliminary investigations. Only the Investigations Manager should be promoting contact
logs to PRE cases.)
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4 CON Disposition & Closure

Close Date* Close Reason™
<select> -

Closure Notes

[~ Expand Spell Check

Send For Closure ) [".___- Promote to Preliminary Investigation __]

[

How do | Refer a Contact Log to another person for follow-up?

To refer a contact log to another i-Sight user:
1. Open the contact log.

2. Press the Reassign button at the top of the record.

I Records

3 & (&l I X

EXIT EAVE & EXIT SAVE

i-Sight Case # CON-2013-12-000001

Case Type Contact Log

Case Name

Status Open

Ownership Accepted
Case Owner Amy Harker

amy.harker@truvenhealth.com
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3. Inthe Assign To field, choose the name of the user that you wish to assign the case to.
4. Click the Assign button at the top of the record.

Records Reports Maintenance

EXIT

Assign To: Hanks, Chris -
i-Sight Case # - =1 2= Case Type Contact LOg
Status Pending Case Name

Ownership Cancelled
Case Owner

5. The new owner will receive an email notifying him/her that the case has been reassigned.
6. The new owner should open the case and press the accept button at the top of the record.

Records Reports Maintenance

EXIT SAVE & EXIT SAVE DECLINE REASSIGN  CANCEL

Assign To: Harker, Amy v

i-Sight Case # CON-20132-12-000001 Case Type
Status Pending Case Name

Ownership Cancelled
Case Ovwner

Page 22 of 205

7. Once the record has been reassigned and ownership accepted, the new owner will have the
necessary access rights to follow-up with the provider and close the case when necessary.
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How do I link a Contact Log to another case?

1. Go to the Case Linking section.
2. Press the Search for Cases/Providers to link.

M CON Case Linking (0)

o

Case # (You must first search foresseiprsridertetist
Reason For Link

[~ Expand

Add Link

Select Link # Linked To Case\Provider # Reason for Link

2. Enter the search parameters. If known, search by LPI.

TRUVEN @&
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Page 24 of 205

B 9 O

EXIT SEARCH CLEAR

© contact Logs ! ) Preliminary Investigations | ) Cases

@ Providers

Specific Text Field Search

Case #

£l Accept Partial Match

Status .geject= v [[]=

Case Name D -
Provider Name [_] -
[LPI Number [_] }

Contactor Last Name

Contactor First Name D -
<select text field> > =
<select text field> - =

salact tawt fiald - D -

ittps://beta.i-sight.com/beta/TR-Indiana-v2.nsf/ L

4. Click on the case you wish to link.
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- 3
BACK EXIT
[62 documents found matching your search selection
tase/Provider # ::::":er g::: Case Name Provider Name :’:;vider
RAC-CBA-
2RJ-2014-01- E BAYSHORE COMM HOSP-
)00002-001 Open Project Quarterly - NI 200097160
Cycle 3
2RJ-2013-09- i UAT Test Case K
190801-001 Open Project =i DEVIANT DOCTOR 200200200
2RI~ = . QA Test Case-Z
700043-010 Open Project >Vl wh 1-70 MEDICAL CENTER 200887160
RJ-2013-08- ) QA TestCase-Z = KAISER HOME SUPPORT
)00043-002 Open Prafect Charlson SERVICES INC WNINEI7
3RJ-2013-08- : QA Test Case - KAISER HOME SUPPORT
)00016-003 . Project | A Coleman SERVICES INC T
JRJ-2013-08- - UAT Test Case -
500040-001 Open Project A Bt DEVIANT DOCTOR 200200200
3R1-2013-08- _ UAT Test Case -
SRR NN Open Project L r DEVIANT DOCTOR 200200200
5. Click the Add Link button.
M CON Case Linking (0)
Case # (You must first search for case\provider to link)
|PR1-2013-08-000043-010 | { Search for Cases\Providers to Link
Reason For Link
[T Expand
[( Add Link ) ]
Select Link # Linked To Case\Provider # Reason for Link
6. Repeat these steps to add additional links.
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How do I re-open a contact log?

Cases can only be re-opened by system administrators.
1. Enter a help-desk ticket using the IN FADS website.

a.
b.

T o o o0

K.

Open the IN FADS website.

At the top of the site, click on the IN FADS Help Desk — submit a new issue or view your
submitted issues link.

In the toolbar, choose Items.

Click on the New Item icon in the tool bar.

Enter your name in the Requester field.

Enter a title for the ticket. (i. e. Re-open Case)

Enter today’s date in the Date Logged field.

Select the appropriate priority from the list provided.

In the category field, select i-Sight.

In the Long Description field, enter the case number that needs to be re-opened, along
with the reason for re-opening.

Click Save in the top menu.

2. If you are unable to log a help desk ticket, you may request that a case be reopened by emailing
the request, complete with case number and reason for reopening to
Healthcare-IndianaFADSHelpDesk@truvenhealth.com.

Page 26 of 205
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Preliminary Investigations
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Preliminary Investigation

How do I complete the Regarding Section of a Preliminary Investigation Case?

The regarding section must be completed in every Contact Log, as the case will use the information from
this section in the Case Name.

1.
2.

7.
8.
9

Choose the appropriate Regarding Type from the list provided.

Go to the LPI field. Enter the provider LPI (if known). Click on the magnifying glass beside the
LPI field to activate the look-up function.

Choose the appropriate provider from the list generated by the look-up. All necessary fields in the
Regarding Section will be populated.

Save the record.

If the LPI is not known, choose the Entity/Organization option and enter the first part of the
provider’s name. Click on the magnifying glass beside the Entity/Organization field to activate
the look-up function.

Choose the appropriate provider from the list generated by the look-up. Necessary fields in the
Regarding Section will be populated.

If the contact log is regarding a member, choose Member as the Regarding Type.

Select Individual and enter the Member’s name in the fields provided.

Enter the Member RID in the RID/LPI field.

10. Complete the address and phone number information for the member.
11. Save the record.

_Regarding Information
[ Provider is On-Hold
[ Regarding Type*

select> -

~ Entity/Organization [ Individual (- Both

Regarding Location

Selected Values

[ Regarding RID/LPI No. 4 Regarding NPT No. Regarding Tax ID.

Regarding Phone Ext. Regarding Email

Regarding Address Type
select> [~ Preferred Address

Regarding Address 1 Regarding Address 2

Regarding City Regarding State Regarding Zip Regarding County
select> - <selects -

Amount Disputed 1 Date of Service 1

Amount Disputed 2 Date of Service 2

Amount Disputed 3 Date of Service 3
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How do I record a PI Risk Assessment in i-Sight?
The PI Risk Assessment tool is no longer being utilized. Please do not complete this section.

How do I complete the CAF Section of the Preliminary Investigation Case?

1. Complete the CAF tool. After completing the CAF tool, use the information and scores to
complete the relevant CAF information in the CAF section of the Preliminary Investigation
screen in i-Sight:

a. Choose the yes button for PRE CAF?

b. Enter the CAF Assessment Date.

c. Enter a zero for the PRE CAF Assessment Score. (As of 3/19/2014, a CAF score will no
longer be calculated.)

d. Enter the PRE CAF Recommendation Date.
e. Select who made the PRE CAF Recommendation from the list provided.
f.  Choose the appropriate PRE CAF Recommendation Type from the list provided.
g. Enter any relevant notes about the outcome of the CAF in the PRE Recommendation
Notes field.
‘ Other selects -

PRE CAF PRE CAF Recommendation Type
Recommendation Hold CTRL to select multiples)
Date

PRE Recommendation Notes

[~ Expand Spell Check
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h. Choose the appropriate PRE CAF Recommendation Approval from the list provided.

i. Select who approved the recommendation from the list provided.

j.  Enter the date that the recommendation was approved in the PRE CAF Date
Recommendation Approved field.

k. Click the “Save” icon to save the changes to the case.

I. If the recommendation from the CAF was for a full risk assessment, payment suspension,
or prepayment review, the PRE case will need to be promoted to a PRE case before
recording any information regarding the risk assessment, payment suspension or
prepayment review.

m. If referring to the Audit Contractor for a full risk assessment, the PRJ case should then be
reassigned to the Audit Contractor for completion of the risk assessment.

PRE PIRA Recommendation Approval

Hold CTRL to select multiples

DOthe

[ PRE CAF Recommendation Approval ]
Hold CTRL to select multiples

nvestigaton Refer to appropriate authorities and take app opriate action against provioe
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How do | complete the Preliminary Investigation Notification Form section of the
Preliminary Investigation Case?

When referring a provider to MFCU, the Preliminary Investigation form should be completed and sent to
MFCU. After completion of this form, the case should be promoted to a PRJ case and a referral record
added to track the response from MFCU regarding the referral.

1. Go to the Preliminary Investigation Notification Form section of the Preliminary Investigation

Screen. The information entered in this section will be used to create the MFCU referral form.
a. Inthe PRE Notification Form Referral Source field, enter the referral source.

Q@ "o o0 o

Description field.

Enter the date that the case was referred to the state in the PRE Date Report to State field.
Enter the statute in the PRE Specific Statute field.

Choose the PRE Specific Type from the list provided.

Choose the reason(s) for referral from the list provided.

Enter the appropriate dates in the PRE Notification Form Begin and End Dates.

Enter a brief description of the allegation in the PRE Notification form Specific

h. Enter a complete explanation of the allegation(s) in the PRE Explanation of Allegations
field. To copy this from the Reason for Contact field in the Source Data, press the “Copy

from Reason for Contact” button.

PRE Notification Form Referral Source

\

>
PRE Date Report to State PRE Specific Statute PRE Specific Type
csglect>

-

\
ﬁRF Notification Form Reasons for Referral Selected Values
Hold CTRL to sslect multiples)

county

PRE Notification Form Begin Date  PRE Notification Form End m.l»]
\_ V)
PRE Notification Form Specific Description

PRE Explanation of Allegations

ML

Page 32 of 205
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[S—

Enter the total amount paid to the provider for the period of the allegations in the PRE
Amount Paid to Provider field.

Enter the potential overpayment amount in the PRE Sample Exposed Amount field.
Enter a detailed description of any communications that have transpired between the
State and the Provider during the investigation.

Enter any additional information that needs to be communicated about the case to MFCU
in the PRE Notification Form Additional Information /Comments field.
Click the “Save” icon to save the changes to the case.

Ve

PRE Amount Paid to Provider PRE Sample Exposed Amount ]

A\
[I'-'-‘RE Communications Between State and Provider ] \

\I'_ Expand Spell Check

Page 33 of 205
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How do I record a payment suspension in i-Sight?
To record a payment suspension in i-Sight, ensure that the following steps have been completed:

1. Complete the CAF section of the Preliminary Investigation Screen, making sure to record
the outcome and approval of any recommendations resulting from the CAF.
2. Complete the Preliminary Investigation Notification Form section of the Preliminary
Investigation screen.
3. Generate the MFCU Notification Form using the PI Letters Screen, and attach the
completed form to the PI Letter Record.
4. Add a Referred to record to show that the case was referred to MFCU due to a Credible
Allegation of Fraud.
5. Using the closing checklist, ensure that all in the case is complete.
6. Go to the PRE Disposition & Closure section and complete the following:
a. Enter the current date in the Close Date field.
b. Choose Substantiated/Promoted to Project Case from the Closure Reason list
provided.
Enter any relevant notes in the Closure Notes field.
Press the “Promote to Project Case” button.
The system will redirect you to the PRE Cases List.

If you are not redirected, check the error message that is displayed in the case to
see what required information is missing in the case that must be completed
before the case can be closed.

g. Complete any missing information and attempt to promote the case again.

- o o0

| Disposition&Closwre

-
Close Date* Closure Reason® ]
-

| | T
select
.

‘ ({Iu‘.unﬁ Notes

‘ \'_ Expand Spell Check

Close Preliminary Investigation [ Promote to Project Case ] Promote to Provider Case
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7. Upon successful promotion of the case, find the case in the list of project cases and open

the case.
s . . - —
EXIT FREVIOUS MNEXTY EXPARD COLLAFSE

Case # Case Name Status # Responsible # Case Type # Date Recorded
PRJ-2014-01-000002 RAC-CBA-Quarterly - Cycle 3 Open Amy Harker Project 0o1/09/2014
PRJ-2014-01-000001 RAC - CBA - Networks - Quarterly - Cycle 3 Open Linda Ly Project 01/09/2014
PRJ-2013-12-000002 Pending Unassigned Project 12/23/2013
PRV-2013-12-000001 Open Daniel Lagasse Provider 12/16/2013
PRJ-2013-11-000006 EHR MU SFY2014-YRO1 Open Kimberly Goelz Project 11/20/2013
PRJ-2013-11-000005 Claim Adjustment Provider Portal Test Case Open Amy Harker Project 11/19/2013
PRJ-2013-11-000004 Open Darryl Hale Project 11/08/2013
PRV-2013-11-000003 Open Darryl Hale Provider 11/08/2013
PRV-2013-11-00 Open Chris Hanks Provider 11/08/2013
PRV-2013-11-000001 Open Darryl Hale Provider 11/05/2013
PRV-2013-10-000003 BLACK JOSEPH M Pending u igned Provider 10{1}8)‘ 2013
PRV-2013-10-000002 Onen Nanial |l anassa Provider n/ozi20n3

Master Provider Look-up in the Project Name field.
Enter a brief case summary in the Issue Description/Case Summary field. The
case summary should include the origins of the case, a brief summary of the

resulting investigation, and the outcome of the investigation.

agency, this agency should be listed as the source of the case.

In the Project Case Details screen, enter the Provider’s Name as it appears in the

Choose the Source from the list provided. If the case was referred from another

In the case category field, select documentation Payment Suspension. If the

provider also qualifies for Prepayment Review according to the CAF tool, also

choose Prepayment Review.

v Las>e UeElalls

[ Project Name®

~—

Issue Description / Case Summary*

[~ Expand Spell Check

SUR Tracking Number

Legacy FADS Case Number

Source
<select>

-]

ase Category™

Slected Values
(Hold CTRL to select multiples)

1A - Analytic Audit
Data Analysis

1 f-Audit

A -
A

18 - Audit Case
é
B - Specal Study

- Data Analysis -

Without Medical Record Review .

m

No Audit Findings

der Self-Reported Overpayment

Page 35 of 205
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8. Complete the Provider Information section.
a. Click on the 001 beside the provider’s name in the Provider’s Section of the case.

@ Providers (1) (MFCU Hold - 0) (OMPP Hold - 0)

# LPI NPI Provider Name Provider Type MFCU Hold OMPP Hold
—\
oo1 100140130 BLACK JOSEPH M (21) Physician

b. Go to Provider Information

c. Ensure that all provider information was copied correctly from the Preliminary
Investigation case. If pertinent information is missing, compete it by looking up
the provider in the Master Provider look-up and saving the information to the
case.

M Provider Info

Provider

[~ Provider is On-Heold

LPI* NPI Tax ID Provider Location®
[1o0140180 | & | | @ [350843334 A -

(¢ Entity/Organization (" Individual (" Both*

Name of Entity/ Organization®

[BLACK JOSEPH M | q

Provider Type
{31) Physician -

Provider Specialty Selected Values

{Hold CTRL to select multiples)

(010) Acute Care . [218) Family Practitioner
{011) Psychiatric = (218) General Practitioner
(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)

(030) Mursing Facility

(031) ICF/MR i

Address{es)
# Preferred Addr. Address Phone Effective Date Disabled
oo1 502 W 2ND ST 8125222020 10/18/2013

SEYMOUR, IN, 47274, JACKSON
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d. Complete the Credible Allegation of Fraud Section. Choose the answer “Yes” for
the question “did the Preliminary Investigation result in a credible allegation of
fraud?”

Choose the answer “Yes” for the question “Suspend Payments?”
f. Choose the appropriate answer for the question “Full or Partial Suspension?”

Did the Preliminary Investigation result in a credible allegation of fraud? Allegation Date
(@ Yes |~ No 10/18/2013

Suspend Payments?*

Full or Partial Suspension?*
@ Full r Partial

g. If suspending the payments in full, do not select a value in the Partial Suspension
Good Cause Exception field. If partially suspending payments, you must select
the appropriate reason(s) for the partial suspension in the Partial Suspension
Good Cause Exception field and provide a complete explanation in the Partial
Suspension Explanation field.

Yartial Suspension Good Cause Exceptions Selected Values
Hold CTRL to select multiples)

Law enforcement good cause-42 CFR 455.23(e)(1)requires renewal every 90 days)

Other remedies more effective or quicker (e.g. termination, prepayment review)

Adverse effect on beneficiary access to services

Decision on submission of provider

Single business unit or area within larger entity-partial withheld

Withhold is not in best interest of program

Qher

ﬁrtual Suspension Explanation

[~ Expand Spell Check
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h. Enter the begin date of the suspension in the Suspend Begin Date field.
i. Enter the date that the case was referred to MFCU in the Date of MFCU Referral

field.

j.  Enter the date that the provider was notified of the suspension in the Provider
Notification Date field.
k. Enter any notes pertinent to the CAF or payment suspension in the CAF Notes

field.

I. Press “Save” to save the information to the case.

10/18/2013

[_Susperld Begin Date* ] Suspend End Date

Is Delay Requested? I~ Response 1
[ Response 2
™ Response 3

(Provider Notification Date™

10/18/2013

\Date of Provider Appeal Provider Appeal Closed

Appeal Outcome

<gelact>

(CAF Notes

[~ Expand Spell Check

m. Upload the CAF tool and any other pertinent documents to the CAF

Attachments.

CAF Attach menl(s)
# Date Attachment Name

10/18/2013 User Role Re-

Notes

Testing 2nd Results 10 17 2012.xls

[ Add New
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=

EXIT

[~

BAVE & EXIT

BAVE

Attachment &
Case Name
Provider Name

Attachment Date

PRV-2013-10-000003 - 002
BLACK JOSEPH M

. Press the “Add New” button.
. Enter the Attachment Date
i. Browse for and select the document.

Enter any pertinent notes about the document.
Press “Save and Exit”

. Repeat the process for each document.

This is a new record. please save to see other buttons.

Date Recorded 01/13/2014

Recorded By Harker, Amy

BLACK JOSEPHM

\
( Attach File...

(You must save the document after sﬂlening file, othervise the selected document will not be saved. Click on the "Browse” button to select |

N
(Attach ment Notes

\l_' Expand Spell Check

n. Check to ensure that a sub-status of CASE Payment Suspension was

automatically added to the Provider Sub-Status section of the case with the
appropriate Begin Date.

M Provider Sub-Status B |

User Generated Sub-Statuses

Sub-Status® Begin Date of Sub-Status* End Date of Sub-Status
<select> - [ ( Add New
# Sub-Status Begin Date End Date Set By
System Generated Sub-Statuses
# Sub-Status Begin Date End Date Set By
N
001 CASE Payment Suspension 10/18/2013 Harker, Amy
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0. Create and send the Pl Payment Suspension Letter using the appropriate letter
template, obtain approval for the letter and have it signed. Scan and save the
signed copy of the letter. Send the letter to the provider using certified mail.

p. Add a new letter record by pressing “Add New” under the Letters section of the
Provider Screen.

o Letters (0)

- Letter Type Date Sent Sent By Letter Attachment

[ At v ]

Select PI Payment Suspension as the letter type.
Select FSSA OPS for “Sent By”
Browse for and attach the scan of the final signed version of the letter.
Enter any pertinent notes the Letter Notes field.
Choose who approved the letter from the names listed in the Letter Approved By
field.
Select and enter the date that the letter was approved.
Enter the date that the letter was sent to the provider.
Enter the certified mail tracking number in the Mail Tracking Number field.
Save and Exit the record.
When the proof of delivery is received, scan the card and save.
aa. Open the letter record and enter the date that the provider signed for the letter in
the Mail Tracking Date Received field.
9. Upload the scan of the proof of delivery document to the Provider Response/Letter
Attachments section.

c = v = o

N< X g <
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Provider Name BLACK JOSEPH M

Letter Type™
<select> -

Sent By*
<select>= -

Attach File...
(¥You must save the document after se}c{ing file, otherwise the selected document will not be saved. Click on the "Browse"” button to select file. )

Letter Education Topics Selected Values
(Hold CTRL to select multiples)

Billing Practices

Upcoding

Cowncoding

Authentication of Records

Charging IHCP Members for Covered Services
Complete Date of Service

Correction Fluid and Pencil

>

Letter Notes

\_ _Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval D-t.%
<select -

Letter Review & Approwval Notes

[~ Expand Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number Mail Tracking Date Received

| 11

10. When the Payment Suspension has been lifted, complete the following.
a. Inthe Credible Allegation of Fraud section, enter the Suspend End Date.

4 Credible Allegation of Fraud

Did the Preliminary Investigation result in a credible allegation of fraud? Allegation Date
@ Yes (— No 10/18/2013

Suspend Payments?*
® Yes (— No

Full or Partial Suspension?*
(e Full " Partial

Partial Suspension Good Cause Exceptions Selected Values
(Hold CTRL to select multiples)

Law enforcement good cause-42 CFR 455.23(e)(1)requires renewal every 90 days)

Other remedies more effective or quicker (e.g. termination, prepayment review)

Adverse effect on beneficiary access to services

Decision on submission of provider

Single business unit or area within larger entity-partial withheld

withhold is not in best interest of program

Other

Partial Suspension Explanation

[T Expand Spell Check

Suspend Begin Date* Suspend End Date
[10/18/2013 }

Date of MFCU Referral

10/18/2013

Is Delay Requested? [T Response 1
[T Response 2
[T Response 3
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b. Enter any necessary notes in the notes field.
c. If additional documentation was created, add it to the CAF Attachments section.

CAF Attachment(s)

# Date Attachment Name Notes

User Role Re-

i Testing 2nd Results 10 17 2012.xls

10/18/2013

Add New

d. Save the record.
e. Ensure that the CASE Payment Suspension sub-status now has an end date and is
shown in light grey in the Provider Sub-Status section.

m Provider Sub-Status

_User Generated Sub-Statuses
Sub-Status* Begin Date of Sub-Status* End Date of Sub-Status -
—_——
<select> ! I Add New
# Sub-Status Begin Date End Date Set By
System Generated Sub-Statuses
# Sub-Status Begin Date End Date Set By
001 CASE Payment Suspension 10/18/2013 01/13/2014 Harker, Amy

H Letters (0)

Create and send the Pl Discontinuation of Payment Suspension letter using the
appropriate letter template, obtain approval for the letter and have it signed. Scan
and save the signed copy of the letter. Send the letter to the provider using
certified mail.

Add a new letter record by pressing “Add New” under the Letters section of the
Provider Screen.

# Letter Type Date Sent Sent By Letter Attachment
[ Add New ]
a. Select PI Discontinuation of Payment Suspension as the letter type.
b. Select FSSA OPS for “Sent By”
c. Browse for and attach the scan of the final signed version of the letter.
d. Enter any pertinent notes the Letter Notes field.
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e. Choose who approved the letter from the names listed in the Letter Approved By
field.

Select and enter the date that the letter was approved.

Enter the date that the letter was sent to the provider.

Enter the certified mail tracking number in the Mail Tracking Number field.
Save and Exit the record.

When the proof of delivery is received, scan the card and save.

Open the letter record and enter the date that the provider signed for the letter in
the Mail Tracking Date Received field.

Upload the scan of the proof of delivery document to the Provider
Response/Letter Attachments section.

T o oa

Provider Name BLACK JOSEPH M
Letter Type*
<select> -
Sent By™*
<select> -
|Attach File...
_(You must save the docur_nenk after sefecting file, othervise the selected document vill not be saved. Click on the "Browse" button to select file. )

|| Browse... |

Letter Education Topics Selected Values
(Hold CTRL to select multiples)

Billing Practices

Upcoding

Downcoding

Authentication of Records

Charging IHCP Members for Covered Services
Complete Date of Service

Correction Fluid and Pencil

m. | »

etter Notes

\C Expand Spell Check

State Review & Approval

etter Approved By Letter Approval Date
<select> -

Letter Review & Approval Notes

[~ Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number \Mail Tracking Date Received

m. If the provider appeals the payment suspension, complete the following
1. Enter the date that the appeal was received in the Date of Provider
Appeal field in the CAF section.
TRUVEN @
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2. Add an Appeal record to the case.

Provider Notification Date*
10/18/2013 ]
e
Date of Provider Appeal Provider Appeal Closed Appeal Outcome
] | <select> v

h. Under the appeal section, press “Add New.”

= Appeals (0)

# Appeal Received Cause Number Appeal Amount Outcome Due Date

(G

i. Enter the date that the appeal was received in the Begin Date of Appeal field.

j.  If the provider is being represented by counsel, complete the Provider’s General
Counsel section of the record.

k. Enter the reviewer assigned.

I. Inthe Appeal Notes section of the record, note that this is an appeal for the
Payment Suspension Only, and enter any other notes that pertain to the appeal.

m. Attach the provider’s request for appeal to the attachment section.
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3

©)
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Appeal # PRV-2013-10-000003 - 001 Date Recorded 01/13/2014
Case Name BLACK JOSEPH M Recorded By Harker, Amy
Provider Name BLACK JOSEPH M

(Date Appeal Reccived‘] Administrative Hearing Date

Appeal Cause L ALJ Assigned ALJ Assigned Date
I <select> -
Appeal Amount Appeal Qutcome
| <select= -
Appeal Due Date
~
|Provider's General Counsel Effective Date of Counsel FSSA Legal Attorney
| | | <select> -
> A
Reviewer Assigned Partial Amount S of I Completed Appeal Closed Date
<select> - | | |

Appeal Notes

[~ Expand Spell Check

H Appeal Status Notes (0)

B Appeal Attachments (0)
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n.  When the outcome of the appeal is known, go to the appeal record and choose the
appropriate appeal outcome from the list provided.

Enter the appeal close date in the Appeal Closed Date field.

Upload any pertinent documents to the Attachments section.

Save and Exit the record.

In the CAF section, enter the appropriate date in the Provider Appeal Closed
field.

~emvo

t.  Inthe appeal record, choose the appropriate appeal outcome from the list
provided.

u. Enter the appeal close date in the Appeal Closed Date field.

v. Upload any pertinent documents to the Attachments section.

w. Save and Exit the record.

ExIT SAVE & EXIT sSAvVE @
This is a new record. please save to see other buttons.
Appeal = PRV-2013-10-0000032 - 001 Date Recorded 01/12/2014
Case Name BLACK JOSEPH M Recorded By Harker, Amy
Provider Name BLACK JOSEPH M
Date Appeal Received* Administrative Hearing Date
Appeal Cause Number ALl Assigned ALJ Assigned Date
<select> -
Appeal Amount ( Appeal Qutcome
| <select> -
Appeal Due Date -

's G 1 C 1 Effective Date of Counsel FSSA Legal Attorney
| | | | <select> -

Reviewer Assigned Partial Amount S of I Completed| Appeal Closed Date
<select= - | l L
Appeal Notes

[~ Expand Spell Check

H Appeal Status Notes (D)
m Appeal Attachments (0)

X. Inthe CAF section, enter the appropriate date in the Provider Appeal Closed
field.

y. Choose the appropriate Appeal Outcome from the list provided.

z. Save the record.

Provider Notification Date*

[10/18/2013 |

Date of Provider Appeal Provider Appeal Closed Appeal Outcome
<select=> hd
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How do I record that a provider was referred to another agency?

1. InaPRE or PRV/PRJ case, add a new Referred To record. (Note: if the Provider is being referred
to another agency, the user must first promote a CON case to a Preliminary Investigation in order
to record the referral.)

a. Pressthe Add New button to add a new record.

¥ PRE Referred To

# Date Referred Referred To Reasons

[ Add e ]

Select and enter the date that the provider was referred to another agency.
Select the agency that the provider was referred to from the list in the Referred To field.
Select the reason(s) that the provider was referred from the list provided.
Save the record.
Upload copies of any documentation sent to the other agency in the Referred to
Attachments section.
i. Pressthe “Add New” button to add a new attachment.

ii. Enter the attachment date.

iii. Browse for and attach the document.

iv. Enter any notes about the attachment in the Attachment Notes field.

v. Save and exit the record.
g. Save and exit the record.
h. Update the status notes in the record as necessary.

-0 00 T
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Records Reports Maintenance
EXIT BAVE 8 EXIT SAVE ®
This is a new record. please save to see other buttons.
Referred To # PRE-2013-10-000001 - 001 Date Recorded 01/13/2014
Case Name BUTT REXALL DRUG INC Recorded By Harker, Amy
(PRE Referred To Date* PRE Referred To*
| <select> -

.

RE Reason Referred To External Agency Selected Values
(Hold CTRL to select multiples)

Other
N

B PRE Referred To Status Notes (0)
B PRE Referred To Attachments (0)

How do I record Coordination with another agency or division?

1. InaPRE or PRV/PRJ Case, use a Coordination Record to record these activities.
a. Go to the Coordination Section and click the Add New button to add a new record.

MECU Tracking Humbar
PRE-2013-10-000001

PRLC

Coordinating Entity Measonis) Hesponse Date  Maspom -

Select and enter the appropriate date in the Date Coordination Submitted field.
Select the entity that is coordinating with FSSA from the list provided.
Select the reason(s) for coordination from the list provided.
Enter the contact person’s Name, Title, Phone and email address in the fields provided.
In the Coordination Notes field, enter a detailed description of the activities between the
entities.
If a response was given, select and enter the Coordination Response Date
g. Select the appropriate coordination response from the list provided.
h. Upload any pertinent documents to the Coordination Attachments Section.
i. Select Add New to add a new attachment.

ii. Browse for and select the document to be attached.

iii. Enter any notes relevant to the document in the Attachment Notes field.

iv. Save and exit the record.

V. Repeat these steps for each document.
i. Save and Exit the record.

® o0 o

=h
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j. Updates on the coordination effort can be recorded using the status notes section of the
Coordination record.

Records Reports Maintenance

EXIT SAVE & EXOT SAVE ®
This is a new record. please save to see other buttons.

Coordination # PRE-2013-10-000001 - 001 Date Recorded o1/12/2014

Case Name BUTT REXALL DRUG INC

Recorded By

Harker, Amy
Entity Coordinating with OMPP

Date Coordination Submitted
<select> -

ﬁ‘ For Coordinati Selected Values
{(Hold CTRL to select multiples)
Wetting for investigation coordination
Other

Coordination Contact First Name Coordination Contact Last Name Coordination Contact Title

Coordination Contact Phone  Ext. Coordination Contact Email

| ]I

Coordination Notes

(T Expand Spell Check

Coordination Response Date

Coordination Response
<select> -

Coordination Status Notes (0)
B Coordination Attachments (0)

How do | record a MFCU Hold?

1. Notify a manager that MFCU has requested a hold on the provider.
2. A manager will enter a hold in the Provider Master.
a. Go to the Maintenance Menu.

Maintenance

b. Select Master Provider Records.
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RECOMMENDATION: Types of Approvals
RECONSIDERATION: Reconsideration Outcomes
Cancel Reasons

Close Reasons

Cities

Counties - Zip Codes

Global Contact List

E\,’Iaster Provider Records ]

Ownership Decline Reasons

Reopen Reasons

Sub-Statuses

c. Enter the Provider LPI and Location in the search boxes at the top and press the Jump To
button.

B JTYIIL TIGILEE FIUVR

D’ e\ A ﬁ}ﬂ - - IType in key word here | q
EXIT PREVIOUS NEXT EXPAND COLLAPSE ADD NEW

p
Provider RDI/LPI No.: [ l] Provider Location: | [ JumpTo \ ]
X J

TRUVEN @&

HEALTH ANALYTICS
an IBM Company

page 50 Of 205 More Than Data. Answers.



IN FADS Systems User Guide | Version 3.0

d. Click on the provider name to open the provider’s record.

Provider LPI s Location On-Hold
OABIB MD V 100434730 | A
[L-?o MEDICAL CENTER ] 200887160 | A
111 HOME PERSONAL CARE AGENCY 201043290 @ A
180 MEDICAL INC 200505230 @ A
1ST ADVANTAGE PHYSICAL THERAPY 200848730 @ A
1ST ADVANTAGE PHYSICAL THERAPY 200848730 @ B

e. Check the box beside Provider is On-Hold at the top of the record.
f. Save and exit the record.

[ B 1]

EXIT SAVE & EXIT SAVE SAVE NEW COPY DELETE

Provider is On-Hold
(@ Entity/Organization [ Individual (© Both*

Name of Entity /Organization™®
[1ST ADVANTAGE PHYSICAL THERAPY |

Provider Location
(A |

Provider Type
(17) Therapist -

Provider Specialty Selected Values

(Hold CTRL to select multiples)

(010) Acute Care (170) Physical Therapist
(011) Psychiatric

(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)
(030) Nursing Facility

i »

(031) ICF/MR >

RID/LPI No. NPI No. Tax ID. License Number
[200848730 | [1962685388 | [371494983 | |

Phone Ext. Email
[2192261500 | ]

Address Type

Service [~ Preferred Address

Address 1 Address 2
[1516 N MAIN ST | |
City State Zip County
CROWN POINT v IN - Indiana > |46307-2332 [LAKE

Address Effective As Of Address Disabled As Of

TRUVEN @&

HEALTH ANALYTICS®
an 1BM Company

page 51 Of 205 More Than Data. Answers.



IN FADS Systems User Guide | Version 3.0

g. Search for all open cases regarding the provider and apply the hold to all open cases.

h. Click on the Search button in the upper right section of the screen.

i. Select the All button at the top of the search screen.
j.  Enter the provider LPI in the free text search box.

i-Sight Master Provider Record

k. Press the search button.

Records Reports
0
SEARCH CLEAR

Specific Text Field Search

Case #

Case Type

Case Name

<select text field> -
<select text field> v
<select text field> -
<select number field> -
=select date field> -

Free Text Search

Maintenance

<select>

Equals To

From

L Accept Partial Match

To

[Search All Fields for

Search In _) Contact Logs ' Preliminary Investigations ) Project/Provider Cases

-

0=
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I.  Open each applicable case and check the Provider is On-Hold box in the provider
information section.

Case# Document Case Status Responsible Case Type Case Name Date Recorded
PRJ-2013-08-000016-002 Provider Open Amy Harker Project QA Test Case - A Coleman 08/26/2013
PRJ-2013-08-000022-002 Provider Open Amy Harker Project QA Test Case - C Shierant 08/26/2012
PRJ-2013-08-000043-001 Provider Open Amy Harker Project QA Test Case - Z Charlson 08/26/20132
ERJ-2013-08-000018-002 ] Provider Open Amy Harker Project QA Test Case - S Lewis 08/26/20132
PRJ-20132-08-000024-002 Provider Open Amy Harker Project QA Test Case - L Phelps 08/26/2013
PRJ-20132-08-000041-001 Provider Open Chris Hanks Project QA Test Project - C Hanks 08/24/2013
PRV-2013-08-000015-001 Provider Open Amy Harker Provider 08/22/20132
_—
& Provider Info
Provider

[ [v Provider is On-Hold ]

LPI* NPI Tax ID Provider Location*
[100062220 | & [1871588442 | & [3s1770916 | A -
(@ Entity/Organization (= Individual (~ Both* Provider Is On-Hold

Name of Entity/Organization®
[20/20 EYE PHYSICIANS OF INDIANA, PC | Q

m. Save and exit the case.
n. Repeat steps e and f for each open case.

3. Inthe case regarding the MFCU investigation, create a PRV MFCU Hold Record. Note: if the
investigation case is a PRE case, the case should be completed and promoted to a PRJ case before
entering the PRV MFCU Hold Record.

a. Open the PRJ case.

b. Navigate to the Provider record.

c. Navigate to the External/MFCU Hold section of the case.
d. Click Add New to create a new record.

M External/MFCU Hold (D)

# Tracking # Agency Begin Date End Date

T
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Select MFCU for the Hold Agency.

Enter the begin date of the MFCU Hold.

Select the name of the appropriate investigator.
Enter any notes related to the MFCU hold.

Upload any attachments pertinent to the MFCU hold.
Press Save and Exit.

.|‘.—- - SQ o

Records Reports Maintenance

= = &l

EXIT SAVE & EXIT SAVE

This is a new record. please save to see othe

External/MFCU Case PRI-2013-06-000004 - 001

On Hold #
Caze Name CO 2195 DMA UPLOAD TEST PROJECT
Provider Name 5T VINCENT HOSPITAL

External Hold Tracking Number
| PRI1-2013-06-000004

Hold Agency* Selected Values
(Hold CTRL to selact multiples)

MFCL

OIG-HHS

DaJ

OMPR

Other

[ Begin Date of ErternalHuIrl]“ End Date of External Hold

Investigator Name(s) Selected Values
{Hold CTRL to select multiples)

Allen Pope -
”mv Mattes
Amy Sellers EI

Damon Grove

David Graves

Drawvid Meachum
David Richardson ™

Il External Hold Status Notes {0)
B External Hold Attachments {0)
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4. When notified that MFCU has lifted the provider hold the manager will do the following.
a. Go to the Maintenance Menu.

Maintenance

b. Select Master Provider Records.

RECOMMENDATION: Types of Approvals
RECONSIDERATION: Reconsideration Outcomes
Cancel Reasons

Close Reasons

Cities

Counties - Zip Codes

Master Provider Records

Ownership Decline Reasons

Reopen Reasons
Sub-Statuses

c. Enter the Provider LPI and Location in the search boxes at the top and press the Jump To
button.

B JTYIIL TIGILEE FIUVR

Records Reports
B’ e\ /A ﬁ}’ = - IType in key word here [ Q
EXIT PREVIOUS NEXT EXPAND COLLAPSE ADD NEW

Provider RDI/LPI No.: ﬂ | ] Provider Location: | [ Jump To ]

d. Click on the provider name to open the provider’s record.

Provider LPI 3 Location On-Hold
OABIE MD V 1004324730 A
E.-'.-'U MEDICAL CENTER ] 200887160 A
111 HOME PERSONAL CARE AGENCY 201043290 A
180 MEDICAL INC 200505230 A
1ST ADVANTAGE PHYSICAL THERAPY 200848730 A
1ST ADVANTAGE PHYSICAL THERAPY 2008487320 B
TRUVEN @¢
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e. Uncheck the box beside Provider is On-Hold at the top of the record.

f. Save and exit the record.

i) B

EXIT SAVE & EXIT SAVE SAVE NEW
[T Provider is On-Hold ]
® EnGity/O T Individual (~ Both*

Name of Entity/Organization*
1ST ADVANTAGE PHYSICAL THERAPY

coPY

Provider Location

A

Provider Type
(17) Therapist

Provider Specialty
(Hold CTRL to select multiples)

m

DELETE

Selected Values

(010) Acute Care

{011) Psychiatric

(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)
(030) Nursing Facility

(031) ICF/MR

m»

(170) Physical Therapist

RID/LPI No. NPI No. Tax ID. License Number
[200848730 | [1962685388 | [371494983 |

Phone Ext. Email

2192261500 ] ] [

Address Type

Service =~ [~ Preferred Address

Address 1 Address 2

| 1516 N MAIN ST | [

City State Zip County
CROWN POINT * IN - Indiana * |46307-2332 [Lake

Address Effective As Of Address Disabled As OF

g. Search for all open cases regarding the provider and apply the hold to all open cases.
i. Click on the Search button in the upper right section of the screen.

i-Sight Master Provider Record
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ii. Select the All button at the top of the search screen.
iii. Enter the provider LPI in the free text search box.
iv. Press the search button.

Records Reports Maintenance

0

SEARCH CLEAR

Search In ' _) Contact Logs Preliminary Investigations Project/Provider Cases
Specific Text Field Search

Cose # D * Accept Partial Match
Case Type <select> -

Case Name [ | .
<select text field= - =
<select text field> v [_] *
<select text field= - (e

<select number field> hd Equals To
<select date field> v From To

[ Search All Fields for ]
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v. Open each applicable case and uncheck the Provider is On-Hold box in the
provider information section.

Case# Document Case Status Responsible Case Type Case Name Date Recorded
PRJ-2013-08-000016-002 Provider Open Amy Harker Project QA Test Case - A Coleman 08/26/2013
PRJ-2013-08-000022-002 Provider Open Amy Harker Project QA Test Case - C Shierant 08/26/2012
PRJ-2013-08-000043-001 Provider Open Amy Harker Project QA Test Case - Z Charlson 08/26/20132
DRJ-2013-08-000018-002] Provider Open Amy Harker Project QA Test Case - S Lewis 08/26/2013
PRJ-20132-08-000024-002 Provider Open Amy Harker Project QA Test Case - L Phelps 08/26/2013
PRJ-2013-08-000041-001 Provider Open Chris Hanks Project QA Test Project - C Hanks 08/24/2013
PRV-2013-08-000015-001 Provider Open Amy Harker Provider 08/22/20132
_—
& Provider Info
Provider

[ [+ Provider is On-Hold ]

PI NPI Tax ID Provider Location®
[100062220 | & [1871588442 | & [3s1770916 | A -
(s Entity/Organization (~ Individual (~ Both* Provider Is On-Hold

Name of Entity/Organization®
[20/20 EYE PHYSICIANS OF INDIANA, PC | Q

vi. Save and exit the case.
vii. Repeat steps v and vi for each open case.
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h. Go to the case where the MFCU hold record is located.
i. Navigate to the Provider screen and to the External/MFCU Hold section of the case.
j. Open the MFUC Hold record.
k. Enter the end date of the hold in the End Date of External Hold field.
I.  Enter any notes and upload pertinent documentation.
m. Save and exit the record.
Records Reports Maintenance
g B =l
EXIT SAVE & EXIT SANVE

This is a new record. please save to see othe

External/MFCU Case PRJ-2013-05-000004 - 001

On Hold #
Case Name CO 2195 DMA UPLOAD TEST PROJECT
Provider Name ST VINCENT HOSPITAL

External Hold Tracking Number
PRJ-2013-05-000004

Hold Agency® Selected Values
(Hold CTRL to select multiples)

MFCLU

OIG-HHS

o]

OMPP

Other

Investigator Mame(s) Selected Values
(Hold CTRL to select multiples)

Allen Pope -

Amy Mattes

Amy Sellers Bl

Damon Grove

David Graves

David Meachum

David Richardsan ™

B External Hold Status Notes {(0)
B External Hold Attachments (0)

Begin Date of External Hold* [End Date of External Hold ]
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How do I record an investigation resulting from a J-SURS Profile?
1. Open a new PRE case by clicking on the link in the records screen.

2

Case Entry

Create New Contact Log

(Create New Preliminary Investigation Case)
Create New Provider Case

Create New Project Case

Mew Incoming Email

3: Complete the PRE Source Data.

o o0 o

Enter name of the person who ran the J-SURS profile in the PRE Received by field.
Enter the date that the J-SURS profile was completed in the Date of PRE field.

In the J-SURS date field, choose the quarter in which the profile was run.

For the Method of Contact, choose Other.

For Contactor Type, choose J-SURS

Leave the remaining information in the Source Data section blank.

4. Complete the Regarding Data section.
The regarding section must be completed in every Contact Log, as the case will use the information
from this section in the Case Name.

a.
b.

~T o oa

Page 60 of 205

Choose the appropriate Regarding Type from the list provided.

Go to the LPI field. Enter the provider LPI (if known). Click on the magnifying glass
beside the LPI field to activate the look-up function.

Choose the appropriate provider from the list generated by the look-up. All necessary
fields in the Regarding Section will be populated.

Save the record.

If the LPI is not known, choose the Entity/Organization option and enter the first part of
the provider’s name. Click on the magnifying glass beside the Entity/Organization field
to activate the look-up function.

Choose the appropriate provider from the list generated by the look-up. Necessary fields
in the Regarding Section will be populated.

If the contact log is regarding a member, choose Member as the Regarding Type.

Select Individual and enter the Member’s name in the fields provided.

Enter the Member RID in the RID/LPI field.

Complete the address and phone number information for the member.

Save the record.
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¥ PRE Source Data

Contact Information

PRE Received By* Date of PRE* J-SURS Date

|Harlu=_lr, Amy W | 0B/25 /2014 <select> W

Method of Contact® Contactor Type®

o

Provider Type

| <select> W |

Provider Specialty Selected Values

[Hold CTRL to select multiples)

(010} Acute Care

(011} Psychiatric A
(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)

(030] Mursing Facility hd
(031} ICF/MR

|Curﬂa::but First Name | |Cuntad:ut Last Name | |Cuntacl:nt Middle Initial
Contactor,/Entity/ Organization

|:| Calling on Behalf of (If different than contactor)

|Cuntacbut RID/LPI Hulniber |Cuntacbut NPI Numberl |Cuntad:ut Tax ID |

Contactor Phone Ext. Contactor Email Address
| | | | | |
Contactor Address 1 Contactor Address 2

Contactor City Contactor State Contactor Zip Contactor County
| <select> ' | | IN - Indiana W | | | |
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Regarding Information

[~ Provider is On-Hold

Regarding Type*
> -

(" Entity/Organization [~ Individual ( Both

Regarding Location

Provider Type
<select>
ity Selected Values

m»

tation

rm Acute Care

tory Surgical Center (ASC)
g Facility

vy -1

Regarding RID/LPI No. Regarding NP1 No. Regarding Tax ID.
Regardmg Phone Ext. Regarding Email

Regarding Address Type

<select> ¥ [~ Preferred Address

Regarding Address 1 _ Regarding Address 2

Regarding City Regarding State Regarding Zip. Regarding County
<select> v  <select> -

Amount Disputed 1 Date of Service 1

Amount Disputed 2 _ Date of Service 2

Amount Disputed 3 Date of Service 3

In the Reason & Response section, for Contact Reason choose J-SURS Exception Profile.
Enter any applicable notes in the Reason for Contact — Notes field.

i. Inthe Contact Response field, choose the appropriate action being taken.

Enter any notes in the Response to Contact Notes field.

k. Press Save.

=

—
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Reazon & Response

Contact Reason® Selected Values
(Hold CTRL to select multiples)

HP Customer Services
Inguiry to Credit Balance Letter Y
Inquiry to File a2 Complaint

(5-5URs Exception Profile

MCE Concern
MCE Customer Service

Reason for Contact - Notes \

|:| Expand Spell Check /

(antacl: Response lected Values
[Hold CTRL to select multiples)

Follow-up to MFCU Admin Release

Forwarded to Other OMPP Area for Aszsistance A
HP Customer Service

Inguiry Answered

Inquiry Pended

MCO Customer Service

MFCU ONLY open inv - released

Response to Contact - Notes \

[] Expand Spell Check Y,

5. Depending on what action is being taken (Preliminary investigation or CAF) complete the
Preliminary investigation section of the case.
6. Save your work.
7. Based on the outcome of the investigation, close or promote the case.
a. If the investigation shows that a Risk Assessment should be performed, promote to a PRJ
case and assign to Meyers and Stauffer.
b. If the investigation shows that an Audit should be performed, promote to a PRJ case and
assign to the appropriate auditor.
c. If the investigation shows that a Payment suspension should be instituted against the
provider, follow the steps for a Payment Suspension above.
d. If the investigation shows that the provider should be placed on Prepayment Review,
follow the steps to promote the case and assign to Prepayment Review.
e. If the investigation shows that no further actions needs to be taken, ensure that all
documentation has been attached and close the case.

How do I re-open a preliminary investigation?

Cases can only be re-opened by system administrators.
8. Enter a help-desk ticket using the IN FADS website.
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o ho o0

k.

Open the IN FADS website.

At the top of the site, click on the IN FADS Help Desk — submit a new issue or view your
submitted issues link.

In the toolbar, choose Items.

Click on the New Item icon in the tool bar.

Enter your name in the Requester field.

Enter a title for the ticket. (i. e. Re-open Case)

Enter today’s date in the Date Logged field.

Select the appropriate priority from the list provided.

In the category field, select i-Sight.

In the Long Description field, enter the case number that needs to be re-opened, along
with the reason for re-opening.

Click Save in the top menu.

9. If you are unable to log a help desk ticket, you may request that a case be reopened by emailing
the request, complete with case number and reason for reopening to
Healthcare-IndianaFADSHelpDesk@truvenhealth.com.
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Provider and Project Cases

How do | open a new PRJ case?

1. From the main records screen, click on Create a New Project Case.

Records Reports Maintenance

Case Entry
Create New Contact Log

Create New Preliminary Investigation Case
Create New Provider Case

[Create New Project Case |

Mew Incoming Email

2. Go to the Case Details section.

Case Details

[ Project Name* |]

SUR Tracking Number

[Sou ree®

<select>

Legacy FADS Case Number

ése Category™®
[Hold CTRL to select multiples)
1A - Analytic Audit Without Medical Record Review

\ Selected Values

1A - Data Anzlysis A
1A - Data Analysis - No Audit Findings
1B - Audit Case
1B - Provider Self-Reported Overpayment
1B - Self-Audit v
\LE - Special Study
d.

In the case name field, type in the name of the project. If the name of the project is the

provider’s name, make sure that the name is typed in exactly as it appears in the provider

look-up.
b. Inthe Issue Description/Case Summary field, enter a brief summary of the case,
including the number of providers that are included in the Project.
c. Choose the correct value from the Source drop down list to show where the case
originated.
TRUVEN @¢
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d. Choose the correct Case Category from the list provided to accurately describe the case.

Case Category

When to use

SUR 1A - Data Analysis

Use for audits that are a result of data analysis
where there are recoverable findings, unless the
audit is a Self-Audit.

SUR 1A - Data Analysis — No
Audit Findings

Use for audits that are a result of data analysis
where there are no recoverable findings

SUR 1B - Audit Case

Use for audit cases (other than self-audits) that are
not a result of data analysis. This includes Desk
Audits, Medical Records Audits, and On-Site
Audits, but excludes those audits that are MIC,
OIG, PERM or RAC related.

SUR 1B - Provider Self-
Disclosure

Use for those cases where the provider self-reports
an overpayment.

SUR 1B - Self Audit

Use for all Self-Audits, even those resulting from
data analysis.

RAC Audit Case

Use this category for all audits performed by the
state’s recovery audit contractor. Do not choose
any other categories if you choose this category.

MIC Use this for MIC related audits
OIG Use this for audits that are referred by the OIG
PERM Use this for all PERM related audits

Risk Assessment

Use this when a Risk Assessment is being
performed for the provider to determine if an audit
is necessary.

Payment Suspension

Use this category to show that a Payment
Suspension has been levied against the provider.

Prepayment Review

Use this category to show that the provider has
been placed on Prepayment Review.

EHR Use this category for all cases related to Electronic
Health Records.

Test Case This category should be used for cases that are for
test purposes only. These cases are excluded from
all report results.

Other Do not use this option. If unsure which option to

choose, please contact the help desk.

e. Press Save.
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3. If the case resulted from Data Analytics, go to the PRJ Attachments section.
a. Attach copies of the Analytic write-up, the algorithm results and MFCU clearance.

PR.J Attachments (0}

# Date Attachment Name Notes

[ '::- Add New :' ]

b.f_Cliglg the Add New button.

E” SA\J’E:KIT ;ﬁs (B

This is a new record. please save to see other buttons.

Atachment = PRI-2014-07-000003 - 001 Date Recorded 07/22/2014

Case Nams Recorded By Harker, Amy

Attachment Date

Attach File...
(You must save the document after selecting file, otherwise the selected document will net be saved. Click on the "Browse" button to select file. )

Browse...

Attachment Notes

G Expand Spell Check /
Current User: Amy Harker (Beta-TRAHarkerl) i-Sight by Customer Expressions

c. Enter today’s date in the Attachment Date field.

d. Browse for and select the file you wish to attach.

e. Add any applicable notes about the file you are attaching.

f. Press Save and Exit.

g. Repeat these steps for each file you wish to attach.

4. Go to the Provider’s section.

a. Toupload a provider information file, follow the steps below. To add providers

individually, go to step XX.

Under the Provider & Claims Upload section, press the Add New button.

Browse for and select the source file that you wish to upload. All upload files should be |
the format specified in Appendix B.

d. Click the Initiate Upload button.

e. A message will appear notifying you that it may take up to 30 minutes for the upload
process to begin. Press OK. (Note: It may take up to 30 minutes for the upload to begin,
but depending on the file size, it may take longer for the file to actually load.) When the
file has been transferred to the server, the system will return you to the previous page. Do
not press the exit button.

f.  The system will send you an email notifying you when the upload is complete.
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g. Click on the 001 beside the upload file to check for any file upload errors in the Providers
& Claims Upload Log.

How do I record a Risk Assessment?
1. Navigate to the Recommendations section of the Provider record.
2. Click Add New.

® Recommendations (0)
# Recommendations Date Recommendations Type  Risk Assessment Date '

[\ Add New ]

3. Enter the Recommendation Date

4. Under Type, choose Risk Assessment
Choose the appropriate value in the Recommendation Made By to show who recommended the
provider for a risk assessment.

6. Under Risk Assessment, click Yes.

7. Inthe Risk Assessment Date field, enter the date that the Risk Assessment was completed.

8. In the Risk Rating Score, enter the score from the risk assessment.

9. Enter any notes pertaining to the risk assessment and resulting recommendation.

10. Browse for and attach an electronic copy of the Risk Assessment.

11. Click Save and Exit

12. Note: If the risk assessment resulted from an Analytic case, make sure that the Source for the case
(in the Case Detail screen) is marked as Data Analysis.
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EXIT SAVE & EXIT TAVE E

Recommendation =

Case Name

Provider Name

This is a new record. please save to see other buttons.
PRI-2014-05-000004 - 001 Drate Recorded 08/15/2014
Training Project Recorded By Harker, Amy

ATKINS EDWARD M

Recommendations

Recommendation Date® Type Recommendation Made By
08/15/2014 [<selec> wv] [selects V]

Risk A t Risk A t Date® Risk Rating Score®

(® Yes () No | | |

(Re:ommendation Details \ Rational

\D Expand Spell Check

(Attach Risk Assessment... )

“Vou must save the document after selecting file, othewise the selected document will not be saved. Click on the "Browse" button to select file. )
Browse...

Approvals

Type Of Recommendation Approval Recommendation Approver Date Recommendation Approved
[ o] [

B Recommendation Status Notes (0)

13. When the Audit Committee has approved the Risk Assessment and recommendations, record the
outcome under the approval section.

a.

b.
C.
d

Select the appropriate Type of Recommendation Approval.
Select the appropriate Recommendation Approver

Enter the Date Recommendation Approved.

Click Save and Exit.

Approvals

Type Of Recommendation Approval Recommendation Approver Date Recommendation Approved
e

B Recommendation Status Notes (0)
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How do | complete an Audit record?
1. Add a new Audit Record by pressing the “Add New” button in the PRV Audit section of the case

[~ Exclude in Provider Portal Request

# Audit Type Audit City Begin Date End Date Primary Auditor Audit Tracking # Audit Status

[: Add New {]

Select the appropriate Auditing Group from the list provided.
Select the Primary Auditor from the list provided.
If additional auditors will be assisting with the audit, select their name(s) from the list provided.
Select the Audit Type from the list provided.
Enter the Audit Begin Date.
a. For Analytic Audits, the audit begin date is the date that the case was recorded in i-Sight.
b. For Financial Audits, the audit begin date is the date that the Audit Notification Letter
was sent to the provider.
c. Fora Self-Audit, the audit begin date is the date that the case was recorded in i-Sight
d. For all other audit types, the audit begin date is the date that preparation began for the
audit.
7. Choose the appropriate Audit Status from the list provided.
8. Save the record.

o0k wd
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Auditors
Auditing Group Additional Auditor(s) Selected Values
szalects - [(Hold CTRL to select multiples)
Admin, Yulia -
Primary Auditor Barr, Ashley =l
<select= - Brewer, Kate
Brooks, Angela
Chandler, Sarah
Charlsan, Zachery
Coffey, Judith &
Audit
Audit Type* Audit Tracking Number
=select= - |
Audit City Audit State Audit Zip
=select> * IN - Indiana -

[ Audit Bagin Date*] Audit End Date

|

Audit Priority
=zelect= -

Next Audit Task Due Date Date Audit Task Assigned

Audit Status
=select> -

9. If going on-site for an audit, check the On-Site Audit check box.

10. Enter the date that MFCU cleared the provider for audit.

11. Enter the dates that the auditor(s) will actually be on-site for the audit.
12. Save the record.

[ [+ On-Site Audit ]
[Date MFCU Cleared Provider for ﬂudit*] [Date On-Site From®* Date On-Site Tu*]

13. If sampling will be done for the audit, enter a new Audit Sampling record by clicking the “Add
New” button in the Audit Sampling section of the Audit record.
Audit Sampling

= Begin Date End Date Method Universe

14. Enter the Sample Begin Date
15. Enter the Sample End Date
16. Choose the appropriate Audit Sample Method from the list provided.

TRUVEN @&

HEALTH ANALYTICS
an IBM Company

page 72 Of 205 More Than Data. Answers.




IN FADS Systems User Guide | Version 3.0

17. Enter the Universe
18. Enter the Sample Sixe
19. Enter the Confidence Level, Precision Levels.
= [P H ®

EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.
Audit Sampling # PRJ1-2014-02-000002 - 001 Date Recarded 02f07/2014
Case Name Self-Disclosure Recorded By Harker, Amy
Provider Name ADOLESCENT GYN CLINIC

N

[Sample Begin Date* Sample End Datel
Audit Sample Method* Universe
<select> -

<

N

<select> -

[Sample Size Sample Type

2

[Eonfidence Level (%) Precision Level Percentage (%) Precision Level Dollars [$}]
95

20. If medical records are received for the audit, record the date that the records were received.
21. When the review of the medical records is complete, enter the Review Completed Date.

Records Received Date | Review Completed Date
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22.
23.
24.
25.

26.
217.

28.

29.

30.

31.

32.

33.
34.

35.

36.

When the Draft Audit Findings letter is complete and approved, choose the appropriate Draft
Audit Finding(s) from the list provided.

Select “Yes” for Draft Audit Findings Approved by FSSA OPS.

Enter the date that the letter was sent to the provider as the Draft Audit Findings Date.

Enter any necessary notes about the Draft Audit Findings in the notes area provided.

Change the Audit Status to Draft Audit Findings.

Save the record.
Audit Status
zselect= -

When the Audit Findings are known and approved, and a Final Audit Findings or Final
Calculation of Overpayment letter has been created and approved, change the audit status to Final
Determination sent.

Save the record.

Audit Status
=zelect= -
When claims adjustments have been submitted to HP, change the audit status to Claim

Adjustment in Progress.
Save the record

Audit Status
=zelect= -
If the provider requests an Administrative Reconsideration, change the audit status to
Reconsideration Underway.

When the reconsideration is complete, change the status to Final Determination Sent.
Save the record

Audit Status

=zelect= -
If the provider appeals the Final Calculation of Overpayment, change the Audit Status to In
Appeal.
Save the record.

Audit Status

<zelect= -
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37. When the provider has agreed to pay the amount due, change the Audit Status to Closed
38. Enter the Audit End Date. The Audit End Date should be the date that the provider agreed to pay
any outstanding overpayment or the date or the date that a decision was made on an appeal.
Audit Begin Date* ( Audit End Date
l02/07/2014 | [| |]

Audit Priority
wselect= -

Next Audit Task Due Date Date Audit Task Assigned

Audit Status
coelect= -

(Note: No audit record should be added for Provider Self-Disclosures, as no audit was conducted.)

How do I notify a provider about an upcoming audit or a Self-Audit?

1. Create and send the Audit Notification Letter or Self Audit Letter.
a. Using the appropriate letter template, create audit notification letter or Self Audit letter
and obtain the necessary letter approvals and signatures.
Scan and save a copy of the signed letter.
Send the letter to the provider using certified mail and delivery confirmation.
d. Enter a new Letter Record in the Provider Screen.
i. Select Add New in the Letter Section.
ii. Choose the appropriate letter type.
iii. Choose the appropriate entity from the list provided in the Sent By field.
iv. Browse for and attach the scanned copy of the signed letter.
v. Add any necessary notes about the letter in the Letter Notes field.
vi. Select the name of the person who approved the letter from the list of names
provided in the Letter Approved By field.
vii. Select and enter the date that the letter was approved in the Letter approval date
field.
viii. Select and enter the date that the letter was mailed in the Date Letter Sent field.
ix. Enter the certified mail tracking number in the Mail Tracking Number field.
X. Save the record.
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Records Reports Maintenance
EXIT SAVE & EXIT SAVE @
Latter Type®

<select= -

Sent By*

<select> -

Attach File...
{You must save the document after EE}EHHQ file, otherwise the selected document will not be saved. Click on the "Brovse" butten to select file. )

| || Browse... |

Latter Education Topics Selectad Values
{Hold CTRL to select multiples)

Billing Practices -

Upcoding

Downcoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil i

Letter Notes

[ Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval Date
<select= -

Letter Review & Approval Notes

| Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number ] Mail Tracking Date Received

xi. Upload any attachments sent with the letter to the Provider Response/Letter
Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.
4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.
xii. Exit the record.

M Provider Response [ Letter Attachments (D)

# Date Attachment Name Notes

[ ( Add New v ]
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i~Sight Attachment Record

Records Reports Maintenance
= [ & )
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Attachment # PRJ-2014-01-000007 - 001 Date Recarded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after selgcting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
|| Browse... |

Attachment Notes

»

1

| Expand SpellCheck

xiii. When the proof of delivery is received, scan and save the proof of delivery
document.

xiv. Update the letter record with the date that the provider signed for the letter in the
Mail Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number [M ail Tracking Date Received ]

xv. Upload the scanned delivery confirmation document to the Provider
Response/Letter Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.

3. Browse for and attach the document.

4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.

# Date Attachment Name Notes

E: Add New :]
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i~Sight Attachment Record

Records Reports Maintenance
T SAVE & EXIT SAVE @
This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
[(You must save the document after salecting file, otherwise the selected document will not be saved. Click on the "Browse" button to select file, )

|| Browse...

Attachment Notes

aellTheck

e. Torecord the results of any interactions with the provider, add a Status Note to the

Provider Screen.

i. Go to Status Notes and press the “Add New” button to add a new status note.
ii. Enter the information to be recorded in the Status Notes text field.
iii. Save and Exit the record.

M Status Notes (D)

wy

(TR

= Date Recorded By Notes

EXIT SAVE & EXIT SAVE E

This is a new record. please save to see other buttons.
Notes # PRJ1-Z014-01-000007 - 001 Date Recorded 02/07/2014

Case Name Split Provider Case Demonstration

Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC

ﬁatus Notes Text* \

Y

7
&- Expand Spell Check /

f.

When the provider responds or sends medical records, record the response in the Letter
record.
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i. Enter the date that the response was received in the Provider Letter Response
Date Received field.
ii. Choose the appropriate Provider Letter Response Type from the list provided.
iii. Enter any appropriate notes.
iv. Upload the response as an attachment to the Letter record.

Provider Response

Provider Letter Response Date Received Provider Letter Response Type

L ]

‘Waived Appeal

() Yes () No

Provider Letter Response Notes N
|:| Expand Spell Check /

H Status Notes (0)

®, Provider Response / Letter Attachments (0)

# Date Attachment Name Notes

[ ( Add New .]
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What steps do | follow to send a Draft Audit Findings Letter?

1. Create and send the Draft Audit Findings Letter.
a. Using the appropriate letter template, create Draft Audit Findings letter and obtain the
necessary letter approvals and signatures.
b. Scan and save a copy of the signed letter.
Send the letter to the provider using certified mail and delivery confirmation.
d. Enter a new Letter Record in the Provider Screen.

i
ii.
iii.
iv.
V.
vi.

Vii.

viii.

Page 80 of 205

Select Add New in the Letter Section.

Choose Draft Audit Findings as the letter type.

Choose the appropriate entity from the list provided in the Sent By field.
Browse for and attach the scanned copy of the signed letter.

Add any necessary notes about the letter in the Letter Notes field.

Select the name of the person who approved the letter from the list of names
provided in the Letter Approved By field.

Select and enter the date that the letter was approved in the Letter approval date
field.

Select and enter the date that the letter was mailed in the Date Letter Sent field.
Enter the certified mail tracking number in the Mail Tracking Number field.
Save the record.
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Records Reports Maintenance
EXIT SAVE & EXIT SAVE @
Latter Type®

<select= -

Sent By*

<select> -

Attach File...
{You must save the document after EE}EHHQ file, otherwise the selected document will not be saved. Click on the "Brovse" butten to select file. )

| || Browse... |

Latter Education Topics Selectad Values
{Hold CTRL to select multiples)

Billing Practices -

Upcoding

Downcoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil i

Letter Notes

[ Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval Date
<select= -

Letter Review & Approval Notes

| Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number ] Mail Tracking Date Received

xi. Upload any attachments sent with the letter to the Provider Response/Letter
Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.
4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.
xii. Exit the record.

M Provider Response [ Letter Attachments (D)

# Date Attachment Name Notes

[ ( Add New v ]
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i~Sight Attachment Record

Records Reports Maintenance
= [ & )
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Attachment # PRJ-2014-01-000007 - 001 Date Recarded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after se%cting file, otherwise the selected document will not be saved. Click on the "Browse" button to select file, )

|| Browse... |

Attachment Notes

»

1

| Expand SpellCheck

xiii. When the proof of delivery is received, scan and save the proof of delivery
document.

xiv. Update the letter record with the date that the provider signed for the letter in the
Mail Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number [M ail Tracking Date Received ]

xv. Upload the scanned delivery confirmation document to the Provider
Response/Letter Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.

4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.

# Date Attachment Name Notes

E: Add New :]
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i~Sight Attachment Record

Records Reports Maintenance
E—’ s.-wE:m ;AH\;E @
This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
[(You must save the document after s¢lecting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
| || Browse...

Attachment Notes

aellTheck

e. Torecord the results of any interactions with the provider, add a Status Note to the
Provider Screen.

i. Go to Status Notes and press the “Add New” button to add a new status note.
ii. Enter the information to be recorded in the Status Notes text field.
iii. Save and Exit the record.

M Status Notes (D)

wy

TR

= Date Recorded By Notes

EXIT SAVE & EXIT SAVE E

This is a new record. please save to see other buttons.

Notes # PRJ1-Z014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC

ﬁatus Notes Text* \)

|4
\- Expand Spell Check /

f.

When the provider responds or sends medical records, record the response in the Letter
record.
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i. Enter the date that the response was received in the Provider Letter Response
Date Received field.
ii. Choose the appropriate Provider Letter Response Type from the list provided.
iii. If the Appeal Waiver indicates that the provider waived appeal, click the Yes
button. If not, click the No button.
iv. Enter any appropriate notes.
v. Upload the response as an attachment to the Letter record.

Provider Response

Provider Letter Response Date Received Provider Letter Response Type
.

Waived Appeal

(L ¥es 7y Mo

Provider Letter Response Notes

\D Expand Spell Check

H Status Notes (0)

¥ Provider Response | Letter Attachments (0)

# Date Attachment Name Notes

e O]
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What do | do when a provider requests an Administrative Reconsideration?

1. When a provider requests an Administrative Reconsideration, record it under the Provider
Response section of the Draft Audit Findings Record.

a. Enter the date that the response was received in the Provider Letter Response Date
Received field.

b. Choose the appropriate Provider Letter Response Type from the list provided.
If the Appeal Waiver indicates that the provider waived appeal, click the Yes button. If
not, click the No button.

d. Enter any appropriate notes.

e. Upload the response as an attachment to the Letter record.

Provider Response

[Prnvider Letter Response Date Received ] Ll’rnvider Letter Response Type J

<select® w

Waived Appeal

Provider Letter Response Notes

[] Expand Spell Check

Il Status Notes (0)

¥, Provider Response / Letter Attachments (0)

# Date Attachment Name Notes

Add New

2. Add a Reconsideration of Preliminary Findings record.

a. Pressthe Add New button to add a new record.

b. Enter the date that the request received in the Date Reconsideration Request Received
field.

c. If the provider has obtained legal counsel, or there is another representative involved,
check the Counsel or Representative Involved check box.

d. Enter the information for the representative or counsel.

e. Save the record.
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Q’ SA\I’EE’XIT EE @

This is a new record. please save to see other buttons.

Reconsideration = PRI-2014-06-000004 - 001 Date Recorded 08/15/2014
Case Nams Training Project Recorded By Harker, Amy
Provider Name ATKINS EDWARD M

Date Reconsideration Date Reconsideration Response Due Date Reconsideration Response Sent

Request Received™ To Provider To Provider

Reconsideration Outcome Selected Values
[Hold CTRL to select multiples)

Upheld

Partially Rescinded
Fully Rescinded
Other

Other

Counsel or Representative Involved

Reconsideration Rep. Reconsideration Rep. Reconsideration Rep. Reconsideration Rep. Ext.

First Name* Last Name* Law Firm/Agency Name Phone*
| [ | L]

H Reconsideration Status Notes (0)

3. When the request has been reviewed, along with all supporting records, and a decision has been
made and approved, do the following:
a. Using the appropriate template, create letter and obtain the necessary letter approvals and
signatures.
Scan and save a copy of the signed letter.
Send the letter to the provider using certified mail and delivery confirmation.
d. Enter a new Letter Record in the Provider Screen.
i. Select Add New in the Letter Section.
ii. Choose the appropriate letter type.
iii. Choose the appropriate entity from the list provided in the Sent By field.
iv. Browse for and attach the scanned copy of the signed letter.
v. Add any necessary notes about the letter in the Letter Notes field.
vi. Select the name of the person who approved the letter from the list of names
provided in the Letter Approved By field.
vii. Select and enter the date that the letter was approved in the Letter approval date
field.
viii. Select and enter the date that the letter was mailed in the Date Letter Sent field.
ix. Enter the certified mail tracking number in the Mail Tracking Number field.
X. Save the record.

o o
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Records Reports Maintenance
EXIT SAVE & EXIT SAVE @
Latter Type®

<select= -

Sent By*

<select> -

Attach File...
{You must save the document after EE}EHHQ file, otherwise the selected document will not be saved. Click on the "Brovse" butten to select file. )

| || Browse... |

Latter Education Topics Selectad Values
{Hold CTRL to select multiples)

Billing Practices -

Upcoding

Downcoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil i

Letter Notes

[ Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval Date
<select= -

Letter Review & Approval Notes

| Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number ] Mail Tracking Date Received

xi. Upload any attachments sent with the letter to the Provider Response/Letter
Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.
4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.
xii. Exit the record.

M Provider Response [ Letter Attachments (D)

# Date Attachment Name Notes

[ ( Add New v ]
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i~Sight Attachment Record

Records Reports Maintenance
= [ & )
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Attachment # PRJ-2014-01-000007 - 001 Date Recarded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after selgcting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
|| Browse... |

Attachment Notes

»

1

| Expand SpellCheck

xiii. When the proof of delivery is received, scan and save the proof of delivery
document.

xiv. Update the letter record with the date that the provider signed for the letter in the
Mail Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number [M ail Tracking Date Received ]

xv. Upload the scanned delivery confirmation document to the Provider
Response/Letter Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.

3. Browse for and attach the document.

4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.

# Date Attachment Name Notes

E: Add New :]
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i~Sight Attachment Record

Records Reports Maintenance
T SAVE & EXIT SAVE @
This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
[(You must save the document after s¢lecting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
| || Browse...

Attachment Notes

aellTheck

e. Torecord the results of any interactions with the provider, add a Status Note to the
Provider Screen.

i. Go to Status Notes and press the “Add New” button to add a new status note.
ii. Enter the information to be recorded in the Status Notes text field.
iii. Save and Exit the record.

M Status Notes (D)

TR

wy

= Date Recorded By Notes

f. Update the Reconsideration of Preliminary Findings Record.

i. Enter the date that the letter was sent to the provider in the Date Reconsideration
Response Sent to Provider field.

ii. Select the appropriate Reconsideration Outcome from the choices provided.
iii. Save and Exit the record.
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-

E” swﬁs’; T @
This is a new record, please save to see other buttons.

Reconsideration # PRI-2014-05-000004 - 001 Diate Recorded 08/15/2014
Case Name Training Project Recorded By Harker, Amy
Provider Name ATKINS EDWARD M
Date Reconsideration Date Reconsideration Response Due Date Reconsideration Response Sent
Request Received™ To Provider To Provider

Reconsideration Outcome Selected Values
[Hold CTRL to select multiples)

Upheld

Partizlly Rescinded
Fully Rescinded
Other

Other

|:| Counsel or Representative Involved

How do I know if I should send a Final Audit Findings letter or a Final Calculation
of Overpayment letter?

1. If there is an amount owed by the provider, a Final Calculation of Overpayment letter should be
send to the provider.

2. If after, all records have been reviewed, there is no overpayment due from the provider, a Final
Audit Findings letter should be sent to the provider.

What do | do when | am ready to send the FCO or Final Audit Findings Letter?

1. Create and send the FCO or Final Audit Findings Letter. To determine the type of letter to send,
please see How do | know if I should send a Final Audit Findings letter or a Final Calculation of
Overpayment letter?

a. Using the appropriate letter template, create letter and obtain the necessary letter
approvals and signatures.
b. Scan and save a copy of the signed letter.
Send the letter to the provider using certified mail and delivery confirmation.
d. Enter a new Letter Record in the Provider Screen.
i. Select Add New in the Letter Section.
ii. Choose the appropriate letter type.
iii. Choose the appropriate entity from the list provided in the Sent By field.
iv. Browse for and attach the scanned copy of the signed letter.
v. Add any necessary notes about the letter in the Letter Notes field.
vi. Select the name of the person who approved the letter from the list of names
provided in the Letter Approved By field.
vii. Select and enter the date that the letter was approved in the Letter approval date
field.
viii. Select and enter the date that the letter was mailed in the Date Letter Sent field.
iX. Enter the certified mail tracking number in the Mail Tracking Number field.
X. Save the record.
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Records Reports Maintenance
EXIT SAVE & EXIT SAVE @
Latter Type®

<select= -

Sent By*

<select> -

Attach File...
{You must save the document after EE}EHHQ file, otherwise the selected document will not be saved. Click on the "Brovse" butten to select file. )

| || Browse... |

Latter Education Topics Selectad Values
{Hold CTRL to select multiples)

Billing Practices -

Upcoding

Downcoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil i

Letter Notes

[ Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval Date
<select= -

Letter Review & Approval Notes

| Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number ] Mail Tracking Date Received

xi. Upload any attachments sent with the letter to the Provider Response/Letter
Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.
4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.
xii. Exit the record.

M Provider Response [ Letter Attachments (D)

# Date Attachment Name Notes

[ ( Add New v ]
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i~Sight Attachment Record

Records Reports Maintenance
= [ & )
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Attachment # PRJ-2014-01-000007 - 001 Date Recarded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after selgcting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
|| Browse... |

Attachment Notes

»

1

| Expand SpellCheck

xiii. When the proof of delivery is received, scan and save the proof of delivery
document.

xiv. Update the letter record with the date that the provider signed for the letter in the
Mail Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number [M ail Tracking Date Received ]

xv. Upload the scanned delivery confirmation document to the Provider
Response/Letter Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.

3. Browse for and attach the document.

4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.

# Date Attachment Name Notes

E: Add New :]
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i~Sight Attachment Record

Records Reports Maintenance
E—’ s.-wE:m ;AH\;E @
This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
[(You must save the document after s¢lecting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
| || Browse...

Attachment Notes

aellTheck

e. Torecord the results of any interactions with the provider, add a Status Note to the
Provider Screen.

i. Go to Status Notes and press the “Add New” button to add a new status note.
ii. Enter the information to be recorded in the Status Notes text field.
iii. Save and Exit the record.

M Status Notes (D)

A

[i Add New ]

= Date Recorded By Notes

EXIT SAVE & EXIT SAVE E

This is a new record. please save to see other buttons.

Notes # PRJ-2014-01-000007 - 001 Date Recorded 02/07 /2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

/ Status Notes Text® \

K [~ Expand Spell Check /
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f.  When the provider responds, record the response in the Letter record.
i. Enter the date that the response was received in the Provider Letter Response

Date Received field.

ii. Choose the appropriate Provider Letter Response Type from the list provided.

iii. Indicate if the provider chose to waive appeal, based on the response indicated on
the appeal waiver.

iv. Enter any appropriate notes.

v. Upload the response as an attachment to the Letter record.

Provider Response

Provider Letter Response Date Receiv Provider Letter Response Type

Waived Appeal

() Yes () No

Provider Letter Response Notes \
Expand Spell Check J

W Status Notes (0)
# Provider Response / Letter Attachments (0)

# Date Attachment Name Notes

[ Add New ]
2. If the provider owes principal or interest to the state, fill out the following fields in the
Recoupment and Recovery section.

a. Choose Open as the Recoupment Status

b. Enter the date of the FCO letter in the Final Calculation of Overpayment Date field.

c. Enter the amount of principal owed from the FCO letter into the Initial Principal field.
(Note: the amount in this field cannot be changed after a ledger transaction has been
entered. Please check to make sure that you entered the correct amount.)

d. Enter any interest owed from the FCO letter into the Initial Interest field. (Note: the
amount in this field cannot be changed after a ledger transaction has been entered. Please
check to make sure that you entered the correct amount.)

e. Choose the appropriate entity from the Recovered By field.

f. Click the Send for Recovery Button.

g. The system will compute the Initial Overpayment Total and the Outstanding Balances
and an Add New button will appear to add ledger transactions.
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Recoupment & Recovery

[ : Send for Recovery { ]

Recoupment Notes

D Expand Spell Check

Recoupment Status Final Calculation of Overpayment Date
<select® v

Current Recoupment Action Current Recoupment Action Date
[=selece= M

Initial Principal Initial Interest Initial Overpayment Total
[s00.00 | [s0.00 |) [s50.00

D Extrapolated

Recovered to Date Recovered By Current Outstanding Principal Current Qutstanding Interest Current Outstanding Balance
[s50.00 Ee=l) e |

Interest End Date

What do | do if | need to re-mail a letter?

1. If aletter does not reach the provider due to an incorrect mailing address, or the letter needs to be
re-mailed because the provider states that he/she did not receive it, follow these steps:
a. Using the appropriate letter template, re-create the appropriate letter and obtain the
necessary letter approvals and signatures.
Scan and save a copy of the signed letter.
Send the letter to the provider using certified mail and delivery confirmation.
d. Enter a new Letter Record in the Provider Screen.
i. Select Add New in the Letter Section.
ii. Choose DAF Re-mail or FCO Re-mail as the letter type. (if it was not a DAF or
FCO letter, choose an appropriate letter type)
iii. Choose the appropriate entity from the list provided in the Sent By field.
iv. Browse for and attach the scanned copy of the signed letter.
v. Add any necessary notes about the letter in the Letter Notes field.
vi. Select the name of the person who approved the letter from the list of names
provided in the Letter Approved By field.
vii. Select and enter the date that the letter was approved in the Letter approval date
field.
viii. Select and enter the date that the letter was mailed in the Date Letter Sent field.
iX. Enter the certified mail tracking number in the Mail Tracking Number field.
X. Save the record.
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Records Reports Maintenance
EXIT SAVE & EXIT SAVE @
Latter Type®

<select= -

Sent By*

<select> -

Attach File...
{You must save the document after EE}EHHQ file, otherwise the selected document will not be saved. Click on the "Brovse" butten to select file. )

| || Browse... |

Latter Education Topics Selectad Values
{Hold CTRL to select multiples)

Billing Practices -

Upcoding

Downcoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil i

Letter Notes

[ Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval Date
<select= -

Letter Review & Approval Notes

| Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number ] Mail Tracking Date Received

xi. Upload any attachments sent with the letter to the Provider Response/Letter
Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.
4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.
xii. Exit the record.

M Provider Response [ Letter Attachments (D)

# Date Attachment Name Notes

[ ( Add New v ]
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i~Sight Attachment Record

Records Reports Maintenance
= [ & )
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Attachment # PRJ-2014-01-000007 - 001 Date Recarded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after selgcting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
|| Browse... |

Attachment Notes

»

1

| Expand SpellCheck

xiii. When the proof of delivery is received, scan and save the proof of delivery
document.

xiv. Update the letter record with the date that the provider signed for the letter in the
Mail Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number [M ail Tracking Date Received ]

xv. Upload the scanned delivery confirmation document to the Provider
Response/Letter Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.

3. Browse for and attach the document.

4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.

# Date Attachment Name Notes

E: Add New :]
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i~Sight Attachment Record

Records Reports Maintenance
E—’ s.-wE:m ;AH\;E @
This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
[(You must save the document after s¢lecting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
| || Browse...

Attachment Notes

aellTheck

e. Torecord the results of any interactions with the provider, add a Status Note to the
Provider Screen.

i. Go to Status Notes and press the “Add New” button to add a new status note.
ii. Enter the information to be recorded in the Status Notes text field.
iii. Save and Exit the record.

M Status Notes (D)

A

[i Add New ]

= Date Recorded By Notes

EXIT SAVE & EXIT SAVE E

This is a new record. please save to see other buttons.

Notes # PRJ-2014-01-000007 - 001 Date Recorded 02/07 /2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

/ Status Notes Text® \

K [~ Expand Spell Check /
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f.  When the provider responds or sends medical records, record the response in the Letter
record.
i. Enter the date that the response was received in the Provider Letter Response

Date Received field.

ii. Choose the appropriate Provider Letter Response Type from the list provided.

iii. If the Appeal Waiver indicates that the provider waived appeal, click the Yes
button. If not, click the No button.

iv. Enter any appropriate notes.

v. Upload the response as an attachment to the Letter record.

Provider Response

[ Provider Letter Response Date Received ] [ Provider Letter Response Type ]

L

Waived Appeal
() Yes () No

Provider Letter Response Notes

[[] Expand Spell Check

W Status Notes (0)
¥ Provider Response | Letter Attachments (0)

# Date Attachment Name Notes
t Ham

N

[ ( Add New J

2. If the re-mailed letter was an FCO, do not revise the FCO date in the Recoupment and Recovery
section of the case. The FCO date remains the date that the Overpayment was initially identified.

3. If overpayment amounts need to be revised due to re-mailing and no transactions have been
entered into the ledger, type the new amounts into the Initial Principal and Initial Interest fields
and press Save. If transactions have been entered into the ledger, follow the steps to do that
located in the How do | change the amount that the provider owes? section of this document.

What do | need to do when I send a Revised FCO?

1. When arevised FCO is sent, a new letter record with the Letter Type of Revised FCO should be
created. The new letter and attachments should be attached to the letter record.

2. The original FCO Date should not be changed. We are only revising the amount of the
overpayment that was identified. The date that the overpayment was identified remains the date
that the original FCO was created.

3. If the overpayment amount changed in the new FCO, a ledger transaction may need to be made to
change the overpayment amount.

a. If no ledger transactions have been entered, the initial overpayment amounts can be
changed in the recoupment record and saved.

b. If a ledger transaction has been entered, a ledger transaction will need to be entered to
correct the overpayment amounts due.
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i. If claims were rescinded, enter a rescind transaction for the amount of principal
and interest that were rescinded.

ii. If the amounts were corrected due to another error (i.e. interest calculated
incorrectly), enter an Additional Overpayment Transaction to correct the
Outstanding Principal and Interest amounts. To increase the amounts owed, enter
a positive number. To decrease the amounts owed, enter a negative number.

iii. If the amounts due have changed due to a Claim Adjustment or VVoid that was
processed, enter a ledger transaction to record the amount that was collected via a
Claim Adjustment or Void.
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How do I record a Provider Appeal?

1.

No o k~w

10.
11.
12.
13.
14.

Upload the Appeal Request under the Provider Response/Attachment section of the FCO Letter
record.

Record the date that the response was received in the letter record and note the Provider Response
Type as Appeal.

Save and Exit the Letter Record.

Navigate to the Appeals section.

Press Add New to add a new Appeal Record.

Enter the Date Appeal Received. The Appeal Received date is the postmark date from the letter.
If a cause number has already been assigned, enter that number in the Appeal Cause Number
field.

If an ALJ has been assigned, choose the name from the list provided and enter the date that the
ALJ was assigned.

Enter the amount of the appeal. If the provider is only appealing part of the overpayment
identified, enter the partial amount in the Partial Amount field.

Enter any necessary notes about the appeal.

Save and Exit the record.

Update the record during the process of the appeal.

When the outcome is known, enter the Appeal Outcome and Appeal Closed Date.

Save and Exit the record.
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EXIT SAVE & EXIT

Appeal =
Case Name

Provider Mame

p
Date Appeal Received™
07/22/2014
\

[l ]

BAVE DELETE
PRI-2014-06-000004 - 0D1
Training Project

ATKINS EDWARD M

Administrative Hearing Date

Affeal Due Date

Provider's General Counsel

( Appeal Cause Number ALJ Assigned ALD Assigned Date
| [=select> W |
\
Appeal Amount Appeal Dutcome
\|1.|:-|:-u.o|:| | |[s=elect> v

Effective Date of Counsel

Reviewer Assigned

Appeal Closed Date

FS5A Legal Attorney
| <select> o

[ <select=

v |[0.00 |

[Partial Amount

|
|S of I Cumplebed

Appeal Notes

Expand Spell Check

How do I record a Provider Self-Disclosure?
1. Enter a new PRJ case for the Provider.

Case Entry
Create New Contact Log

Create New Preliminary Investigation Case

Create New Project Case

Mew Incoming Email

2. Inthe Case Details section of the case
a. Enter the Provider Name as it appears in the Master Provider Look-Up in the Project

Name field.

b. Enter a complete summary of the reason for the Provider Self-Reported Overpayment in

the Issue Description/Case Summary field.
For Source, select Self-Report.
For Case Category, select SUR 1B — Provider Self-Disclosure.
Save the record
No audit record should be added for self-disclosure cases, as no audit was conducted for

- ® o 0

the provider.
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M Case Details

[Project Name® ﬂ

Issue Description / Case Summary™ \

s

[~ txpand Spelicheck

SUR Tracking Number Legacy FADS Case Number
Source®
<szelect> -
Case Category™ Selected Values

{Hold CTRL to select multiples])

1A - Analytic Audit Without Medical Record Review
1A - Data Analysis

1A - Data Analysis - No Audit Findings E|
1B - Audit Case

1B - Provider Self-Reported Overpayment

1B - Self-Audit

1B - Special Study 57

3. Inthe Provider Section, add a new provider by clicking the Add New button.
M Providers {0) {MFCU Hold - 0) {OMPP Hold - 0)

[{ Add New ) ]

a. Look-up the provider by entering the appropriate LPI and Location and press the
magnifying glass next to the LPI field.

b. Select the provider record from the pop-up screen.
Save the record.

d. Enter the Audit Contact Information if provided in the Self-Disclosure information.
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M Provider Info

Provider

[~ Provider is On-Hold
[ LPT* ] NPI Tax ID Provider Location®

| Q | <select= w

(™ Entity /Organization {~ Individual [~ Both*
Provider Type
<select= -

Provider Spacialty Selected Values
(Hold CTRL to select multiples]

(010) Acute Care -

(011) Psychiatric =1

(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)

(030) Mursing Facility

(031) ICF/MR v

Address(es)

# Prafarrad Addr. Address Phona Effactive Data Disabled

Audit Contact Information

Audit Contact First N\ame  Auwdit Contact Last Name  Audit Contact Title

Audit Contact Provider/Entity /Organization

Audit Contact Phone Ext. Audit Contact Fax Ext. Audit Contact Email

N

4. Upload copies of all documentation received as attachments in the case.
a. Pressthe “Add New” button to add a new attachment.

M PRV Attachments (0)

= Date Attachment Name Notes

([ ndowew ]
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Current User;: Amy Harker (Beta-TRAHarker1) i-Sight by Customer Expressions

b. Enter the attachment date.

c. Browse for and attach the document.

d. Enter any notes about the attachment in the Attachment Notes field.

e. Save and exit the record.
E’ sn\rﬁ‘s’;n ﬁ @

This is a new record. please save to see other buttons.

Attachment # PRI-Z014-02-000002 - 001 Date Recorded 02/07/2014
Case Name Sealf-Disclosura Recorded By Harkear, Amy
Provider Name ADOLESCENT GYN CLINIC

Attachment Date

[

Attach File...
(¥ou must save the document after se}:ting filz, othervize the selacted document will not be saved. Click on the "Browse" button to select filz. ]

| | Frowse

Attachment Notes

Expamd—Speii-Check

This procedure is designed to provide all the necessary steps in IndianaAIM and i-Sight that are necessary
to process a provider’s check payment received in response to an FSSA Program Integrity audit. This
procedure assumes the following:

The provider’s check is already received and deposited into the FSSA Program Integrity
Lockbox.
The check amount includes both principal and interest portions.

o |If acheck is received for only interest, the principal-related sections of this procedure

should simply be excluded.

The analyst may be entering multiple checks at one time.
This process will not be executed on Fridays, in order to avoid conflicts with the IndianaAIM
financial process.
Users executing this process have determined the appropriate AR Reason from the reference table
below.

0 NOTE: the >= 1 Year (greater than or equal to one year) codes should only be used when
the overpayment has previously been reported as an Unrecovered Overpayment. Interest
should always be reported in Indiana AIM as < 1 year.

1.To determine if the overpayment has been reported to CMS, look in i-Sight at the
Recoupment and Recovery section on the Provider level of a case.
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2.In the bottom section, under the heading “CMS Reporting” is a field labeled
“CMS Report Date”

3.1F the CMS report date is populated, the overpayment has been reported to CMS,
and the >= 1 year code should be used.

4.1f the CMS report date is not populated, the overpayment has not yet been
reported to CMS and the < 1 year code should be used.

CMS Reporting

CMS Due Date
02/26/2017 [JA/R Created

Final Principal Final Interest Final Overpayment Amount [ CMS Report Date® ]

Calculate

Recovery Completed

¢ When selecting the AR Reason in IndianaAIM, ensure that the entity chosen matches i-
Sight.
1.To determine which entity should be selected for AR Reason, look in i-Sight at
the Case Details section on the Project level of the case.

2.Find the field labeled “Case Category.” The selected value(s) for this field are
displayed to the right of the field.

3.There should only be ONE selected value ad it should clearly fall into one of the
following categories: SUR, RAC, MIC, OIG, PERM. For more information on
how to choose which value to use, see the table under How Do | Open a New
Project Case?

4.Select an AR Reason in IndianaAIM according to this category.

5.1f there are multiple selected values or the selected value does not make it clear
which AR Reason should be used, contact the IN FADS Help Desk at
Healthcare-IndianaFADSHelpDesk@truvenhealth.com
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Case Details

Project Name*
| RALC - CBA - Networks - Cycle 3 - Quarter 3 2015 |

Issue Description [ Case Summary™®

Cycle 3, Quarter 3 of Credit Balance Audits for RAC - Includes Metwork providers to be reviewed for the 3rd quarter for
the third cycle.

[]Expand Spell Check

SUR Tracking Number Legacy FADS Case Number

Source®

[Rac v]

Case Category® Selected Values
(Hold CTRL to sslect multiples)

SUR 1A - Data Analysis Audit RAC Audit Case
SUR 1A - Data Anzlysiz - No Audit Findings A

SUR 1B - Audit Case

SUR 1B - Provider Self-Disclosure

SUR 1B - Self-Audit W

SUR 1C - Other Audit

RAC Audit Case

TRUVEN @&

HEALTH ANALYTICS
an IBM Company

page 107 Of 205 More Than Data. Answers.



IN FADS Systems User Guide | Version 3.0

Reference
CCN AR
BATCH BATCH AR REASONS
Principal | <1 Year 8401 | A/R— Manual Setup — (SUR Audit) < 1 year
>=1Year | 8575 | A/R—Manual Setup — (SUR Audit) > 1 year
SUR 950 960 -
Interest | <1 Year 7410 | A/R—Manual Setup — (SUR Audit Interest) < 1 year
>=1Year | 8576 | A/R—Manual Setup (SURS Audit Int) > 1 year
Principal | <1 Year 8491 | A/R—Manual Setup — (RAC Audit) < 1 year
>=1Year | 8573 | A/R—Manual Setup — (RAC Audit) > 1 year
RAC 805 964 _
Interest | <1 Year 8492 | A/R—Manual Setup — (RAC Audit Interest) < 1 year
>=1Year | 8574 | A/R—Manual Setup (RAC Audit Int) > 1 year
Principal | <1 Year 8504 | A/R— Manual Setup (MIC Audit) < 1 year
>=1Year | 8506 | A/R—Manual Setup (MIC Audit) > 1 year
MiC 802 967 -
Interest | <1 Year 8505 | A/R—Manual Setup (MIC Audit Int) < 1 year
>=1Year | 8507 | A/R—Manual Setup (MIC Audit Int) > 1 year
Principal | <1 Year 8508 | A/R—Manual Setup (OIG Audit) < 1 year
>=1Year | 8567 | A/R—Manual Setup (OIG Audit) > 1 year
OIG 803 968 -
Interest | <1 Year 8509 | A/R—Manual Setup (OIG Audit Int) < 1 year
>=1Year | 8568 | A/R—Manual Setup (OIG Audit Int) > 1 year
Principal | <1 Year 8569 | A/R— Manual Setup (PERM Audit) < 1 year
>=1Year | 8571 | A/R—Manual Setup (PERM Audit) > 1 year
PERM 804 969 -
Interest | <1 Year 8570 | A/R—Manual Setup (PERM Audit Int) < 1 year
>=1Year | 8572 | A/R—Manual Setup (PERM Audit Int) > 1 year
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1. Enter Your Cash Receipt Totals
a. On the Main Menu — Production window, click Financial.

Main Menu - Production

File Applications

Indians 4101

Adhoc Beporting Provider
LClaims HRecipient
Financial Reference

Managed Care

Uszer ID Maintenance

MARS

Prior Authorization

Third Party Liability

Phone Tracking

Project Tracking System

SURS |

Premium Long Tierm Care
Pharmacy First Steps
HIFP Claim Audit Review
CTHS

| Exit IndianaAlM |

b. On the Financial Menu window, click Cash Receipt Totals.

Financial Menu

File Applications Options
Indizna A M

Eheck Banner,

Cash RBeceipt Totals

Check Inguiry

Caszh Beceipts |

Lien Processing

Expenditure TXHsz

Payment Holds

Accounts Receivable

Letters:

AH Collections

Maintenance

Bank Information

1099 Display

wWeekly Check Hange

Tax Information

Check Activity
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c. On the Daily Cash Receipt Totals window, enter the deposit date of the check (in the format
CCYYMMDD, as shown below) in the New Receipt Date field and then click Inquire.

lJDain Cash Receipt Totals _ | | | » |
File Edit Applications Options
Receipt Date: [2014/01 /06 Today: [2014/06/05

Mailroom Receipts: |

Audit Recoveries:

Provider Relations:
TPL:
Mizcellaneous:
CHIP:

M.E.D. Works:
First Steps:
CA-PRTF:

MFP:

Total:

—3
—3
—3
—3
—9
—9
D

Hew | Qeletel
Save I E xit |

d. Inthe Audit Recoveries field, add the number of checks that you will be processing (for that
receipt date) to the existing value, which may or may not be zero.
a. Though unlikely, it is possible that a message will be displayed indicating “Receipt
Date not on file.” In this case, you must create a new cast receipt totals record for the
day as follows:
i. Click New.
ii. Inthe newly-created cash receipt totals record, enter the deposit date of the
check in the Receipt Date field (in the format CCYYMMDD).
iii. Inthe Audit Recoveries field, enter the number of checks that you will be
processing for that receipt date.

20140106 Inquire

"New Receipt Date

J/

e. Click Save.
Repeat this process for each deposit/receipt date.
Click Exit.

«Q
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2. Create a Cash Receipt with Disposition Lines
For beginners, we recommended you complete the remainder of this document one Check at a
time. Once comfortable, it may be more efficient to repeat this section for each Check you are
processing.
a. On the Financial Menu window, click Cash Receipts.

Financial Menu

File  Applications  Options
Indizna A M

Eheck Banner, Cash RBeceipt Totals

Check Inguiry Caszh Beceipts |

Lien Processing Expenditure TXHsz

Payment Holds Accounts Receivable

[Letters: AH Collections

Maintenance Bank Information |

1099 Display wWeekly Check Hange

Tax Information Check Activity

b. On the Cash Receipt Search window, click New.

'Jl:ashReceiptSearch _ | | | pd |
File Edit Applications ©Options
Cash Control No: S Name: | I
NP [ ] Check Date: [ 0000/00/00
Check Amount: I:I
Cash Control No. Hame Check Amount Check Number Check Date
Hew | Select | Exit
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c. On the Check Log window, enter the following, allowing all other fields to auto-populate or

remain blank:
i. Cash Control Number: _ o x|

YY‘]‘]‘]BBBSSS Flle Edit Applications Options
YY = current year
333 = Julian date of Cash Control Mumber: Check Date: |0000/00/00
depOSit Check NumhenI:I Check Amount:
BBB = batch number LPI/NPI: Name:
use CCN Batch from the | J |
?eference Table on page Delete | Comment | Hew | Save I Exit |
SSS = sequence num Hew CEN _ — _

“ CheCk Date: Inquire | lepusmunl BT5 | Yoid |
date on check

iii. Check Number:

number on check — may be necessary to eliminate leading zeroes to fit in field
iv. Check Amount:

total dollar amount of check, even if it will be applied to

both principal and interest

v. LPI/NPI:
LPI and Service Loc
d. Click Save.
e. After saving the entry, click Disposition.
f.  On the Cash Receipt Disposition window, click New.
g ZTtg{ht:refreo|légv1\:lcl)nagdtca)l_l owing Cash Receipt Disposition Entry !E
populate or remain blank: Ble Edt appications
i. Cash Control Cash Control Number: Txn Posted: [N]
Number: Disposition Sequence: Date Posted:
YVYJJJBBBSSS Program: [Medicaid ;l
YY = current year Hesason Lo ARG ————— |
JJJ = Julian date of Disposition Amount:[__$0.00] AR Number: [ ]
deposit RID:[__ ] Adustmention:[_ ]
BBB = batch number WP Jroc:[ ]| Expenditwe:[ ]
use CCN Batch from NP ]
the Reference Table Provider Name: | |
on page 1 Voucher Numhenl:I AccountNbr:[ 1]
SSS = sequence num ;
ii.  Reason Code: How | save | Ext_|

select Accounts Receivable Decrease Cash Receipt Applied
iii.  Disposition Amount:
principal amount
iv.  LPI: Provider’s LPI
v.  Loc: Provider’s Service Location Code
h. Click Save.
i. After saving the entry, click Exit.
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J- Back on the Check Log wmdow click Disposition again.

=N

File Edit Applications Options

Cash Control Humber: Check Date: |D00D/00/00

Check Numhenl:l Check Amounl:

LPI/NPI: Name:

I J |

Qelelel Qommenll Hew | Save I Exit |

New CCN
’7 lnquilel Qisposilionl RBTS | Yoid |

k. On the Cash Receipt Disposition window, click New.

|l Enter the fO"OWIng, a"OWIng Cash Receipt Disposition Entry !E
all other fields to auto-

populate or remain blank:

Eile Edit Applications

Cazh Control Number: Tzn Posted:
i.  Cash Control ]
Digposzition Sequence: |00075] Date Posted: (0000700700
Number: o (Medicaid <
rogram: | Medicai -
YYJJIIBBBSSS
Reason Code: ————
YY = current year

Disposition Amount: AR Number: [ ]

JJJ = Julian date of RID:[____ | AdustmenticN:[___ ]

deposit

BBB = batch number NP :I|:|LM S
use CCN Batch from Provider Name:| |

the Reference Table Youcher Numher:|:I Account Mbr: |:|
on page 1

SSS = sequence num New | Save | Exit |

ii. Reason Code:

select Accounts Receivable Decrease Cash Receipt Applied (interest)
iii.  Disposition Amount:
interest amount
iv.  LPI:Provider’s LPI
V. Loc:
Provider’s Service Location Code
m. Click Save.
n. After saving the entry, click Exit.
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3. Create and Disposition Accounts Receivables
For beginners, we recommended you complete the document in sequence, one Check at a time.
Once comfortable, it may be more efficient to repeat this section for each Check you are processing.

a. On the Financial Menu window, click Accounts Receivable.

Financial Menu

File Applications Options
Indizna A0

Check Banner, Cash Receipt Totals

Check Inquiry Cash Receipts

Lien Processing Expenditure TXNs

Payment Holds Accountz Receivable

LLetters: AR Collections

Maintenance Bank Information

1099 Dizplay weekly Check Hange

Tax Information Check Activity

For Principal
b. On the Provider Accounts Receivable Selection window, click New.
'J Provider Accounts Receivable Selection - | Dlll
File Edit Applications Options
AR Number: Il]penfl:losed: Both ]
Effective From:
Reason: [l Th"":
nglam:lﬂ
Program Reason Setup Date/ Setup Dizpositioned Dutstandir
AR Number Code Code Effective Date Amount Amount Balance
Tatals : $0.00 $0.00 L
Mumber of A/Rs: O
« | »
I Hew | !§elect | E xit | MCE
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c. On the Provider Accounts Receivable Setup/Maintenance window, enter the following, allowing
all other fields to auto-populate or remain blank:

I AR Number: Provider Accounts Receivable Setup/Maintenance _ | *x
RRYYJJJBBBSSS File Edit Applications Options
RR = 60 :
YY = current year AR Number: Effective Date:
JJJ = Julian date
BBB = batch Status: Setup Date:
use AR Batch from the Tracking Status: [RESEARCH d
Reference Table on page | Program Code: [Medicaid =l
1 Reason: |A.-'FI - result of claim adjustment ;l
SSS = sequence num Setup Amount: | $63.55) Recoup Amount: | $0.00]
I. Provider: . Recipient: l:l Recoup Percentage: | 100%]
LPI and Service Loc
ii. Reason: Total dispositions: | $0.00] Original ICN:[23___ ]
select reason from Applied Interest: Exponditure Check: ||
dropdown list according Interest Due:
to the table in the Principal:
Reference section on Balance: $63.55]
. page 1 ~MNew AR Number Qummentsl Qispusitiunsl prenditurel
iv.  Setup Amount: [ | inavie |
principal amount New || Save | Exit |

V.  Recoup Percentage:

enter 1
d. Click Save.
Click Comments.
f. In the Comments window, enter a comment according to instructions from FSSA Controller, then
click Save.
Click Dispositions:
On the Provider Accounts Receivable Disposition History window, click New.

(D R | o | x|

Ble Edt Applcations Options
AR Numbe:: 601~ — 1| ProvideriD:[__ |A] Seqchl

Setup Amount §29075 ] Bolance:
Reason Codes. [ EE———— |

Applied From: [0 ) Thiu: [0 | Check:[ ]

@

Sa@

Prowider Date Applied Debit Ind Amount Heazon Check

lL'J Sefect Exit
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i. On the Provider Accounts Receivable
Disposition Maintenance window,
enter the following, allowing all other
fields to auto-populate or remain

blank:
i.  Amount:
principal amount
ii. Reason:
A/R decrease - cash receipt
applied
j.  Click Save.
k. Click Cash.

rovider Accounts Receivable Dizposition Maintenance

File Edit Applications Options

AR Mumber: Setup Date: [1998/02/08

Pluvider:DE Disposzition Date:
Amnunt:lml Debit Indicator: ’ND—|
Amount Applied to Interest: $0.00

O decicase - cosh ecoptaooied |1

Payment Check: |:|

Qnmmentsl Hew |

Cash Ctl No |5 eqf0000D

Save I

Cash | E xit |

I.  On the Checks related to Provider Accounts Receivable Dispositions window, enter the CCN in
the Cash Control No. field and click Search.

Checks related to Provider Accounts Receivable Dispositions
File Edit Applications Options

M= B2

Cash Control No.:

Search |

Select
Available

Reason
Code

Diszp
Amount

$125.30

Seq

CCH No.

oool

Assoc
With

Select I

Exit |

m. The lower portion of the window populates with the Cash Receipt Disposition Lines created
earlier in this process. Click the principal row then click Select.

For Interest

n. On the Provider Accounts Receivable Selection window, click New.

'J Provider Accounts Receivable Selection — I:II >
File Edit Applications Options
vpr: M AR Number | JOpen/Closed Both__]
WPE[ ] Effective From:[0000/00/00 Search I
Roason: Al y Thru: [0000/00/00
Program: [All ]
Program Reason Setup Date/ Setup Di stioned o d
AR Number Code Code Effective Date Amount Amount Balance
Totals : $0.00 $0.00 |
Mumber of A/Rs - 0
4| | 3
Hew | ] Select | Exit | MCE
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0.

ekl

On the Provider Accounts Receivable Setup/Maintenance window, enter the following, allowing

all other fields to auto-populate or remain blank:

I AR Number: Provider Accounts Receivable Setup/Maintenance A .
p
ESYYG‘BJ‘]BBBSSS File Edit Applications Options
YY = current year AR Number: Effective Date:
JJ3J = Julian date Provider: 11 IID Interest Accrual Date:
BBB = batch number Status: Setup Date:
use AR Batch from the Tracking 5tatus: |HE5EAHCH d
Reference Table on page Program Code: |Medicaid =l
1 Reason: |A.-'FI - result of claim adjustment ;l
SSS = sequence num Setup Amount: | 353.55| Recoup Amuunt:| Sl].l]l]l
I. Provider: i Recipient: |:| Recoup Pementage:| 1uuz|
LPI and Service Loc
iii. Reason: Total dispositions: IJ‘ Original ICN:[23
select reason from | Apebednerst o
dropdown list according Interest Due:
to the table in the Principal:
Reference section on page Balance: $63.55
. 1 ~MNew AR Number Commentz | Dizpozitions Expenditurel
iv.  Setup Amount: [ ) inavie |
interest amount New Save I E xit |

V.  Recoup Percentage:

enter 1
Click Save.
Click Comments.

In the Comments window, enter a comment according to instructions from FSSA Controller, then

click Save.
Click Dispositions:

On the Provider Accounts Receivable Disposition History window, click New.

IJFmvider.ﬂcl:uunlstcehdllekamlhﬂ stor - ] I b4
AR Mumbe:: 601 ] ProvideriD:[_____ |A] Search |
Setup Amount: Balance:
Rlooton Codes. [ ——— |
Applied From: [@ ) Thiu: [0 JCheck:[ |
Prowider Date Applied Debit Ind Amownt Heazon Check
Lo
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u. On the Provider Accounts Receivable gibiEti ER=uir o ot T ) B EL
Disposition Maintenance window, Eile Edt Appiications DOptions

enter the following, allowing all other | agr number: Setup Date:
fields to auto-populate or remain
blank, then click Cash: vaider:DE Disposition Date:
i. Amount: Amnunl:lﬁl Debit Indicator: ’N“—I
N interest amount Amount Applied to Interest: $0.00,
. Reason: LN 1 sciooce -cahcomtoppted i
A/R decrease - cash receipt
. app“ed Payment Check: I:I LComments | Hew |
v. Click Save.
w. Click Cash. Cash Ctl Nof |5 eq 00000 Cash | Save E xit |

X. On the Checks related to Provider Accounts Receivable Dispositions window, enter the CCN in
the Cash Control No. field and click Search.

Checks related to Provider Accounts Receivable Dispositions

File Edit Applications Options

Cash Control Ho.: Search |

Seq Disp Reazon Select Azsoc
CCH Ho. Amount Code Available With
93 o001 $125.30 8436 Yes

Select I Exit

y. The lower portion of the window populates with the Cash Receipt Disposition Lines created
earlier in this process. Click the interest row then click Select.
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Entering Payments in i-Sight
For beginners, we recommended you complete the document in sequence, one Check/Provider at a
time. Once comfortable, it may be more efficient to repeat this section for each Provider you are
processing.
d. Ini-Sight, open the Provider record and the Recoupment and Recovery section.

Recoupment & Recovery

Notes

[[] Expand Spell Check

Rec Status Final C: ion of Overpayment Date
[Clos=d ~ | [os/15/20:2 |

Current Recoupment Action
Dispositioned - Full Amount s

terest Initial Overpayment Total
533.89 20.49 554.38

[] Extrapolated
to Date By Current On dit incipal Current O di Int Current Dutstanding Balance
0.00 HMS ~ [o.00 | 0.00 0.00

Interest End Date

Recoupment Amount Ledger

# Date Met Amount Due T ion Type Ti ion Amount O i incipal O State o ing Balz

00z 07/06/2012 0.00 Settlement 0.00 0.00 0.00 q

001 07/06/2012 554.38 Check 554.38 0.00 0.00 q

Add New

e. Inthe Current Recoupment Action field:

a. If the full principal overpayment total has been processed within the current reporting
quarter, even if there were multiple checks, select Dispositioned — Full Principal < 1yr or
Dispositioned — Full Principal > 1yr. Choose the <1yr or >1yr option based on the
information that you entered in IndianaAIM.

b. If the full principal overpayment total has NOT been processed within the current
reporting quarter, even if you are currently processing the last payment to satisfy the full
amount, select Dispositioned — Partial Principal <1yr or Dispositioned — Partial Principal
> 1yr. Choose the <1yr or >1yr option based on the information that you entered in
IndianaAIM.

Example: If it takes multiple payments to cover the entire principal amount, the first ones
would be “Partial Principal” and the last payment would qualify as “Full Principal” if,
and only if, all payments were dispositioned in the same quarter.

c. Inthe Current Recoupment Action Date field, enter the Disposition Date listed in IndianaAlM,
updating it each time you record a payment so that it always represents the latest disposition date.

i. Please note that this is different than the date you entered the data into AIM or
the date that the financial process ran.

ii. To find the Disposition Date, you must open the Disposition screen in AlIM.
d. Click Save at the top of the window.

i-Sight Provider Record

Maintenance

ol
= o &8 = %

pRI-2012-07-000001 - 015

02/20/2012
RAC - Cycle 1 Credit Balance Audit Harker, Amy

I Health

PRV-2012-02-000007

Provider Status Open

Provider Info
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e. Add a Check transaction to the payment ledger.

oo oe

3-xT o Se

n.

=

EXIT

Payment =
Casze Name

Provider Ma

Transaction Date®

MNet Principal Due Met Interest Due Net Amount Due

S00.00

Transaction Type™

Press the Add New button to add a ledger transaction

Enter the disposition date of the payment in this field.

Choose the Transaction Type of Check

Enter the amount of the check in the Check Amount field. This amount should be
identical to the amount on the check.

Enter the amount of the check that should be applied toward principal in the Check
Principal field.

Enter the amount of the check that should be applied toward interest in the Check Interest
field.

Enter the check number in the Check Number field.

Enter the Cash Control Number in the CCN field.

Enter the Interest AR number in the comments field.

Press Save

Upload a copy of the check to the Attachments section.

Press Save and Exit.

. In some situations, a provider payment includes excess reimbursement: they paid more

than they owed. It is important that the excess/surplus amount be entered as part of the
Interest payment, not Principal.

& AVE‘E’X IT SE:[E

This is a new record. please save to see other buttons.

PRI-2014-06-000004 - 006 Dat= H
Training Project Recony
me ATKINS EDWARD M

100.00 1,000.00

(@) Check (™) Refund (7 Additional Overpayment () Write Off () Correction () Claim Adjustment
() Offset () Rescind () Interest Recalculation (7) Settlement () Voided Claim
[Cheu:lt Amount Check Principal Check Interest Check Mumber CCH Mumber |]
Check Total
[0.00 |
Dutstanding Principal Dutstanding Interest Dutstanding Balance Recovered Amount
[900.00 [100.00 | [1.000.00 | [o.00
omments N\
|:| Expand Spell Check
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How do I record a provider payment by offset?

This procedure is designed to provide all the necessary steps in IndianaAIM that are necessary to recover
a provider’s overpayment via an “offset,” or withholding of payment from future billings. This
procedure assumes the following:

e The provider has not paid by check and has done one of the following:
0 Requested the recovery to be taken by offset, or
o Failed to respond for 300 days, qualifying for forced recovery by offset.
e The overpayment amount to be offset includes both principal and interest portions.
e This process is executed in entirety for each provider offset.
e This process will not be executed on Fridays, in order to avoid conflicts with the IndianaAlM
financial process.
o Users executing this process have determined the appropriate AR Reason from the reference table
below.
0 NOTE: the determination of < 1 Year (less than one year) or >= 1 Year (greater than or
equal to one year) should be made by comparing the Final Calculation of Overpayment
(FCO) Date with the date that the process is being executed in IndianaAlM.

Reference
CCN AR
BATCH BATCH AL
Principal | <1 Year 8401 | A/R—Manual Setup — (SUR Audit) < 1 year
>=1Year | 8575 | A/R—Manual Setup — (SUR Audit) > 1 year
SUR 950 960 -
Interest | <1 Year 7410 | A/R—Manual Setup — (SUR Audit Interest) < 1 year
>=1Year | 8576 | A/R—Manual Setup (SURS Audit Int) > 1 year
Principal | <1 Year 8491 | A/R —Manual Setup — (RAC Audit) < 1 year
>=1Year | 8573 | A/R—Manual Setup — (RAC Audit) > 1 year
RAC 805 964 _
Interest | <1 Year 8492 | A/R—Manual Setup — (RAC Audit Interest) < 1 year
>=1Year | 8574 | A/R—Manual Setup (RAC Audit Int) > 1 year
Principal | <1 Year 8504 | A/R —Manual Setup (MIC Audit) < 1 year
>=1Year | 8506 | A/R—Manual Setup (MIC Audit) > 1 year
MiC 802 967 X
Interest | <1 Year 8505 | A/R—Manual Setup (MIC Audit Int) < 1 year
>=1Year | 8507 | A/R—Manual Setup (MIC Audit Int) > 1 year
Principal | <1 Year 8508 | A/R—Manual Setup (OIG Audit) < 1 year
>=1Year | 8567 | A/R—Manual Setup (OIG Audit) > 1 year
OIG 803 968 -
Interest | <1 Year 8509 | A/R—Manual Setup (OIG Audit Int) < 1 year
>=1Year | 8568 | A/R—Manual Setup (OIG Audit Int) > 1 year
Principal | <1 Year 8569 | A/R —Manual Setup (PERM Audit) < 1 year
>=1Year | 8571 | A/R—Manual Setup (PERM Audit) > 1 year
PERM 804 969 X
Interest | <1 Year 8570 | A/R—Manual Setup (PERM Audit Int) < 1 year
>=1Year | 8572 | A/R—Manual Setup (PERM Audit Int) > 1 year
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Create Accounts Receivables for Offset Recovery
a. On the Financial Menu window, click Accounts Receivable.

Financial Menu

File Applications Options

Eheck Banner

Indiana A0

Cash Receipt Totals

Check Inguiry

Cash Receipts

Lien Processing

Ezxpenditure TXMs

Payment Holds

Accounts Receivable

LLetters

Maintenance

Bank Information

1099 Display

wWeekly Check Hange

Taz Information

AR Collections |

Check Activity

For Principal

b. On the Provider Accounts Receivable Selection window, click New.

=]

File Edit Applications Options
Effective From: |0000/00/00
Reason: IA“ Thru: [DO00D00/00
Program: [an
Program Reason Setup Date/ Setup Dispositioned Dutstandir
AR Number Code Code Effective Date Amount Amount Balance
Totals : $0.00 $0.00 |
Humber of A/Rs :
4| | »
MCE

I Hew | !ﬁelectl Exit |
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c. On the Provider Accounts Receivable Setup/Maintenance window, enter the following,
allowing all other fields to auto-populate or remain blank:

V.

AR Number: Provider Accounts Receivable Setup/Maintenance _ | X
File Edit Applications Options
AR Number: Effective Date: [ 2007 /04727
Provider: 11 """"""""""""""""""" I D Interest Accrual Date: | 2007704727
Status: Setup Date: | 2007/04727]
Tracking Status: [RESEARCH d
Program Code: |Medicaid ;l
Reason: |A/R - result of claim adjustment =]
Setup Amount: | 353.55| Recoup Amount: | Sl].l]l]l
Recipient: l:l Recoup Percentage: | 100
Total dispositions: $0.00 Original ||:N:
Applied Interest: Expenditure Check: |:|
Balance: $63.55
~MNew AR Number LComments | Qispusitiunsl Expenditure |
. Inguire |
Hew | Save I E xit |
RRYYJJJBBBSSS
RR =60

YY = current year

JJJ = Julian date

BBB = batch number

use CCN Batch from the Reference Table on page 1
SSS = sequence num

Provider:

LPI and Service Loc

Reason:

select reason from dropdown list according to the table in the Reference section
on page 1

Setup Amount:

principal amount

Recoup Percentage:

enter 1

d. Click Save.

—h @D

Click Comments.
In the Comments window, enter a comment according to instructions from FSSA

Controller, then click Save.
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For Interest

g. On the Provider Accounts Receivable

Selection window, click New.

'J Provider Accounts Receivable Selection - I:II X
Eile Edit Applications Options
LPI: - ' IAR Numher:l_ll:lpenll:lused: Both
NP Effective From:[0000/00/00 Search I
Reason: Bl 1 Thru: [0000/00700
Program: Al ]
Program Reason Setup Date/ Setup Dispositioned Dutstandir
AR Number Code Code Effective Date Amount Amount Balance
Totals : $0.00 $0.00 4§
Mumber of A/Rs: 0
4 | 3
New | Select | Exit | MCE

h. On the Provider Accounts Receivable Setup/Maintenance window, enter the following,
allowing all other fields to auto-populate or remain blank:

i. AR Number:
RRYYJJIBBBSSS
RR =60
YY = current year
JJJ = Julian date
BBB = batch number
use CCN Batch from the
Reference Table on page

1
SSS = sequence num
ii. Provider:

LPI and Service Loc

Provider Accounts Receivable Setup/Maintenance — | X
File Edit Applications Cptions
AR Number: Effective Date: | 2007/04727]

Status:

Setup Date: | 2007704727

Tracking Status: (RESEARCH vI
Program Code: |Medicaid I

Reason: |.MH - result of claim adjustment

Setup Amount: Recoup Amount:
Recipient: |:| Recoup Percentage: 100%]

A

!I;

Reason:
select reason from

Total dispositions: $0.00|
Apphed Interest:

Expenditure Check: |:|

dropdown list according
to the table in the
Reference section on

page 1
iv. Setup Amount:
interest amount
V. Recoup Percentage:
enter 1
i. Click Save.

Click Comments.

o

Controller, then click Save.
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Interest Due:
Principal: $63.55
Balance: $63.55

r New AR Number

I Inquire

Qommentsl Qispusitionsl prenditurel

New | ﬁavel Exit |

In the Comments window, enter a comment according to instructions from FSSA
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Disposition the Provider in i-Sight
At the time of setting up the A/R, check the A/R Created box in the Recoupment and Recovery
section of the Provider in i-Sight, then click Save at the top of the window.

CMS Reporting
CMS Due Date

[~ A/R Created

Final Principal Final Interest Final Overpayment Amount Report Date

FMAP SMAP e
| | [ | (__ cakulate

Recovery Completed

Each time the A/R recoups a portion of the overpayment, do the following:

Recoupment & Recovery

Recoupment Notes

[[] Expand Spell Check

Recoupment Status Final Calculation of Overpayment Date
Ei}}j v 0545204
Current Recoupment Action Date
06/23/2014
)
20.49

Current Recoupment Action
Dispositioned - Full Amount

e

533.89
[[] Extrapolated

Recovered to Date Recoverad B Current Dutstanding Principal Current Dutstanding Interest Current Outstanding Balance

Interest End Date

Recoupment Amount Ledger

# Date MNet Amount Due Transaction Type Transaction Amount Outstanding Principal O ling Int t State Int t O ding Balz
002 07/06/2012 0.00 Settlement 0.00 0.00 0.00 1
001 07/06/2012 554.38 Check 554.28 0.00 0.00 [}

a. Inthe Current Recoupment Action field:
1.1f the full principal overpayment total has been processed at once, even if there
were multiple offsets, select Dispositioned — Full Amount.
2.1f the full principal overpayment total has NOT been processed at once, even if
you are currently processing the last payment to satisfy the full amount, select
Dispositioned — Partial Amount.
b. Inthe Current Recoupment Action Date field, enter the date that the check was
dispositioned in IndianaAlIM.
c. Click Save at the top of the window.

i-Sight Provider Record

- Records Maintenance
0 8= %
Provider = PRI-2012-07-000001 - 015 Dats Recorded 03/20/2012
Case Name RAC - Cycle 1 Credit Balance Audit Recorded By Harker, Amy
Provider Name Howard Regional Health Systems Copied from Case = PRV-2012-03-000007
Provider Status Open

Provider Info

Enter an Offset transaction in the Recoupment Amount Ledger.
i. Pressthe Add New button to add a ledger transaction
ii. Enter the date that the Offset was dispositioned in AIM as the Transaction Date.
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iii. Choose the transaction type of Offset.

iv. Enter the Offset Principal and Offset Interest amounts.

v. Enter the Principal AR Number associated with the Offset transaction.
vi. Enter the Interest AR for the offset in the Comments field.

i Press Save and Exit.

EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Payment = PRI-2014-06-000004 - DG Date B
Case Mame Training Project Record
Prowvider Mame ATKINS EDWARD M

Transaction Date®

MNet Principal Due Met Interest Due Met Amount Due
000.00 100.00 1,000.00

Transaction Type®
() Check (:] Refund [::] Additional Overpayment (:] Write Off [::] Correction [::] Claim Adjustment

O Rescind O Interest Recalculation O Settlement O Voided Claim

Dffset Principal Offset Interest Accounts Receivable Number
| | | (One per line when entering multiples)

Offset Total
[0.00 |
Dutstanding Principal Outstanding Interest Dutstanding Balance Recovered Amount
[900.00 | [100.00 | [1.000.00 | [o.o0
omments

|:| Expand Spell Check

Press the Add New button to add a ledger transaction.

Enter the date that the Claim Adjustment or Void was processed in the Transaction Date field.
Choose Claim Adjustment or Void for the Transaction Type.

Enter the Principal amount for the Claim Adjustment or Void.

Enter the ICN associated with the original audited claim(s) in the ICN field Do not enter the
daughter ICN in this field.

6. Press Save and Exit.

A A
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EXIT SAVE & EXIT BAVE

This is a new record. please save to see other buttons.

Payment = PRI-2014-05-000004 - 006
Case Name Training Project F
Provicer Mame ATKINS EDWARD M

[Transar:tiun Date*]

Met Principal Due Net Interest Due Net Amount Due
S00.00 100.00 1,000.00

Transaction Type®
() Check (7 Refund (7 Additional Overpayment () Write Off () Correction L:i:. Claim A.djustment]
() Offset () Rescind () Interest Recalculation [7) Settlement () Voided Claim

Adjustment Principal Adjustment Total @H's
| | (One per line when entering multiples)

Adjustment Total
[0.00 |
Outstanding Principal Outstanding Interest Outstanding Balance Recovered Amount
[900.00 | [100.00 | [1.000.00 | [o.00
omments

|:| Expand Spell Check

How do | record a MRO MatchB

For MROs, a portion of each payment received is refunded to DMHA per the MRO match agreement. In
order for the entity to receive credit for identifying and recovering the full overpayment amount, the
portion of the payment that was refunded to DMHA is included with the initial overpayment amount
identified during the FCO process. However, as the provider will not be including this amount in the

payment, the portion that was refunded to DMHA must be verified with DMHA and then entered with a
payment type of MRO Match.

1. Verify with DMHA that the portion of the overpayment that was to be refunded to DMHA was
actually refunded to DMHA.

2. Add a new payment transaction
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¥ Recoupment & Recovery

Recoupment Notes

|:| Expand Spell Check

Recoupment Status Final Calculation of Overpayment Date
<select> o

Current Recoupment Action Current Reco it Action Date
[=select> v

Initial Principal Initial Interest Initial Overpayment Total
100.00 100.00 200.00

[] Extrapolated

Recovered to Date Recovered B Current Outstanding Principal Current Dutstanding Interest ‘Current Outstanding Balance
100.00 100.00 200.00

Interest End Date

Recoupment Amount Ledger

# Date MNet Amount Due Transaction Type Transaction Amount Outstanding Principal Outstanding Interest State Interest Outstanding Balance

3. Enter the transaction date.
4. Choose the transaction type of MRO Match.
5. Enter the portion of the principal that was a MRO match in the MRO Match principal field.
6. Press save and exit.
- Records Reports Maintenance
3
EXIT SAVE & EXIT SAVE
This is 2 new record. please save to see other buttons.
Payment = PRI-2013-06-000004 - 001 Date Recorded
Case Name CO 2195 DMA UPLOAD TEST PROJECT Recorded By
Provider Mame JOHNSON MEMORIAL HOSPITAL

Transaction Date

Met Principal Due Met Interest Due MNet Amount Due
100.00 100.00 200.00

Transaction Type*
() Check (") Refund () Additional Overpayment (] Write Off () Voided Claim

() Offset () Rescind (_) Interest Recalculation ) Settlement (") Claim Adjustment

[nm Match princifl ]

MRO Match Total

Outstanding Principal Outstanding Interest Outstanding Balance Recovered Amount
[100.00 | [1o0.00 | [z00.00 | [o.00

Comments

[ ] Expand Spell Check
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What transaction type should I use to record my recoupment transaction?

Transaction
Type

Description

Impact on
Outstanding
Balance

Impact on
Recovered
To Date

Check

-Used for entering checks received for principal, interest, or
both.

-"Check Amount" and "Check Total" should always match.
Entire check amount must be applied in the combination of
principal and interest, even if the provider paid more than
they were supposed to.

----The only exception to the above rule is when one check
is applied across multiple provider cases. In this situation,
the entire check amount should be entered in "Check
Amount" field for each provider case, and the "Check
Total" field for all the provider cases should sum to equal
the "Check Amount".

-If a correction needs to be made to a previously-entered
Check transaction, another Check transaction should be
entered to make the change desired. This second Check
transaction should have the same Check Number and CCN
Number as the original Check transaction, and should have
a clear description of the reason for the additional
transaction.

Decreases

Increases

Correction

THIS TRANSACTION TYPE SHOULD NEVER BE
USED

Claim
Adjustment

Page 129 of 205

-Used for recording a recovery due to a Claim Adjustment
that is not an entirely VVoided Claim.

-The "Adjustment Principal™ should be the difference
between the initial (mother) claim and the adjusted
(daughter) claim.

-The ICN's entered should be the initial (mother) ICN's.
---If the adjustment had to be forced by voiding the initial
claims and submitting new claims, the old and new ICN's
should be entered.

-1f a correction needs to be made to a previously-entered
Claim Adjustment transaction, another Claim Adjustment
transaction should be entered to make the change desired.
This second Claim Adjustment transaction should have the
same ICN's as the original Claim Adjustment transaction,
and should have a clear description of the reason for the
additional transaction.

Decreases

Increases
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Transaction
Type

Description

Impact on
Outstanding
Balance

Impact on
Recovered
To Date

Voided Claim

-Used for recording a recovery due to an entirely voided
claim. -The "Adjustment Principal" should be the entire
paid amount of the claim.-The ICN's entered should be the
initial (mother) ICN's.-If a correction needs to be made to a
previously-entered Voided Claim transaction, another
Voided Claim transaction should be entered to make the
change desired. This second Voided Claim transaction
should have the same ICN's as the original VVoided Claim
transaction, and should have a clear description of the
reason for the additional transaction.

Decreases

Increases

Offset

-Used for recording a recovery through an A/R Offset that
is NOT tied to a claim adjustment or void and is, therefore,
NOT dispositioned to the claim level.

-If a correction needs to be made to a previously-entered
Offset transaction, another Offset transaction should be
entered to make the change desired. This second Offset
transaction should have the same Accounts Receivable
Number(s) as the original Offset transaction, and should
have a clear description of the reason for the additional
transaction.

Decreases

Increases

Additional
Overpayment

-Used for adjusting the amount due by the provider,
whether it be principal, interest, or both.

-Could be caused by entry errors in the Initial Overpayment
fields, or by appeals.

-Should be used even if the Initial Overpayment fields need
to be decreased.

-If a correction needs to be made to a previously-entered
Additional Payment transaction, another Additional
Payment transaction should be entered to make the change
desired. This second Additional Payment transaction needs
to have a clear description of the reason for the additional
transaction.

Increases

No Impact

Interest
Recalculation
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-Used for adjusting the interest due by the provider as a
result of failure to pay.

-Usually calculated at the time of sending a Demand Letter.
-If a correction needs to be made to a previously-entered
Interest Recalculation transaction, another Interest
Recalculation transaction should be entered to make the
change desired. This second Interest Recalculation needs

Increases

No Impact
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Transaction
Type

Description

Impact on
Outstanding
Balance

Impact on
Recovered
To Date

to have transaction have a clear description of the reason
for the additional transaction.

Rescind

-Used for reducing amount owed by the provider as a result
of reconsideration or appeal.-If the provider has already
paid, and a portion of the paid amount is rescinded, this
transaction would need to be followed by an expenditure
request and a Refund transaction.-If a correction needs to
be made to a previously-entered Interest Rescind
transaction, another Rescind transaction should be entered
to make the change desired. This second Rescind
transaction needs to have a clear description of the reason
for the additional transaction.

Decreases

No Impact

Refund

-Used for paying money back to the provider that has
already been collected.

-This could be caused by a provider overpaying (they sent a
check for $155 when the total overpayment was only $150)
or the result of a Rescind.

-If a correction needs to be made to a previously-entered
Refund transaction, another Refund transaction should be
entered to make the change desired. This second Refund
transaction needs to have a clear description of the reason
for the additional transaction.

Increases

Decreases

Write Off

-Used when the Provider has declared bankruptcy or some
other legal action requires FSSA to give up on collecting
the money.

-Should only be used if a Write Off has been authorized by
the FSSA Controller.

-If a correction needs to be made to a previously-entered
Write-Off transaction, another Write-Off transaction should
be entered to make the change desired. This second Write-
Off transaction needs to have a clear description of the
reason for the additional transaction.

Decreases
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No Impact
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Transaction
Type

Description

Impact on Impact on
Outstanding | Recovered
Balance To Date

Settlement

-Used when the provider appeals the case and the court
proceedings result in a settlement. This causes the original
amounts to be no longer relevant and they must be replaced
by the settlement amounts.

-Should only be used if a Settlement has been authorized by
the FSSA Controller.

-If a correction needs to be made to a previously-entered
Settlement transaction, another Settlement transaction
should be entered to make the change desired. This second
Settlement transaction needs to have a clear description of
the reason for the additional transaction.

Replaces No Impact

MRO Match

-Used to record the amount that was refunded to DMHA
due to the MRO Match program. Amount will not be
recovered from provider but is recorded as a payment so
that entity will receive credit for identifying and recovering
the overpayment. Amount is not recovered from the
provider because provider has already refunded the amount
to DMHA as a part of the MRO match program.

Decreases Increases

1. If a provider pays only part of the amount owed via check and it is not specified what claims or
amounts that the payment applies to, the case disposition specialist will need to contact the
provider to determine how the payment should be applied.

2. If the partial payment is received via offset, the amounts should be applied toward principal until
it is satisfied, and then toward interest until the overpayment has been satisfied.

3. The steps to disposition the payment should be followed, depending on the type of payment
received.

3. To Disposition the Provider in i-Sight:

a.

b.

C.
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In the Current Recoupment Action field:

3.1f the full principal overpayment total has been processed at once, even if there
were multiple offsets, select Dispositioned — Full Amount.

4.1f the full principal overpayment total has NOT been processed at once, even if
you are currently processing the last payment to satisfy the full amount, select

Dispositioned — Partial Amount.

In the Current Recoupment Action Date field, enter the date that the check or offset was

dispositioned in IndianaAlM.
Click Save at the top of the window.
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Recoupment & Recovery

Recoupment Notes

[[] Expand Spell Check

Recoupment Status

Current Recoupment Action
Dispositioned - Full Amount

Final Calculation of Overpayment Date
5/35.704

Current Recoupment Action Date
bl 06/23/2014

n

20.49

533.89

[[] Extrapolated

Recovered to Date Recovered B: Current Dutstanding Principal Current Dutstanding Interest  Current Dutstanding Balance
IS v 0.00 0.00

Interest End Date

Recoupment Amount Ledger

# Date MNet Amount Due Transaction Type Transaction Amount Outstanding Principal O ling Int t State Int t O ding Balz
002 07/06/2012 0.00 Settlement 0.00 0.00 0.00 1
001 07/06/2012 554.38 Check 554.28 0.00 0.00 [}

What if a provider pays for more than one location/audit with one check?
If a provider pays for more than one location or audit with one check, you will need to record a check
transaction for each location/audit.
1. Add a Check transaction to the payment ledger.
Press the Add New button to add a ledger transaction
Enter the date that the check was received in the lockbox as the Transaction Date.
Choose the Transaction Type of Check
Enter the amount of the check in the Check Amount field. This amount should be
identical to the amount on the check. This amount will be the same in each transaction
that you enter.
e. Enter the amount of the check that should be applied toward principal in the Check
Principal field. Enter only the amount that covers the principal for this provider/audit
f.  Enter the amount of the check that should be applied toward interest in the Check Interest
field. Enter only the amount that covers the interest for this provider/audit
Enter the check number in the Check Number field.
Enter the Cash Control Number in the CCN field.
Enter any pertinent notes in the comments field.
Press Save
Upload a copy of the check to the Attachments section.
Press Save and Exit.

oooTe

—xT o oa@
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=g = =

EXIT SAVE & EXI AVE
This is a new record. please save to see other buttons.

Payment = PRI-2014-06-000004 - 0DG D=t H

Case Name Training Project Recorg

Provider Mame ATKINS EDWARD M

Transaction Date®

Met Principal Due Met Interest Due Net Amount Due
900.00 100.00 1,000.00

Transaction Type®

. Refund O Additional Overpayment O Write Off O Correction O Claim Adjustment

O Offset O Rescind O Interest Recalculation O Settlement O Voided Claim

[Checlt Amount Check Principal Check Interast Check Mumber CCN Mumber |]
Check Total
[0.00 |
Dutstanding Principal Dutstanding Interast Dutstanding Balance Recovered Amount
[900.00 | [100.00 1,000.00 | [o.00
omments N\

D Expand Spell Check
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What do I do if the provider underpays?

1. If the provider underpays principal, pursue the amount owed. If unable to collect the amount
owed, consult with FSSA Finance.

2. If the provider underpays interest and it is less than $5.00, enter a rescind transaction for the
amount of interest owed. If the provider underpays interest and the amount is greater than $5.00,
pursue the amount owed. If unable to collect the amount owed, consult with FSSA Finance.

1. If a provider remits more than what is due, record the entire amount of the payment in the case.
This will result in a negative outstanding balance. The overage should be reported as Interest.

2. Follow the steps in How do | refund an overpayment? to process and record a refund for the
overpayment amount.

What do | do if a provider pays before the FCO?
When a check is received from a provider prior to the FCO, please follow the following steps.

1. Go to the Recoupment and Recovery section.
a. Select the Recoupment Status of Open.
Do not enter a date in the Final Calculation of Overpayment Date field.
Select the appropriate Entity for Recovered by field.
Enter the amount of the check as the Initial Principal.
Press the Send for Recovery button

® oo o

e Send for Recovery

Recoupment Notes

D Expand Spell Check

Recoupment Status | Final Calculation of Overpayment Date
a Opan |
Current Recoupment Action Current Recoupment Action Date
| zsalacr> v |
d Initial Principal Initial Interest Initial Overpayment Total
[0.00 [0.00
[] Extrapolated
Recovered to Date Recovered By Current Dutstanding Principal Current Outstanding Interest Current Outstanding Balance
¢

Interest End Date

2. Return to the Recoupment and Recovery section
a. Press Add New to add a new ledger transaction
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Enter the date that the check was received (in the lockbox) as the Transaction Date

Choose Check as the Transaction Type

Enter the amount of the check in the Check Amount field.

Enter the amount of the check in the Check Principal field.

Enter the check number in the Check Number field.

Enter the CCN Number in the CCN Number field.

Save the record.

Add a copy of the check as an attachment to the record.

=g B W O}

BT SAVE & EXIT SAVE

—oQ o o 0o

This is a new record. please save to see other buttons,
Payment = PRJ1-2013-06-000004 - 001 Date Recorded 08/07/2014
Case Name CO 2195 DMA UPLOAD TEST PROJECT Recorded By Harker, Amy

Provider Name SOUTHERN CARE INC

Transaction Date™|

Net Principal Due Net Interest Due Net Amount Due
100.00 0.00 100.00
ion Type*
c () Refund () Additional Overpayment () Write Off () Correction () Claim Adjustment
() Offset () Rescind () Interest Recalculation () Settlement () Voided Claim

e
d Check Amount Check Principal Check Interest f Check Number JCCN Numb g9
[100 100 | 12341 32151351322 |

Check Total

Outstanding Principal Outstanding Interest Outstanding Bal e Recovered Amount
[160.00 | [o60 | [te6.e0 | [co

Comments

[[JExpand Spell Check

m Status Notes (0) |

B Attachments (0

3. When the final calculations for the case have been made and the FCO is ready to send, do the
following.
a. Enter the FCO date in the Final Calculation of Overpayment Date field and press Save.
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> B B © B= %

B Reconsideration of Preliminary Findings (0)
m Appeals (0)
7 Recoupment & Recovery

Recoupment Notes
T

[JExpand Spell Check

Recoup t Status
IDpen v

Final Calculation of Overpayment Date
|oe/o07/2014 a

Press Add New to add a new ledger transaction.

Enter the FCO date as the Transaction Date

Choose Additional Overpayment as the Transaction Type

Enter the appropriate amount in the Additional Overpayment Principal field to correct the
Initial Principal amount. (If the FCO principal is for more than the check, enter a positive
amount. If the FCO principal is for less than the check, enter a negative amount.)

Enter the interest assessed in the Additional Overpayment Interest field.

Click Save and Exit.

© oo o

I made a mistake in a recoupment transaction. How do | correct it?

1. To correct a CHECK transaction, enter a new CHECK transaction for the amount of the
correction.
a. Enter the Transaction Date. The transaction date should be the same date as the
transaction you are correcting.
Choose the Transaction Type of Check.
Enter the actual amount of the check in the Check Amount field.
d. To subtract from the original amount, enter a negative amount in the principal and
interest fields. To increase the amount, add a positive amount in the principal and/or
interest fields.
Enter the Check Number.
f. Include a complete explanation for the correction in the comments field and attach any
necessary documentation.

© o

@
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EXIT SAVE 8 EXIT aAVE @
This is a new record. please save to see other buttons.

Payment # PRI-2014-02-000002 - 001 Date Recorded 02/07/2014

Case Name Self-Disclosure Recorded By Harker, Amy

Provider Mame ADOLESCENT GYN CLINIC

Transaction Date*

Net Principal Due MNet Interest Due MNet Amount Due
130.00 15.00 165.00

srexetign Type®
(~ Refund [~ Additional Overpayment (= Write Off [ Correction (T Claim Adjustment
—affse (~ Settlement (- Voided Claim

(" Rescind (= Intarest Recalculation

Y N
[Check Amount Check Principal Check Interest Check Number CCN Number

Chack Total

Outstanding Interest Outstanding Balance Recovered Amount

Outstanding Principal

Comments

[~ Expand Spell Check

2. Tocorrect a CLAIM ADJUSTMENT Transaction, enter a new CLAIM ADJUSTMENT
transaction for the amount of the correction. Be sure to include the appropriate ICNs in the
transaction

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.
Choose the Transaction Type of Claim Adjustment
To subtract from the original amount, enter a negative amount in the Adjustment
Principal field. To increase the amount, enter a positive amount in the Adjustment
Principal field.
Include the appropriate ICNs in the transaction.

e. Include a complete explanation for the correction in the comments and attach any
necessary documentation.
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g [~ (] ®

EXIT SAVE & EXIT SAVE
This is a new record. please save to see other buttons.

Payment # PRJ-2014-02-000002 - 001 Date Recorded 02/07 /2014

Case Name Self-Disclosure Recorded By Harker, Amy

Provider Name ADOLESCENT GYN CLINIC

Transaction Date™|

Net Principal Due Met Interest Due Net Amount Due
150.00 i5.00 i65.00

Transaction Type*
(™ Check (= Refund [~ Additional Overpayment [~ Write Off (= Correction| (& Claim Adjustment
(= Offset [~ Rescind (~ Interest Recalculation (= Settlement (= Voided Claim

Adjustment Principal Adjustment Total ICN's
(One per line when entering multiples)

| | | .

Adjustment Total
Qutstanding Principal Outstanding Interest Qutst ding Balance Recoverad Amount

0.00 | [15.00 | [165.00 0.00

Comments

»

1

Expand Spell Check
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3. Tocorrect a VOIDED CLAIM Transaction, enter a new VOIDED CLAIM transaction for the
amount of the correction.

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.

b. Choose the Transaction Type of Voided Claim

c. To subtract from the original amount, enter a negative amount in the VVoided Principal
field. To increase the amount, enter a positive amount in the Voided Principal field.

d. Include the appropriate ICNs in the transaction.

e. Include a complete explanation for the correction in the comments and attach any
necessary documentation.

This is a new record. please save to see other buttons.

Payment # PRI-2014-02-000002 - 001 Date Recorded 02/07 /2014
Casa Name Self-Disclosure Recorded By Harker, Amy
Provider Name ADOLESCENT GYN CLINIC

L 1

Net Principal Due  HNet Interest Due Net Amount Due

150.00 15.00 165.00

Transaction Type*
(~ Check (= Refund [~ Additional Overpayment (= Write OFf Correction Claim Adjustment
(" Offset (™ Rescind [~ Interest Recalculation [~ Settlement| (¥ Voided Claim

[ Voided Principal ] Voided Total éﬂ's

(One per line when entering multiples)

| -

Void Total

Outstanding Principal Outstanding Interest Outstanding Balance Recowvered Amount

Comments

Expand Spell Chercl

Status Notes (0)
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4. To correct a REFUND Transaction, enter a new REFUND transaction for the amount of the
correction.

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.
Choose the Transaction Type of Refund
To subtract from the original amount, enter a negative amount in the
Refund Principal and/or Refund Interest and/or State Interest fields. To increase the
amount, enter a positive amount in the Refund Principal and/or Refund Interest and/or
State Interest fields.

d. Include the appropriate Expenditure Payout Number in the transaction.

e. Include a complete explanation for the correction in the comments and attach any
necessary documentation.

EXIT SAVE 8 EXIT SAVE (B
This is a new record. please save to see other buttons.

Payment # PRI-2014-02-000002 - 001 Date Recorded 02/07f2014
Case Name Self-Disclosure Recorded By Harker, Amy
Provider Name ADOLESCENT GYN CLINIC
Transaction Date*

et Principal Due et Interest Due HNet Amount Due

150.00 15.00 165.00
Transactigr oo

= Check Additional Overpayment (~ Write Off (™ Correction (= Claim Adjustment

(" Offset T Rescond (- Interest Recalculation [~ Settlement [~ Voided Claim

[Refund Principal Refund Interest State Interest Expenditure Payout Numbe]
Refund Total
Dutstanding Principal Dutstanding Interest Outstanding Balance Recoverad Amount
Comments \
-
Expand Spell Check
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5. Tocorrect an ADDITIONAL OVERPAYMENT Transaction, enter a new ADDITIONAL
OVERPAYMENT transaction for the amount of the correction.

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.
Choose the Transaction Type of Additional Overpayment.
To subtract from the original amount, enter a negative amount in the
Additional Overpayment Principal and/or Additional Overpayment Interest fields. To
increase the amount, enter a positive amount in the Additional Overpayment Principal
and/or Additional Overpayment Interest fields.

d. Include a complete explanation for the correction in the comments and attach any
necessary documentation.

EXIT SAVE & EXIT SAVE @
This is a new record. please save to see other buttons.

Payment # PRJI-2014-02-000002 - 001 Date Recorded 02f07 /2014

Case Name Self-Disclosure Recorded By Harker, Amy

Provider Name ADOLESCENT GYN CLINIC

Transaction Date™*

Net Principal Due Net Interest Due Net Amount Due

150.00 15.00 165.00

Transaction Type*
(™ Check [~ Refund[:’:‘ Additional D’verpayment]:" Write Off (~ Correction (* Claim Adjustment
(" Offset [~ Rescind [~ Interest Recalculation [~ Settlement (~ Voided Claim

[Additiunal Overpayment Principal Additional Overpayment Interest ]

Additional Overpayment Total

Outstanding Principal Dutstanding Interest Outstanding Balance Recovered Amount

Comments

[~ Expand Spell Check
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6. To correct a WRITE-OFF Transaction, enter a new WRITE-OFF transaction for the amount of
the correction.

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.
b. Choose the Transaction Type of Write-off
c. To subtract from the original amount, enter a negative amount in the
Write-off Principal and/or Write-off Interest fields. To increase the amount, enter a
positive amount in the Write-off Principal and/or Write-off Interest fields.
d. Choose the appropriate Write-off reason from the list provided.
e. Include a complete explanation for the correction in the comments and attach any
necessary documentation.
This is a new record. please save to see other buttons.
Payment # PRI-2014-02-000002 - 001 Date Recorded 02/07/2014
Case Name Self-Disclosure Recorded By Harker, Amy

Provider Name

ADOLESCENT GYN CLINIC

Transaction Date*
et Principal Due et Interest Due Net Amount Due

150.00

15.00 165.00

Transaction Type*
(™ Check (* Refund (T Additional Overpayment| (¢ Write Off |~ Correction (T Claim Adjustment

(" Offset (™ Rescind (™ Interest Recalculation [~ Setflement (= Voided Claim
Write Off Principal Write Off Interest Write Off Reason
| | | <select> hd

Write Off Total

Outstanding Principal Outstanding Interest Outstanding Balance

Recovered Amount

Comments

Check
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7. To correct an OFFSET Transaction, enter a new OFFSET transaction for the amount of the
correction.

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.
Choose the Transaction Type of Offset.
To subtract from the original amount, enter a negative amount in the
Offset Principal and/or Offset Interest fields. To increase the amount, enter a positive
amount in the Offset Principal and/or Offset Interest fields.

d. Include the appropriate Accounts Receivable Number in the transaction.

e. Include a complete explanation for the correction in the comments and attach any
necessary documentation.

EXIT SAVE & EXIT SAVE @
This is a new record. please save to see other buttons.

Payment # PRI-2014-02-000002 - 001 Date Recorded 02/07 /2014

Case Name Self-Disclosure Recorded By Harker, Amy

Provider Name ADOLESCENT GYN CLINIC

Transaction Date*

Net Principal Due HNet Interest Due Net Amount Due
150.00 i5.00 i185.00

Transaction Type*
(~ Check [~ Refund (~ Additional Overpayment (- Write Off (= Correction (~ Claim Adjustment

(# Offset |~ Rescind (~ Interest Recalculation (™ Settlement (™ Voided Claim

[foset Principal Offset Interest

Accounts Receivable Number
({One per line when entering multiples)

-

Offset Total

Outstanding Principal Outstanding Interest Outstanding Balance Recowverad Amount

émments

[ Expand Spell Check
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8. To correct a RESCIND transaction, enter a new RESCIND transaction for the amount of the
correction.

a. Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.
Choose the Transaction Type of Rescind.
To subtract from the original amount, enter a negative amount in the
Rescind Principal and/or Rescind Interest and/or Interest State fields. To increase the
amount, enter a positive amount in the Rescind Principal and/or Rescind Interest and/or
Interest State fields.

d. Include a complete explanation for the correction in the comments and attach any
necessary documentation.

Records Reports Maintenance
EXIT SAVE & EXIT BAVE @
This is a new record. please save to see other buttons.

Payment # PRI-2014-02-000002 - 001 Date Recorded 0270772014
Case Name Self-Disclosure Recorded By Harker, Amy
Provider Nama ADOLESCENT GYN CLINIC

=t patOroe &t Interest Due Net Amount Due
150.00 15.00 165.00

Transaction Type®
(™ Check ( Refund (* Additional Overpayment [~ Write Off (= Correction (™ Claim Adjustment
o foset:"' Interest Recalculation (& Settlement (~ Woided Claim

[Rescind Principal Rescind Intarest Interest Stata ]

Rescind Total

Outstanding Principal Outstanding Interest Dutstanding Balance Recovered Amount

Comments

— Expand Spell Check
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9. Tocorrect an INTERST RECALCULATION Transaction, enter a new INTEREST
RECALCULATION transaction for the amount of the correction.

a.

Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.

Choose the Transaction Type of Interest Recalculation.

To subtract from the original amount, enter a negative amount in the

Additional Interest field. To increase the amount, enter a positive amount in the
Additional Interest.

Include a complete explanation for the correction in the comments and attach any
necessary documentation.

EXIT SAVE & EXIT BAVE E

Payment =
Case Name

Provider Name

This is a new record. please save to see other buttons.
PRJ-2014-02-000002 - 001 Date Recordad 02/07/2014
Self-Disclosure Recorded By Harker, Amy
ADOLESCENT GYN CLINIC

Transaction Date®
Net Principal Due Net Interest Due Net Amount Due

150.00

15.00 165.00

Transaction Type®*
(~ Check [~ Refund (T Additional Overpayment (= Write Off (T Correction (T Claim Adjustment
(- Offset Rescind[ (¢ Interest Recalculatiun] (* Settlement (T Voided Claim

[Ad ditional Interest
| |

Additional Interest Total

Outstanding Principal Outstanding Interest Outstanding Balance Recovered Amount

Comments

T I

= a4
—Expand—Spett-Eheck
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10. To correct a SETTLEMENT Transaction, enter a new SETTLEMENT transaction.

a.

Enter the Transaction Date. The Transaction Date should be the same date as the date of
the Transaction that you are correcting.

Choose the Transaction Type of Settlement.

The Settlement Transaction resets the Outstanding Principal and Outstanding Interest
amounts. Enter the correct Outstanding Principal amount and the correct Outstanding
Interest amount.

Include a complete explanation for the correction in the comments and attach any
necessary documentation.

EXIT SAVE & EXIT SAVE E

Payment #
Czse Name

Provider Name

This is a new record. please save to see other buttons.

PRJ-2014-02-000002 - 001 Date Recorded 0Z2/07/2014

Self-Disclosure Recorded By Harker, Amy

ADOLESCENT GYN CLINIC

Transaction Date®

150.00

et Interest Due Net Amount Due
15.00 165.00

Transaction Type*

(~ Check (= Refund (= Additional Overpayment & i {~ Correction (= Claim Adjustment
(- Offset [~ Rescind [~ Interest Recalculation| (& Settlement [~ Voided Claim

[ Settlement Principal

Settlement Interest ] Net Effect of Settlement

Settlement Total

Outstanding Principal

Dutstanding Interest Dutstanding Balance Recovered Amount

Comments

[~ Expand Spell Check
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How do I show that and Offset or A/R has been established for a case?

1. Open the appropriate provider record.
# LPI NPI Provider Name Provider Type MFCU Hold OMPP Hold

o001 200099190 ADOLESCENT GYN CLINIC (08) Clinic

2. Inthe Recoupment and Recovery section of the Provider record, check the box next to A/R
Created.

CMS Reporting

CMS5 Due Date
™ ASR Created

Final Principal Final Interest Final Dverpayment Amount CMS Report Date®

FMAP SMAP
| | | | Calculate

Recovery Completed

3. When funds are recovered from a future payment, enter a Payment Ledger record to record the
recovery.
a. Pressthe Add New button in the recoupment and recovery section.
b. Select the correct transaction date.
c. For Transaction Type, choose Offset.
d. Inthe Offset Principal field, enter the amount of the payment to be applied toward
outstanding principal.
e. Inthe Offset Interest field, enter the amount of the payment to be applied toward the
outstanding interest.
Enter the corresponding Accounts Receivable Number(s) in the field provided.
In the comments field, add any relevant comments about the transaction.
Save the record.
Upload any documentation pertaining to the transaction as attachments.
i. Pressthe “Add New” button to add a new attachment.
ii. Enter the attachment date.
iii. Browse for and attach the document.
iv. Enter any notes about the attachment in the Attachment Notes field.
v. Save and exit the record.

— TQ
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=

EXIT SAVE & EXIT BAVE E

This is a new record. please save to see other buttons.

Payment # PRI-2014-02-000002 - 001 Date Recorded 02f07/2014
Case Name Self-Disclosure Recordad By Harker, Amy
Provider Name ADOLESCENT GYN CLINIC

L 1

Net Principatl Due . Met Interest Due Net Amount Due

150.00 15.00 155.00

Transaction Type®
(" Check [ Refund [~ Additional Overpayment (T Write Off (T Correction (= Claim Adjustment

( Offset ([ Rescind (T Interest Recalculation (= Settlement [~ Voided Claim

Offset Principal Offset Interest Accounts Receivable Number
(One per line when entering multiples)

Offset Total

Outstanding Interest Outstanding Balance Recoverad Amount

Outstanding Principal

Comments

I~ Expand Spell Check

The provider has not paid. How do | add Additional Interest and send a Demand
Letter?

1. Calculate the interest from the last interest date to the new interest date.

2. Create a Demand letter using the appropriate template and route for approval.

3. Send the letter to the provider.

4. Follow the steps to add a letter record and enter the appropriate information.

5. To add additional interest to the provider’s account due to non-payment, add an Additional

Interest transaction to the ledger.

a. Enter the date that the additional interest was calculated to into the Interest End Date
field.

Recoverad to Date Recovered By Current Outstanding Principal Current Outstanding Interest Current Dutstanding Balance
[0 | Lo ]
Interest End Daﬂ

b. Press Add New to add a new ledger transaction.

Recoupment Amount Ledger

# Date MNet Amount Due Transaction Type Transaction Amount Outstanding Principal Outstanding Interest State Interest Outstanding Balance
00z 07/02/2014 220.00 Check 220.00 0.00 0.00 0.00
001 07/01/2014 550,00 Check 330.00 200.00 20.00 220.00

Add New

TRUVEN @&
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c. Enter the transaction date in the Transaction Date field. (If a demand letter is being sent,
enter the date of the demand letter.)

Choose Interest Recalculation as the Transaction Type.

Enter the amount of interest being added to the account in the Additional Interest field.
Enter any pertinent comments into the comments field.

Press Save and Exit.

EXIT SAVE & EXIY) SAVE

Q@ ~oa

This is a new record. please save to see other buttons.

Payment = PRI-2014-05-000004 - 003 Date Recorded
Case Nams Training Project Recorded By
Provider Name Test provider 2

Transaction Date?

Net Principal Due Net Interest Due Net Amount Due
0.00 0.00 0.00

Transaction Type®
O Check O Refund O Additional Dverpayment O Write Off O Correction O Claim Adjustment

() Offset () Mscind[@ Interest Recah:ulatinn]o Settlement (7) Voided Claim

[ Additional Interest ]

Additional Interest Total

Outstanding Principal Outstanding Interest Outstanding Balance Recovered Amount
[0.00 | [o.00 | [o.oo | [o.00

Comments

D Expand Spell Check
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How do I change the amount that the provider owes?

6. To change the amount that the provider owes due to rescinding claims, enter a Rescind
transaction into the ledger to decrease the amount owed.
a. Pressthe Add New button to add a new transaction

Recoupment Amount Ledger

# Date MNet Amount Due Transaction Type Transaction Amount Outstanding Principal Outstanding Interest State Interest Outstanding Balance
00z 07/02/2014 220.00 Check 220.00 0.00 0.00 0.00
001 07/01/2014 550,00 Check 330.00 200.00 20.00 220.00

['::. Add New :']

Enter the date of the transaction in the Transaction Date field.

Choose Rescind as the Transaction Type

Enter the amount of principal and interest rescinded.

If the amount was rescinded after the provider paid, and additional interest is due to the
provider, enter that amount in the Interest State field.

f.  Enter any comments pertaining to the transaction.

g. Press Save and Exit.

o o0 o

- Records Reports Maintenance
Er’ SAVE:MT Es @
This is a new record. please save to see other buttons.
Payment = PRI-2014-06-000004 - 003 Diate Recorded 08/18/2014
Case Name Training Project Recorded By Harker, Amy
Provider Name Test provider £2

Transaction Date

MNet Principal Due Met Interest Due Net Amount Due
0.00 o

Transaction Typa®
O Check (7) Refund O Additional Overpayment O Write Off O Correction O Claim Adjustment

() Dffset O Interest Recalculation () Settlement (7) Voided Claim

[Rescind Principal Rescind Interast Ilnterest State ]

Rescind Total

Outstanding Principal Outstanding Interest Outstanding Balance Recovered Amount
[0.00 | [o.00 | [o.00 | [o.00

Comments

D Expand Spell Check

W Status Notes (0) I

7. To change the amount that the provider owes for another reason (e.g.: entry error when entering
the initial amounts, provider paid before FCO was sent), add an Additional Overpayment
transaction to the ledger.

a. Pressthe Add New button to add a new ledger transaction.

TRUVEN @&
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Recoupment Amount Ledger

# Date MNet Amount Due Transaction Type Transaction Amount Outstanding Principal Outstanding Interest State Interest Outstanding Balance
002 07/02/2014 220.00 Check 220.00 0.00 0.00 0.00
001 07/01/2014 550.00 Check 330.00 200.00 20.00 220.00

[ Add New ]

Enter the date of the transaction in the Transaction Date field. If correcting the initial
amounts due to an entry error or because the provider paid prior to the FCO, the
Transaction Date should be the FCO date.

Choose Additional Overpayment as the Transaction Type

Enter the amount of Additional Overpayment Principal and Additional Overpayment
Interest necessary to correct the Outstanding balances. (If the overpayment amounts need
to be increased, enter a positive amount. If the overpayment amounts need to be
decreased, enter a negative amount.)

Enter comments to explain why you are entering the transaction.

Press Save and Exit.

g

EXIT SAVE & EXIT BAVE

Payment =
Case Name

Provider Name

Transaction Date®

Net Principal Due Met Interest Due Met Amount Due
0.00 0

Transaction Type®
(7 Check (™)
J J

(7) Offset (7) Rescind () Interest Recalculation () Settlement () Voided Claim

This is a new record. please save to see other buttons.
PRI-2014-05-000004 - 003 Date Recorded 08/18/2014
Training Project Recorded By Harker, Amy

Test provider #2

Refund |g) Additional Overpavment] () write Off (7) Correction () Claim Adjustment

[Additional Dverfafent Principal Additional Duerfaﬁent Interest ]

Additional Overpayment Total
Outstanding Principal Outstanding Interest Dutstanding Balance Recovered Amount
0.00 0.00 0.00 0.00

Comments

D Expand Spell Check

How do I refund an overpayment?

1.

2.
3.

If the provider is due a refund for any reason, complete an expenditure request and send to SUR
for approval.

Upon approval of the request, enter the expenditure request in IndianaAlM.

When the expenditure processes, enter a refund transaction in i-Sight. (There must be a negative
outstanding balance before a Refund transaction is entered. (If the outstanding balance is not
negative, you must first enter a transaction to change the outstanding balance to the amount that is
due to the provider. If you have questions about how to do this, please contact the help desk at
Healthcare-IndianaFADSHelpDesk@truvenhealth.com.)

TRUVEN @&
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a. Pressthe Add New button to add a new ledger transaction.

Recoupment Amount Ledger

# Date Met Amount Due Transaction Type Transaction Amount Outstanding Principal Outstanding Interest State Interest Outstanding Balance
00z 07/02/2014 220,00 Check 220.00 0.00 0.00 0.00
001 07/01/2014 550.00 Check 330.00 200.00 20.00 220.00

[ Add New ]
Enter the date that the transaction processed as the Transaction Date.
Choose Refund as the Transaction Type.
Enter the Refund Principal and Interest.
If there is additional interest that is due to the provider on an amount that the provider
paid at an earlier date, enter the additional interest amount in the State Interest field.
Enter the Expenditure Payout Number in the field provided.
Enter any pertinent comments in the comments field.
Press Save.
Upload a copy of the expenditure payout request to the Attachments section of the record.
j.  Press Save and Exit.

EXIT SAVE & EXIT BAVE

© o0 o

sa -

This is a new record. please save to see other buttons.

Payment = PRJ-2014-0&-000004 - 003
Case Name Training Project
Provider Mame Test provider #2

Transaction Date*

Met Principal Due Net Interest Due Net Amount Due
0.00 0.00 0.00

Transactio

O Cha:lt Additional Overpayment O Write Off O Correction O Claim Adjustment

[:] Dffset O Rescind [:] Interest Recalculation [:] Settlement [:] Voided Claim

[Refund Principal Refund Interest State Interest Expenditure Payout Number ]

Refund Total

[0.00 |

Dutstanding Principal Dutstanding Interest Dutstanding Balance Recovered Amount
[0.00 | [o.00 | [o.00 | [o.00

Comments

Expand Spell Check
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1. Once an overpayment has been reported to CMS, the CMS report date should be entered into the
case.
a. Check to ensure that all claims have been uploaded to the case and that in the Recouped
column shows Yes and that the Resolved column shows No.

Open
Claim | | Jump To
by #
(ICN)
Add New Claim :_' ':: Export Claims :_' ':: Delete All Claims
# Member Name RID Number ICN Detail Number ( Recouped Resolved ]
oo1 Member, New 9999990990 999099090000 1 L Yes No J

b. Go to the Recoupment and Recovery section.

c. Enter the CMS Report Date into the CMS Report Date field. (The CMS report date will
be the last date of the quarter, unless the amount was reported through the automated
process.)

d. Press the Save button at the top of the provider record.

CMS Reporting

CMS Due Date

06/14/2015 [] A/R Created
Final Principal Final Interest Final Overpayment Amount CMS R.efort Date*
FMAP SMAP

F 4
| | | | [ Calculate
'\

Recovery Completed

How and when do I close the recoupment?

1. To close the recoupment, you should ensure that the following criteria have been met.
a. Outstanding balance is equal to zero.
b. Principal has been marked as dispositioned.
c. Overpayments have been reported to CMS. (The CMS report date should be populated at
the Provider and the Claim level.)
d. There are no open Appeals.
2. When the above criteria has been met, go to Recoupment and Recovery section and press the
Recovery Completed button at the bottom of the section. The ledger will be closed.

CMS Reporting

CMS Due Date

06/14/2015 D A/R Created

|Final Principal | |Fi nal Interest | |Final Owverpayment Arrlloun‘t CMS Reforl: Date®*

FMAP SMAP P

| | | | L Caleulats
[: Recovery Completad :']
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Timing and process for working and submitting claim files.

Claim files only need to be worked and submitted for payments involving principal. Claim files
are not necessary for payments that only cover interest.

To avoid delays at the end of the quarter, users are asked to work and submit claim files as
payments are received, rather than in batch mode at the end of the quarter.

o Analternate option is to work and submit claim files on a monthly basis, by the 20" of
the month. With this option, however, the user must work and submit claims separately
for any payments received after the 20" of the third month in the quarter.

If the payment received is not sufficient to cover the entire principal overpayment, only those
claims covered by the payment should be included in the claim file.

o0 If the partial payment does not divide equally into a subset of claim, leaving one claim
only partially paid, the partially covered claim should be included in the next submission
of claim or as an unrecovered overpayment if applicable. In this instance, the ICN will be
recorded more than once, but the claim amounts from the two claim lines should equal
the total for the claim.

Near the end of the quarter, the Support Team will send you a report showing cases meeting the
criteria for Unrecovered Overpayments. You will be asked to submit claim files for these cases by
the claim entry deadline date for the quarter.

Locate the claim worksheet in i-Sight (Truven) or enter the claim information in the latest version of the
Claim Worksheet Template which is available on the IN FADS SharePoint site.

1. For claims where there was an overpayment identified:

Locate and copy the records for the provider related to the check that you processed in
IndianaAlM.

Make sure that each claim line for claims where an overpayment was identified contains the
following information.
LPI (ensure that this value matches the provider record in i-Sight)
Location Code (ensure that this value matches the provider record in i-Sight)\
Provider Name
Member First Name
Member Last Name
Member date of birth
Recipient ID
ICN
Detail Number - enter the appropriate detail or for header claims, enter 0
First date of service
i. For header rows, use header first date of service field.
ii. For detail rows, use detail first date of service field
k. Last date of service
i. For header rows, use header last date of service field.
ii. For detail rows, use detail last date of service field
I. Date Paid
m. Paid Amount

o S@mhe oo o
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i. For header rows, use header paid amount.
ii. For detail rows, use detail paid amount.
Claim Recoupment Reason
Provider Response
Auditor Response
Initial Amount
i. This field should be populated with the value Yes.
CMS Report Date
i. Claims for checks and offsets should be uploaded with CMS Report Date equal
to the last calendar day of the quarter that the payment was received.

ii. Claims for voids and adjustments should be uploaded with CMS Report Date
equal to the disposition date of the adjustment, making sure that it is NOT the last
calendar day of the quarter.

iii. Claims for unrecovered overpayments should be uploaded with no CMS Report
Date.
Claim Principal
Claim Interest — populate this field with a zero
Claim Overpayment — populate this field with a zero
Recouped
i. For recovered claims, this field should be populated with a Yes.
ii. For unrecovered claims, this field should be populated with a No.
w. Resolved
i. This field should be populated with a No.
X. Final Claim Status — choose the appropriate value from the list provided.
3. For claims where no overpayment was identified, ensure that the following fields are populated in
the worksheet. (These claims should be loaded for tracking purposes to ensure that the same
claim or claim detail is not audited twice):

LPI (ensure that this value matches the provider record in i-Sight)
Location Code (ensure that this value matches the provider record in i-Sight)\
Provider Name
Member First Name
Member Last Name
Member date of birth
Recipient ID
ICN
Detail Number
First date of service
i. For header rows, use header first date of service field.
ii. For detail rows, use detail first date of service field
k. Last date of service
i. For header rows, use header last date of service field.
ii. For detail rows, use detail last date of service field
. Date Paid
m. Paid Amount
i. For header rows, use header paid amount.
ii. For detail rows, use detail paid amount.
n. Claim Recoupment Reason
0. Auditor Response

27T 05
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p. Choose the value “No Overpayment Identified.”

g. Initial Amount - THIS FIELD SHOULD NOT BE POPULATED

y. CMS Report Date - THIS FIELD SHOULD NOT BE POPULATED

z. Claim Principal — THIS FIELD SHOULD NOT BE POPULATED

aa. Claim Interest — THIS FIELD SHOULD NOT BE POPULATED

bb. Claim Overpayment — THIS FIELD SHOULD NOT BE POPULATED
cc. Recouped - Populate this field with No.

dd. Resolved — Populate this field with a Yes.

ee. Final Claim Status — choose the value “No Overpayment Identified.”

4. Save the file as an excel document.
5. Post the completed worksheet to the PRV or PRJ Attachments section in i-Sight.

6. Send an email to the Support Team (Healthcare-IndianaFADSHelpDesk@truvenhealth.com)
requesting a claim import.

7. The Support Team will check the claims for errors and initiate an upload.

Note: If claims audited at the header level include details that were BIIP eligible, you must work
the claims at the detail level so that BIIP federal share correctly. This does not apply to audits
performed at the header level where the entire amount was recouped.

1. Inorder to calculate the BIPP Federal Share, BIPP-eligible claims must be recorded at the detail
level even if the audit is performed at the header level.

2. Any claims meeting BOTH of the following criteria are BIPP-eligible and must be recorded at the
detail level:

a. Original claim paid date between 10/1/12 and 9/30/15

i. Note that this is the original claim paid date, not the paid date of the audited
claim
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b. Category of Service (which is a detail-level field) of any one of the following:

Claim
Category

of Svc
Code Claim Category of Svc Description

1610 Line 12 — Home Health Services

3610 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3615 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3620 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3625 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3630 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3635 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3640 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3645 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3650 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3611 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
3621 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)

Line 19A — Home and Community-Based Services — Regular Payment (Waiver)

3631

3658 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)

3659 Line 19A — Home and Community-Based Services — Regular Payment (Waiver)
Line 19A — Home and Community-Based Services — Regular Payment (Waiver)

3660

3910 Line 19B — Home and Community-Based Services — State Plan 1915i Only Payment

3915 Line 19B — Home and Community-Based Services — State Plan 1915i Only Payment

3920 Line 19B — Home and Community-Based Services — State Plan 1915i Only Payment

0510 Line 24A — Targeted Case Management Services — Community Case-Management

2510 Line 40 — Rehabilitative Services (non-school-based) - Mental Health and Substance Use
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The amount owed for a claim changed upon appeal. How do | record that in the
claim transaction?
1. If the amount owed for a claim changes upon appeal, a new claim amount record will need to be

added to the claim record.
a. Open the claim record.

Open
Claim | | Jump To
by #
(ICN)
Add New Claim ::' ':: Export Claims ::' ':: Delete Al Clzims
# Member Name RID* Number ICN Detail Number Recouped Resolved
oo1 Member, New 9999990990 999099090000 1 Yes No

b. Press the button to add a new Claim Amount record.

Claim Amounts

# Date Claim Principal Claim Interest Claim Overpayment Initial Type of Revision CMS Report date

001 08/18/2014 999.00 100.00 1,099.00 Yes

[ Add New ]

Select No for Are these the initial claim overpayment amounts?
Select the Type of Revision.

Select the Reason for Revision.

Enter the principal interest and claim overpayment amounts.
Press Save and Exit.

c
d
e
f.
g.

This is a new record|

Claim Amount = PRI-2014-06-00000<4 - 002
Case Name Training Project
Provider Mame ATKINS EDWARD M

Are these the initial claim overpayment amounts?*

O Yes(@ No ]

Type of Revision Reason for Revision

9] [Fee= v
[Claim Principal® Claim Interest® Claim Overpayment * }

CMS R.Efﬂl't Date
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How do | enter a Prepayment Review record?

4. If a provider is assigned to prepayment review, but it was not due to a preliminary investigation, a

new PRJ case will need to be created for the provider using the following steps. If the case

originated from a preliminary investigation go to step 11.

Click on the Create a new PRJ Case link

Go to the case details section.

Enter the provider name in the Project Name field exactly as it appears in the provider look-up,

Enter a brief summary of why the provider was put on prepayment review in the Case

Description/Summary field.

9. Choose the correct value to show where the case originated from the Source drop down list.

10. Choose Prepayment Review in the Case Category field.

11. Under the Provider Section, select the Add New button

12. In the provider details screen, search for the provider using the provider look-up.

13. Proceed to step 13.

14. If the case was promoted from a Preliminary Investigation and assigned to Prepayment Review,
find the case using the case number or by searching for the case.

15. Click the 001 next to the provider name in the Provider’s section of the case to enter the
Provider’s Screen.

M Providers (9) (MFCU Hold - 0) (OMPP Hold - D)

Add New

O No O

# LPI NPI Provider Name Provider Type MFCU Hold OMPP Hold
003 100413630 1952353104 NURSE CARE INC (32) Waiver Provider

oo 100268850 1568407310 WISHARD MEMORIAL HOSPITAL {01) Hospital

a7 100268350 1568407310 WISHARD MEMORIAL HOSPITAL {01) Hospital

005 100183020 1972662112 OLDER AMERICANS SERVICE CORP (WWVR) (32) Waiver Provider

005 1001838020 1972662112 OLDER AMERICANS SERVICE CORP (WWVR) (22) Waiver Provider

ao04 100120760 1568491835 PRN PHARMACEUTICAL SERVICES INC {24) Pharmacy

003 100110010 18715590443 ADDUS HEALTHCARE INC (22) Waiver Provider

ooz 100108570 KAISER HOME SUPPORT SERVICES INC (22) Waiver Provider

0oi | 100108570 KAISER HOME SUPPORT SERVICES INC {32) Waiver Provider

16. Go to the Prepayment Review section of the case and click on the white box to open the section.

17. Enter the appropriate Prepayment Review Implementation date.

18. The Prepayment Review effective date will automatically populate with a date one year prior to
the Implementation Date. If this is not the correct date, select the correct date.

19. Save the record.
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M Prepayment Review

~
[ Prepayment Review Implementation DateIPrepayment Review Effective Date |Prepayment Review End Date

J

Claims Claims Claims

# Review Date Completed By Type Of Review Recommendation Reviewed Denied Paid

Add New

20. Go to the Provider Sub-Status section of the Provider Screen and ensure that the sub-status of
CASE Prepayment Review was added with the Implementation Date entered as the Begin Date of
the sub-status.

M Provider Sub-Status

User Generated Sub-Statuses

Sub-Status* Begin Date of Sub-Status* End Date of Sub-Status
<select= - | | | | [ Add New
# Sub-Status Begin Date End Date Set By

System Generated Sub-Statuses

# Sub-Status Begin Date End Date Set By

\
[ 001 CASE Prepayment Review 02f07/2014 J Harker, Amy

21. Create and send the Prepayment Review Notification Letter.
a. Using the appropriate letter template, create the prepayment review notification letter and
obtain the necessary letter approvals and signatures.
b. Scan and save a copy of the signed letter.
c. Send the letter to the provider using certified mail and delivery confirmation.
d. Enter a new Letter Record in the Provider Screen.
i. Select Add New in the Letter Section.
ii. Choose Prepayment Review Notification/Criteria as the letter type.
iii. Choose FSSA OPS from the list provided in the Sent By field.
iv. Browse for and attach the scanned copy of the signed letter.
v. Add any necessary notes about the letter in the Letter Notes field.
vi. Select the name of the person who approved the letter from the list of names
provided in the Letter Approved By field.
vii. Select and enter the date that the letter was approved in the Letter approval date
field.
viii. Select and enter the date that the letter was mailed in the Date Letter Sent field.
ix. Enter the certified mail tracking number in the Mail Tracking Number field.
X. Save the record.
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Records Reports Maintenance
EXIT SAVE & EXIT SAVE @
Latter Type®

<select= -

Sent By*

<select> -

Attach File...
{You must save the document after EE}EHHQ file, otherwise the selected document will not be saved. Click on the "Brovse" butten to select file. )

| || Browse... |

Latter Education Topics Selectad Values
{Hold CTRL to select multiples)

Billing Practices -

Upcoding

Downcoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil i

Letter Notes

[ Expand Spell Check

State Review & Approval

Letter Approved By Letter Approval Date
<select= -

Letter Review & Approval Notes

| Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Number ] Mail Tracking Date Received

xi. Upload any attachments sent with the letter to the Provider Response/Letter
Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.
4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.
xii. Exit the record.

M Provider Response [ Letter Attachments (D)

# Date Attachment Name Notes

[ ( Add New v ]
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i~Sight Attachment Record

Records Reports Maintenance
= [ & )
EXIT SAVE & EXIT SAVE

This is a new record. please save to see other buttons.

Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after selgcting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
|| Browse... |

Attachment Notes

»

1

| Expand SpellCheck

xiii. When the proof of delivery is received, scan and save the proof of delivery
document.

xiv. Update the letter record with the date that the provider signed for the letter in the
Mail Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number [M ail Tracking Date Received ]

xv. Upload the scanned delivery confirmation document to the Provider
Response/Letter Attachments section.
1. Press the “Add New” button to add a new attachment.
2. Enter the attachment date.
3. Browse for and attach the document.

4. Enter any notes about the attachment in the Attachment Notes field.
5. Save and exit the record.

# Date Attachment Name Notes

E: Add New :]

TRUVEN @&

HEALTH ANALYTICS
an 1BM Company

page 163 Of 205 More Than Data. Answers.



IN FADS Systems User Guide | Version 3.0

i~Sight Attachment Record

Records Reports Maintenance
T SAVE & EXIT SAVE @
This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
[(You must save the document after s¢lecting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
| || Browse...

Attachment Notes

aellTheck

e. Torecord the results of any interactions with the provider, add a Status Note to the
Provider Screen.

i. Go to Status Notes and press the “Add New” button to add a new status note.

ii. Enter the information to be recorded in the Status Notes text field.
iii. Save and Exit the record.

M Status Notes (D)

A

[i Add New J

= Date Recorded By Notes

3

EXIT SAVE & EXIT BAVE I

This is a new record. please save to see other buttons.

Notes # PRJ-2014-01-000007 - 001

Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration Recorded By Harker, Amy
Provider Name KAISER HOME SUPPORT SERVICES INC
Bals Motes Text®

\prand Spell Check /
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How do I record the results of a Prepayment Review Periodic Review?

1. Go to the Prepayment Review Section of the Provider Screen.
2. Press the Add New button to add a new Compliance Review record.

Prepayment Review Implementation Date Prepayment Review Effective Date Prepayment Review End Date

02/07/2014 02/07/2013
# Review Date Completed B Type Of Review Recommendation Claims Claims Claims
P v ve Reviewed Denied Paid

[ Add New ]

Select and enter the date of the compliance review in the Date of Compliance Review field.
Choose the appropriate name from the list provided in the Compliance Review Completed By
field.

Choose the appropriate Type of Compliance Review from the list provided.

Choose the appropriate PPR Recommendation from the list provided.

Enter the number of claims reviewed in the #Claims Reviewed Field.

Enter the number of claims that were denied in the #Claims Denied field.

Enter the number of claims that were paid in the #Claims Paid field.

10 Enter any notes pertinent to the compliance review in the Prepayment Review Notes field.

11. Save the record.

s w

© 0N o O

Records Reports Maintenance

EXIT SAVE & EXIT AVE @
This is a new record. please save to see other buttons.

Prepayment Review # PRJ-2014-01-000007 - 001 Date Recorded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

~
Date of Compliance Review® Compliance Review Completed Bv*]

<select= v
>
Type of Compliance Review
<select= -
\
(
PPR Recommendation
=select= =
\
[ # Claims Reviewed # Claims Denied # Claims Paid ] Accuracy Rate Denial Rate

Prepayment Review Notes

T Expand

B Prepayment Review Attachments (D)

12. The Accuracy Rate and Denial Rate will be computed by the system upon save.
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13. Attach any documentation relevant to the compliance review to the Prepayment Review
Attachments.
a. Pressthe “Add New” button to add a new attachment.

M Prepayment Review Attachments (0)

# Date Attachment Name Motes
[ \ Add New ]
b. Enter the attachment date.
c. Browse for and attach the document.
d. Enter any notes about the attachment in the Attachment Notes field.
e. Save and exit the record.
EXIT SAVE & EXIT SAVE @
This is a new record. please save to see other buttons.
Attachment # PRI-Z014-01-000007 - 001 Date Recorded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Pravider Name KAISER HOME SUPPORT SERVICES INC
Attachment Date
\
>
Attach File...
(You must save the document after selgcting file, otherwise the selected document vill not be saved. Click on the "Browse" button to select file. )
\| || Browse. .. |

Atta chment Notes

-

[~ Expand Spell Check

14. Exit the record.
15. Create and send the compliance notification letter using the appropriate letter template. Obtain the
necessary letter approvals and signatures.
16. Scan and save a copy of the signed letter.
17. Send the letter to the provider using certified mail and delivery confirmation.
18. Enter a new Letter Record in the Provider Screen.
a. Select Add New in the Letter Section.
Choose the appropriate compliance review letter type as the letter type.
Choose FSSA OPS from the list provided in the Sent By field.
Browse for and attach the scanned copy of the signed letter.
Add any necessary notes about the letter in the Letter Notes field.
Select the name of the person who approved the letter from the list of names provided in
the Letter Approved By field.
Select and enter the date that the letter was approved in the Letter approval date field.
Select and enter the date that the letter was mailed in the Date Letter Sent field.
i. Enter the certified mail tracking number in the Mail Tracking Number field.
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j.  Save the record.

Records Reports Maintenance
EXIT SAVE & EXIT BAVE @
Letter Type*
<select= -
Sent By*
<select= -

Attach File...
[(You must save the document after seﬂrting file, otherwise the selected document will not be saved. Click on the "Browse" button to select file. )

|| Browse... |
Letter Education Topics Selected Values
{Hold CTRL to select multiples)
Billing Practices -
Upcoding
Drowncoding E|

Authentication of Records

Charging IHCP Members for Covered Services

Complete Date of Service

Caorrection Fluid and Pencil e

Letter Notes \

»

I Expand 5pellCheck

State Review & Approval

Letter Approved By Letter Approval Dat
<select= v

Letter Review & Approval Notes

|~ Expand Spell Check

Letter Sent

[Date Letter Sent Mail Tracking Numbear ]Mail Tracking Date Received

k. Upload any attachments sent with the letter to the Provider Response/Letter Attachments
section.
i. Pressthe “Add New” button to add a new attachment.
ii. Enter the attachment date.

iii. Browse for and attach the document.
iv. Enter any notes about the attachment in the Attachment Notes field.
v. Save and exit the record.

# Date Attachment Name Notes
E\ Add New ;:']
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i~Sight Attachment Record

Records Reports Maintenance

E—’ s.-wE:m ;AH\;E @
This is a new record. please save to see other buttons.

Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014

Case Name Split Provider Case Demonstration Recorded By Harker, Amy

Provider Name KAISER HOME SUPPORT SERVICES INC

Attachment Date

Attach File...
(You must save the document after se|ecting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )
| || Browse... |

ttachment Notes

T Expand Spall Chaclk

I. Save and Exit the record.

m. When the proof of delivery is received, scan and save the proof of delivery document.
n. Update the letter record with the date that the provider signed for the letter in the Mail
Tracking Date Received field.

| Expand S5Spell Check

Letter Sent

Date Letter Sent Mail Tracking Number

-
Mail Tracking Date Received ]

0. Upload the scanned delivery confirmation document to the Provider Response/Letter
Attachments section.

i. Press the “Add New” button to add a new attachment.
ii. Enter the attachment date.
iii. Browse for and attach the document.

iv. Enter any notes about the attachment in the Attachment Notes field.
v. Save and exit the record.

# Date Attachment Name NHotes
['::: Add New :::' ]
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i~Sight Attachment Record
Records Reports

Maintenance

= [~ &l

EXIT SAVE & EXIT BAVE

This is a new record. please save to see other buttons.
Attachment # PRI1-2014-01-000007 - 001 Date Recorded 02/07/2014
Case Name Split Provider Case Demonstration

Recorded By
Provider Name

Attachment Date

Attach File...
[(‘r’ou must save the document after selpcting file, othervise the selected document will not be saved. Click on the "Browse" button to select file. )

Harker, Amy
KAISER HOME SUPPORT SERVICES INC

I Browse.. |

Attachment Notes

T Expand Speiitheck

How do I record that a provider has been recommended for termination?

1. In the Provider Sub-Status section of the provider record, add a new sub-status of Provider

Termination Requested with the request date as the start date of the sub-status.

H Provider Sub-Status

User Generated Sub-Statuses

Sub-Status* Begin Date of Sub-Status] End Date of Sub-Status— -
<selects - [ Add New {j-]
# Sub-Status Begin Date End Date Set By
001 Provider Termination Requested 04/16/2014 Harker, Amy

System Generated Sub-Statuses
# Sub-Status Begin Date End Date

Set By

a. Choose the sub-status of Provider Termination Requested.
b. Enter the begin date.

c. Pressthe Add New button.

How do | record that the OGC has approved that a provider be terminated?
1. If OGC approves the termination, end date the Provider Termination Requested sub-status with

the date that the OGC approved the termination. Add a new sub-status of Provider Termination in
Progress
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H Provider Sub-Status |

User Generated Sub-Statuses

Sub-Status* Begin Date of Sub-Status* End Date of Sub-Status
- -
=zzelect> - i Add New )
# Sub-Status Begin Date End Date Set By
001 | Provider Termination Requested 04a/16/ 2014 Harker, Amy

System Generated Sub-Statuses

# Sub-Status Begin Date End Date Set By

Open the sub-status record by clicking on the number beside the sub-status
Enter the end date
Save the record.
Choose the sub-status of Provider Termination in Progress.
Enter the date that OGC approved the termination as the begin date.
f. Press the Add New button.
2. Send the Provider Termination request to Provider Enrollment.
3. When notified that the provider’s enrollment from IHCP has been terminated, end date the sub-
status of Provider Termination in Progress and add a new sub-status of Provider Terminated from
IHCP.
|G providersubstatws

User Generated Sub-Statuses

® o0 o

Sub-Status* Begin Date of Sub-Status* | End Date of Sub-Status
- -
=zzelect> - Add New )
# Sub-Status Begin Date End Date Set By
001 | Provider Termination Requested 04a/16/ 2014 Harker, Amy

System Generated Sub-Statuses

# Sub-Status Begin Date End Date Set By

Open the sub-status record by clicking on the number beside the sub-status
Enter the end date
Save the record.
Choose the sub-status of Provider Terminated from IHCP.
Enter the date of the termination as the begin date and end date.
f. Press the Add New button.
4. If the provider was on prepayment review, enter the date of termination as the Prepayment
Review end date.

@ Prepayment Review |

Prepayment Review Implementation Date Prepayment Review Effective Date [ Prepayment Review End Date ]

o0 o

04/16/2014 04/16/2013
& Review Dat c leted B - OFf Revi R dati Claims Claims Claims
eview Date omplatad By ype aview ecommendation Reviewed Denied Paid
Add New -::'
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a. Go to the Prepayment Review section of the provider record.
b. Enter the date of termination in the Prepayment Review End Date field.
c. Save the record.
5. Review the case to ensure that all documentation has been uploaded to the case.
6. Send the case for closure.

d Provider Closure

Provider Closure Reason™
<select= -

Provider Closure Notes

[~ Expand Spell Check

['::. Send For Closure .:_' ]

Go to the provider closure section of the Provider Record.
Select the provider closure reason of Provider Terminated from IHCP.
Enter any notes.

d. Press Send for Closure.

p
Case Closure Reason™
<select= -

oo w

N
éase Closure Motes

»

4

Q-Expand Spell Check

['::. Send For Closure l:.' ]

Go to the case closure section in the Project level of the case.
Select the case closure reason of Provider Terminated from IHCP
Enter any notes.

Press Send for Closure.

The appropriate manager will review the case before closing.

—oe oo

How do I record that the OGC denied the request that provider be terminated?

1. If the OGC Denies the termination request, end date the Provider Termination Requested sub-
status and add a new sub-status of Provider Termination Rejected.
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H Provider Sub-Status |

User Generated Sub-Statuses

Sub-Status* Begin Date of Sub-Status* |End Date of Sub-Status
P
<selaect= - [ k Add New
# Sub-Status Begin Date End Date Set By
001 | Provider Termination Requested 04/16/ 2014 Harker, Amy

System Generated Sub-Statuses

# Sub-Status Begin Date End Date Sat By
a. Open the sub-status record by clicking on the number beside the sub-status
b. Enter the end date
c. Save the record.
d. Choose the sub-status of Provider Termination Rejected.
e. Enter the date that OGC approved the termination as the begin date and end date.
f.  Press the Add New button.
g. If the provider is on prepayment review, continue with the prepayment review process.

What do | do if a provider appeals termination from IHCP?

2. Ifaprovider appeals termination from IHCP, enter an appeal record to record the appeal.
a. Go to the Appeals section of the Provider record.
b. Press Add New.

—
EXIT SAVE & EXIT BAVE @
This is a new record. please save to see other buttons.
Appeal # PRJ-2013-05-000004 - 001 Date Recorded 04716/ 2014
Case Name CO 2195 DMA UPLOAD TEST PROJECT Recorded By Harker, Amy

Provider Name

Date Appeal Received® | Administrative Hearing Date

Appeal Cause Number AL] Assigned Y ALl Assigned Date
| <select> vl
Appeal Amount Appeal Qutcome
<select> -

Appeal Due Date

Provider's General Counsel Effective Date of Counsel FS55A Legal Attorney
<select> -

Reviewer Assigned Partial Amount S of I Completed Appeal Closed Date

<select> - | | |

Appeal Notes

|~ Expand Spell Check

W Appeal Status Notes (0) |
W Appeal Attachments (0) |

c. Inthe appeal record, record the details of the appeal.
Enter the date that the appeal was received in the Date Appeal Received field.
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i. If a cause number has been assigned, enter it in the Appeal Cause Number field.
ii. Enter the ALJ Assigned if known.
iii. Enter the ALJ Assigned Date if known.
iv. Enter information about the Provider’s Counsel.
v. Inthe Appeal Notes field, enter Provider Termination Appealed.
vi. Upload any relevant documentation.
vii. Save and Exit the record

& Provider Sub-Status

User Generated Sub-Statuses

Sub-Status* Begin Date of Sub-Status* |End Date of Sub-Statu
- -.
<select= - | | 1 Add New
# Sub-Status Begin Date End Date Set By
001 | Provider Termination Requested 04/16/ 2014 Harker, Amy
System Generated Sub-Statuses
# Sub-Status Begin Date End Date Sat By

d. End date the previous termination sub-status and add a new sub-status of Hearings and
Appeals.
i. Open the sub-status record by clicking on the number beside the sub-status
ii. Enter the end date
iii. Save the record.
iv. Choose the sub-status of Hearings and Appeals.
v. Enter the date that the provider appeal was received as the begin date.
vi. If the provider is on prepayment review, continue with the prepayment review
process.
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= [ &

EXIT SAVE & EXIT BAVE E

This is a new record. please save to see other buttons.
Appeal # PRI-2013-06-000004 - 001 Date Recorded 04/16/2014
Case Name €O 2195 DMA UPLOAD TEST PROJECT Recordad By Harker, Amy

Provider Name

Date Appeal Received® Administrative Hearing Date

Appeal Cause Number ALJ Assigned AL]J Assigned Date
| <select> R
Appeal Amount Appeal Qutcome
<select> R

Appeal Due Date

Provider's General Counsel Effective Date of Counsel FSSA Legal Attorney
| | | <select> R

Reviewer Assigned Partial Amount S of I Completed | Appeal Closed Date
<select> R | | |l | |

Appeal Notes

[~ Expand Spell Chack
| W Apesistawshotes)
W AwealAtedmens()
e.  When notified of the outcome of the appeal, record the outcome in the appeal record.
i. Open the appeal record by clicking on the numbers beside the record.
ii. Choose the appropriate Appeal Outcome from the list provided.
iii. Enter the appeal closed date.
iv. Upload any relevant documentation.
v. Save and Exit the record.
|G providersubstaws

User Generated Sub-Statuses

Sub-Status* Begin Date of Sub-5tatus* End Date of Sub-Status
~
=zzelect> - i Add New

# Sub-Status Begin Date End Date Set By

001| Provider Termination Requested 04a/16/ 2014 Harker, Amy

System Generated Sub-Statuses

# Sub-Status Begin Date End Date Set By

f.  End date the Hearings and Appeals sub-status.
i.  Open the sub-status record by clicking on the number beside the sub-status
ii. Enter the end date
iii. Save the record.
g. If the decision was to uphold the termination, proceed with the steps under provider
termination.
h. If the decision was to overturn the provider termination, proceed with the steps under
Provider Termination Denied.
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How do I record that a provider was referred to another agency?

39. In a PRE or PRV/PRJ case, add a new Referred To record. (Note: if the Provider is being referred
to another agency, the user must first promote a CON case to a Preliminary Investigation in order
to record the referral.)

e. Pressthe Add New button to add a new record.

& PRE Referred To

# Date Referred Referred To Reasons

[:_‘ adwew ]

Select and enter the date that the provider was referred to another agency.
Select the agency that the provider was referred to from the list in the Referred To field.
Select the reason(s) that the provider was referred from the list provided.
Save the record.
Upload copies of any documentation sent to the other agency in the Referred to
Attachments section.
i. Pressthe “Add New” button to add a new attachment.

ii. Enter the attachment date.

iii. Browse for and attach the document.

iv. Enter any notes about the attachment in the Attachment Notes field.

v. Save and exit the record.
k. Save and exit the record.
I.  Update the status notes in the record as necessary.

S Q

Records Reports Maintenance

EXIT SAVE & EXIT sAvE ®
This is a new record. please save to see other buttons.

Referred To # PRE-2013-10-000001 - 001 Date Recorded 01/13/2014

Case Name BUTT REXALL DRUG INC Recorded By Harker, Amy

< PRE Raeferred To*
<select> -
PRE Reason Referred To ernal Agency Selected Values
E)

Aold CTRL to select multiples)

Other

H PRE Referred To Status Notes (0)
H PRE Referred To Attachments (0)
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How do | record a MFCU Hold?

1. Notify a manager that MFCU has requested a hold on the provider.
2. A manager will enter a hold in the Provider Master.
a. Go to the Maintenance Menu.

Maintenance

b. Select Master Provider Records.

RECOMMENDATION: Types of Approvals
RECONSIDERATION: Reconsideration Outcomes
Cancel Reasons

Close Reasons

Cities

Counties - Zip Codes

Global Contact List

[Master Provider Records ]

Ownership Decline Reasons

Reopen Reasons
Sub-Statuses

c. Enter the Provider LPI and Location in the search boxes at the top and press the Jump To

button.
L Th e s
Records Reports
B’ i\ A ﬁ}’ - Y IType in key word here [ L&
EXIT PREVIOUS NEXT EXPAND COLLAPSE ADD NEW

p
Provider RDI/LPI No.: [ |] Provider Location: I [ - JumpTo ) ]
L ——————
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d. Click on the provider name to open the provider’s record.

Provider LPI s Location On-Hold
OABIB MD V 100434730 | A
[L-?o MEDICAL CENTER ] 200887160 | A
111 HOME PERSONAL CARE AGENCY 201043290 @ A
180 MEDICAL INC 200505230 @ A
1ST ADVANTAGE PHYSICAL THERAPY 200848730 @ A
1ST ADVANTAGE PHYSICAL THERAPY 200848730 @ B

e. Check the box beside Provider is On-Hold at the top of the record.
f. Save and exit the record.

[ B 1]

EXIT SAVE & EXIT SAVE SAVE NEW COPY DELETE

Provider is On-Hold
(@ Entity/Organization [ Individual (© Both*

Name of Entity /Organization™®
[1ST ADVANTAGE PHYSICAL THERAPY |

Provider Location
(A |

Provider Type
(17) Therapist -

Provider Specialty Selected Values

(Hold CTRL to select multiples)

(010) Acute Care (170) Physical Therapist
(011) Psychiatric

(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)
(030) Nursing Facility

i »

(031) ICF/MR >

RID/LPI No. NPI No. Tax ID. License Number
[200848730 | [1962685388 | [371494983 | |

Phone Ext. Email
[2192261500 | ]

Address Type

Service [~ Preferred Address

Address 1 Address 2
[1516 N MAIN ST | |
City State Zip County
CROWN POINT v IN - Indiana > |46307-2332 [LAKE

Address Effective As Of Address Disabled As Of
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g. Search for all open cases regarding the provider and apply the hold to all open cases.

h. Click on the Search button in the upper right section of the screen.

i-Sight Master Provider Record

i. Select the All button at the top of the search screen.
j.  Enter the provider LPI in the free text search box.

k. Press the search button.

Records Reports

0

SEARCH CLEAR

Specific Text Field Search

Case #

Case Type

Case Name

<select text field> -
<select text field> v
<select text field> -
<select number field> -
=select date field> -

Free Text Search

Maintenance

<select>

Equals To

From

C * Accept Partial Match

To

[Search All Fields for

Search In _/ Contact Logs , Preliminary Investigations Project/Provider Cases

.....
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I.  Open each applicable case and check the Provider is On-Hold box in the provider
information section.

Case# Document Case Status Responsible Case Type Case Name Date Recorded
PRJ-2013-08-000016-002 Provider Open Amy Harker Project QA Test Case - A Coleman 08/26/2013
PRJ-2013-08-000022-002 Provider Open Amy Harker Project QA Test Case - C Shierant 08/26/2012
PRJ-2013-08-000043-001 Provider Open Amy Harker Project QA Test Case - Z Charlson 08/26/20132
ERJ-2013-08-000018-002 ] Provider Open Amy Harker Project QA Test Case - S Lewis 08/26/20132
PRJ-20132-08-000024-002 Provider Open Amy Harker Project QA Test Case - L Phelps 08/26/2013
PRJ-20132-08-000041-001 Provider Open Chris Hanks Project QA Test Project - C Hanks 08/24/2013
PRV-2013-08-000015-001 Provider Open Amy Harker Provider 08/22/20132
_—
& Provider Info
Provider

[ [v Provider is On-Hold ]

LPI* NPI Tax ID Provider Location*
[100062220 | & [1871588442 | & [3s1770916 | A -
(@ Entity/Organization (= Individual (~ Both* Provider Is On-Hold

Name of Entity/Organization®
[20/20 EYE PHYSICIANS OF INDIANA, PC | Q

m. Save and exit the case.
n. Repeat steps e and f for each open case.

3. Inthe case regarding the MFCU investigation, create a PRV MFCU Hold Record. Note: if the
investigation case is a PRE case, the case should be completed and promoted to a PRJ case before
entering the PRV MFCU Hold Record.

a. Open the PRJ case.

b. Navigate to the Provider record.

c. Navigate to the External/ MFCU Hold section of the case.
d. Click Add New to create a new record.

M External/MFCU Hold (D)

# Tracking # Agency Begin Date End Date

T
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Select MFCU for the Hold Agency.

Enter the begin date of the MFCU Hold.

Select the name of the appropriate investigator.
Enter any notes related to the MFCU hold.

Upload any attachments pertinent to the MFCU hold.
Press Save and Exit.

.|‘.—- - SQ o

Records Reports Maintenance

= = &l

EXIT SAVE & EXIT SAVE

This is a new record. please save to see othe

External/MFCU Case PRI-2013-06-000004 - 001

On Hold #
Caze Name CO 2195 DMA UPLOAD TEST PROJECT
Provider Name 5T VINCENT HOSPITAL

External Hold Tracking Number
| PRI1-2013-06-000004

Hold Agency* Selected Values
(Hold CTRL to selact multiples)

MFCL

OIG-HHS

DaJ

OMPR

Other

[ Begin Date of ErternalHuld]" End Date of External Hold

Investigator Name(s) Selected Values
{Hold CTRL to select multiples)

[Allen Fope -
Amy Matte};
Amy Sellers EI

Damon Grove

David Graves

Drawvid Meachum
David Richardson ™

Il External Hold Status Notes {0)
B External Hold Attachments {0)
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4. When notified that MFCU has lifted the provider hold the manager will do the following.
a. Go to the Maintenance Menu.

Maintenance

b. Select Master Provider Records.

RECOMMENDATION: Types of Approvals
RECONSIDERATION: Reconsideration Outcomes
Cancel Reasons

Close Reasons

Cities

Counties - Zip Codes

Master Provider Records

Ownership Decline Reasons

Reopen Reasons
Sub-Statuses

c. Enter the Provider LPI and Location in the search boxes at the top and press the Jump To
button.

B JTYIIL TIGILEE FIUVR

Records Reports
B’ e\ /A ﬁ}’ = - IType in key word here [ Q
EXIT PREVIOUS NEXT EXPAND COLLAPSE ADD NEW

Provider RDI/LPI No.: ﬂ | ] Provider Location: | [ Jump To ]

d. Click on the provider name to open the provider’s record.

Provider LPI 3 Location On-Hold
OABIE MD V 1004324730 A
E.-'.-'U MEDICAL CENTER ] 200887160 A
111 HOME PERSONAL CARE AGENCY 201043290 A
180 MEDICAL INC 200505230 A
1ST ADVANTAGE PHYSICAL THERAPY 200848730 A
1ST ADVANTAGE PHYSICAL THERAPY 2008487320 B
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e. Uncheck the box beside Provider is On-Hold at the top of the record.

f. Save and exit the record.

i) B

EXIT SAVE & EXIT SAVE SAVE NEW
[T Provider is On-Hold ]
® EnGity/O T Individual (~ Both*

Name of Entity/Organization*
1ST ADVANTAGE PHYSICAL THERAPY

coPY

Provider Location

A

Provider Type
(17) Therapist

Provider Specialty
(Hold CTRL to select multiples)

m

DELETE

Selected Values

(010) Acute Care

{011) Psychiatric

(012) Rehabilitation

(013) Long-Term Acute Care

(020) Ambulatory Surgical Center (ASC)
(030) Nursing Facility

(031) ICF/MR

m»

(170) Physical Therapist

RID/LPI No. NPI No. Tax ID. License Number
[200848730 | [1962685388 | [371494983 |

Phone Ext. Email

2192261500 ] ] [

Address Type

Service =~ [~ Preferred Address

Address 1 Address 2

| 1516 N MAIN ST | [

City State Zip County
CROWN POINT * IN - Indiana * |46307-2332 [Lake

Address Effective As Of Address Disabled As OF

g. Search for all open cases regarding the provider and apply the hold to all open cases.
i. Click on the Search button in the upper right section of the screen.

i-Sight Master Provider Record
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ii. Select the All button at the top of the search screen.
iii. Enter the provider LPI in the free text search box.
iv. Press the search button.

Records Reports Maintenance

0

SEARCH CLEAR

Search In ' _) Contact Logs Preliminary Investigations Project/Provider Cases
Specific Text Field Search

Cose # D * Accept Partial Match
Case Type <select> -

Case Name [ | .
<select text field= - =
<select text field> v [_] *
<select text field= - (e

<select number field> hd Equals To
<select date field> v From To

[ Search All Fields for ]
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v. Open each applicable case and uncheck the Provider is On-Hold box in the
provider information section.

Case# Document Case Status Responsible Case Type Case Name Date Recorded

PRJ-2013-08-000016-002 Provider Open Amy Harker Project QA Test Case - A Coleman 08/26/2013

PRJ-2013-08-000022-002 Provider Open Amy Harker Project QA Test Case - C Shierant 08/26/2012

PRJ-2013-08-000043-001 Provider Open Amy Harker Project QA Test Case - Z Charlson 08/26/20132
[ DRJ-2013-08-000018-00% Provider Open Amy Harker Project QA Test Case - S Lewis 08/26/2013

PRJ-20132-08-000024-002 Provider Open Amy Harker Project QA Test Case - L Phelps 08/26/2013

PRJ-2013-08-000041-001 Provider Open Chris Hanks Project QA Test Project - C Hanks 08/24/2013

PRV-2013-08-000015-001 Provider Open Amy Harker Provider 08/22/20132

_—

& Provider Info
Provider

[ [+ Provider is On-Hold ]

PI NPI Tax ID Provider Location®
[100062220 | & [1871588442 | & [3s1770916 | A -
(s Entity/Organization (~ Individual (~ Both* Provider Is On-Hold

Name of Entity/Organization®
[20/20 EYE PHYSICIANS OF INDIANA, PC | Q

vi. Save and exit the case.
vii. Repeat steps v and vi for each open case.
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h. Go to the case where the MFCU hold record is located.
i. Navigate to the Provider screen and to the External/MFCU Hold section of the case.
j. Open the MFUC Hold record.
k. Enter the end date of the hold in the End Date of External Hold field.
I.  Enter any notes and upload pertinent documentation.
m. Save and exit the record.
Records Reports Maintenance
g B =l
EXIT SAVE & EXIT SANVE

This is a new record. please save to see othe

External/MFCU Case PRJ-2013-05-000004 - 001

On Hold #
Case Name CO 2195 DMA UPLOAD TEST PROJECT
Provider Name ST VINCENT HOSPITAL

External Hold Tracking Number
PRJ-2013-05-000004

Hold Agency® Selected Values
(Hold CTRL to select multiples)

MFCLU

OIG-HHS

o]

OMPP

Other

Investigator Mame(s) Selected Values
(Hold CTRL to select multiples)

Allen Pope -

Amy Mattes

Amy Sellers Bl

Damon Grove

David Graves

David Meachum

David Richardsan ™

B External Hold Status Notes {(0)
B External Hold Attachments (0)

Begin Date of External Hold* [End Date of External Hold ]
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How do I record Coordination with another agency or division?

5. InaPRE or PRV/PRJ Case, use a Coordination Record to record these activities.
a. Go to the Coordination Section and click the Add New button to add a new record.

»»»»»»»»»»

Coordinating Entit
[ Add New ]

©c =3 -~F

©

Select and enter the appropriate date in the Date Coordination Submitted field.
Select the entity that is coordinating with FSSA from the list provided.

. Select the reason(s) for coordination from the list provided.
Enter the contact person’s Name, Title, Phone and email address in the fields provided.
In the Coordination Notes field, enter a detailed description of the activities between the
entities.
If a response was given, select and enter the Coordination Response Date

g. Select the appropriate coordination response from the list provided.
r. Upload any pertinent documents to the Coordination Attachments Section.

i.
ii.
iii.
iv.
V.

Select Add New to add a new attachment.

Browse for and select the document to be attached.

Enter any notes relevant to the document in the Attachment Notes field.
Save and exit the record.

Repeat these steps for each document.

s. Save and Exit the record.
t.  Updates on the coordination effort can be recorded using the status notes section of the
Coordination record.
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Coordination #

Case Name

Maintenance

PRE-2013-10-000001 - 001

BUTT REXALL DRUG INC

This is a new record. please save to see other buttons.

Submi d*

Date C

SR

Entity Coordinating with OMPP
] <select>

Reason for Coordination
{Hold CTRL to select multiples)

wetting for investigation coordination
Other

e N

Coordination Contact First Name Coordination Contact Last Name

Selected Values

Coordination Contact Title

Date Recorded

Recorded By

O]

01/12/2014

Harker, Amy

Coordination Contact Phone  Ext.

Coordination Contact Email

|

Coordination Notes

[ Expand Spell Check

Coordination Response Date

L 1

)

<select>

Coordination Response ]

Coordination Status Notes (0)
B Coordination Attachments (0)

What sub-status should | enter and when?

Sub-Status

When used

System Generated or
Manually Entered?

Additional records requested from
same/different provider

Use when awaiting medical records from
provider

Manually Entered

Awaiting DAF response from
provider (45 Days)

Use when DAF has been sent to/received by the
provider until a response has been received
from the provider or time has expired.

Manually Entered

Awaiting FCO Response from
provider (60 Days)

Use when the FCO has been sent to/received by
the provider until a response has been received
or time has expired.

Manually Entered

Awaiting RAR response from
provider (45 days)

Use when a Response to Reconsideration has
been sent to/received by the provider until a
response has been received or time has
expired.

Manually Entered

Awaiting self-audit response from
provider (30 days)

Use when a self-audit has been sent to/received
by a provider until the response has been
received or time has expired.

Manually Entered

Claim Adjustment in Progress

Use when a claim adjustment or void has been
submitted to HP for processing. The sub-status

Manually Entered
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should end when the adjustment has
processed.

CASE: Hearings and Appeals

This sub-status is used when a request for
appeal has been received. The begin and end
dates are automatically populated by dates
entered into the Appeal record.

System Generated

CASE: MFCU Hold

This sub-status indicates that there is a MFCU
hold existing for this provider on this case. The
begin and end dates of this sub-status are
automatically populated based on dates
entered into the External Hold record.

System Generated

CASE: Payment Suspension

This sub-status shows that a payment
suspension has been levied against this provider
due to a credible allegation of fraud. The begin
and end dates of this sub-status are
automatically populated using dates from the
Credible Allegation of Fraud record.

System Generated.

Credit Balance Audit

Use when the audit type is Credit Balance Audit.
The begin date of the sub-status should be the
begin date of the audit. The end date of the
sub-status should be the end date of the audit,
or when the FCO has been sent to the provider.

Manually Entered

Desk Audit

Use when the audit type is Medical Record
Review. The begin date of the sub-status should
be the begin date of the audit. The end date of
the sub-status should be the end date of the
audit, or when the FCO has been sent to the
provider.

Manually Entered

Education

Use when the provider has been provided
education due to the audit.

Manually Entered

Follow-up with Referral

Manually Entered

In Process of Locating Provider

Use this sub-status if unable to contact a
provider using the address(es) in AIM, while
attempts are being made to locate the provider.

Manually Entered

MFCU

Manually Entered
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OIG Exclusion Request/Excluded
Provider

This sub-status is used to show that a request
has been received to excluded this provider
from IHCP

Manually Entered

On-Site Audit: Advance Notice

Use when the audit type is On-Site Audit where
advance notice is given to the provider. The
begin date of the sub-status should be the
begin date of the audit. The end date of the
sub-status should be the end date of the audit,
or when the FCO has been sent to the provider.

Manually Entered

On-Site Audit: Door Knock

Use when the audit type is On-Site Audit, but no
advance notice is given to the provider. The
begin date of the sub-status should be the

begin date of the audit. The end date of the
sub-status should be the end date of the audit,
or when the FCO has been sent to the provider.

Manually Entered

Overpayment Identification and
Final Calculation in progress

This status is used when the provider has
responded to the DAF letter or when no
response has been received to the DAF letter
and time has expired, while the overpayment
and interest amounts are identified and
approved by the state. This sub-status would
end when the FCO letter is sent to the provider.

Manually Entered

Partial Provider payment received

This sub-status is used when the provider has
submitted a payment for some, but not all of
the outstanding balance.

Manually Entered

Payment Suspension — No Credible
Allegation of Fraud

This sub-status is used when a payment
suspension has been instituted against the
provider for some reason other than a credible
allegation of fraud.

Manually Entered

Potential referral to MFCU , MSLC,
other

Manually Entered

Pre-Audit: Sampling, Program,
Notice, etc.

This sub-status is used to denote that audit
preparation is in progress. This sub-status
would end when the Audit begins.

Manually Entered

Prov Enroliment Watch List

This sub-status is used to show that the
provider has been added to the Provider
Enrollment Watch List.

Manually Entered
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Provider Inactive

This sub-status is used to show that a provider
is not actively billing at this time.

Manually Entered

Provider Not
Pursuable/Unrecoverable

This sub-status is used when all attempts to
recover from a provider have been unsuccessful
and it has been determined that no future
recovery efforts will be undertaken.

Manually Entered

Provider Self-Disclosure

This sub-status is used when a provider self-
reports and repays an overpayment.

Manually Entered

Provider Terminated

This sub-status is used when the provider has
been terminated from the IHCP.

Manually Entered

Provider Termination Requested

This sub-status is used when provider
termination has been requested, but it has not
yet been confirmed that the provider has been
terminated from the IHCP.

Manually Entered

Provider/Project Closure

This sub-status is used when the closure
checklist has been completed and it has been
determined that the provider/project meets all
requirements to be sent for closure

Manually Entered

Reconsideration of Draft Audit
Findings

This sub-status is used when a request for an
Administrative Reconsideration has been
received and the reconsideration is underway.

Manually Entered

Recoupment

This sub-status shows when the provider has
been sent for recoupment. The begin date is the
date that the Send for Recovery button is
pressed and the end date is the date that the
Recovery Completed button is pressed

System Generated

Recovered

This sub-status is used when the overpayment
amount has been fully recovered.

Manually Entered

Response to Statement of
Issues/Appeal

This sub-status is used when an appeal has
been received and a response to the statement
of issues is being created or has been sent to
the provider.

Manually Entered

Reviewing Provider Response

This sub-status is used when a response has
been received from a provider and further
review is necessary (e.g.: reviewing medical

Manually Entered
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records) before the next action can be taken.

Risk Assessment This sub-status is used when a Risk Assessment | Manually Entered
is underway.
Self-Audit Use when the audit type is Self-Audit. The begin | Manually Entered

date of the sub-status should be the begin date
of the audit. The end date of the sub-status
should be the end date of the audit, or when
the FCO has been sent to the provider.

Settlement Underway Manually Entered
Signed Provider Waiver Received This sub-status is used to show that a signed Manually Entered
appeal waiver has been received from the
provider.
Special Research Manually Entered

Necessary/Underway

How do | add a status note?

1. Status notes can be added in many different areas of a case. Please ensure that you add the status
note in the most relevant location. If the status note refers to the entire project, enter the note in
the PRJ Status Notes section. If the status note is a general note about one provider in a PRJ case,
enter the note in the PRV Status Notes section. If the status note is about a specific letter,
recommendation, reconsideration, or ledger transaction, enter the status note in the status notes
section pertaining to that record.

a. Pressthe Add New Button in the Status Notes Section

PR.J Status Motes (0}

[-::. Add New :']

# Date Recorded By Motes
b. Enter the text of the Status Note in the Status Notes Text field.
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E’ SAVE:MT SE:[E G
This is a new record. please save to see other buttons.

Notes = PRI-2014-06-000004 - 0O1 Diate Recorded 08/15/2014

Case Name Training Project Recorded By Harker, Amy

tatus Notes Text* \

\Q Expand Spell Check /

c. Press Save and exit.
d. The system will automatically record the date that the note was added and the name of
the user that added the note.

How do I upload an attachment?

1. Press the Add New button under the appropriate Attachments section. Please ensure that you are
uploading the attachment in the most relevant location. If the attachment refers to the PRJ case as
a whole, upload to the PRJ Attachments section. If the attachment is a general attachment
referring to the provider, upload to the PRV attachments section.

& Date Attachment Name Notes

L )

Select and enter an Attachment Date

Browse for and select the document to be attached.

Enter any relevant notes about the document in the Attachment Notes field.
Save and exit the record.

o ko
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Records

aintenance

E’ SAVE & EXIT Eﬁ ®
This is a new record. please save to see other buttons.
Attachmaent = CON-2013-12-000001 - 001 Date Recorded 01/13/2014
C Hame Recorded By Harker, Amy
Attachment Date
g l]
( Attach File... h

(You must save the document after delecting file, otherwise the selected document will not be saved. Click on the "Brovse" button to select file.
L | Browse... J
[~ Attachment Notes

[~ Expand Spell Check

-

How do I close a Provider record?

1. Using the QC Checklist shown in Appendix 2, ensure that the provider record contains all
necessary information and meets all requirements.
a. Ifany information is missing or requirements are not met, contact the case owner so that
the necessary information can be added to the record.
Upload a copy of the checklist to the PRV Attachments.
Navigate to the PRV Closure section of the provider record.
Choose the appropriate Provider Closure Reason from the list provided.
Enter any notes about the closure that the manager may need.
Press the Send for Closure button.
The provider will be sent to a Provider Closure Queue. A manager will need to review and
approve or deny closure of the provider record.

¥ Provider Closure

(" Provider Closure Reason® ]

No ok~ wd

| <select> b |
(.

Provider Closure Notes

\D Expand Spell Check

=
A

Send For Closure

.
%,
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How do I close a PRJ case?

1.

akrwd

Ensure that a QC checklist has been completed for each provider in the case, and that all
providers have been closed. This means that the provider has been sent for closure AND that a
manager has approved the closure.

Navigate to the Case Closure section.

Choose the appropriate Case Closure Reason from the selections provided.

Enter any pertinent notes that the manager may need to approve closure of the case.

Press the Send for Closure button. The case will be sent to a Project Closure Queue. A manager
will need to review the case and approve or deny closure of the case.

Case Closure

P
Case Closure Reason®

| <select>
.

@5& Closure Notes

|:| Expand Spell Check

[: Send For Closure / ]

How do | re-open a PRV or PRJ case?
Cases can only be re-opened by system administrators.
1. Enter a help-desk ticket using the IN FADS website.

Page 194 of 205

a.
b.

o o o0

o)

Open the IN FADS website.

At the top of the site, click on the IN FADS Help Desk — submit a new issue or view your
submitted issues link.

In the toolbar, choose Items.

Click on the New Item icon in the tool bar.

Enter your name in the Requester field.

Enter a title for the ticket. (i. e. Re-open Case)

Enter today’s date in the Date Logged field.

Select the appropriate priority from the list provided.

In the category field, select i-Sight.

In the Long Description field, enter the case number that needs to be re-opened, along
with the reason for re-opening.

Click Save in the top menu.
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If you are unable to log a help desk ticket, you may request that a case be reopened by emailing the
request, complete with case number and reason for reopening to Healthcare-
IndianaFADSHelpDesk@truvenhealth.com.
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Reporting

How do I access the self-service report library?

1. Click on the Reports tab on the top

W & S0,
) ‘_::,\\ 2y

¢

Maintenance

Case Entry
Create New Contact Log
Create New Preliminary Investigation Case
Create New Provider Case
Create Mew Project Case
MNew Incoming Email

My Responsibility
My Cases (Open) (1)
My Cases (Closed)
LA Aot

2. The Reports sub-menu will appear. Click on the Reports List option.

Records Maintenance
Dashboard Create Report List Administration Logout

3. Ensure that the reports listing, in the center panel, is displayed to you in “Folder View,”
showing only the PUBLIC folder.

Reports

A Mame

Description

Folder View | List View Columns ¥
Last Modified Last

4. If your screen is displaying “List View,” switch it to “Folder View” by clicking the link

5. Under the PUBLIC folder, you will be presented with subfolders to match your group

and role.

6. If you have any questions about the i-Sight/Yellowfin Self-Serve Reports Library, please
contact the help desk at Healthcare-IndianaFADSHelpDesk@truvenhealth.com.
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Appendices

1. Case Flow Diagram

i-Sight Case
Promotion/Closure

TRUVEN

HEALTH AMNALYTICS

Contact Log Users

As of- 4/17/2014 Page 10f 6
Contact Log case =
created and Regarding Clear resclution ! Reason to Pl Mgr. completes
AR infarmation existing case? NO— to case? NO» FrAlnlr oy investigate? NOP o closes case
Investigations
recorded
Manager
YES YES
YES
¥ ¥
Pl Mgr. closes and
Search for existing promotes to
PRE, PRV, or PRJ Preliminary
case, as applicable Inwvestigation Case
(PRE)
Pl Mgr. adds Status (eed to reco
Link Contact Log to Notes to PRE case e NG
existing case and assigns to
appropriate user
YES
v h 4
Férwarding case Request FADS Help
to other user for NOge| Complete and close 2 Desk reopen CON
resolution?, case | case
YES ( END \u l
¥ _
COM user adds A &

Page 198 of 205

Status notes and
assigns CON case to
appropriate user

Assigned user

completes and
closes case

CON user completes
and closes CON case
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As of: 4/17/2014

i-Sight Case
Promotion/Closure

TRUVEN™

HEALTH ANALYTICS

Preliminary Investigation Users

Page 2 of 6

/7
START "

PRE user creates

Preliminary

Investigation case

Complete PRE case

and upload all
documentation

PRE user is assigned

k\ START ) 3 Investigation case by
e another user

Preliminary
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Referring to N
MFCU?

o

Initiating

Initiating
Prepayment
Review?

YES

Referring for
Audit?

Complete and close
case

YES
Complete
Input_lcltzlar::n Close and promote Close and promote Close and promote Close and promote
Notification Form” to Project Case (PRJ) to Project Case (PRJ) to Project Case (FRJ) to Project Case (PRJ)
section
k4 Y Y Y
Add a new Letter Add Status Notes Add Status Notes Add Status Notes
record for “P1 and assign PRI case and assign PRI case and assign PRJ case
Motification Form™ to appropriate user 1o appropriate user 1o appropriate user
h
Download the 4 5 (]
S‘ﬁt i : _neraFred Al PRE user completes
AETE T “Credible Allegation
of Fraud™ section or,
¢ if non-CAF, adds
new Sub Status for
“Payment
Add Status Notes 3

Close and promote
to Project Case (PRJ)

Suspension —No

of Fraud”

Credible Allegation —|

and assign PRJ case
to appropriate user

I

PRE user adds new

“Referred To"
record on Provider
record of PRI case

YES

Initiating
Payment
US pension?,
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As of: 4/17/2014

i-Sight Case
Promotion/Closure

TRUVEN™

HEALTH ANALYTICS

MFCU Referral / Payment

Suspension Users

Page 3 of 6

START

User creates FRJ
case with one or
mare Provider
records

START )—)

User is assigned PRJ
case by another user

Track MFCU referral
in Referred To
Status notes and
Externa/MFCU Hold,
as applicable

Track Payment
Suspension Appeal,

A

if applicable, in
Appeal subrecord
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Recommending
Termination?
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Track Termination
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SubStatus records

h

Track Appeal, if
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Date, as applicable
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As of: 4/17/2014

i-Sight Case
Promotion/Closure

TRUVEN™

HEALTH ANMNALYTICS

Prepayment Review Users

Pagedof b

PPR user creates PRI
case with one or
more Provider
records

PPR user is assigned
START PRI case by anocther
user
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Complete
Prepayment Review
section on Provider

record

Add a new Prepayment
Review record for each
compliance review
until review is
complete

h

\/

Recommending
Termination?

YES

v

Track Termination
progress with
SubStatus records

h

Track Appeal, if

applicable, in Appeal
subrecord

Populate

Prepayment Review Complete and close
End Date on case
Provider record
A
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As of 4/17/2014

i-Sight Case
Promotion/Closure

TRUVEN™

HEALTH ANALYTICS

Audit Users

Page5ofb

~

Audit user creates
PRI case with one or

more Provider
records

assigned PRI case by
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Audit user is

another user

Complete all
relevant sections in
Provider record

Complete and close

. Complete Audit Complete audit and _
Prcwn:_ler subrecord for a| DUrsUE recovery, Tr_“k Ap!:)eal, it ;
potentially NO-»| S > . ' |—» applicable, in Appeal —» the Provider record
provider in tracking all details in . "
aberrant? ) subrecord in the Audit PRI case
Audit PRI case case
YES F Y
Y
Create a new g ™,
tzf;?oi;o For eriginal audit case k....._l::.rjl?........-—/l
Anew case is
created for the
investigation, risk
assessment, or
additional audit and
NO— linked to the original
case
YES l
+ For newly created case
Remove the c i
provider from the Add Status Motes subf:t;:fu:r“
PRI case with the P and assign case to  —Audit— ider in
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As of: 4/17/2014

i-Sight Case
Promotion/Closure

TRUVEN™

HEALTH AMALYTICS

Risk Assessment Users

Page G of 6
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user reates PRI
case with one or
more Provider
records

Risk Assessment
user is assigned PRJ
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Complete all
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h
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2. QC Checklist

Indiana Fraud and Abuse Detection System [FADS)
Verification That Documentation Is
Complete in i-5ight

Project Mumber

[hecldist sight
Fum a monthly report from i-sight that
provides 3 Recoupment B Recovery Current
Owtstanding Balanoe of 50,00

MFCLY

-wetted email [Project Attachment)

-Werify providers on list received letter

¥es Mo Comments

Draft Audit Findings

-Letter

Correct Letter Type chosen

Sent Date entered

Mail Tracking Date Received entered
Letter iz attached

Attachment & is attached

Copy of green card attached

Provider response attached (if applicable)
Provider Response date completed (if
applicable)

Provider response recorded on letter record
(if applicable)

-&udit Record

Correct Audit Type Chosen

Auditing Group field complete and correct
Audit Begin and End fields are complete

Finpnoiol Colcuiotion of Cverpoyment (FOO)
or FOO-NR or Finol Awdit Findings

-Letter

Correct Letter Type chosen

sent Date entered

Mail Tracking Date Received entered

Letter is attached

Attachment A is attached

Copy of green card attached

Provider response attached (if applicable)
Provider Response date completed (if
applicable)

Provider response recorded on letter record
[if applicable}

-Provider Portal Session

Session Clozed?

Recoupment/Recovery Ledger - 50.00

FOO Date complete

-Outstanding Balanoe = 50,00

-Ledzer Qutstanding Balance = 50,00
-Checks are attached to ledzer record|s) for
check transactions

I1CNs are included for claim adjustment and
woided claim tran=actions

Expenditure reguests are attached to Refund
transactions
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Indiana Fraud and Abuse Detection System [FADS)
Verification That Documentation Is
Complete in i-Sight

Project Mumber

|Ogims
~Claims are in i-5ight
-Claims hawe been resolved [mo money owed)
-Claims hawe been recouped [monesy owed)
ICHE are formatted correcthy

Claims include CMS Report date (if FOOs sent
ower one (1) year ago)

-Dumny claims, duplicate claims have been
deleted

Seff-Awdr

-Letter

Correct Letter Type chosen

Sent Date entered

mail Tracking Date Recsived entered
Letter iz attached

Aattachment A is attached

Copy of gresn card attached

Provider response attached [if applicable)
Provider Response date completed (if
applicabls)

Provider response recorded on letter record
[if applicable)

-&udit Record

Correct Audit Type Chosen (self-audit]
Auditing Group field complete and correct
audit Begin and End fields are complete

Peer Comparison

-Letter

Correct Letter Type chosen

sent Date entered

mgil Tracking Date Recsived entered
Letter iz attached

attachment A& is attached

Copy of gresn card attached

Provider response 3ttached [optional)
Prowvider response recorded on letter record
[optional)

Educotion

-Letter

Correct Letter Type chosen

Sent Date entered

mgil Tracking Date Recsived entered
Letter iz attached

attachment & is attached

Copy of gresn card attached

Mame of R evieser Duvbe Review Dom plsted
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