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1.0 Introduction

AuthentiCare is your trusted Electronic Visit Verification (EVV) solution supporting web-based or
smartphone electronic visit verification, reporting, and billing with many time-saving essential
features.

Section 12006(a) of the 21st Century Cures Act mandates that states implement EVV for all
Medicaid Personal Care Services (PCS), Home Health Services (HHS), and Home and
Community-Based Services (HCBS) that require an in-home visit by a provider.

EVV can be a strong mechanism for program integrity in the Medicaid program, including
reduction in unauthorized services and improvement in quality of services to individuals. EVV
systems can increase accuracy and quality of PCS and HCBS services provided in addition to
utilizing the billing functions. Billing from AuthentiCare directly allows an increased efficiency
through quick electronic billing incorporated into the system immediately after entry.

AuthentiCare features and benefits:

Easy to learn and use

Intuitive process and flow

Fast check-in and check-out

Integrated scheduler with real-time alerts for missed visits
Interactive provider and worker dashboards

Flexible reporting to assist in payroll processing

New Mexico Centennial Care utilizes AuthentiCare for eight (8) Personal Care Services, two (2)
Self Directed Community Benefit (SDCB), and nine (9) Home Health Services provided to
Clients assessed as eligible to receive one or more of the services provided through New
Mexico Centennial Care providers. New Mexico Centennial Care is comprised of three different
Managed Care Organizations (MCOs): Blue Cross and Blue Shield of New Mexico,
Presbyterian Health Services, and Western Sky Community Care.

Providers of selected services (procedures) are required to use AuthentiCare to capture and bill
for services provided to New Mexico Centennial Care members who are known in AuthentiCare
as “Clients.” (See Appendix A-1 for the list of included services.)

1.1 Purpose of this Document

This manual is for anyone who needs to know how to use the AuthentiCare system, especially
providers who need to administer and research worker, client, and visit information. Since this is
a “How To” document, there is sufficient detail to provide a solid understanding of what the EVV
solution is designed to do, how it works, and how to use it effectively.

1.2 Using this Manual

This manual is designed to provide the information you need to use AuthentiCare. Each section
within a section provides step-by-step instructions. Each section may also have one of the
following boxes:
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I
A

Notes: The information provided in these boxes is intended to assist and further
explain the material. It may include an important tip or hint for using the system.

Caution: The information provided in these boxes highlights actions that, if taken
in the system, may have an adverse effect.

1.3 Common Terminology/Acronyms

Users must be familiar with the terms and acronyms used in AuthentiCare to take full advantage
of the functionality and follow the instructions in this User Manual. These include:

Term/Acronym

Meaning/Use

835

The 835 is the electronic remittance advice (RA) that applicable New
Mexico Centennial Care MCOs provide to providers reporting the
adjudication status of each claim submitted.

837P

The 837 Professional (P) is the electronic billing file of confirmed claims
that AuthentiCare submits each weekday morning on behalf of each
provider. Providers will be reimbursed for services rendered on their
current payment schedule.

8371

The 837 Institutional (1) is the electronic billing file of confirmed Home
Health Care claims that AuthentiCare submits each weekday morning on
behalf of each provider. Providers will be reimbursed for services
rendered on their current payment schedule.

Case Manager

The case management entity at each New Mexico Centennial Care MCO
is a Care Coordinator.

Each episode of service captured in AuthentiCare is known as a claim.

Claim Each will have a unique claim number. Claims may be entered into
AuthentiCare by the Mobile Application, IVR, or the Web.
Client The New Mexico Centennial Care member is known as Client throughout

this manual and is the person receiving Centennial Care services.

Client Support
Services

Client Support Services is the Fiserv help desk established to assist
AuthentiCare users. Contact information for them is in Section 17 of this
User Manual.

Employer of
Record (EOR)

SDCB term for representative. A representative is a person employed by
the SDCB member to act on their behalf. In some cases, the member is
the EOR.

10
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Term/Acronym

Meaning/Use

External Client
ID

The Client ID number that a provider has created in the provider’s own
Client data system can be captured in the AuthentiCare system for the
provider’s accounting purposes.

Event

For those providers who use the Scheduling functionality in
AuthentiCare, an event is a visit scheduled in advance for service to a
Client.

Fiserv

The company that operates AuthentiCare for New Mexico Centennial
Care.

High Risk
Indicator

The box on the Client Entity Settings page that is open to MCO-user-edit
to designate a Client with more risk than other Clients regarding his/her
services delivery.

IVR

The Interactive Voice Response system used by AuthentiCare contains
pre-recorded information that the Worker interacts with via touch tone
phone when calling a designated toll-free number. For more information,
see Section 10 of this User Manual.

Jurisdiction

The portion of state or federal government services in which
AuthentiCare has been implemented to provide accurate time reporting
and/or claims submission of Medicaid services on behalf of eligible
providers is known to Fiserv as an AuthentiCare jurisdiction.

MCO

A managed care organization is referred to as an MCO or health plan. In
AuthentiCare New Mexico Centennial Care, an MCO staff member
utilizing AuthentiCare is referred to as a New Mexico Centennial Care
Administrator user.

Member

SDCB term for Client (reference Client meaning/use above)

Mobile
Application

A GPS enabled Mobile Application (smartphone) can be used to record
services provided for a Client. For more information, see Section 11 of
this User Manual.

Multi-Branch

A provider who has several branch offices is referred to in NMCC as a
multi-branch provider. Authorizations, schedules, late/missed visit alerts
are divided and tracked by branch location. For more information, see
Section16 of the User Manual.

No Tech Zone
Indicator

The box on the Client Entity Settings page that indicates the Client lives
in an area with no cell telephone or landline telephone access.

Provider

“Provider” designates the provider agency that is authorized to deliver
services for a Client.
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Term/Acronym Meaning/Use

A role is the individual user’s defined term that designates what
information the user may access and what actions the user may perform
on the AuthentiCare website. At each provider location, all users are
created by the AuthentiCare initial administrator user who and then
assigns other roles. The role each user is assigned allows users to do
their designated work while assuring that all data is maintained in a
private and secure manner. For a description of each role, see Appendix
A-4 of this User Manual.

The procedure provided for the Client through AuthentiCare New Mexico
Centennial Care is known as the service. For a list of the services for
which the provider is required to use AuthentiCare, see Appendix A-1 of
this User Manual.

Staff members at each of the New Mexico Centennial Care MCOs who
Staff oversee the services applicable to AuthentiCare are the staff members
who have access to information in AuthentiCare.

SDCB term for case manager. Refer to Case Manager meaning/use
above.

Timesheet SDCB term for Claim. Refer to Claim meaning/use above

The Worker is the employee of the provider who provides the service to
the Client. Each Worker is assigned a unique 5-digit Worker ID number
for each provider and/or provider location where they work to use when
recording services via the IVR, Mobile Application, or the Web.

Role

Service

Support Broker

Worker

1.4 AuthentiCare Overview

The core of AuthentiCare is a database containing information on the Clients, Services,
Authorizations, Providers, and Workers. This information is updated each weekday via entry
provided by New Mexico Centennial Care MCO staff or Web entry by provider staff. The basic
use of AuthentiCare requires these steps:

e The Worker goes to the home of the Client to provide a service.

o The Worker uses the Client’s touch-tone phone to call the toll-free AuthentiCare

o Number or uses a GPS enabled Mobile Application.

e Using caller ID or GPS technology, AuthentiCare identifies the Client and the
services authorized for that Client and prompts the Worker to enter his/her
Worker ID number and to verify the service to be provided.

e The system verifies the information and advises the Worker that he/she is
“checked in” as of the time the contact was initiated.

¢ When the Worker completes the service, the Worker calls the same toll-free
number or uses the GPS enabled Mobile Application to “check out”.

The Worker is advised that he/she is “checked out” as of the end of the contact.
From that telephone/Mobile Application interaction, AuthentiCare creates a claim.

After the provider reviews and approves it, the claim is submitted electronically for adjudication.
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Claims are submitted for processing in the early morning of each weekday.

In situations where the IVR system cannot be used (example: the phone is out of order) and the
Worker does not have a GPS enabled Mobile Application or in situations where the Worker
makes an error (example forgets to check out); the Worker notifies his/her supervisor and
provides the information about the visit.

The provider enters the visit information into AuthentiCare via the Web Portal, thus creating a
claim for the service provided.

1.4.1 Organization of the Data

The data in AuthentiCare is organized under four main areas:

o Entities - includes people or agencies that are involved in providing care as well
as individuals receiving care. In AuthentiCare, the Entities are:

o Provider
o Worker
o Client

e Services — those procedures defined by New Mexico Centennial Care MCOs for
reporting through AuthentiCare are listed in Appendix A-1.

¢ Authorizations - specify the types and amount (units) of service that providers
are pre-authorized to provide based to Clients.

¢ Claims- Visits that are submitted in AuthentiCare for billing purposes.

Under certain pre-defined circumstances several visits may be combined to create one
claim for billing purposes. If a Client receives the same service in different shifts
throughout the day, and those visits are confirmed the same date for that date of service,
those separate visits are “rolled” into one claim for export in the early morning hours of
the next day. Each claim created in AuthentiCare has a unique claim number which is
retained and displayed in AuthentiCare claims reports for audit purposes. Refer to
Section 13 for additional claims information.

1.4.2 AuthentiCare Users

The user of AuthentiCare is assigned one of several different roles. This User Manual is
designed to provide each user, regardless of role, with the ability to maximize use of the
system daily.

The Client is the heart of any in-home and facility care system, but Clients do not interact
directly with AuthentiCare. Individuals that have active roles in AuthentiCare are:

e The Worker is the person who uses the Mobile Application or IVR to perform a
check-in and check-out at the start and end of the service delivery period. The
Worker’s role in AuthentiCare is the primary method of visit validation. Workers do
not have access to the AuthentiCare web portal.
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e The Provider staff who use only the AuthentiCare web portal to perform various
actions, contingent on the responsibilities associated with their Provider sub-role.
They are also able to:

o Manage Worker information

o Schedule Workers’ visits to Clients’ homes (optional)

o Add claims for services where the use of the IVR or Mobile Application
was not feasible

o Modify a claim that was incorrectly entered by the Worker using the IVR or
Mobile Application

Users can also:

¢ Review and confirm claims for billing prior to their submission for payment
e Acknowledge and provide an explanation of missed visits
e View reports of real-time information to assist in record keeping and management

New Mexico Centennial Care MCO Staff, including Case Managers, use the secure
website to monitor services being provided to Clients.

AuthentiCare helps to reduce paperwork and gives the user tools to assist in managing
staff resources, service delivery and reimbursement through access to real-time
information via Google Chrome at any time.

1.4.3 NMCC Self Directed Community Benefit Agency Providers

NMCC Self Directed Community Benefit (NMCC SDCB) Agency Providers are provider
entities working with the New Mexico Human Services Department and state contracted
Managed Care Organizations to provide an array of services that focus on the elderly
and disabled population.

SDCB Agency Providers will be able to:
e Section 6.0: Manage Workers
e Section 7.4: Search and Save Clients via Medicaid ID or Date of Birth

e Section 10.0-Section 12.0: Record visits when Workers use Mobile or IVR

e Section 13.0: Create and Edit Web Claims (Only those with Provider
Administrator Role privileges)

@ Note: Authorizations do not apply to SDCB Agency Providers.

Throughout this User Manual, there will be sections as linked above with information
pertaining to SDCB Agency Providers and their functionality within AuthentiCare.
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144 Home Health Services Agency Providers

The New Mexico Medicaid program supports medically necessary health services
furnished to eligible clients, including Home Health Services. AuthentiCare will be used
by Providers and Workers who provide the Home Health Services to meet the
requirement to electronically verify the Home Health Service visits.

Home Health Services can be provided alongside Personal Care Services and SDCB
Services.

For Home Health specific information:
e Section 5.2: Adding Negotiated Rates for each Service by MCO
e Section 8.6: Attending Provider
e Section 13.15: Home Health Services

o 13.15.1: Services Codes

w

1

o
N

o 1 : Service Unit Restrictions

o 13.15.

w

: Personal Care Services related to Home Health

¢ Appendix A-3: Claim Exception Codes and Claim Status
¢ Appendix A-8: Home Health Service Codes

1.5 Security

AuthentiCare maintains extensive security protocols to protect the information available via the
website while at the same time making it readily available to authorized users. There are two
levels of security controlling access to the data:

The first level of security is dependent on the role that the user has in the system. The roles in
AuthentiCare are Provider Administrative User, Blue Cross and Blue Shield of New Mexico
Administrative User, Presbyterian Health Systems Administrative User, and Western Sky
Community Care Administrative User.

Note: Each Provider can designate another Administrator role or other role
within their agency. Each role can perform specific functions within the
system. See Appendix A-4 for a description of the roles.

The second level of security is referred to as data scoping. Data scoping restricts what
information the user has access to within the assigned role.

A Provider user has the access only to information associated with the Agency ID. A provider is
not able to view the data of other providers for confidentiality reasons.
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New Mexico Centennial Care MCO Administrative users can view all data in AuthentiCare
related to their Clients.

1.6  AuthentiCare Web Application Functionality

The AuthentiCare Web portal has the following unique functions.

Hyperlinks: a connection from your current location in the application to another page in the
web application. Text and icon hyperlinks are available. When the cursor is placed on a
hyperlink, it changes from an arrow to a hand. Hyperlinks only require a single click. Below is an
example of a hyperlink:

1D Status » Client ID Client Date Range Information
Name
o e s n BRAVO, 08/01/2019 -
I 932 I Authorize, ConfirmBillingFerClaim 000000002 BILLY 08/01/2010 ﬂ

Pictures, graphics, or icons can also be used as hyperlinks. If the cursor arrow changes to a
hand, then there is a link. In the example below, the graphic does not change in appearance,
but a pop-up box indicates what the hyperlink does and the arrow changes to a hand.

The Web Portal uses a Web browser. The Web browser has the ability to maintain the Web
addresses of your “favorite” websites, to add an address to your favorites, to enter a Web
address (also known as a URL), to go back to the previous page, to go forward to the next Web
page assuming you have viewed it previously, to reload or refresh the current page, and to
cancel the loading of the current page.

Web applications can use breadcrumbs to assist in navigation. As the name suggests, this
provides you with a history of the Web pages you used in getting to your current page in the
event that you wish to return to any of the previous Web pages. The Web pages identified in the
breadcrumb are hyperlinks, and by clicking on them, you will be returned to that Web page.

Hover Text: additional information is displayed when the mouse cursor is placed over the hover
link. AuthentiCare uses this function to provide additional information rather than requiring a
user to navigate to another page in the application to get the same information.

181991 | Worker3, TCoETest orker dditional Information

788310 | Workerd, TCoETest | Worker | [ '*° 161215

| ! ) Full Name: Worker2, TCoETest
481853 | Worker5, TCoETest | Worker B Home Address:

T T T Home Phone:
339007 | Worker6, TCoETest | Worker Bl Vi Addcacs:
000977 | Worker7, TCoETest | Worker a Morkrnone; (40222222202

! | I Date of Birth: 05/10/1977
335705 | Worker8, TCoETest Worker ﬂ Effective Date Start: 06/02/2020

| I 1 Effective Date End:
192859 | Worker9, TCoETest | Worker B medicaid i F111102
971267 | WorkerALL, TCoETest | worker | E :';‘_:f':
774912 | ZealCrouch, Cassia | Worker ﬂ FID:

y Status: Active

<Prev123456 Next>
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Additionally, there are several unique icons in the AuthentiCare web portal. These include:

~
o Looking Glass icon: used for looking up values for fields linked to existing data in
the system.

. Schedule Event icon: used on the Authorizations page to schedule an event for the
authorization.

o Information icon: displays more detailed data when you place the mouse over the
icon (hover text).

L=y - . . . . . ..
o Entity icon: provides a link to view the associated data for the value displaying in a
certain field.

o E Exception icon: view the exceptions on a claim (hover text).

o Run Report icon: run a report from a previously created report template.

2.0 Getting Started

This section is designed to help you begin using AuthentiCare by walking through the provider
registration process, adding new users, logging in, logging out, and changing your password.
The AuthentiCare website is www.AuthentiCare.com/nmcc.

Before you can log in, you must have:

e Username (Email Address): To access AuthentiCare, an administrator (Provider
Admin, Fiserv System Admin, etc.) must create a user account for you. Your email
address serves as the account username. The account will determine the level of access
you are allowed within AuthentiCare and the types of transactions you can perform.

e Password: A temporary password (also assigned by a program administrator) enables
you to log in. Once logged in for the first time, you will want to change your password to
a value you can easily remember. Your password protects your email address
(username) from unauthorized use. Passwords must be at least nine characters long
and must contain letters and at least one number and at least one special character.
They are case sensitive. Keep your password confidential.

Providers are preloaded in the AuthentiCare system by an automated backend process.
Providers’ usernames and email addresses are captured when registering for and attending
the AuthentiCare solution training. Provider users will receive access credentials (username
and password) following their attendance in the applicable AuthentiCare training(s).
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21

Establishing a User Account

To log into AuthentiCare, you must have a user account which consists of a username (email
address) and a password. There are several ways that a user may obtain a username and
password:

1.

For all Providers including NMCC SDCB Agency Providers and Home Health
Providers, an initial user account for an Administrator user is created by Fiserv and
provided to a manager. Proceed to Section 2.2 for instructions on logging into
AuthentiCare. After logging in, the Administrator user can create user accounts for other
users for that provider (refer to Section 2.8 for further instructions).

For New Mexico Centennial Care Provider Administrators user accounts are created
by Fiserv when authorized by New Mexico Centennial Care MCOs. The registration
process is not required. Fiserv will provide the username (email address) and password
so that Centennial Care administrators are able to log into and use AuthentiCare.
Proceed to Section 2.2 for instructions on logging into AuthentiCare.

For New Mexico Centennial Care Self-Directed Community Benefit Support
Brokers, access is granted using a self-registration process via the AuthentiCare
system.

For New Mexico Centennial Care Self-Directed Community Benefit Employer of
Record (EOR) users, access is granted by a Support Broker.

211 NMCC SDCB Support Broker Self-Registration

Support Brokers will need to have the Provider ID and PIN prior to registration in AuthentiCare.

For Support Brokers who know their Provider ID can call AuthentiCare Support to obtain a PIN
in order to register for access.

For Support Brokers who do not have their Provider ID, they will need to contact the Fiserv
New Mexico Training Team in order to obtain Provider ID and PIN.

The Support Broker will need to provide the agency case manager’s email address as
listed in AuthentiCare for validation.

The Fiserv New Mexico Training Team will then provide the Provider ID.

Support Broker will need to call AuthentiCare Support to obtain their PIN in order to
register for access.

Once you have received your Provider ID and PIN, you are able to follow the registration steps

below:

1.
2.

Type https://www.authenticare.com/nmcc in your web browser
Click Register for Access
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AuthentiCare®
FIrSt Data New Mexico Centennial Care

Welcome to the AuthentiCare® Solution

iCare email address and password to access the system.
Register for Access

*Indicates a required field.

* Email Address: | |

Password: | |

Forgot UserName | Forgot Password m

3. Select CaseManager from the Entity Type dropdown list

AuthentiCare®
FIrSt Data New Mexico Centennial Care

Register

Use your assigned [D and PIN plus your e-mail address and a password you choose to register for access to the website.

= Entity Type:

*ID:

Client
Provider
Worker
Representative
CaseManager
Payer

* PIN:

Email Address:

* password:

* Confirm Password: ‘

Enter Provider ID and PIN

Enter your email address

Create and confirm your password
Click Register

No ok

21.2 NMCC SDCB EOR Registration

NMCC SDCB Employee of Record will be registered by the Support Broker Agency they are
employed with. Contact the agency’s manager for login credentials.

2.2 Logging into AuthentiCare

Navigate to the AuthentiCare website at https://www.authenticare.com/nmcc/login.aspx .
The Welcome page displays.
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AuthentiCare®
FII'St Data New Mexico Centennial Care

Welcome to the AuthentiCare® Solution
Please enter your AuthentiCare email address and password to access the system.

Register for Access
* Indicates a required field.

* Email Address: | ‘

Password: | ‘

Forgot UserName || Forgot Password Suhmit

To login to AuthentiCare, please follow the steps below.

1. Enter your Email Address and press the tab key to move to the next field or move the
mouse to the next field.

2. Enter your Password in the Password field. It will appear as asterisks (*) as you type it.

3. Click the Submit button.

If you are logging into AuthentiCare for the first time, the Create User Profile page displays.

Create User Profile

* Indicates a required field.

* First Name: |

Middle Name: |

* Mobile phone ber: |

\
\
* Last Name: | ‘
\
\

* Email Address: |

* Username: cayle.cox@fiserv.com

*Security Questions:

| v] | \
| V) \
| v] | \

Kz

Type the moving characters l:

Enter all required information and click Save.
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; Note: Security features on this page include:

D e Security questions to provide an alternative way of identifying
users. AuthentiCare asks Users to answer security questions when
they have:

e Forgotten their password

e Entered the wrong credentials too many times

e Tried to log in from an unfamiliar device or location
e A CAPTCHA to differentiate humans from bots.

AuthentiCare uses multi-factor authentication to reduce the risks associated with compromised
passwords by adding an additional layer of security to protect highly sensitive personal
information.

The AuthentiCare system will generate a verification code and send it to the email address
provided on the Create User Profile page.

[FDC-External]: AuthentiCare Verification Code

Retention Policy 14 Month Delete (1 year, 2 months Expires  §/18/2021

© (Warning] - This message originated outside the Firm. Use caution when opening attachments, dlicking links or responding to requests for information.
Dear .
Please use the following access code to complete your AuthentiCare login request. The code is valid for 20 minutes.
238491

Thank you,

AuthentiCare Support
Toll Free Phone Number — 1 (877) 829 - 2002

PLEASE DO NOT REPLY TO THIS MESSAGE.

This 1s a system-generated AuthentiCare email. Replies will not be read or forwarded for handling

1. Enter the code on the Verify your email address screen and click Submit.

FI rSt Data AuthentiCare®

Verify your email address

* Indicates a required field.

Enter verification code sent to your email address: |

Please check your email for a verification code. Do not share the verification code with anyone.

Suhmit Resend Code
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¥ § Note: If you did not receive a code or the code is not accepted, select the
Resend Code button on this page.

Multi-factor authentication rules require the user to enter the correct verification
code to proceed.

2. The next step in the initial log in process is to read and accept the User Agreement. Use
the scroll bar on the right to navigate to the bottom of the agreement and click either the
Accept or Deny button.

First Data.

User Agreement

WEB USER AGREEMENT V.1.0

YOU MUST READ THESE TERMS AND CONDITIONS CAREFULLY BEFORE USING THIS SITE OR APPLICATION. BY USING THE AUTHENTICARE APPLICATION
YOU WILL BE BOUND TO FOLLOW THE TERMS AND CONDITIONS OF USE. FAILURE TO ACCEPT THIS USER AGREEMENT WILL PREVENT ACCESS INTO THIS
SITE OR APPLICATION.

ACCEPTANCE: By accessing or using this site (the "Site"), the AuthentiCare Application (the "Application"), or both, you signify your assent to and
agreement with these Terms and Conditions of Use (the "Terms and Conditions"). These Terms and Conditions may be revised at any time. Each time you
use the Site or the Application, you reaffirm your acceptance and agreement to the then-current version of the Terms and Conditions. If you do not wish
to be bound by the Terms and Conditions, you should immediately discontinue using the Site and the Application, though the applicable Terms and
Conditions will continue to apply to any prior use(s).

YOUR OBLIGATIONS: You agree to: (a) immediately report a lost or stolen device used to access the Site or Application to your employer or if after normal
business hours to First Data Government Solutions, LP’s (First Data) help desk by calling 1-800-441-4667 (b) properly maintain all equipment necessary
for your access to and use of the Site and the Application; (c) maintain the security of your user identification, password and other confidential
information relating to your use of the Site and the Application and not disable your device’s locking functions; (d) be responsible for any loss or claim
arising as a result of any unauthorized use of the Site or Application using your user information or device; (e) take all reasonable steps to prevent any
unauthorized use, including by not sharing your password and by changing your password periodically; and (f) update your personal information,
including your mobile phone number, device ID (i.e., SIM card number or equivalent) and e-mail address with your employer on a regular basis.

You agree to promptly notify your employer and First Data by phone at the help desk and in writing at:

First Data Government Solutions, LP
3975 NW 120t Avenue
Coral Springs, FL 33065
SUBJECT MATTER OF THESE TERMS AND CONDITIONS. NOTICE: First Data may deliver notice to you under these Terms and Conditions by means of
electronic mail, a general notice on the Site or Application, or by written communication delivered by first class U.S. mail to your address on record.
Notice given pursuant to any such method will be binding and effective on you for all purposes.

MISCELLANEOQUS: Any failure to exercise or enforce any right or provision of these Terms and Conditions will not constitute a waiver of such right or
provision. If any provision is found to be invalid or contrary to law, then it shall be ineffective only to the extent of such invalidity, so that the remaining
provisions shall be valid and enforceable. You agree that regardless of any statute, law, regulation or other legal requirement or prohibition to the
contrary, any claim or cause of action arising out of or related to your use of the Site or the Application must be commenced within one (1) year after
such claim or cause of action first arose or you waive your right to pursue such claim or cause of action. These Terms and Conditions constitute the entire
and only agreement between First Data and you with respect to the Site and the Application, and supersedes all prior or contemporaneous agreements,
representations, warranties and understandings with you with respect to the Site and Application. You understand and agree that you are entering into
these Terms and Conditions electronically, which will have the same force and effect as an agreement in writing.

ELIGIBILITY: By using the Site or the Application, you represent that you have reached the age of majority where you live and that you have the legal
ability to agree to these Terms and Conditions and that you will only use the Site and the Application in accordance with these Terms and Conditions.

LINKS TO THIRD-PARTY WEB SITES: The Site and the Application may contain links to third-party web sites. The links are provided solely as a convenience
to you and not as an endorsement by First Data of the content on or security of such third-party web sites. First Data does not control or guarantee the
accuracy or integrity of the content located on any such third-party web sites. First Data is not responsible and assumes no liability for the information,
content or software of such third-party web sites and does not make any representations regarding the content, quality, safety or accuracy of materials
on any such third-party web sites. If you decide to access third-party web sites, you do so at your own risk.

LINKS TO THIRD-PARTY WEB SITES: The Site and the Application may contain links to third-party web sites. The links are provided solely as a convenience
to you and not as an endorsement by First Data of the content on such third-party web sites. First Data does not control or guarantee the accuracy or
integrity of the content located on any such third-party web sites. First Data is not responsible and assumes no liability for the information, content or
software of such third-party web sites and does not make any representations regarding the content, quality, safety or accuracy of materials on any such
third-party web sites. If you decide to access third-party web sites, you do so at your own risk.

|Accept §Deny |

© 2019 First Data Government Solutions, LP. All Rights Reserved. All trademarks, service marks, and trade names referenced in this material are the property of
their respective owners.
AuthentiCare Digital Accessibility Statement First Data Privacy Policy Download Acrobat Reader
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Caution: Security rules require the user select Accept to continue in the
AuthentiCare system. If you select Deny, you will not be permitted to finish
setting up your account.

Once verification is complete and you have accepted the User Agreement, the Homepage
displays.

2.3 Home Screen

After a successful login, the Home page displays and varies in appearance based on the user’s
role. Your view of the Home page may be different from what is displayed in this User Manual
because this is the Provider Administrator’s view. From the Home page, you can access
multiple functionalities.

AuthentiCare®
FII'St Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | visits | Administration | My Account | Custom Links | Logout Logged in as: heydichmnmeccarelle@nm.com

Service Period: |

Procedure Code: |

Entities Claims
Add New > Client Add New =  Claim (Standard)
Worker Add New >  Claim (Express)
Entity Type > | "| .
'® Claim
Search =
| o] | Search Type: () Confirm Billing - View
() Confirm Billing - Bulk
*Claim ID: ‘
Services and Authorizations [Got| Clear |
Clear
O service .
Search Type: _ Claim Status: | V|
'® puthorization —
. *Claim Start: |04/01/2023
Service: | ‘ P
* i = 04/30/20
Authorization ID: | ‘ Claim End: |04/30/2023
Service Type:| v ‘ Service: | |
S p Authorization ID:
Authorization Start: [MM/DD/ YY) | |
Authorization End: | MM/DD/YYYY . Client: | |
Client:| ‘ Provider: | |
Provider: | ‘ cties: | |
Worker: | ‘ Representative: | |
Payer:| ‘ CaseManager: | |
‘ Pavyer: | |

Procedure Code: |

(Go!| User Option: | v|
[JInclude Inactive Claims?
Go! [ Clear|

2.4 Change Password or Security Questions

Once you can access AuthentiCare, you can change your password or security questions by
placing the cursor over My Account in the main menu and selecting Update User Profile.
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Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Update User Profile

The Update User Profile screen displays:

Update User Profile

* Indicates a required field.

Edit
* First Name:
Middle Name:
* Last Name: = E
* Mobile phone number: *
* Email Address:
Change Password
* Username: = ¢ =
* Password:
* Confirm Password:
*Security Questions: m

From the Update User Profile Screen, you can select Change Password to update your
credentials. Your password may be changed at any time.

To change a password:

1. Enter your current password.

2. Enter your new password.

3. Re-enter your new password to confirm.
4. Choose Submit to complete the change.

Change Password

Please enter your existing password, then enter your new password and confirm to change your current password. Your password must be in the following
format.

*At least 9 characters

*At least one upper case

=At least one lower case

=At least one number

*At least 1 special character (example @,#,%,8)

* Existing Password: | |

= Mew Password: | |

* Confirm MNew Password: | | E
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@ Note: Password Requirements:

e The password entered cannot be the same as any of the previous
eight passwords you have used.

e Minimum length of 9 characters

o Atleast 1 upper case

e Atleast 1 lower case

e Atleast 1 number

e At least 1 of the following special characters (@Q#$%"&?!+=)

¢ Cannot contain any common dictionary words, e.g., Password or
Winter

e Cannot contain strings of consecutive numbers or characters, e.g.,
123, AAA, 555,11

e Cannot contain user’s name or email

From the Update User Profile screen, you can select Edit to update your profile information.

Update User Profile

* Indicates a required field.

* First Name:
Middle Name:
* Last Name:
* Mobile phone number:

* Email Address:

Then select Update once changes have been made.
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Update Contact Information

* Indicates a required field.

* First Name: | |

Middle Name: |

* Last Name: |

* Mobile phone number:

* Email Address:

* Confirm Email Address: |

From the Update User Profile screen, you can also select Edit to update your security
questions.

*Security Questions: Edit
In what city did you meet your spouse/significant other? v
In what city was your mother born? v
What was your first pet's name? v

Select Update once the changes have been made.

Update Security Questions
* Indicates a required field.

*Security Questions:

| In what city did you meet your spouse/significant other? V| | |
| In what city was your mother born? v| | |
| What was your first pet's name? v| | |

2.5 Password Reset Instructions

1. Click the Forgot Password button on the login screen.
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Welcome to the AuthentiCare® Solution
Please enter your AuthentiCare email address and password to access the system.

Register for Access
* Indicates a required field.

* Email Address: | |

Password: | |

Forgot UserName | Forgot Password m

2. Type your email address, type the moving characters, and click Submit.

Follow the prompts to reset password

* Enter AuthentiCare Login Email Address: |

Nc
RAR

Type the moving characters |:|

| Continue | Return to Login Page

3. Type the answer to the security question shown, type the moving characters and click
Continue.

Follow the prompts to reset password

In what city was your mother born? | |

&2

Type the moving characters \:\

Return to Login Page

4. You will receive an email with a link to reset your password.
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2.6

1.

2. Type your username, which is your registered email address, in the Email Address field.

Reset Password

Desr I

You have requesied lo reset your AuthentiCare password. Please use the following link 1o reset your password. The link will expire in 60 minutes

Thank you,

AuthentiCare Support

Toll Free Phone Number = 1 (877) 829 - 2002
PLEASE DO NOT REPLY TO THIS MESSAGE.

Thus 1s a system-generated AuthentiCare email. Replies will not be read or forwarded for handling

Username Recovery Instructions

Click the Forgot Username button on the login screen.

Welcome to the AuthentiCare® Solution
Please enter your AuthentiCare email address and password to access the system.

Register for Access
* Indicates a required field.

* Email Address: | |

Password: | |

| Forgot UserName Forgot Password m

Next, type the moving characters, and click Submit.

* Confirm Email Address: |

Type the moving characters I:

To recover the username, you must provide the email address associated with your account.
An email will be sent to your attention with the username.
For additional questions please reach out to AuthentiCare support at 1-800-441-4667.

s

N C

3. You will receive an email with your username information

Forgot Username

o noreply@authenticare.com © Ry ©Repyal | > Forerd || B
To ® Mon

Dear Liw mlom -

Your username is " Please use the username/ password to login to AuthentiCare portal.

Thank you,

Fiserv AuthentiCare Support
Toll Free Phone Number — 1-800-441-4667

PLEASE DO NOT REPLY TO THIS MESSAGE.

This is a system - generated Fiserv email. Replies will not be read or forwarded for handling.
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2.7 LogOut

For security and privacy reasons, it is important for users to log out of AuthentiCare when
leaving the workstation.

Y

AuthentiCare®
FII’ST. Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links Logged in as:

After a 15-minute period of inactivity, AuthentiCare automatically logs the user out the system.
Select Logout from the Main Menu to log out when leaving your workstation.

2.8 Adding New Users

A provider staff member with the NM_Administrator role can create additional user accounts,
including another user with the NM_Administrator role and a variety of other roles.

A NMCC SDCB Support Broker user can add EOR users.

An MCO staff member, a New Mexico Centennial Care Administrator user, cannot add another
New Mexico Centennial Care Administrator user to AuthentiCare. To add an MCO New Mexico
Centennial Care Administrator user, contact authenticare.support@fiserv.com.

An AO_Administrator user (created for MultiBranch authorization work) cannot add another
AO_Administrator user to AuthentiCare. To add another AO_Administrator user, contact
authenticare.support@fiserv.com.

; Note:
D For MCOs, an MCO New Mexico Centennial Care Administrator user cannot
add another MCO NMCC Administrator user.

For providers, an AO_Administrator user cannot add another
AO_Administrator user.

To add these users, contact authenticare.support@fiserv.com.

In order to add New Users, Providers will need to login to AuthentiCare and register the new
users.

Upon successful completion of logging in, the Home page displays.
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AuthentiCare®
FIrSt Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout Logged in as: heyditestprovideri2nmccuat@nm.com
Entities Claims
Add New > Client Add New >  Claim (Standard)
Worker Add New >  Claim (Express)
Entity Type > | |
@ claim
Search > | | -
[Go! Search Type: () confirm Billing - View

O confirm Billing - Bulk

Services and Authorizations Got|

O Service
Search Type: Camstatws:[ ]

@® authorization —
; ~aam st o]
Authorization Start: [MM/DD/YYYY ") aworzatonto:[ ]
Authorization End: [MM/DD/MYY | Clent:[ ]

e o I

[ Include Inactive Claims?

1. If you want to narrow your search you may choose an Entity Type. Enter the name of
your provider or some portion of the name in the Entities Search. Click Go!

Entities

Add New > Client
Worker

Entity Type > ‘ v‘

Search > ‘ |
-]

The Provider Entity Settings page displays with the information about this provider.
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Entitis

Provider Entity Settings
# Indicates a required field.
ID: 100000012
PIN; #ssdas
First Name:
Middle Name:
Last Name:
* Company Name: TEST PROVIDER 12

: FEEE20017

Begin Date:

End Date:

Language:
Status: Active

ey
Qualifies; | Business
Extra Claim ||
Review:
Mileage: [
NPI:
Consumer Directed Administrative Fee
Consumer Directed Advertisement Reimbursement
Respite
Personal Care - Consumer Delegated
Personal Care - Consumer Directed
* provider Personal Care - Consumer Directed Visit
Services: Personal Care - Consumer Directed Training
SDCB - Self Directed Personal Care
SDCB - Respite Standard
Supervisory Home Visit
Stipend GS006U1
Stipend GS006U2
spcB
Service Selected
Provider:
Taxonomy
Code:
Travel Time: [

Unauthorized
Phone

Access:

* HMobile Enabled:

Messaging
Enabled: Yes Mo
Number Device Id Assignment
HMobile phone
number:
Device ID:
Assignment:
{Add|
Workers
Delete Worker Name D Effective Date

Entity Addresses/Phones
Add Address
Address Type

* Address Description:
* Address Line 1: 101 REINKEN AV
T
“ary:

Phone Type Phone Humber

Registered Users
Adding 3 user saves any changes to this page 2nd navigstes to 2 new page.
User Hame Role

Deepmalad@provider.com HM_Administrator 0

heyditestprovider1 2nmecuat@nm.com HM_Administrator 0
il idert om HM_Administrator 0

Nazjerapam@yahoo.com MM_Administrator (¢

hi.vilas@NMOCC: ive.com Cass_Rep: ive 0!
test16@testlG.net NM_Administrater 0

teststipend@stipend.com NM_Administrater o

Holidays / Days Off

-
Add Holiday [Mm/ooayvy| ) BEE]

From Date To Date

MIM/DDAYY [ [MMADDAYY |

Work Hours

Choose if the entity will use the default business haurs
(Default), if the entity has the day off (Off) or if the entity
hiss = custom hours (Custom).

Start Time End Time
sun @ 12:00 AM 11:59 pM
Default O  Custom £ <
Mo & 12:00 AM 11:59 pM
°" Default O  Custom : :
e ® . 8 12:00 AM 11:59 BM

2. Click Add User under Registered Users.
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Registered Users

Adding a user saves any changes to this page and navigates to a new page.

| Add User |

User Name Role I
L]
s L NM_Administrator 0z
TR W T NN SN RN NM_aAdministrator 0€
ElEE N N EEEEEGE  EEE CE N EE - MNM_Administrator 113
o R 5 EEEE B NM_Administrator 04

- o T =" = Case_Representative 01

testl6@testl6.net NM_Administrator L}
teststipend@stipend.com NM_Administrator 0¢

3

3. The Register page displays.
Register
Use vour assigned ID and PIN plus your e-mail address and a password vou choose to register for access to the website.
* Email Address: |
* Password: | |
* Confirm Password: | |
Rights:

NM_AdminAssistant Add Claims

NM_Administrator Edit Claims

NM_ClaimsMgt1 View Claims
* User Roles: |NM_ClaimsMgt2 Delete Claims

NM_HumanResources Edit Clients

NM_IntakeReferral View Clients

NM_Payroll/Billing . Add Workers

B o LB L =} Edit Workers -

Choose the Administrator role only from the list below. There is an additional role of Assignment
Office Administrator for Multi-Branch providers (AO_Administrator) that only Fiserv can assign.
When you choose the NM_Administrator role or a different role, the screen will refresh to display
on the right the list of rights for that role. See Appendix A-4 for a description of functions and
explanations of the Administrator role and each different role can perform. The
NM_Administrator role and available provider roles are listed here:

e NM_AdminAssistant

o NM_Administrator

e NM_ClaimsMgt1

o NM_ClaimsMgt2

¢ NM_HumanResources
¢ NM_IntakeReferral
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NM_Payroll/Billing
NM_ Payroll/Billing/HumanResources
NM_Scheduler/Coordinator

Note: There can be only one role per email address. When creating a new
user account, one cannot use the same email address in existence for
another account. If the person needs to be assigned to more than one role,
each role will require its own distinct email address.

4. Enter an Email Address.

e This email address serves as a Username and is not used to contact the provider. It
does not have to be a valid email address, but it must be in the format of an email
address.

o For example, a provider with a facility called. “Special Care, Inc.” may wish to
type in the Username: specialcare@inc.com.
5. Enter a Password. The password must have at least one uppercase letter, at least one
lower care letter, at least one number, at least one special character, and must be at least
eight characters in length.

; Note: Special Characters of * and + are not accepted in the AuthentiCare
@ password format.

6. Re-enter the password in Confirm Password.

access the website, so it is important to write them down and store

I; Note: This password is used in the future along with the email address to
both email address and password in a secure place.

The Register page displays with the entered information.

Register

Use your assigned ID and PIN plus your e-mail address and a password you choose to register for access to the website.

* Email Address: |test12:@ﬂserv‘mm

* Password: [sssssss

* Confirm Password: [+seeee

NM_AdminAssistant
NM_Administrator
NM_ClaimsMagt1
NM_ClaimsMgt2
NM_HumanResources
NM_IntakeReferral
NM_Payroll/Billing

MEL D

* User Roles:

7. Click Register.
You are returned to the Home page. A message in the top left-hand corner informs you that the
registration was completed successfully. The user you just registered displays in the Registered
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Users section of the Provider Entity Settings page specifying the email address, the role
assigned and that they are enabled.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Needs Attention:
Registration added successfully.

2.8.1 NMCC SDCB Support Brokers Adding EOR Users
1. From the Homepage, search for and select the EOR you wish to add

2. On the Representative Entity Page, go to the Registered User section

3. Click Add User

First Data

tome | Aeports | Administration | My Account | Custom Links | Legout

Entities
Representalive Entity Setlings Entity Addresses [Phones
* Indicates & reguired field. E nlplowr-i ] 0 N TNt upd.ﬂinq e Address of phons nuember in
1D FI9966603 FusthintiCans i & local update and doas mol updats sny sddness of
record.
PIM: ===
S Pt Mo foominyia | Add Address |
Midedle Hanses Address Type: | piting ~ | [EEEI
* Last Nanwec | Teslahmad = addness Line 1z |4 Safron Dl
Emall Address: |07 Address Line 2: |20 |
Bagin Date: | v = Citys | Costa Mesa
Kind Davbe: (1400 Y| = Stabw MM | = Zipe 7005
Stabus | Activ -
Clients
ool o il i e | dd Phaane |
Wasstm ZealTalbot IN0PA4400T 05012030 - Phone Type  Fhone Number
Hobile v 000 BEG-0004
Registered Users
R —TIT—
Biams I Effective Date
LenlCane, Marts Br943 03101200 User Hams Role ;‘;‘9'""‘ =l Emalie
ZealFerguson. fova Srr4ll 04/01L/2020
enlGilmore, Myak 223284 0%/01/2020 RzpZealAhmedSemall.com Case_Representative 11713/2020 [ ]
EealHmerty, Myl Z132T8 030LBA20 : .

4. On the Register screen enter the e-mail address of the new user
5. Create and confirm password following the strong password rules
6. Select the Case_ Representative user role

7. Click Register
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Register

Use your assigned 1D and PIN plus your e-mail address and a password you choose to register for access to the website,

* Email Address:

* Password:

* Confirm Password:

Rights:
Case Manager View Claims
Case_Representative Edit Clients

* User Robes: Edit Workers

New user will be listed in the Registered Users section.
Be certain to send the new user their AuthentiCare login credentials!
2.9 Disabling a User

2.9.1 Provider Administrator

If an employee of the provider has left the company and that person had access to
AuthentiCare as an agency Administrator or as one of the roles, it is critical that the user
account is disabled immediately. Because you can log in to AuthentiCare anywhere you
can access the Internet, a former employee would still have access to your agency’s
information. Only someone with the NM_Administrator role can disable an account.

; Note: Only someone with the Administrator role at the provider agency can
D disable an account.

This process is also applicable for SDCB Agency Provider Administrators.

1. Navigate to the Provider Entity Settings page by entering the name of the provider or
some portion of the name in the Entities Search > field and click Go!

Entities

Add New > Client
Worker

Entity Type > | v]

Search = | |
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2. The Provider Entity Settings page displays with the information about this provider.

Provider Entity Settings

* Indicates a required field.

Entity Addresses/Phones

1D:

PIN:

First Hame:
Middle Name:
Last Name:

* Company Name:
S5N:

FID:

Gender:

Birth Date:
Email:

Begin Date:
End Date:
Language:
Status:

* Entity
Qualifier:

Extra Claim
Review:

Mileage:
NPI:

* Provider
Services:!

SDCB
Service

Provider:
Taxonomy

Code:

Travel Time:

Unauthorized
Phone
Access;

655555555
s

Wilas Heydi Mike NMCC Care LLC

TzFTREEES

Active

Businass v

.

1999955555

Skilled Nursing RN

Skilled Nursing LPN

Physical Therapy Visit

Physical Therapy Assistant
Occupational Therapy Visit
Occupational Therapy Assistant
Home Health Aide

Speech Language Therapy Visit
Social Worker Visit

Respite

Respite LPN

Respite RN

Personal Care - Consumer Delegated
Personal Care - Consumer Directed
Personal Care - Consumer Directed Visit
Personal Care - Consumer Directed Training
SDCB - Self Directed Personal Care
SDCE - Respite Standard
Supervisory Home Visit

Stipend G2006U1

Stipend GS008U2

EPSDT Personal Care

Selectad

09599955555

O

Address Type:

* Address Description:

* Address Line 1:

Address Line 2:

800 N TELSHOR BLVD
STE ABQ 51
: [ALBUQUERQUE

* Zip: |37101

[Delete]
0

Address Type:

* Address Description:

* Address Line 1:

700 N TELSHOR BLVD

Address Line 2:
LAS CRUCES

* Zip: (3200

@

5
@
@
51
i
]

=
&
i

Address Type:

* Address Description:

* Address Line 1:
Address Line 2:

[other v | Y

500 N TELSHOR BLVD

TE T 801
TACS

* Citys

* State:

* Zip: |875711825

Phone Type

Phone Number

Registered Users

(575) 323-2250 | [N

Adding a user saves any changes to this page and navigates to a new page.

User Name

heydichmnmeccarellc@nm.com

* Mobile Enabled:

Messaging
Enabled:

® Yas O No

O Yes ® No

Kim Tester@NMCC.com
mikechmnmcccarellc@nm.com

vilasrhmnmercaralle@nm.rom

Role

NM_Administrator
NM_Administrator
NM_Administrator

NM Administratnr

3. Click the Enabled checkbox and the check mark will disappear.

Registered Users

Registered
n

04/06/2023
04/07/2023
04/06/2023

nameFPA

Adding a user saves any changes to this page and navigates to a new page.

e

inmcccarellc@nm.com
ter@NMCC.com
nmcccarellc@nm.com

nmcccarellc@nm.com

4

4. Click Save
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Registered

Role on

NM_Administrator 04/06,/2023

NM_Administrator 04/07/2023
NM_Administrator 04/06,/2023

NM_Administrator 04/06/2023
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You are returned to the Home page which displays a message that the provider agency’s office
staff member change was saved successfully.

MNeads Attention:
Successfully saved Provider - CMC Test Providar (ID: 5919)

This user will no longer be able to log into AuthentiCare. All changes are done in real
time from the time of the save.

Caution: Do not click the “delete” check box to disable the user. That will
hamper the functions in AuthentiCare that automatically track by username
(email) actions that were taken in the system.

2.9.10 New Mexico Centennial Care Administrative Users

If a user should no longer have access to AuthentiCare, contact AuthentiCare Support
Services at AuthentiCare.Support@fiserv.com to have the account disabled.

210 Changing Password

There are several reasons why an AuthentiCare user would want or need to change his/her
password:

o Password Expiration: The password expires every 60 days and a new one needs to be
chosen. There is a password rotation of ten (10) passwords which means that you cannot
use any of your previous ten passwords when creating a new password.

e Security: Users may want to secure their password by creating a new one if they feel this
information has been compromised.

o Account Lockout: After three (3) failed attempts to log-in in a single session the account
is automatically disabled. To re-establish access:

o For Providers— someone with an Administrator role can manage registrations and
change the password for the locked-out user.

o For New Mexico Centennial Care Administrators — contact AuthentiCare
Support at 1-800-441-4667, option 6, or email authentiCare.support@fiserv.com.

o For Support Brokers: contact AuthentiCare Support at 1-800-441-4667, option 6,
or email authentiCare.support@fiserv.com.

o For Agency-Based Providers: contact AuthentiCare Support at 1-800-441-4667,
option 6, or email authentiCare.support@fiserv.com.

o For EORs: contact AuthentiCare Support at 1-800-441-4667, option 6, or email
authentiCare.support@fiserv.com.

Note: When creating a new user account, you cannot use the same
a email address as the account that has been locked out. When creating
@ a new user account, one cannot use the same email address in
existence for another account. The locked-out account is determined to
be “in existence.”
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Password Change Reminder — A reminder to change passwords will appear once a User logs
in and if the password is to be changed within the next 5 days. Users will also receive a
reminder each of the next 4 days after that as illustrated here with a 3-day reminder. A provider
has the ability to select ‘Yes’ to change the password or ‘No’ to bypass. Once the number of
days has expired, the user will be required to change his/her password in order to log in to
AuthentiCare.

Password Change Reminder

Password expires in 3 days. Please change your Password.

Enter your AuthentiCare Email Address and Password on the login page of the Web Portal.
Follow the steps below to change your password.

1. Place the curser on My Account in the main menu, and when Update User Profile
displays, click on that.

AuthentiCare®

FI I'St Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | My Account | Custom Links | Logout Logged in as: heydi@sdcbadmin.com

Update User Profile

Entities Claims

2. The Change Password page displays.

Update User Profile

* Indicates a required field.

* First Name:
Middle Name:
* Last Name: " =
* Mobile phone number: *
* Email Address:
Change Password
* Username: ==l i
* Password:
* Confirm Password:
*Security Questions: m

3. Enter your Existing Password.
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4. Enter a New Password.

Note:

@ a. The Password must have at least one uppercase letter, at least one
lower case letter, at least one number, at least one special
character, and be at least eight characters in length. Do not utilize *
or + in your password.

b. This password is used in the future along with the email address to
access the website so it is important to write them down and store
them in a secure place.

c. The password entered cannot be the same as any of the previous
ten passwords you have used.

5. Re-enter the password in Confirm Password.
6. Click Submit.

AuthentiCare®
FlrSt Data New Mexico Centennial Care

Home | Create | Reports | Scheduling |Dashboards__|_\.l'isils| My Al:_cuuntl Custom Links_l Logout Logged in as: heydi@sdcbadmin.com

Change Password

Please enter your existing password, then enter your new password and confirm to change your current password. Your password must be in the following
format.

*At least 9 characters

“At least one upper case

“At least one lower case

“At least one number

“At least 1 special character (example @,#,3,8)

= Existing Password: [

= New Password: |

* Confirm New Password: |

The AuthentiCare Home page displays with a confirmation that you successfully changed your
password.

Hame I Cre.uh‘.-l Reports I SI:hedulingl Dash huurchI '|.I'|'5it=-| Administration I My Ancu-unl.l Custom Links I Logouwt

Meads Attention:
Fazsword was updzeted successfully,

3.0 Navigating AuthentiCare

AuthentiCare provides several “starting points” from which to navigate through the system. All
users will see the Home page when first logging in to the system. From this point, the user can
access all data and functionality allowed by the assigned role.
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For providers with the role of Administrator, and roles of AdminAssistant, Payroll/Billing or
Payroll/Billing/Human Resources, there are two additional navigation tools that are listed on the
top tool bar, Provider Dashboard, Worker Dashboard, and Exceptions Dashboard. These are
short cuts to data that is essential to daily operations.

3.1 Home Page

The Home page is the central location in AuthentiCare. From this page, users can navigate to
other areas of the system. This page differs depending on the user role, and therefore, controls
the information users can access in the system. The username displays in the upper right-hand
corner of the Home page.

Ak

AuthentiCare®

FII'St Data New Mexico Centennial Care

Logged in as:

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

The Main Menu on the tool bar across the top of the page allows the user to navigate to
different pages to perform different tasks. The Main Menu functions are discussed in detail
throughout this manual. The options on the main menu differ depending on the user’s role and
appear on every page in the system.

I; Note: All actions the user takes are tracked in AuthentiCare to maintain an

accurate record of activity. Also, all users have a Custom Links option on the
tool bar that links to sites or information that is outside of AuthentiCare.
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The Homepage is divided into three sections:

AuthentiCare®

FlrSt Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout Logged in as: heyditestproviderl2nmccuat@nm.com

Entities Claims
Add New > Client Add New >  Claim (Standard)
Worker Add Mew >  Claim (Express)
Entity Type > | V| H
®Clai
Search = | | - G
Search Type: () Confirm Billing - View
() confirm Billing - Bulk
*Claim ID: |
Services and Authorizations ot Clear|
Clear
() service )
Search Type: Claim Status: | V|

® puthorization

. Eatrll
Service: | | *=Claim Start: |MM/DD/v¥yY
ervice:
Eatrll
Authorization ID:| | MM/DD/YYYY

Service: |

Service Type:| V|

+ . Authorization ID:
Authorization Start: |MM/DD/YYYY [ uthorization |
Authorization End: [MM/DD/YyYY M Client: |

Service Period: |

|
|
|
|
Worker: | |
|
|
|
|

Procedure Code: |

Client: | | Provider: |
Provider: | |
Worker: | | Representative: |
Payer: | | CaseManager: I
| Payer:
|

Procedure Code: |

Go!| User Option: | v|
[ Include Inactive Claims?
| Go! | Clear|

Entities: Entities is a broad category within AuthentiCare that designates people and agencies
involved in the caregiving experience including:

Client (the members served by New Mexico Centennial Care)

Provider (each provider agency)

Worker (those employed by a provider agency)

Payer (those who will pay the claim)

Representatives (SDCB only; the representative hired by the member to act on their
behalf)

e Case Manager (NMCC SDCB Support Broker)
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Services and Authorizations: Allows the user to perform detailed searches for existing
services and authorizations.

While most claims are created using the IVR phone system or the GPS enabled Mobile
Application, designated provider roles can also create claims using the website. All claims,
whether they were created using the IVR, Mobile Application or the website, can be viewed from
the website. Providers may perform detailed searches for existing claims from the Home page.
Refer to Section 13.0, Managing Claims.

The Search and Create functions are described in more detail throughout the manual.

3.2 Menu Bar

Across the top of the page, the Main Menu on the tool bar across the top of the page allows the
user to navigate to different pages and perform different tasks. The Main Menu functions are
detailed below.

k

AuthentiCare®
FII'St Data New Mexico Centennial Care

ome | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout Logged in as:

Create

e New Claim: This drop-down selection allows designated provider sub-roles the ability to
create claims using the web portal. Workers use the IVR phone system, or the GPS
enabled Mobile Application to create claims.

o New Client: Applicable to SDCB Agencies only. Refer to Section 7.4 SDB Agency
Provider Client Search.

o New Worker: If a Worker does not already exist in the system, a provider sub-role can
select Add New > Worker and follow the process outlined above to create their profile. It
is recommended that a user first search to confirm the worker is not already in the
system before adding a new worker. See Section 4.0 for directions related to the Search

feature.
Home | Create | Report:
Mew Claim
. Mew Client
Entil Mew Worker
Reports

AuthentiCare includes robust reporting capabilities to assist in managing and monitoring clients,
workers, schedules, and visits. Report access is set according to user role. Reports are
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available 24/7 via the web and information is pulled in real-time, meaning that there is no
system lag with reporting.

Scheduling

Available to use as needed, AuthentiCare includes a Scheduling function that allows providers
to schedule events for Clients and view an event calendar by searching for schedules specific to
either the Client, Worker, and/or Service. Providers are also able to create a new event and
generate scheduling reports.

Dashboards

On the Home page, AuthentiCare includes a Dashboard for Providers that provides information
in graph format with easy navigation to the source data represented in the Dashboard. The
Provider’'s Dashboard is available only to users who have the Provider Administrator, Provider
AdminAssistant, Provider Payroll/Billing or Payroll/Billing/HR sub-roles in the system. Refer to
Appendix A-4 for a complete list of rights for each of these roles.

My Account

From the main menu, select My Account to access the Change Password screen.
Custom Links

From the main menu, select custom links to access the resource list. In this list you find:

e AuthentiCare NMCC User Manual
¢ AuthentiCare NMCC Provider Documents
e SDCB Training Video

All users have a Custom Links option on the tool bar that hosts training
documentation and links to sites or information outside of AuthentiCare.

“Breadcrumbs”

The AuthentiCare portal uses breadcrumbs to assist in navigation. As the name suggests, this
provides you with a history of the web pages you used in getting to your current page in the
event that you wish to return to any of the previous web pages. The Web pages identified in the
breadcrumb are hyperlinks, and by clicking on them, you will be returned to that Web page.
These breadcrumbs will display near the top of the page, underneath the menu bar.

Home | Create | Reports | Scheduling | Dashboards | Visits | Adminis

Entities > Event > Reports
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3.3 Administration

The Administration tab gives access to Manage Users and Search Payer History.

First Data.

Home | Reports | Scheduling | Administration | My Account | Custom Links | Logout

Manage Users
Search Payer History 5

You can Search for User by entering their first name.

Users

Search for User: |hevdi | Rl ] Create

B include Entities in Search

User » Description Delete Selected
heydi.correaencarnacion@fiserv.com|Heydi Correaencarnacion| [

3.4 My Account

You can change your password or your security questions by placing the cursor on My Account
in the main menu and selecting Update User Profile.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Update User Profile

In the Update User Profile page, you will be able to:

¢ Change your Password if needed
e Update or Change your Security Questions

Update User Profile

* Indicates a required field.

* First Name:
Middle Name:
* Last Name:
* Mobile phone number:
* Email Address:
Change Password
* Username: heydi@sdcbadmin.com
* Password:
* Confirm Password:
*Security Questions: m
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4.0 Search and Viewing People and/or Agencies

The extent to which a user can view people and/or agencies depends on his/her role in the
system.

New Mexico Centennial Care Administrative Users can view all data in AuthentiCare related
to their Clients who receive Personal Care and/or Adult Day Health Care.

SDCB Agency Provider Users can view the information in AuthentiCare about their agency as
well as information about all Clients served by the agency and all Workers who work for that
agency.

4.1 Searching for People and/or Agencies

From the Entities search section of the Home page, search for your agency by entering the
name of the agency in the Search > field and selecting Go!

Entities

Add New > Client
Worker

Entity Type > | hd |

Search > | |

| 3|

returned in your search results. Finding just one Client or Worker in the

I’ Note: If nothing is entered in the Search field, then all entities will be
list will take longer than searching for one entity.

The search results display all Entities which match the search criteria entered on the Home
page. If there is only one entity that matches the search criteria entered, then that entity is
displayed immediately rather than the Entity Search Results page.

Entity Search Results

ID \ Name User Type » Information | Delete Selected
3542871488 | SCALABRINO, FRANK Client ﬂ ‘
f 5550117 ‘ FMS NMCC PROVIDER1 Provider ﬂ !
25200 \ tester, chuck Worker 3 | O ‘

Note the columns displayed in the search results:
ID — Click this link to go to the Entity Settings page for this entity

Name — |dentifies the name for the Entity
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User Type — Identifies the type of Entity: Provider, Client or Worker

Click the column heading for the search results to sort using a different column. Click the
heading once to change the sort to ascending order for that column. Click the heading again to
change it to descending order for that column.

Position the cursor over the Information icon to display a pop-up to view more detailed
information.

Entity Search Results

D Name User Type » | Information | Delete Selected
428714 SCALABRINO, FRANK Client H
5550117 FMS NMCC PROVIDER1 Provider H
25200 tester, chuck Worker a 0
70485 test, lisa Worker B additional Information
671326 Worker11, TCoETest Worker a - cerll
Full Name: tester, chuck
730269 Worker10, TCoETest Worker ﬂ Home Address:
Home Phone:
185214 Worker1, TCoETest Worker Bl work Address:
298430 Stevenson lane, Ratna Prasad Acharya | Worker ﬂ ok Phnlne:
Date of Birth:
256742 LSYLVIA, SYLVIA Worker ] gffective Date  0/01/2020
tart:
991745 LSTEVEN, STEVEN Worker Bl Effective Date
End:
<Prev123456 Next> Medicaid ID:
Email: chuck.tate@firstdata.com
SSN:
FID:
nment Solutions, LP. All Rights Reserved. All trademarks, service marks, and tr gtatus: Active

their respective owners.

Click the ID number in the first column next to the entities name to view the Entity Settings
page. The Entity Settings page that displays is dependent on the type of entity.

Entity Search Results

ID Name User Type » | Information | Delete Selected
3542871488 | SCALABRINO, FRANK Client ﬂ
5550117 FMS NMCC PROVIDER1 Provider 3 |
25200 tester, chuck Worker (3 | O
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4.2 Viewing Providers

To view a provider, click on the ID number for the user type “Provider” on the Entity Search

Results Page

Entities
Provider Entity Settings Entity Addresses/Phones
* Indicates a required field.
ID:
PIN; *ss== Address Type:
First Ni z
fret fame # Address Description |

Middle Name:
Last Hame:

* Company Name:

TEST PROVIDER 12

* Address Line 1:

12 E REINKEN AVE

Address Line 2:

S55M:
FID: *++*£30012 E
Gender: * Zip:
Birth Date:
Email: |
Begin Date:
End Date:
Language: Phone Type Phone Number
Status: Active [Home »| [(715) 555-0012 | NI
P
QMEEE:\::
Extra Claim Registered Users
Review:
Mileage: [ Adding a user saves any changes to this page and navigates to a new page.
ner: [ _addvser |

Consumer Directed Administrative Fee

Consumer Directed Advertisement Reimbursement User Name Role R
Respite o
I Deepmala1@provider.com NM_Administrator Oz
* Provider Personal Care - Consumer Directed \."is!t . heyditestproviderl 2nmeccuat@nm.com MM_Administrator o
Services: Personal Care - Consumer Directed Training
SDCB - Self Directed Personal Care miketestproviderl 2nmccuat@nm.com MM_Administrator o
SDCB - Respite Standard
Supervisory Home Visit Majerapam@yahoo.com MM_Administrator o
Stipend GS005U1 L ; )
Stipend GS008U2 namjoshi.vilas@MMCCCaseRepresntative.com Case Representative 07
S5DCB test16@testlG.net MM_Administrator (15
Service Selected
Provider: teststipend@stipend.com MM_Administrator [ ]
Taxonomy »
Code:
Travel Time: [ lid p
Holidays / Days Of
Unauthorized ys / Y
Phone
Access:
* Mobile Enabled: ) vYes ® No
Messaging
Enabled: = =
MNumber Device Id Assignment
freere
Add Haliday [M/oD/vvyy| L EEED
From Date To Date
e el e e e ] Add |
Work Hours
Mobile phone Choose if the entity will use the default business hours
number: (Default), if the entity has the day off (Off) or if the entity
e has a customn hours {Customn).
Assignment: Start Time End Time
® O O T .
m Remove Sun Default oF Custom 12:00 Al S PM
Mon © o O 12:00 AM 11:55 PM
Workers Default  OfFf  Custom =
Delete Worker Mame i Effective Date e & O O 12:00 AM 11:55 PM

This page provides information regarding the provider: the services the provider is enrolled to
provide, the provider's Workers, address and phone information, holidays, and work hours. This
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information is data scoped (restricted) to match the rights of the user who is logged in. A
provider can only see information specific to his/her agency. The Centennial Care Administrator
has provided the provider information via the Web.

For additional information regarding the Provider Entity Settings page, refer to Section 5.0,
Managing Provider Information

421 Viewing Clients
If you click on a Client on the Entity Search section, the Client Entity Settings page displays.

Client Entity Settings Entity Addresses/Phones

* Indicates a required field. Address and phone number updates made in AuthentiCare are not
communicated to external systems. To change the address or phone
number on record, contact the MCO or Conduent member

PIN; ****= services.Address and phone number updates made in AuthentiCare are
not communicated to external systems. To change the address or
phone number on record, contact the MCO or Conduent member

* ID: 3999559010

* First Name: Molokai

Middle Name: A servicas.
* Last Name: D'awefcel Add Address
Company Name:
SSN: Address Type: Home
FID:
Gender: Male * Address Line 1: 8 Queens Road
* Birth Date: 01/23/1960 Address Line 2: Apt #1
* 1 -

Email Address: LifE CEEE e
T * State: NM * Zip: 79835
in Date:

Beg Longitude:
End Date: Latitude:
Language: English Disable Learn Mode:
Status: Active ViewMap
High Risk: Yes
Approve EVV
Exception: Add Phone

Setting End Date: 12/31/2026
Setting Of Care:
Setting Start Date: 01/01/2021
Payer Assignment: WSCC

Phone Type Phone Number
[Home ~| [(o99) 555-0001 | CIETEEY

ID Card Number:

Case Manager: Status:

Effective Date:

Representative:

Effective Date:

Save/Create Another | __ Save |

This page provides Client information required for claims processing, scheduling, and using the
IVR/Mobile Application.
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The Centennial Care Administrator user at the MCO and the Provider Administrator user can:

e Add or edit Client telephone information via the Web;

o Select “Yes” on the Provider Entity Settings page to open Early, Late and Missed
Visit thresholds that can be set by the provider; and

¢ Add an External Client ID unique to the provider agency.

4.3 No Tech Zone Indicator on Client Entity Settings Page

The Client Entity Settings Page has a check box indicator field, “No Tech Zone” that is
utilized, if applicable, for the Client by each provider of record. Providers should choose
the No Tech Zone designation if the Client resides in a no tech zone. Should the Client’s
area of residence become a full-service zone, or should the Client move to a residence in
a full-service zone, the provider should remove the check mark from the No Tech box. For
additional information on the No Tech Zone indicator, refer to Section 4.3.

AuthentiCare®
FII'St Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | My Account | Custom Links | Logout Logged in as: heydi@sdcbadmin.com

Client Entity Settings Entity Addresses/Phones

* Indicates a required field.

_ Add Address
ID: 3542871488
PIN: ***** Address Type: Other

* First Name: FRANK

* Address Description: ‘
Middle Name:

* Last Name: SCALABRINC * Address Line 1: 6131 COSTA BLANCA AVE
Company Name: Address Line 2: NW
SSN: * City: ALBUQUERQUE
FID: * State: NM * Zip: 871140000
* Gender: Male Longitude:
= Birth Date: 08/10/1%59 Latitude:
Email Address: Disable Learn Mode:
Begin Date: m
End Date:
Language: English
Status: Active
High Risk: 1D Card Number:
APPICNE EW Status:
Exception:

Setting End Date:

Setting Of Care:

Setting Start Date:
Payer Assignment: UHC NM

Representative:

Effective Date:

I No Tech Zone: [
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4.4 High Risk Indicator on Client Entity Page

The Client Entity Page now has a new check box indicator field, “High Risk” that is utilized, if
applicable, for the Client by the MCO of record. Providers should contact the MCO if there is
evidence Clients not designated as High Risk might need that designation.

Client Entity Settings Entity Addresses/Phones

* Indicates a required field. Address and phone number updates made in AuthentiCare are not
+ ID: 3999550010 communicated to external systems. To change the address or phone
- e number on record, contact the MCO or Conduent member
PIN: **=*= services.Address and phone number updates made in AuthentiCare are
not communicated to external systems. To change the address or

* First Name: Molokai
phone number on record, contact the MCO or Conduent member

Middle Name: A services.
* Last Name: D'awehcel
Company Name:
SSN: Address Type: Home
FID:
Gender: Male * Address Line 1: 8 Queens Road
* Birth Date: 01/23/1960 Address Line 2: Apt #1

* City: Costa Mesa
* State: NM * Zip: 79835
Longitude:
Latitude:

Email Address:
Begin Date:
End Date:
Language: English
Status: Active

Disable Learn Mode:

ViewMap
High Risk: Yes
Approve EVV
Exception: Add Phone

Setting End Date: 12/31/2026
Setting Of Care:
Setting Start Date: 01/01/2021
Payer Assignment: WSCC

Phone Type Phone Number

(299) 555-0001 |

|H0me V|

ID Card Number:

Case Manager: Status:

Effective Date:

Representative:

Effective Date:

Save/Create Another | Save |
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4.5 Viewing Workers

If you click on a Worker on the Entity search section, the Worker Entity Settings page displays.
This page provides information about the Worker that is required for scheduling and capturing
service activities via the IVR. This information is entered and maintained by the provider.

Worker Entity Settings Entity Addresses/Phones
* Indicates a required field.
.
ID: 25200
PIN: e
* First Name: chuck
Middle Name:

Holidays / Days Off
* Last Name: tester

Company Name:

SSN:
FID:
Gender: v
Birth Date:
Email Address: [chuck.tate@firstdata.com
Begin Date: 10/01/2020 Add Holiday |M “‘“‘ (Add|
End Date: From Daha.mn To Date -
Language: [ | [Mmyoorree [ [Mvoosvere [ EER
Status: Active w
* Mobile App Mode: Work Hours
Choose if the entity will use the default business hours
External Worker ID: l:l (Default), if the entity has the day off (Off) or if the entity
Receive Stipends: has a custom hours (Custom).
Related To Client: Start Time End Time
Personal Care - Consumer Directed Vist = s & & S

Personal Care - Consumer Directed Training

Worker Services: |EPSDT Personal Care ] O
SDCE - Self Directed Personal Care M Default Off  Custom

» -

Tue

® ol e
Default Off  Custom
* Mobile Enabled: ® ves O nio wed

* Mobile Locked: (ves ® no

® @) o)
Default Off  Custom
D Default Off Custom

Password: | ............................... |
Worker Must Change Password: [ |
® 0O O
Mobile phone number: [3033222727 | Sat hofault OF  Custom

) O O
Default Off Custom

Device ID: [B4926840- 1fa4-4bab-065¢ a7ds!]
Office Phone: [3033222727 |

Provider: FMS NMCC PROVIDERT (g4

Save/Create Another | Save | Cancel | Delete |

5.0 Managing Provider Information

Program providers need to review their information in AuthentiCare regularly to verify that all
information on the Provider Entity Settings page is correct.

5.1 Editing Provider Information

AuthentiCare receives provider information from New Mexico Centennial Care MCO staff. Each
provider has access in AuthentiCare to only the information associated with that specific
provider agency.
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When first signing on to the AuthentiCare system, the Provider Administrator user must view the
agency’s information in AuthentiCare to verify that information is correct. If the information is not
correct, or if information needs added, providers should contact the agency’s contracted MCOs.
Find MCO contacts listed in Section 17.0 of this manual.

A provider should also enter an Email Address on the Provider Entity Settings page. This is the
email address used for notification of late and/or missed visits.

A provider may also enter holidays and working hours for the agency. If entered, this will drive
some of the pop-up messages in the Scheduling system.

Provider Entity Settings Entity Addresses/Phones
* Indicates a required field.
ID: 5550117
PIN: =we Address Type:
First Name:
Middle Name: * Address Line 1: STE 303
Last Name: Address Line 2:
* Company Name: FMS NMCC PROVIDER1 * City: Austin
SSN: * State: TX * Zip: 78702
FID: =****7782
Gender:
Birth Date:
Email: |MikeUAT2@palco.com
Begin Date: Phone Type Phone Number
Language:
Status: Active Holidays / Days Off
Quaier:
Extra Claim —
Review:
Mileage: [J
NPI:

SDCB - Self Directed Personal Care
SDCB - Self Directed Personal Care Exception —_—
SDCB - Respite Home Health Aide Add Holiday [MM/0D/ vy [ [RR]

SDCB - Respite Home Health Aide Exception

a From Date To Date
+ provider SDCB - Respite LPN ——
Sorvices: SDCB - Respite LPN Exception MM/ODAYYY |28 [mmyoDy vy [ ERE]
* SDCB - Respite RN
SDCB - Respite RN Exception
SDCB - Substitute Care Work Hours
SDCB - Respite Standard
SDCB - Respite Standard Exception Choose if the entity will use the default business hours
{Default), if the entity has the day off (Off) or if the entity
Taxonomy has a custom hours (Custom).
Code:
Travel Time: [ Start Time End Time
Unauthorized sun '® .S 12:00 AM 11:59 PM
Phone |No v Default Off Custom
Access: ® O O B =
MM pefautt O cCustom 1200 AM 11:59 B
* Mobile Enabled: ®ves O No ® O O . L.
. TU® Default OFf  Custom 12:00 AM 11:59 B
Messaging @ves ONo
Enabled: — - @ O O . .
PP S — P - Wed ek off cistam ZED 54 BEES IR

Providers should verify their information in the system on a regular basis to make sure that it is
up-to-date and that no changes are required.

Follow the Search and View instruction above to access the Provider Entity Settings page.

Verify the existing data is correct. Request the Email Address be entered. This is where
AuthentiCare will automatically send alerts for missed and late visits.

52

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

Note: Unlike the email address you use for your username,

AuthentiCare uses this address to automatically send an alert if a

Worker is late checking in for a scheduled service and/or if a Worker
@ does not check in at all to provide a scheduled service (missed visit).

There can only be one email address but it can be an individual or an
address that distributes the email to multiple employees within your
agency.

Providers who have provider-specific Client identification numbers and want that number
reflected in AuthentiCare can select edit the Optional Attribute Data Collection field located
under the Worker list on the Provider Entity Settings page. Providers can select “yes” and “save”
to open the External Client ID on the Client Entity Settings page. The selection on the Provider
Entity Settings page opens the External Client ID field for each Client associated with the
provider agency. For more information about External Client ID, refer to Section 7.0, Managing
Client Information.

5.2 Adding Negotiated Rates for each Service by MCO

On the Provider Entity Settings page, find the three MCOs listed in the Optional Attributes
section.

Provider Entity Settings Entity Addresses/Phones

N Acdeos Optional Attribute Data Collection
Address Type: | Cthe:

= Mt Dot 000M1808 Service Optional Enabled: Oyes @ no
SR Ll 000M1814 Service Optional Enabled: @ ves | No
42101522 Service Optional Enabled: @ ves | No
68069 Service Optional Enabled: @ ves | No
87726 Service Optional Enabled: (Ovyes ® o
EarlyVisitThreshold Client Optional Enabled: yes @ g
ExternalClientID Client  Optional Enabled: (vyes ® g
LateVisitThreshold Client Optional Enabled: Ovyes @ Ng

ng RN .
ing LPN Address Type: [otrer | (0T MissedvisitThreshold Client Optional Enabled: (O vyes @ pNg

tant * Address Description: _
o et NoTechZone Client  Optional Enabled: [®lves ' No

* Address Line 1: [300 N TELSHOR BLVC
Therapy Visit Address Line 2: [STET 80

= Gity: [T0

Respite
* Provider Respite LPN s
Services: Respite RN * state: [ = Zip: [8757118:

Choose Yes for the following three (3) attributes listed below, then select Save.

o 42101522 Blue Cross and Blue Shield of New Mexico
¢ (000M1814 Presbyterian Health Services
e 68069 Western Sky Community Care

Once the MCO(s) have been selected in the Optional Attribute Data Collection on the Provider
Entity Page, you will need to head back to the Home Page and select the radio button “Service”
and click on Go!

See next section for additional information on saving the rates.
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5.3 Searching for Services

Search for services from the Home page by moving the radio button from Authorizations to
Service, then selecting Go!

Services and Authorizations

[® service

Search Type: _
() Autherization

Service: | |

Authaorization ID: | |

Service Type: | v |
. . N bl
Authorization Start: | MM/DD/¥YYY |. &
SRRl
Autherization End: |MM/DD/YYYY | &

Client: |

Provider: |

Payer: |

Service Period: |

|
|
Worker: | |
|
|
|

Procedure Code: |

Got | Clear]

The Services page displays with a list of NMCC services in AuthentiCare. Note that currently,
Respite Claim information is not available in AuthentiCare and should not be used to create

Claims.

Services

D Name DeacRaptaon Procedure Autht_)rization Service

= - e Code Required Type

99509U1 Respite Respite 99509 True Time Based
G9006 Consumer Directad Administrative Fee Consumer Directed Administrative Fee G008 True Unit
Goo12 Consume;glrrn%cﬁssde::nivnetrtlsement ConsumerREi:,;ebcltﬁgeﬁd;irUsement G0012 True Unit
55110 |Personal Care - Consumer Directed Training | Personal Care - Consumer Directed Training S5110 True Time Based
99509 Personal Care - Consumer Directed Personal Care - Consumer Directed 99509 True Time Based
Ti019 Personal Care - Consumer Delegated Personal Care - Consumer Delegated T1019 True Time Based
%9999 Supervisory Home Visit Supervisory Home Visit ¥9999 False Unit
99509V | Personal Care - Consumer Directed Visit Personal Care - Consumer Directed Visit 99509 True Time Based

G2006U2 Stipend G2006U2 Stipend G9006U2 GO006 False Unit
G2006U1 Stipend G2006U1 Stipend G9006U1 GO006 False Unit

< Prevl1234Next >

View the Service Settings page by clicking on the Service ID link designating the Procedure
Code.

¢ Note that since all three (3) MCOs were chosen, all three (3) MCOs have an open field
on the Service Settings page.
Input a negotiated rate for each of the MCOs.

Select Save Rates.
Select each service to add negotiated rates for each service for each MCO.

Select Save Rates.
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Service Settings
* Indicates a required field.

1D:
* Name:

Description:

Procedure Code:

Authorization Required:

Auto Claim Allowed:

* Mobile Enabled:

*

-

IVR Enabled:

Service Type:

Time Per Unit:

Check

* Early Vi

* Late Vi

* Missed Vi

Out Window:
isit Threshold:
sit Threshold:
sit Threshold:

99509
Personal Care - Consumer Directed
Personal Care - Consumer Directed
99509
Yes

No

No

No
Time Based
60 Minutes
14 Hours
Disable Threshold Checking
Disable Threshold Checking
Specify Custom Threshold
72 Hours

* Rate:

22.5300

* 1

ocation Code:

12

Max Units Per Day:
Modifier:

Palco Code:
RevenueCode:
Service Category:
Service Period:

@

Service Activity Codes

Presbyterian Service Rate: :

Administrative Email Contacts
( one email address per line )

Each provider will be responsible for adding the appropriate rate for each of these services for
each MCO on the Service Settings page. It will also be the providers’ responsibility to ensure
the correct rates are entered. If negotiated rates are not entered, then the default rates are the
rates billed through AuthentiCare.

Requesting Dual Confirmation from the Provider Entity Settings page is on the left side of the
Provider Entity Settings page in the Entity Qualifier section. If the provider clicks on this box,
then saves the change, a check mark indicates that a Dual Confirmation process will take place

on each claim before claims export.
Provider Entity Settings

* Indicates a required field.
ID: 100000012
PIN: =w====
First Name:
Middle Name:
Last Name:
* Company Name: TEST PROVIDER 12
SSN:
FID:
Gender:

=*EE*E0012

Birth Date:

Email:

Begin Date:
End Date:
Language:

Status: Active

Business v

* Entity
Qualifier:
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5.4 Requesting Holidays/Days Off

On the right side of the Provider Entity Settings page is the Request Schedule section.
Schedule information here is optional.

Providers may choose to request that Holidays/Days Off be entered for the agency. These are
days that the agency does not provide services to Clients, not days that the office is closed.

To add a single day: Type in the Date OR choose a date from the calendar then click Add.

To add a date range for a multi-day agency closure: Enter a From Date and To Date OR
choose the dates from the calendars, and then click Add.

Holidays / Days Off

Add Holiday [07/13/2022 [ )

From Da q July 2022 o
|MM/DD/YYY
— Su Mo Tu We Th Fr Sa
1 2
Work Hou :
3 4 5 6 7 8 9
Choose if the __urs

(Default), ift 10 11 12 14 15 16

13
hasacustom 317 18 19| 20] 21 22 23
7

: entity

24| 25| 26| 27| 28| 29| 30 End Time
@ 31 3 v
Sun Default 11:59 PM
@ Close .
L sEooEn

Providers may choose to request that Work Hours be entered. These are the hours that
Workers from the agency may provide services for Clients and does not reflect the office hours
of the agency.

To apply the default hours (12:00 AM to 11:59 PM), no change is needed.

Work Hours

Choose if the entity will use the default business hours
(Default), if the entity has the day off (Off) or if the entity
has a custom hours {Custom).

Start Time End Time
S [I:):&:z:I]‘auIt Cl)%‘ Cii:;tom
Mon [I'):é}ault oﬁ C[%]stom 12:00 AM | [12:50 Pm
= I.‘I:J:;’ault C[r?f] éﬁistom
Wed [[)%]fault o CUstom 12:00 AM 11:50 PM
Thu (S Oﬁ Cid:;tom 12:00 AM 11:59 PM
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To enter specific service hours for one or more days of the week:

e Click the radio button in the column labeled “Custom”
o Enter the Start Time and End Time in the fields provided. Be sure to indicate
AM or PM for each entry.

Work Hours

Choose if the entity will use the default business hours
(Default), if the entity has the day off (Off) or if the entity
has a custom hours {Custom).

Start Time End Time
@) ® O
=1l Default Off Custom
@] — —
Mon nafault OFF  Custom |12'OD AM | |11-~9 PM
Tue © QO 12:00 AM 11:59 PM
Default Off Custom
wed © QO 12:00 AM 11:59 PM
Default Off Custom
Thy @ QO 12:00 AM 11:59 PM
Default Off Custom
i @ QO 12:00 AM 11:59 PM
Default Off Custom
sat © QO 12:00 AM 11:59 PM
Default  Off Custom

To establish days of the week (for every week) that the agency’s Workers do not provide
services (for example on Sunday):

e Check the circle in the column labeled “Off”.

Work Hours

Choose if the entity will use the default business hours
(Default), if the entity has the day off (Off) or if the entity
has a custom hours {Custom).

Start Time End Time
O ® O
Sun Default Off Custom
mon Q @ 12:00 AM | [11:59 P
Default Off Custom . -
@) ® O
Tz Default Off Custom
@) 0O @ e —
Wed pefault OF Custom [12:00 AM | [11:50 PM |
O O @ — . -
L Default Off Custom |12'OD AM | |11'59 PM |
e O ® O
Default Off Custom
Sat pofault OF  Custom
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‘ Note: Entering details in this section causes warning notices to display if the
@ provider attempts to schedule a Worker for a time that falls outside of the
agency’s work hours. However, providers are not prevented from scheduling
a visit outside normal work hour. Refer to Section 9.0.

Click Save at the bottom of the Provider Entity Settings page.

A successful save message displays at the top of the page indicating the provider information
was saved successfully.

5.5 Electronic Remittance Advice (835) from NMCC MCOs

AuthentiCare New Mexico Centennial Care submits claims on the provider’'s behalf to the
appropriate Payer in a HIPAA compliant 837 electronic file in the early morning hours of each
weekday. The Payer, the appropriate MCO, provides adjudication results to the provider in a
HIPAA compliant 835 electronic remittance advice file.

Each provider must decide whether or not to load the 835-remittance advice into AuthentiCare
New Mexico Centennial Care. The advantage to loading the 835 into AuthentiCare New Mexico
Centennial Care is that providers will have a complete history of each claim in one system, from
the Worker’s IVR call/Mobile Application contact or claim web entry through adjudication with
the amount paid linked to each service episode. Another advantage for providers is that, if the
data collection of the External Client ID is selected, providers will have each Client’s External
Client ID with each Client’s claim information on the 835.

If you choose to not upload the 835-remittance advice into AuthentiCare New Mexico
Centennial Care, many of your reports will be incomplete; having no information about a claim
beyond the date it was submitted to the applicable MCO for adjudication.

If you choose to request and upload the 835, use the process outlined in Section 5.4.1

5.6 Uploading the 835 into AuthentiCare

Providers can upload the 835 files they receive from the applicable MCO into AuthentiCare New
Mexico Centennial Care whenever they want to do so, 24/7. The ability to upload the file is a
right assigned to the person(s) with an Administrator role in the system. AuthentiCare will accept
the 835 file with an “.edi” extension, as a zip file having a “.zip” extension or with an “.rsp”
extension.

Once uploaded, the 835 file will be queued in the background for the remittance data to be
imported. The provider will be notified by email when the processing is complete. The provider
can enter up to three email addresses to be used to report file processing results.

If the file is successfully processed, providers will be able to run the remittance reports to see
the data processed from the 835 files.

If the file is unsuccessful, the reason will be provided in the email along with contact information
for Customer Support for assistance in resolving the issue.
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To begin the upload process, hover over the Administration tab on the tool bar and click on the
File Upload tab when it appears.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

File Upload

. Mobile Messaging .
Entities Search Payer History Claims
I

Once providers select “File Upload,” the selection of the 835 will remain the same.

The screen below displays where you can upload your 835 file.

Do not close your browser or move away from this page until you get a confirmation message that the file has been successfully uploaded.

File Upload

* Indicates a required field.

* File Type: I 835 - .rsp, .edi, .zip v|
* salect File: | Choose File IULEHLRw T ] Attach It
Please upload one file at a time. Select a file with an appropriate extension. For 835 upload, Zip files (.zip) containing more than one of those files are also
allowed.

* Email Address: |

Enter your email address above to receive netification when your file is processed. You can enter multiple email addresses separated by commas. (e.g.
joe@anymail.com lisa@anymail.com,tim@anymail.com)

For 835 upload, If email indicates success you should be able to see remittance data in the remittance advice and remittance data listing reports.

If email indicates failure, please contact the helpdesk at clientsupport@firstdata.com or call 800-441-4667 option 6.

File Upload History

A 90-day rolling history will be displayed that shows details about the files uploaded (date, time,
uploaded and processed, success/failure, payment date in the file, Client ID in the file).

There is an added choice of “Schedules.” For further information regarding uploading Worker
schedules, refer to Section 9.0.

6.0 Managing Worker Information

A Worker is all the provider’s staff members, or employee selected by the employee of record
who will be providing services for a Client (does not include office staff using the Web only).

e Prior to implementation, Worker information for each provider is pre-populated in
AuthentiCare.

e Prior to implementation, providers must verify that the Worker information is
correct. Workers hired by the provider after the files were sent to Fiserv for pre-
populating must be added via the Web Portal.

Worker information requires regular maintenance from adding a new worker, updating current
worker information, and inactivating workers that no longer work for a provider agency. The
following sections describe how these maintenance activities are accomplished.
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; Note: Only SDCB Agency Providers with Provider Administrator roles will be
@ able to manage workers in the web portal.

6.1 Adding a Worker

Workers are vital to the AuthentiCare process. In order for the IVR system to document services
provided by a Worker, the Worker must be in the system and have a system-generated ID
number. This will enable accurate scheduling, use of the IVR and billing for services provided.

; Note: Prior to adding a worker, it is important to confirm that the Worker
@ record does not already exist in the system. Follow the previous steps for

View/Search Worker Information/Add a Worker in Section 4.0 before
proceeding.

To add a worker to the system,

1. Click Create in the menu bar and select New Worker

Home | Create | Reports

Mew Claim
Mew Client
MNew Worker

Entil

AdAd Bloaar -

OR

2. Click Worker adjacent to “Add New >” in the Entities section of the Home page.

Entities

Add New > i"i Ii

Entity Type > | v]

Search > | |
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The Worker Entity Settings page displays, an asterisk (*) on the Worker Entity Settings page
denotes required field. The Worker Entity Settings page is like the Client Entity Settings

page.

Worker Entity Settings Entity Addresses/Phones
* Indicates a required field.
Add Address
ID:
FIn:

* First Name: | ‘

Middle Name: | ‘

Holidays / Days Off

* Last Name: | ‘

Company Name:

SSN:
FID:
. — shaaa
Birth Date: |MM/DD/YYYY ]
Email Address: | Add Holiday [M1/00/ vy | ¥R
. — shaaa
Begin Date: |MM/DD/YYYY | & From Date To Date
et L 4 o ‘
End Date: [11M/DD/ vy ] [Mr/oD vy |1 (Mmoo [ ERT
Status: | Active v Work Hours
* Mobile Mode: | Standard v Choose if the entity will use the default business hours
App (Default), if the entity has the day off (Off) or if the entity
External Worker ID: : has a custom hours (Custom).
Receive Stipends: | No v Start Time End Time
S @ O O
Related To Client: SUN Default  OFf  Custom
Skilled Nursing RN @ )
S"'"‘?d Nursing LPN . Mon Default  Off Custom
Worker Services: |Physical Therapy Visit
Physical Therapy Assistant - - O]
» Default Off Custom
® O O
e Default  Off Custom

* Mobile Enabled: O Yes @ No
G te QR Cod © O
enerate QI e Thu Default  OFf

* Mobile Locked: ves @ No

Custom

Fri @ O O
Password: Default  Off Custom

Worker Must Change Password: cat @ O O
Default Off Custom

Mobile phone number:
Device ID:

Office Phone:

Provider: TEST PROVIDER 12

Enter the Worker’s First Name and Last Name.

Select the Worker's Gender from the drop down box.

Enter the Worker’s Birth Date in mm/dd/yyyy format.

Select Language. Selecting either English or Spanish will determine the language the

Worker will hear when using the IVR. If Other is selected, the IVR language will default

to English.

5. If the provider chooses, an External Worker ID can be entered. Many providers already
have an ID number for their Workers and want to capture that information here.

6. If the Worker provides services for more than one Client in the same location, select

“‘yes” in the “related to Worker” field. (When selecting “yes” an “Add Client” button will

poOb =
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appear below the “Add Provider button following the mobile details section. Be certain to
add related Client information.

7. Select the Worker Services. Providers must select at least one service this Worker may
provide, but may select more than one if needed. To do so, hold down the Control key
(Ctrl) on the keyboard while clicking the selections in the list.

8. If the Worker will be using the mobile application for service check-in and/or service
check-out, the “yes” radio button beside “Mobile Enabled” should be marked.

* Mobile Enabled: es (U No

Generate QR Code
* Mobile Locked: CYes ® No
Password: | |

Worker Must Change Password: [

Mobile phone number: | |

Device ID: | |

Office Phone: | |

9. Input the Worker’s device ID and create a temporary password for the Worker's mobile
application by entering a password in the “password” field and checking the “Worker
must change password” box

Note: The Provider is automatically populated with the name of the provider
that corresponds to the user that is presently logged into AuthentiCare and
creating the Worker. Do not use the Add Provider button.

6.2 Editing a Worker

Search for the Worker you wish to edit according to the instructions in Section 4.0.

The Worker Entities Settings page displays.
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Worker Entity Settings Entity Addresses/Phones
* Indicates a required field.
ID: 09528
LR R | Add Phone |

* First Name: [Test |

Middle Name: | ] Hoiid 5 ot
* Last Name: [123 ] olidays / Days

Company Name:
SSN:
FID:

Gender:
) Ay
Birth Date: [01/01/2001 |-=

Email Address: | ]
Begin Date: Mm Add Holiday ’m”_ [Add | Remove |
End Date: “‘f: From Date To Date
Language: MM/DD/YYYY] 25, MM/DDv] o ERTE
Status:
* Mobile App Mode: Work Hours
Choase if the entity will use the default business hours
External WorkermD: [ | (Default), if the entity has the day off (OFf) or if the entity
Receive Stipends: has a custom hours (Custom).
Related To Client: Start Time End Time
Home Health Aide a

@
Sun -

Speech Language Therapy Visit Default  Off  Custom
Worker Services: | Social Worker Visit 0 - ~

® ) ’
Gonsumer Directed Administrative Fee M MO befauit OF  Custom
»
e ®@ O O
Y% Default OFf Custom
* Mobile Enabled: ® ves () No wed @ ) )
* Defoult OFf  Custom
, & ®
* Mobile Locked: C)ves ® No Thi pefauk  OF  Castom
Password: [****====141n J O] o)
L @ : -
Worker Must Change Password: [ Wik T GEEn
: 9 ®
Habile phone number: | 5% pefault  OFf  Custom
Device ID: |
Office Phone: |

Provider: TEST PROVIDER 12

Save/Create Another | Save | |__Delete |

Verify, and if needed, update the appropriate fields such as First Name, Last Name, Gender,
Birth Date, Worker Services, and scheduling information.

Click Save at the bottom of the page to save the Worker and return to the Home page.

A successful save message displays at the top of the page indicating the Worker was saved
successfully.

Mesds Attention:
Successfully saved Worker - test Workerl (ID: 13365)

6.3 Deleting a Worker

If a Worker is entered in error, the Worker can be deleted from the system, but this must be
done immediately after the mistake is made. Once an event is scheduled or a claim is created
for this Worker, the Worker cannot be deleted.

Search for the Worker you wish to delete according to the instructions in Section 4.0.

The Worker Entities Settings page displays.
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Worker Entity Settings Entity Addresses/Phones
* Indicates a required field.
ID: 09528
PIv: e
* First Names: [Test |
Middle Name: | |

* Last Name: [123 ‘ Holidays / Days Off

Company Name:
SSN:
FID:

Gender:
- gy
Birth Date: 01/01/2001 |

Email Address: | ]
Begin Date: [0/01/2015 | &, Add Holiday [MM/DDvvv] ) [
End Date: "‘“‘j‘ From Date To Date
Language: MM/ vy == [Mm/ooAvry| ) EEE
Status:
* Mobile App Mode: Work Hours
Choose if the entity will use the default business hours
ExternalWorkerTo: [ ] {Default), if the entity has the day off (OFF) or if the entity
Receive Stipends: has a custom hours (Custom).
Related To Client: Start Time End Time
Home Health Aide N (

® i (@]
Sun : "
Speech Language Therapy Visit Default  Off  Custom

Worker Services: |Social Worker Visit 0

® O O
Consumer Directed Administrative Fee M Mon pefauir  OFF  Custom

4 = - ~

e ® ( O
Default  Off  Custom

* Mobile Enabled: ®ves (' Ho wWed ® 3 0O
Default  Off Custom

. = ® 0O O
* Mobile Locked: Cives ® No ThY Defoult  OFF  Custom

d: [F=======p1n ] o ® o O

q @ » .
Worker Must Change Password: [ B

Mobile phone number: ® O O
+ |[ Sat Default  Off  Custom

Device ID:
Office Phone: |

Provider: TEST PROVIDER 12 B4

[ Sove/Create Another | _Save | Concel
Click Delete.

The system asks you to confirm the deletion. By clicking OK, the Worker is permanently deleted
from the system. If you do not wish to proceed with permanently deleting the Worker, then click
Cancel.

uat.authenticare.com says

Are you sure you want to delete this?

C‘,”Ce]

Click OK to permanently delete this entity.

Return to the Home page. A message displays in the upper left-hand corner confirming the
deletion. If the Worker you attempted to delete had any other relationships in the system, then
an error message will display informing you that the deletion was not completed.
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Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Meeds Attention:
Entity dedeted successfully.

OR

Enter a name, partial name or ID in the Search field and click Go!

Entities

Add New > Client
Worker

Entity Type > | v]

Search > | |

The Entity Search Results page displays with the results of your search.

Entity Search Results

ID Name User Type | Information | Delete Selected
09528 | 123, Test | Worker [ | O
37742 | 345, Test | Worker = | O
95189 | Arrey, Nova | Worker = O

Click the checkbox in the Delete Selected column.

Entity Search Results

D Name User Type | Information | Delete Selected
09528 | 123, Test | Worker = | m
37742 | 245, Test | Worker = | 0
95189 | Arrey, Nova | Worker | | ]

Click the Delete Selected column heading to delete the Worker you wish to delete. Once an
event is scheduled or a claim is created for this Worker, the Worker cannot be deleted.
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Entity Search Results

ID Name | User Type | Information |M
09528 | 123, Test | Worker 3 | O
37742 | 345, Test | Worker = | 0
95189 | Arrey, Nova | Worker | 0

The system asks you to confirm the deletion. By clicking OK, the Worker is permanently deleted
from the system. If you do not wish to proceed with permanently deleting the Worker, then click
Cancel.

aft ] X 8]
uat.authenticare.com says

Are you sure you want to delete selected entities?

Cancel

hboards | Visits | Administration | My Account | Custom Links | Logout Logg

Entity Search Results

ID Name | User Type | Information
09528 | 123, Test | Worker =
37742 | 345, Test | Worker 2 | O
95189 | Arrey, Nova | Worker 2 | O

Click OK to permanently delete this Worker.

The Home page displays if the deletion was successful. A message displays in the upper left-
hand corner confirming the deletion.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custem Links | Logout

Meeds Atention:
Entity defeted successfully.

If the Worker you attempted to delete had any other relationships in the system, then an error
message will display informing you that the deletion was not completed.

Meads Attention:
Entity has Clsim Dependancy so Entity cannot be deleted.

6.4 Adding Holiday and Working Hours to a Worker

Providers may choose to add Holidays/Days Off for each worker.
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Note: Entering details in this section causes warning notices to display if the
provider attempts to schedule a Worker for a planned day off. For details on
scheduling, refer to Section 9.0.

A) Providers may choose to add Holidays/Days Off for each Worker to assist with
scheduling.

e To add a single day: Type in the Date OR choose a date from the calendar, then
click Add.

e To add a date range: Enter a From Date and To Date OR choose the dates
from the calendars, and then click Add.

Holidays / Days Off

Add Holiday [07/13/2022 I“‘“ | Add]

FromDa g July 2022 0
|MM/DD/YYY
' Su Mo Tu We Th Fr Sa

2
Work Hou .
5{[6|l—7||-8{ -9

Choose if the = _' urs
(Default), if . 10|/ 11|| 12|| 13]) 14]} 15| 16|} oneipy

has a custom 17 18 19 21(|.22(|.23

w
£

24|1-25||:26( 27|28{-29/(-30 End Time
® 31 5% 7
Sun Default 11:59 PM
® Close .
AL —— 11:59 PM

B) Providers may choose to Work Hours for the Worker.

o To apply the default hours to the Worker, no change is needed.
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Work Hours

Choose if the entity will use the default business hours
(Default), if the entity has the day off (Off) or if the entity
has a custom hours (Custom).

Start Time End Time

Sun E?e\lfault Oﬁ t;J;tom 12:00 AM 11:59 pPM
Mon IS%Ifault Off é;gmm 12:00 AM 11:59 PM

Tue ['%au“ S 12:00 AM 11:59 PM
Wed Cfault OF Cistom  1Z:00AM
Thu é%‘lfau“ off (‘:;‘smm 12:00 AM 11:59 PM

s Eﬁfault Off tl;;tom 12:00 AM 11:59 PM

Sat I?élfault (':Iff é;;mm 12:00 AM 11:59 PM

AuthentiCare automatically checks the circles in the column labeled

T’ Note: The default hours are the work hours of the provider and
“Default” for each day.

To see the hours set for the provider, click on the link icon next to the
provider's name. Clicking this icon displays the Provider Entity Settings

page.

Provider: TEST PROVIDER 12

To enter hours that differ from the provider’s work hours for one or more days of the week:

e Check the circle in the column labeled “Custom”

e Enter the Start Time and End Time in the fields provided. Be sure to indicate
AM or PM for each entry.

Work Hours

Choose if the entity will use the default business hours
(Default), if the entity has the day off (Off) or if the entity
has a custom hours {Custom).

Start Time End Time
® O O
oL Default Off Custom
O O @
oy Default Off Custom | | |
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To establish ongoing days off (for example if the Worker never works on Monday or
Tuesday):

e Check the circle in the column labeled “Off”.

Work Hours

Choose if the entity will use the default business hours
(Default), if the entity has the day off (Off) or if the entity
has a custom hours {Custom).

Start Time End Time

® 0O O
= Default  Off Custom

Mo pefault | off | custom

Click Save/Create Another at the bottom of the page, to save the Worker and create another
Worker.

OR

Click Save, to save the Worker and return to the Home page.

Save/Create Another | _ Save |

A successful save message displays at the top of the page indicating the Worker was saved
successfully.

Successhulhy sawved Worker - Test Workes2 (ID: 07057

’ Note: The Worker ID appears in this message. The Worker must use this ID when
@ calling the IVR from the Client’s home. Be sure to record this ID on the Worker
Instruction sheet to be supplied to the Worker. The ID can also be found by
viewing the Worker Entity Settings page.

6.5 Suspending/Inactivating/End-Dating a Worker

A Worker cannot be deleted once there are any relationships created for the Worker. In other
words, if a Worker has been scheduled for an event or if a claim has been created for which the
Worker provided the service, then the Worker cannot be deleted from AuthentiCare. If the
Worker no longer works for the provider or simply will not be providing services any longer,
there are three options for editing the Worker file:

Change the Worker’s status to “Suspend”. The Worker cannot use the IVR but claims can be
entered via the Web. All claims (pending and new) will show a critical exception that the Worker
is not eligible.
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Change the Worker’s status to “Inactive”. The Worker can still use the IVR and have claims
entered via the Web but all claims (pending and new) will show a critical exception that the
Worker is not eligible.

Populate the “End Date” field on the Worker’s screen. The Worker can still use the IVR and
have claims entered via the Web. Claims with a Date of Service (DOS) prior to the end date will
be processed normally. Claims with a DOS after the end date will generate a critical exception
that the Worker is not eligible.

At any time, the “End Date” can be removed, or the Worker’s status changed back to active,
making the Worker again eligible to provide services and/or removing the “Worker not eligible”
critical exception from pending claims.

Populate the “End Date” when a Worker terminates. Once the End Date is populated, all future
scheduled appointments are deleted automatically by AuthentiCare. This reduces the late and
missed visit alerts to providers.

To suspend, inactivate, and/or end date a Worker, search for the Worker you wish to inactivate
according to the instructions in Section 4.0.

The Worker Entities Settings page displays

Worker Entity Settings

* Indicates a required field.
ID: 09528
PIN: =====*

* First Name: |Test |

Middle Name: | |

* Last Name: [123 |

Company Name:
SSN:
FID:

. — ARSEN)
Birth Date: (01/01/2001 )

Email Address: |p|‘ashant.kend ale@firstdata.c

EYTEE!

Begin Date: [01/01/2015

n P EREER)
End Date: |MM/DD/YYYY | &
Language: | English v

: | Active v

Inactive
* | Suspend

H L L
Related To Client: | No v

Supervisory Home Visit -
Stipend G9006U1

Worker Services: |Stipend G9006U2

EPSDT Personal Care

Change Status to Suspend or Inactive or enter an End Date.
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Click Save at the bottom of the page to save the Worker and return to the Home page.

A successful save message displays at the top of the page indicating the Worker was saved
successfully.

MNeeds Attention:
Successfully saved Worker - test Workerl (ID: 13365)

; Note: If a Worker is rehired, that Worker should not be re-entered because the
@ Worker still exists in the system. Instead, the Status should be changed back to
Active and/or the End Date removed.

6.6 Creating a Worker for Consumer-Directed Admin Fee

Every claim in AuthentiCare must have an associated Worker and associated authorization for
service to submit successfully for payment. Providers will be able to set up an “administrative”
Worker for AuthentiCare to automatically create claims for the Consumer-Directed Admin Fee. If
providers choose to add the “administrative” Worker for this purpose, the provider is granting
approval to AuthentiCare to create these claims.

Claims will not be created for any month an authorization for the Consumer-Directed Admin fee
is not present. Once the AdminFee Worker is created, and an authorization for that service is
present, claims will be created for those Clients. The first weekend of the next month, new
claims for the Clients of that service for that month will be created. Providers need to create only
one “administrative” Worker with the name AdminFee Worker. That Worker will be present in
AuthentiCare month after month.

Providers will utilize the following procedure to create an “administrative” Worker for Consumer-
Directed Admin Fee claims.

e Log into AuthentiCare. From the Home page, select Add Worker

e On the Worker Entity page, add an “administrative” Worker with the exact name
“‘AdminFee” as the first name and “Worker” as the last name

¢ Highlight the service “Consumer Directed Admin Fee”

o If desired, create and add any other data, birthdate, etc. for this new Worker

Click Save to save the new Worker, “AdminFee Worker”

7.0 Managing Client Information

MCO Members are referred to as Clients in AuthentiCare. Clients are created in AuthentiCare
by New Mexico Centennial Care MCO staff. New Mexico Centennial Care MCO staff members
verify the Client list and confirm that a correct telephone number(s) is provided (unless the
Client does not have a phone). Providers also verify Clients’ telephone numbers and have
access to edit telephone information as needed.
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Search for the Client you wish to edit according to the instructions in Section 4.0.

The Client Entity Settings page displays:

Client Entity Settings Entity Addresses/Phones

* Indicates a required field. Address and phone number updates made in AuthentiCare are not
* ID: 3000000055 communicated to external systems. To change the address or phone
- number on record, contact the MCO or Conduent member
PIN: **%®= services.Address and phone number updates made in AuthentiCare are
. t communicated to external systems. To change the address or
* First Name: TEST no Y 9
phone number on record, contact the MCO or Conduent member

Middle Name: T services.
* Last Name: CLIENTS6 Add Address
Company Name:
SSN: Address Type: Home
FID:
Gender: Male * Address Line 1: 123 MAIN ST
* Birth Date: 01/01/1950 Address Line 2:
* H -
Email Address: e
Begin Dat * State: NM * Zip: 87108
in Date:
Longitude:
End Date: Latitude:
Lanr=rze Ealfsr Disable Learn Mode:
Status: Active ViewMap
High Risk:
Approve EVV
Exception:

Setting End Date:

Setting Of Care:

Setting Start Date:
Payer Assignment: UHC NM

Phone Type Phone Number
[Home v| [(513) 444-9444 | PEIIEEY

ID Card Number:
Case Manager: Status:

Effective Date:

Representative:

Effective Date:

No Tech Zone: [

Save/Create Another | Save |

Verify the Phone Type and Phone Number for the Client. If the Client does not have a phone,
then this field should be populated with 999-999-9999.

Manage the Client’s telephone information. Correct or delete an incorrect number and add a
correct number or additional numbers. The number(s) listed is the one AuthentiCare will use to
verify if the Worker is calling from the Client’'s home.

Click Save at the bottom of the page to save the Client information and to return to the Home
page.
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A successful save message displays at the top of the page indicating the Client was saved
successfully.

Needs Attention:
Successfully saved Client - client1 Test (ID: 43429)

71 External Client ID

If the provider has selected Yes in the Optional Attribute Data Collection field on the Provider
Entity Settings page, the External Client ID field displays on the Client Entity Settings page.

Providers can input the provider-specific Client identification number from the provider's own
data system, and select Save to record the new information.

Client Entity Settings

* Indicates a required field.
*ID: 3545527231
PIN: *=%*=
* First Name: Pune
Middle Name: A
* Last Name: BhopalBCBES
Company Name:
SSN:
FID:
Gender: Male
* Birth Date: 01/23/1960
Email Address:
Begin Date:
End Date:
Language: English
Status: Active
High Risk: Yes

Approve EVV
Exception:

Setting End Date: 12/31/2028
Setting Of Care:
Setting Start Date: 01/01/2023
Payer Assignment: BCBSNM

Case Manager:

Effective Date:

Representative:

Effective Date:

External ClientID:
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Click Save at the bottom of the page to save the Client information and to return to the Home
page.

A successful save message displays at the top of the page indicating the Client was saved
successfully.

MNeeds Attention:
Successfully saved Client - clientl Test (ID: 43429)

The External Client ID (if present on the Client Entity Settings page) is displayed in a designated
column on the Claim Data Listing Report, the Remittance Advice Report, and the Time and
Attendance Report. The External Client ID cannot be used to search for a Client in
AuthentiCare.

AuthentiCare® Time and Attendance Report

Report Date: June 21, 2016 09:17:59 PM Filtered By: Date Range,Claim Type, Provider |D, Service, Exception
Total Records Retumed: 2
Date Range: 2016-08-19 to 2016-06-25 Sort by
Claim Type: All Claims
Provider Id: 5919 Case Manager Id:
Worker Id: Service: All
Client ID: Exception:All
Provider Id : 5313 Provider Name: CMC Test Provider
Warker id : 13365 Worker Name : Workert, test
Claim  Clientld  Client Name Dateof  Service Warker Name Worker ID CheckIn CheckQut Actual  Auth  Actual Auth Export  Exceptions Payer Namd| External
ber Service Unit  Unit  Amount Amount  Date ClientiD
|3372 |sa|es |Test. Clienta |ua.c1.'2ma |'r1mg ‘Wo'lertles[ ‘13365 | B:00AM | 0:00AM | 4 ‘ 4 | 03z ‘ 18.32 | |E1 |EICEISNM |TIUO
|sass |BE|EQ |Test, Clienta |u5.':|.'zmﬁ |T|mg ‘Wc'lerljest ‘13365 | 1:00PM | 1-30PM | 2 ‘ 2 | 966 ‘ 066 | |E1 |BEBSNM |T|l]0
Worker Total : 6 & 2898 2898
Provider Total B 3 2898 28.98

For additional information on all reports, refer to Section 15.0.

@ Note: The External Client ID is not searchable within the AuthentiCare Web
Portal but will appear on the Claim Data List Report.
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7.2 No Tech Zone Indicator

Providers can select the No Tech Zone indicator on the Client Entity Settings page for Clients
who reside and receive services in a location when cell telephone or landline service is not
available and/or for the situations of Clients not having an available telephone of either kind.

Client Entity Settings Entity Addresses/Phones

* Indicates a required field. Address and phone number updates made in AuthentiCare are not
« ID: |3000000056 communicated to external systems. To change the address or phone
- number on record, contact the MCO or Conduent member

PIN: *=**= services.Address and phone number updates made in AuthentiCare are
* First N . TEST not communicated to external systems. To change the address or
irst fame phone number on record, contact the MCO or Conduent member
Middle Name: T services.
* .
Last Name: CLIENTS6 Add Address
Company Name:
SSN: Address Type: Home
FID:
Gender: Male * Address Line 1: 123 MAIN ST

Address Line 2:
* City: ALBUQUERQUE
* State: NM * Zip: 87108

* Birth Date: 01/01/1950

Email Address:

in Date:
Beg Longitude:
End Date: Latitude:
Language: English Disable Learn Mode:
Status: Active _
ViewMap
High Risk:
Approve EVV
Exception: AddiEhone

Setting End Date:

Setting Of Care:

Setting Start Date:
Payer Assignment: UHC NM

Phone Type Phone Number
[Home v| [(513)444-4444 | DB

ID Card Number:

Case Manager: Status:

Effective Date:

Representative:

Effective Date:

No Tech Zone: [_|

Save/Create Another | _ Save |

Click Save at the bottom of the page to save the Client information and to return to the Home
page.

A successful save message displays at the top of the page indicating the Client was saved
successfully.

Meeds Attention:
Succassfully saved Client - clientl Test (ID: 43429)

The No Tech Zone designation displays on the Eligible Client Data Listing Report. For additional
information on all reports, refer to Section 15.0, Reporting.
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7.3  High Risk Client Indicator

MCO Users can designate a Client as a “High Risk” Client. Providers have view/read-only
access of the High-Risk indicator box.

Client Entity Settings Entity Addresses/Phones

* Indicates a required field. Address and phone number updates made in AuthentiCare are not
+ ID: 3900550010 communicated to external systems. To change the address or phone
- = number on record, contact the MCO or Conduent member
PIN: *=**= services.Address and phone number updates made in AuthentiCare are
not communicated to external systems. To change the address or

* First Name: Molokai
phone number on record, contact the MCO or Conduent member

Middle Name: A services.
* Last Name: D'awehcel
Company Name:
SSN: Address Type: Home
FID:
Gender: Male * Address Line 1: 8 Queens Road
* Birth Date: 01/23/1960 Address Line 2: Apt #1

* City: Costa Mesa
* State: NM * Zip: 79835
Longitude:
Latitude:

Email Address:
Begin Date:
End Date:
Language: English
Status: Active

Disable Learn Mode:

ViewMap
Approve EVV
Exception:

Setting End Date: 12/31/2026
Setting Of Care:
Setting Start Date: 01/01/2021
Payer Assignment: WSCC

Phone Type Phone Number
[Home v| [(299) 555-0001 | DTS

ID Card Number:

Case Manager: Status:

Effective Date:

Representative:

Effective Date:

No Tech Zone: [

Save/Create Another | _ Save |

The High Risk indicator is displayed in the Eligible Client Data Listing Report and in the Late
and Missed Visit Report.

For additional information on all reports, refer to Section 15.0.
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7.4 SDCB Agency Provider Client Search

From the Home Page, click on Add New > Client

Entities

Add New > Client
Worker

Entity Type > | hd |

Search = | |

The Client Entity Settings page will appear. The only fields available will be ID and Birth Date.

AuthentiCare®
FlrSt Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | visits | My Account | Custom Links | Logout Logged in as:
Client Entity Settings Entity Addresses/Phones
* Indicates a required field.
Add Address
| * 1D: | ||
PIN: Address Type: I:I

* First Name:

Middle Name: * Address Line 1: |:|
 Last Name: Addresstine2: |
Co N. E
mpany Name R {—
“stote: [ vz ]
Gender: Longitude: I:I
T .

= Birth Date: [MM/DD/YYYY | | latitude: | |

Email Address: Disable Learn Mode:

Begin Date: ViewMap

End Date:

Language: Add Phone
Status: Active
High Risk:
Approve EVV
Exception:

Setting End Date:
Setting Of Care:
Setting Start Date:
Payer Assignment:

Representative:

Effective Date:

Sove/ceaicaother ] _concel

Enter both the Client’'s Medicaid ID in the ID field and Birth Date.

Click on “Search” once all information has been added.
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AuthentiCare®
FII'St Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | My Account | Custom Links | Logout Logged in as: mikeathomeadvocacynmecuat@nm.com
eeds Attention: ]
lember data imported successfully.
Client Entity Settings Entity Addresses/Phones
* Indicates a required field.
Add Address
*ID: 3000000024
PIN: Address Type:

* First Name: TEST

Middle Name: T * Address Line 1:
* Last Name: CLIENT24 orhhr=s (s 7o :
Col N =
e * City: |ALBUQUERQUE
SSN:
= * State: * 7ip: (87108
Gender: Male Longitude: :
= Birth Date: 01/01/1950 Latitude: |

Email Address: Disable Learn Mode:
Begin Date: ViewMap
End Date:
Language:

Status: Active
Phone Type Phone Number

High Risk:

< [Home ~| [(513) 444-4444 | IO
Approve EVV
Exception:

Setting End Date:
Setting Of Care:
Setting Start Date:
Payer Assignment:

Representative:

Effective Date:

Save/Create Another | Save | Cancel |

Click “Save” if only saving one Client. If you are saving multiple clients, click “Save/Create
Another”

A Success message will appear on top of the Home Page.

eeds Attention:
uccessfully saved Client - asdasd asdasd (ID: 3001478524)
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7.5 EOR Client Editing

EOR are only able to edit the following sections in the Client Entity Settings Page:

e Update Address

e Update Phone Number

Client Entity Settings Entity Addresses/Phones
* Indicates a required field.

*ID:

PIN:

* First Name:
Middle Name:
* Last Name:
Company Name:
SSN:

FID:

Gender:

* Birth Date:
Email Address:
Begin Date:
End Date:

3542871488

FRANK

SCALABRING

Male

Address Type: Delete|
“AddressDescription: |

* Address Line 1:
Address Line 2:
- iy

* State: * Zip:
Longitude: \:I
Latitude: \:I

Disable Learn Mode: [

Language: English

Status: Active Add Phone
High Risk: Phone Type Phone Number
Approve EVV
Exception: L [ ]
Setting End Date:
Setting Of Care: 1D Card Number:

Setting Start Date:
Payer Assignment: UHC NM

Status:

Representative:
Effective Date:

No Tech Zone: [

Save/Create Another | Save |

8.0 Managing Authorizations and Services

8.1 Search and View Authorizations

A service to be provided for a Client must have a valid authorization documented in
AuthentiCare in order to be scheduled and for the claim to be submitted for payment.

authorization in AuthentiCare. A claim will be created but will have a critical
exception and will not be submitted for payment until the authorization is in
place.

I; Note: A Worker can use the IVR to record services without a valid

All authorizations for Clients are loaded into AuthentiCare by Centennial Care MCOs. The
provider cannot add a new authorization or edit an existing authorization.

For providers to search and view an authorization:
Click the Authorization radio button in the Services and Authorizations section of the Home

page.
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Enter search criteria in any of the fields, if desired and click Go!

The search results display all authorizations which match the search criteria entered on the

Home page.

Authorizations

Services and Authorizations

_) Service

Search Type:

® Authorization

Service: |

Authorization 1D: |

Service Type: |

Autherization Start:

Authorization End:

Client: |

P e R
|MM/DD/YYYY|

[Mm/oD/ YY)

Provider:

Worker: |

Service Period:

|
[
Payer: |
i
i
|

Procedure Code:

Event . . . Service . .
Actions ID Service ID / Revenue Code Client Provider |Worker| Payer Period Effective Dates (Information
Personal Care - Consumer CLIENTSG, NESiE
Units  |P0O006Z Directed Training TESTT PROVIDER 12 : oot g O 0135,?226);22001;0_ =
Remaining: 0 (55110) (3000000056) | (100000012)
Personal Care - Consumer CLIENTSG, NESE
Units  |P00006S Directed TEST T PROVIDER 12 . ooty 4 8 0135,?226);22001;0_ =
Rermaining: 0 (29509) (3000000056) | (100000012)
Personal Care - Consumer CLIENTSG, TEST
Units  |P000069 Delegated TEST T PROVIDER 12 : oo, 4 8 0135,?226);22001;0_ =
Remaining: 0 (T1019) (3000000056) | (100000012)

Note: If nothing is entered in the Search field, then all entities will be returned in your
search results. Finding just one Client or Worker in the list will take longer than
searching for one entity.

Note the columns displayed in the search results:

Event Actions —This column also indicates how many units remain in the authorization
by comparing the total number of units authorized and the total number of units scheduled.
This is not a comparison with the units actually provided to date but with those scheduled
to date.

ID — Click the ID hyperlink to view/edit the Authorization Settings page for this
Authorization.

Service ID — Identifies the service and its service code

Client — Identifies the Client and the Client ID

Provider — Identifies the provider assigned to the authorization and the provider’s ID
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o Worker - Field is blank as authorizations are issued to the provider, not the provider’s
individual Workers.
o Effective Dates — Identifies the start and end dates of the authorization
Click the column heading if you wish for the search results to sort using a different column than

the default, which is the ID (Authorization) column in ascending order. Click the heading once to
change the sort to descending order for that column. Click the heading again to change it to
ascending order for that column.

Position the cursor over the Information icon to display an Additional Information pop-up
about the authorization.

Authorizations

AEE‘{ﬁ]nrfS ID Service 1D / Revenue Code Client Provider |Worker| Payer Spir;;;)c; Effective Dates Information
Personal Care - Consumer CLIENTS6, TEST
Units  |P00OUGZ Directed Training TESTT | PROVIDER 12 " pores 1P g 0 0135?22‘%’;,22001240'
Remaining: O {55110) (3000000056) | (100000012)
Personal Care - Consumer CLIENTS6, TEST Additional Information
z Pres HP 03/02/2014 -
Units P0O0O00G8 Directed TESTT PROVIDER 12 8 ﬂ . i
Remaining: 0 (29509) (3000000055) | (100000012) (TG LR ;D' S :05'30557 :
Personal Care - Consumer CLIENTSS6, TEST Pres HP 03/02/2014 - ervice lype: lime Base
units  [P000069 Delsgated TESTT PROVIDER. 12 (TR 8 i gy Exported:  True
Remaining: O (T1019) (3000000056) | (100000012) |

Click on the ID hyperlink in the ID column to view the authorization.

The Authorization Settings page displays.

Authorization Settings
. * Indicates a required field.

Service Information

Service ID: S5110

Name:

Service Type:  Time Based
Personal Care - Consumer Directed Training Procedure Code: 55110
Description: Personal Care - Consumer Directed Training

ID:

Client:

Provider:

Worker:

Effective Date Start:

Effective Date End:
Service Period:
Authorization Number:
Diagnosis Qualifier:
Diagnosis Code:

P0O000G67
CLIENTS56, TESTT E
TEST PROVIDER 12 E

. skkALL
03/02/2014

- e
12/26/2020
One Time
9999999
BK
401.9

* Total Units:
* Rate:

Payer Assignment:

4
15.0000
Pres HP

Click Cancel to return to the Authorization Search Page.
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8.2 Auto End-dating of Authorizations

When a Client transfers from one MCO (payer) to another (as indicated in the payer assignment
on the Client Record itself), then AuthentiCare will end date the existing authorizations for the
“sending” MCO. The “receiving” MCO will be expected to send in new authorizations records to
replace those. MCOs will have access in AuthentiCare to the historical authorization data for a
Client to help facilitate this transition.

8.3 NMCC MCO Deletion of Authorizations

If an MCO deletes an authorization on the Web that was previously sent to AuthentiCare, any
scheduled visits in the future that are associated with that authorization will also be deleted. This
means the provider will not receive late and missed visits notifications against an authorization
which is now invalid but will need to reschedule that Client’s services against a more current
authorization.

8.4 Authorizations with Zero Units

In the case where there may be duplicate and overlapping authorizations, and one of those
authorizations may be for zero units, the authorizations for zero units are ignored. This allows
providers’ claims to bill against other authorizations with available units when providers confirm
and submit claims.

8.5 SDCB Agency Providers Authorization and Services

SDCB Agency Providers will not have Authorizations for their SDCB services.

8.6 Attending Provider

Attending Provider information is mandatory for all Home Health Claims only. The information
will be captured in the Attending Provider field in AuthentiCare on Authorizations submitted by
the MCO(s). The Authorization files received from the MCOs will provide the following
information:

e Attending Provider First Name
e Attending Provider Last Name, and
e Attending Provider National Provider Identifier (NPI) Number

The Authorization Settings for Attending Provider is not editable. For any updates, contact the
MCO the Agency is contracted with.
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The Attending Provider fields on Authorizations will be shown as such:

Authorization Settings

* Indicates a required field.

Service Information

Service ID: G0O151 Service Type: Time Based
Name: Physical Therapy Visit  Procedure Code: G0151
Description: Physical Therapy Visit

ID: BGO151HHBCES2
Client: VANCEBFITTDMS, HANNAHTDMS H
Provider: V1 Home Care LLC
Worker:

Effective Date Start: [02/01/2023 |
Effective Date End: |12/31/2028 MU-J,
Service Period:

Authorization Number: [G0151HHBCRS? |

Diagnosis Qualifier: |AEK |

Diagnosis Code: [R69 |

* Total Units: |1000

* Rate: |75.0000
BCBSNM
Jo Ann
Jones

Payer Assignment:

Attending Provider
First Name:

Attending Provider
Last Name:

Attending Provider

NPT: 1477506780

[__Void | save | Cancel | Delete |

9.0 Scheduling

Providers may use AuthentiCare to schedule Workers’ service visits to Clients. A scheduled visit
is called an event. Events may be scheduled only for authorized Client/service/provider/Worker
combinations. The scheduling feature in AuthentiCare also accommodates scheduling of both
primary and back-up Workers for each event.

AuthentiCare tracks the number of service units available for scheduling events and notifies the
scheduler through an alert if an event exceeds the total number of units available. On the Event
Acknowledgement page, providers are offered a choice to Discard, Accept or Change the event
if either the Client or the Worker had previously been scheduled for that timeframe.

AuthentiCare compares the scheduled events to the actual Check-In and Check-Out times of
the Worker. Alerts are sent to the provider via email if a Worker is late, and then another alert is
sent if the event is missed as compared to the scheduled event.

If a Worker is scheduled for an event on a regularly occurring day off as noted on the Worker
Entity Settings page, AuthentiCare displays a warning message alerting the scheduler to this
conflict. The scheduler may choose to change the event or to save it even though a conflict
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exists. AuthentiCare’s scheduled warnings are meant to assist schedulers, but not to prevent
the scheduler from scheduling an event with a conflict.

AuthentiCare will prevent the scheduler from scheduling events that do not have valid
authorizations and/or sufficient units to cover the events within a selected service period.
Schedulers cannot create scheduled events for Clients before receiving the service authorizations
from the MCOs.

If a Client moves from one MCO (payer) to another, existing schedules of the Client will not be
deleted, they will remain in AuthentiCare. But the Client’s existing schedules cannot be edited
until service authorizations from the current MCO (Payer) are received.

This section is designed to assist schedulers in scheduling non-recurring (single) and recurring
events. Additionally, there are instructions for searching for an event, viewing an event,
maintaining events, and acknowledging a missed event as compared to the schedule.

@ Note: SDCB Agency Providers will not have scheduling enabled.

9.1 Using the Calendar

AuthentiCare allows you to view your calendar of events by the day, week, or month. This
section describes the three views.

Select Scheduling from the Main Menu toolbar on the Home page.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Click View Calendar from the Scheduling drop-down.

1
Home | Create | Reports | Scheduling | Dashboards

View Calendar
Schedule Event

Fntitiac

The Event Scheduling page displays with the calendar.

Event Scheduling Create New Event | Generate Report
—Search Schedules
Date: Client: Provider:
hhad
MM/DD/YYYY [ | | TEST PROVIDER 12 (2§
Worker: Service:
|Search|
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9.1.1

The default view of the calendar is the daily view.

Daily

The Daily view of your calendar enables you to view all events scheduled for your agency
for one day at a time. This is the default view of your calendar which means the date that
displays when you open the calendar is the current date.

Click the Daily link above the calendar to display a chosen date’s events.
The day displays in hourly increments.

Calendar View: Monthly | Weekly | Daily
Use TAB key to move across Days, continue with TAB key to navigate to events

Monday, May 22

L
12°m

1 0o

2w

3 00 IPersona\ Care - Consumer Delegated Worker: 123, Test Client: D'aweAcel, Molokal A

4I](]

Position the cursor over the event and a pop-up box with additional detail displays.

3 0o IPersonaI Care - Consumer Delegated Worker: 123, Test Client: D'aweAcel, Molokai A
4 00
5 00

3:00pm - 4:00pm
Personal Care - Consumer Delegated Worker: 123, Test Client: D'awefcel, Molokai A

Double click an event, to see the details and to display the Scheduled Event page.

Eventscheduling

Scheduled Event

= Indicates a required field.

* Date * Start Time * End Time * Duration
Event: 05/22/2023 |8 03:00 PM [oa:00pM | [01:00
05/22/2023
[l Recurring Event
Client: D'aweAcel, Molokai A [
Client Phone Number:  999-555-0001
Provider: TEST PROVIDER 12 E
Primary Worker: 123, Test [g§]
Backup Worker: | |H
= Gervice: | |n
Personal Care - Consumer Delegated Q
8 Queens Road
Apt £1
Costa Mesa, NM 79835
Source: WEB
Save|
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Click Eventscheduling in the top left corner of the page to return to the calendar or click Home
to return to the Home page.

Click the left and right arrows in the calendar’s date display bar to view the day before or the
day after the displayed date.

Calendar View: Monthly | Weekly | Daily
Use TAB key to move across Days, continue with TAB key to navigate to events

12em
1w |
2% |

3 o Parsonal Care - Consumer Delegated Worker: 123, Test Client: D'aweAcel, Molokai A

400

9.1.2 Weekly

The Weekly view of the calendar enables a view all of events scheduled for your agency for one
week at a time.

Click the Weekly link above the calendar to display the entire week.

Calendar View: Monthly |[|Weekly|| Daily
Use TAB key to move across Days, continue with TAB key to navigate to events

The week’s schedule now displays. When using Weekly view, simply click an event in any given
date to view its details.

Calendar View: Monthly | Weekly | Daily.
Use TAB key to move acrass Days, continue with TAB key to navigate to events

May 22 - May 28

Monday, May 22 Thrsday, May 25|
300 PM May 22 2023 - 4:00 PM May 22 2023 Personal Care - Consumer Delegated Wrker: 123, Test Cliert: D'aweAce1. Molokai A

Tuesday, May 23] Friday, May 26

‘Wiednesday, May 24| ‘Saturday, May 27|

Sunday, May 28

Position the cursor over the event and a pop-up box with additional detail displays.

May 22 -

Monday, May 22 |

3:00 PM May 22 2023 - 4:00 PM May 22 2023 Personal Care - Consumer Delegated Warker: 123, Test Client: D'awedce. Mol@:ﬁ

3:00 PM May 22 2023 - 4:00 PM May 22 2023
Persanal Care - Consumer Delegated
Worker: 123, Test

Client: D'awelcel, Molokai &

86

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

Double click an event to display the Scheduled Event page and to see the details of the event.

Click Eventscheduling in the top left corner of the page to return to the calendar or click Home
to return to the Home Page.

Eventscheduling

Scheduled Event

* Indicates a required field.

* Date * start Time * End Time * Duration
Event: 05/22/2023 | 03:00 PM 04:00 PM
05/22/2023

O Recurring Event

Client: D'aweAcel, Molokai A g5
Client Phone Number: = 999-555-0001
Provider: TEST PROVIDER 12 E
Primary Worker: 123, Test [
Backup Worker: | | P

* Service: | | e

Personal Care - Consumer Delegated ﬂ

* Address: | Home vl

8 Queens Road
Apt #1
Costa Mesa, NM 79835

Source: WEB

[ Delete | Save  Cancel

Click the left and right arrows in the date display bar to view the week before or the week after
the week currently displayed.

Calendar View: Monthly | Weekly | Daily

Monday, December 28 Thursday, Dgeefber 31

| .

9.1.3  Monthly

The Monthly view of your calendar displays a view all of all events scheduled for your
agency for one month at a time. When using Monthly view, simply click an event in any
given date to view its details.

Position the cursor over the event and a pop-up box with additional detail displays.
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Calendar View:[Monthly| | Weeldy | Daily

Use TAB key to move across Days, continue with TAB key to navigate to events

<

May 2023

Mon Tue Wed Thu Fri Sat/Sun
Apr 24 25 26 27 28 29
17 30
May 1 2 3 4 5 6
18 7
8 9 10 11 12 13
i T
15 16 17 18 19 20
20 o1
22 23 24 25 26 27
13:00 PM May 22 2023 Personal Care - Consumer Delegate|
i 7%
25 30 31 Jun 1 2 3
22 7
Double click an event to view all event information.
The Scheduled Event page displays.
Eventscheduling
Scheduled Event
* Indicates a required field.
* Date * Start Time * End Time * Duration
Event: 05/22/2023 | 03:00PM | 04:00 PM 01:00
05/22/2023
[ Recurring Event
Client: D'aweAcel, Molokai A @
Client Phone Number: 999-555-0001
Provider: TEST PROVIDER 12 @
Primary Worker: 123, Test |25
Backup Worker: | |g
* Service: | |ﬂ
Personal Care - Consumer Delegated E
* Address: | Home
8 Queens Road
Apt #1
Costa Mesa, NM 79835
Source: WEB

[Delete[ save] cancel!

Click Eventscheduling in the top left corner of the page to return to the calendar or click
Home to return to the Home page.

Click the left and right arrows in the date display bar to view the month before or the
month after the month currently displayed.
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Calendar View: Monthly | Weekly | Daily

. Mon Tue Wed Thu Fri Sat/Sun
| Nnu23| 24‘ 25| 25‘ 27 28

9.2 Searching for Scheduled Events in Calendar

After an event has been scheduled, you are able to search for this event in the calendar.
AuthentiCare provides a variety of options for searching for an event in the calendar.

Select Scheduling from the Main Menu toolbar on the Home page.

Select Scheduling from the Main Menu toolbar on the Home page.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Click View Calendar from the Scheduling drop-down.

1
Home | Create | Reports | Scheduling | Dashboards

View Calendar

Schedule Event
Fntitiac ikl

The Event Scheduling page displays with the calendar. Enter at least one of the following
search criteria to locate event(s) in the calendar.

Event Scheduling Create New Event | Generate Report
r—Search Schedules
Date: Client: Provider:
MM/DDAYYY | |5 TEST PROVIDER 12 (2§
Worker: Service:
|Search|

Each search criteria field is described below:

o Enter a Date (mm/dd/yyyy) or click the calendar to select the date. Click Search.
o The calendar displays events from this date forward.

o Enter the Client ID, full name or partial name and click the Looking Glass icon to
find the Client, and then click Search.
o The calendar displays all the events scheduled for this Client.
e Enter the Primary Worker ID, full name or partial name and click the Looking Glass icon

to find the Worker, and then click Search.
o The calendar displays all the events scheduled for this Worker.
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o Enter the Service name or partial name and click the Looking Glass icon to find the
services, and then click Search.

The calendar displays all the events scheduled by your agency for this service.

The more search criteria you enter, the narrower the search results. Be aware, there is the
potential no results will display because some of the criteria may conflict.

Click Clear, if you have entered incorrect information in the search criteria fields at any time or
would like to start a new search.

9.3 Scheduling Service Visit Events

Events are the visits the Worker makes to the Client to deliver an authorized service. Events
can be of varying durations, at any time of the day, and on any day of the week. An event may
be a one-time, non-recurring, service event (single) or a service event that is provided on an
ongoing, regularly scheduled basis (recurring).

9.3.1 Scheduling a Non-Recurring (Single) Events

Once units are authorized in AuthentiCare, providers can successfully schedule service events.

Click Scheduling in the Main Menu toolbar.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Click Schedule Event from the Scheduling drop-down.

Scheduling | Dash

View Calendar
Schedule E1.|'1.=_'n1|.‘.I

The Select Client to Scheduled Event page displays. Enter the Client ID or Client’s last name,

first name (all or part), and then click the Looking Glass icon, or Tab on the computer
keyboard, to display the Client’s full name. Click Continue.

Select Client to Schedule Event

* Indicates a required field.

* Client: | E

Continuefl Cancel |
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populated since this page displayed after the Select Client to Schedule Event
page was completed. The Provider field is populated based on the provider
agency associated with the scheduler’s login ID.

@ Note: The Client, Client Phone Number and Client Address fields are auto

If the Client field is not populated on the Scheduled Event page, you did not
fully “load” the Client on the Select Client page.

The Scheduled Event page displays.

Event > Eventscheduling

Scheduled Event

* Indicates a required field.

* Date * start Time * End Time * Duration
- - RREEE)
Event: MM/DD/YYYY |

[ Recurring Event

Client: D’aweAcel, Molokai A
Client Phone Number: 999-555-0001
Provider: TEST PROVIDER 12 F'ca

Primary Worker: | |&d

Backup Worker: | |
* Service: | |
* Address: | Home v

8 Queens Road
Apt #1
Costa Mesa, NM 79835

Source: WEB

[Save | Cancel

Enter the Date of the event or select a date from the calendar.

Enter Start Time and End Time. Start and end times must include AM or PM. The Duration is
automatically calculated by AuthentiCare.

* Date * Start Time * End Time * Duration
Event: 05/23/2023 | o 9:00AM 10:00AM
(05/23/2023)

"] recurring Event

When a Worker visits a Client one time, or a variety of times not in a normal, repeated schedule,
this is considered a non-recurring (single) event. When a Worker visits a Client on a regular
basis, at the same time of the day, this is considered a recurring event.
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Enter the Primary Worker. You may enter the Worker ID, a full name or partial name. Then
click the Looking Glass icon. Select the Worker from the list displayed. You may leave this
field blank if you do not know who will be conducting the service.
Client: D'aweAcel, Molokai A
Client Phone Number: 999-355-0001
Provider: TEST PROVIDER 12

Primary Worker: | |&d

Backup Worker: | |&d
* Service: | e
= Address: | Home v |

8 Queens Road
Apt #1
Costa Mesa, NM 79835

Source: WEB

save[cancel

The Client’s phone number displays on the Scheduled Event page as long as the Client has a
phone number on the Client Entity Settings page. For Client, if the home phone number is not
available, the first available phone number is displayed on the Scheduled Event page. If there
are no phone numbers associated with Client, that field on the Scheduled Event page is blank.

The Client’s address is defaulted to the first address on the Client page, usually the home
address. The dropdown displays all the address types listed on the Client Entity Settings page.
Select the address for the scheduled event, related address details will be populated.

Enter the Backup Worker, if applicable. Enter a Worker ID, full name or partial name and click
the Looking Glass icon.

Look up and select the Service by clicking Looking Glass icon.

Click Save.
If no scheduling conflicts or issues arise, the Event Acknowledgment page displays with the
authorization number noted. The scheduler has the choice of Discard, Accept, or Change.
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Event Acknowledgment

Authorization T1I019UHCNM

Start End

May 22, 2023 3:00 PM May 22, 2023 4:00 PM

Recurrence

None

Client Provider Primary Worker Backup Worker

D'aweAcel, Molokai A (3999559010) TEST PROVIDER 12 (100000012) 133, Test (08528) None

Service
Personal Care - Consumer Delegated (T1019)

[ Discard | Accept | Change|

Once the scheduler clicks the Accept icon, the Home page displays with the “Successfully
scheduled event” message.

Needs Attention:
Successfully scheduled event.

If AuthentiCare discovers scheduling conflicts or issues with the attempted scheduled event, a
message displays at the top of the page advising the scheduler of the conflict. In this example
the event scheduled exceeds the total number of authorized units. The error message is

“Authorization T1019UHCNM: This Event will exceed the total units allowed on the
authorization.”

Event Acknowledgment

¥ou have already scheduled a visit for the client at this time.

You have already scheduled a visit for the Primary worker at this time.
Authorization B123456

Start End

Mar 20, 2019 6:15 PM Mar 20, 2019 7:15 PM

Recurrence

None

Client Provider Primary Worker Backup Worker

Test, Client3 (86169) CMC Test Provider (5919) Worker3, Test (07098) None

Service
Personal Care - Consumer Delegated (T1019)

Discard] Accept Jchange}

o Accept is disabled, thus not an option for the scheduler.
o Click Change to return to the event and change the information, OR
o Click Discard to discard the event and return to the Scheduled Event page.
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The scheduler will have to click Change to modify the Start and End time of the event not to
exceed the authorized units of the authorization listed on the error message.

There is an alert if a Client and/or Worker are already scheduled for events within the attempted
event’s timeline.

The scheduler can:

o Click Discard to discard the event and return to the Scheduled Event page.
o Click Accept to save the event.
o Click Change to return to the event in order to change the information.

Messages that may display on the Event Acknowledgment page:

Authorization (Authorization Number)

Authorization does not exist for this event.

This event will exceed the total units allowed on the authorization.

Multiple authorizations exist. Modify event to cover (Authorization Number).
This event occurs outside the effective dates of the authorization.

This event falls on the Worker's day off.

The status of the primary Worker is inactive or the event date is outside the
effective date range.

The status of the Client is inactive or the event date is outside the effective
date range.

This event falls outside the range of the Worker's assigned business hours.

This event falls outside the range of the backup Worker's assigned
business hours.

This event will exceed the Worker's assigned hours for the week.

This event falls on a provider holiday.
The status of the provider is inactive or the event date is outside the effective date
range.

This event falls on the backup Worker's day off.

The status of the backup Worker is inactive or the event date is outside the
effective date range.
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9.3.2 Scheduling a Recurring Event

When a Worker visits a Client on a regular basis, at the same time of the day, the provider can
establish an event that occurs repeatedly. This is considered a recurring event. This is an
efficient way to schedule. The basic information is entered only one time to populate multiple
days.

A recurring event can be created for as long as necessary.
Once units are authorized in AuthentiCare, providers can successfully schedule service events.

Click Scheduling in the Main Menu toolbar.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Click Schedule Event from the Scheduling drop-down.

Scheduling | Dash

View Calendar
Schedule E1ur¢.=_lnltI
- ir

The Select Client to Scheduled Event page displays. Enter the Client ID or Client’s last name,

first name (all or part), and then click the Looking Glass icon, or Tab on the computer
keyboard, to display the Client’s full name. Click Continue.

Select Client to Schedule Event

* Indicates a required field.

* Client: | E

Continuefl Cancel |
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The Scheduled Event page displays.

Scheduled Event

* Indicates a required field.

* Date * Start Time * End Time * Duration
ESEmE MM/DDAYYYY [

["J Recurring Event

Client: D'aweAcel, Molokai A
Client Phone Number:  999-555-0001
Provider: TEST PROVIDER 12

Primary Worker: | ‘H
Backup Worker: | ‘n
* Service: | i<
* Address: ‘ Home ~ |
8 Queens Road
Apt #1

Costa Mesa, NM 79835
Source: WEB

[Save | Cancell

populated since this page displayed after the Select Client to Scheduled Event t
page was completed. The Provider field is populated based on the provider agency
associated with the scheduler’s login ID.

I; Note: The Client, Client Phone Number and Client Address fields are auto

If the Client field is not populated on the Scheduled Event page, you did not fully
“load” the Client on the Select Client page.

Enter the Date of the event or select a date from the calendar.

Enter Start Time and End Time. Start Time and End Time must include AM or PM. The
Duration is automatically calculated by AuthentiCare.

Click the Recurring Event check box.
The page expands to display scheduling options.

Follow the steps outlined below to create a Daily, Weekly or Monthly recurring event.
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Scheduled Event

* Indicates a required field.

* Date * Start Time * End Time * Duration
Event: MM/DDYYY |
EARecurring Event

O paily O Every l:l day(s)

O weekly

O Monthly ) Every weekday

() End after E occurrences
- -
9.3.21 Daily Recurring Event

AuthentiCare defaults to Daily recurrence. To schedule an event to occur more than once in the
same week, use the Daily occurrence option.

a. Select the frequency of the recurring event by entering the number of times the event
should occur (every 2 days or every 3 days for example) or by choosing Every weekday.

b. Enter the number of occurrences of the event or enter an End by date for the event.

c. Complete remaining fields on the Scheduled Event page: Worker, Backup Worker, if
applicable, and Service. Click Save.

Scheduled Event

* Indicates a required field.

* Date

* Start Time

Event: MM/DD/ Yy [

Recurring Event

* End Time * Duration

® paily
O Weekly
) Monthly

O Every E day(s)

@ Every weekday

) End after I:I occurrences

. shaaad
) End by |12/29/2023 ]

Client:
Client Phone Number:
Provider:

Primary Worker:

D'aweAcel, Molokai A [25
999-555-0001
TEST PROVIDER 12

123, Test

Backup Worker: | |E
* Service:  Personal Care - Consumer Delegated +]
* pddress: | Home v|
8 Queens Road
Apt £1
Costa Mesa, NM 79835
Source WEB
Save|

If no scheduling conflicts or issues arise, the Event Acknowledgment page displays with the
authorization number noted. The scheduler has the choice of Discard, Accept, or Change.
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Event Acknowledgment

Authorization TLO19UHCNM

Start End

May 22, 2023 3:00 PM May 22, 2023 4:00 PM

Recurrence

None

Client Provider Primary Worker Backup Worker

D'aweAcel, Molokai A (3999559010) TEST PROVIDER 12 (100000012} 123, Test (09528) MNone

Service
Personal Care - Consumer Delegated (T1019)

| Discard | Accept | Change|

Once the scheduler clicks the Accept icon, the Home page displays with the “Successfully
scheduled event” message.

Neads Attention:
Successfully scheduled event.

If a recurring event spans over multiple service authorizations, AuthentiCare will not allow the
scheduler to save the scheduled event. The scheduler will have to click Change to modify the
Start Date and End Date of the recurring event to be within the effective dates and authorized
units of the authorization listed on the Event Acknowledgement page and save the event.
Effective dates of the authorization can be found by performing an Authorization search from the
Home page. A second event will have to be scheduled for the remaining period of the recurring
event using the second authorization available for the service.

o Accept is disabled, thus not an option for the scheduler.
¢ Click Change to return to the event and change the information, OR
¢ Click Discard to discard the event and return to the Scheduled Event page.

Event Acknowledgment

| Multiple authorizations exist, Modify event to cover Authorization PO0O0Q00502-01-V.

Start End
Mar 28, 2019 3:00 PM Mzr 28, 2015 4:00 PM
Recurrence

Occurs daily 20 times.

Client Provider Primary Worker Backup Worker
Test, Client2 (49457) CMC Test Provider (5919) Workerl, test (13365) Nene

Service

Personal Care - Consumer Directed Visit {99509V
[Dizcard)
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9.3.2.2 Weekly Recurring Event

To schedule an event to occur on the same day or days for multiple weeks, select the Weekly
occurrence option.

a. Select the frequency of the event by entering the number of times the event should
occur (every week, every 2 weeks for example).

b. Select the day or days of the week the event should occur.

c. Select the number of times the event should occur or enter an End by date for the
event.

d. Complete remaining fields on the Scheduled Event page: Worker, Backup Worker, if
applicable, and Service. Click Save.

9.3.2.3 Monthly Recurring Event

To schedule an event to occur on a monthly, bi-monthly or quarterly basis, select the Monthly
occurrence option.

a. Select the frequency of the event by entering the calendar day of the month (the 15th
day of every month or the 1st day of every 2nd month, for example) or by entering the
weekday of the month (the 1st Monday of every month of the last Friday of every 3rd
month, for example).

b. Select the number of times the event should occur or enter an End by date for the
event.

c. Complete remaining fields on the Scheduled Event page: Worker, Backup Worker, if
applicable, and Service. Click Save.

If AuthentiCare discovers scheduling conflicts or issues, for the event, a message displays at
the top of the page advising the scheduler of the conflict.

e Accept is disabled, thus not an option for the scheduler.
¢ Click Change to return to the event and change the information, OR
¢ Click Discard to discard the event and return to the Scheduled Event page.

The scheduler will have to click Change to modify the Start Date and End Date of the recurring
event to be within the effective dates and authorized units of the authorization listed on the error
message.

There is an alert if a Client and/or Worker are already scheduled for events within the attempted
event’s timeline.
The scheduler can:

¢ Click Discard to discard the event and return to the Scheduled Event page.
e Click Accept to save the event.
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e Click Change to return to the event in order to change the information.

Event Acknowledgment

You have already scheduled a visit fer the dient at this time.
You have already schaduled a visit Tor the Primary worker at this time.
Authorization B123456

Start End
Mar 18, 2019 B:00 AM Mar 18, 2019 11:00 PM
Recurrence

Oecurs daily until Dec 31, 2010,

Client Provider Primary Worker Backup Worker
Test, Client3 (B6E160) CHMLC Test Provider (5919) Worker3, Test (0709E) Nane

Service
Pergonal Care - Consumer Delegated (T1019)

[DiscardAccept [Change|

9.4 Editing an Event

When information changes for an event, AuthentiCare allows you to adjust up to the end time of
an event. The following instructions discuss editing an event Date, Time, Client, and/or
Worker.

Scheduled events of Clients that have changed enroliment from one MCO to another cannot be
edited until the Client receives service authorizations from the current MCO.

Click Scheduling from the Main Menu toolbar on the Home page. Click View Calendar from
the drop-down.

Find the event on the calendar that needs to be changed (use Search or choose from various
views available to do so). Double click the event on the calendar to display the details on the
Scheduled Event page.

If the date or time of a scheduled event has already passed, the event cannot be edited or
deleted.

; Note: If this is a recurring event, AuthentiCare asks you to confirm whether
@ you are editing the single event or the whole series.

Click Edit this occurrence, Edit the series or Edit Multiple Occurrences
on the Scheduled Event page.
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Scheduled Event

* Indicates a required field.

* Date * Start Time * End Time * Duration
Event: 05/23/2023 | o 03:00 PM 04:00 PM 01:00
05/23/2023

Recurring Event

This is a recurring event. Do you want to edit only this occurrence or the series?
) Edit this occurrence

() Edit the series

() Edit Multiple Occurrences

Click the field for the item to be corrected. Initially it looks like the fields are not editable, but
once you click on the field it changes to an editable field. The Scheduled Event page will allow a
Worker in series to be edited without first clicking on editing the occurrence

Client: D'aweAcel, Molokai A E
Client Phone Number:  999-555-0001
Provider: TEST PROVIDER 12 E
Primary Worker: 123, Test [g5
Backup Worker: | | 2

* Service: | |E

Personal Care - Consumer Delegated B

* Address: | Home v|

8 Queens Road
Apt #1
Costa Mesa, NM 79835

Source: WEB

[Delete Jsave ] Cancel

Enter the new information.
Click Save.

When providers add a new Worker to scheduled events, the change will update only the first
event and all future scheduled events, leaving historic information on past events intact.
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Caution: If this is a recurring event, and you have forgotten to select
whether you are editing the single event or the whole series, a message
displays.

a. Click Edit this occurrence, Edit the series or Edit Multiple
Occurrences on the Scheduled Event page.

b. Click Save again.

This is a recurring event. Do you want to edit only this occurrence or the series?

Edit this occurrence
) Edit the series

) Edit Multiple Occurrences

If AuthentiCare discovers scheduling conflicts or issues, a message displays at the top of the
page indicating the conflict found in the system. On the message are three options from which
to choose. Select one of the following three options:

¢ Click Change to return to the event and change the information, OR
e Click Accept to accept the event with the conflict, OR
o Click Discard to discard the event and return to the Scheduled Event page.

An example of an error message displays here. Choices for proceeding are listed at bottom
right.

Event Acknowledgment

.

You have already scheduled a visit for the dient at this time.
You have already scheduled a visit for the Primary worker at this time.
«| Authorization B123456

Start End
Mar 18, 2019 B:00 AM Mar 18, 2019 11:00 PM
Recurrence

Occurs daily until Dec 31, 2019.

Client Provider Primary Worker Backup Worker
Test, Client3 (86169) CMC Test Provider (5919) Worker3, Test (07098)  None

Service
Personal Care - Consumer Delegated (T1019)

If no scheduling conflicts or issues arise, a message displays at the top of the page that
indicates the event was scheduled successfully.

Needs Attention:
Successfulty scheduled event.

102

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

9.5

Deleting an Event or a Series after it is Scheduled

If you need to delete an event that means it was either entered in error or needs to be
cancelled. Deletions must be done prior to the end time of the event. Once the event end time

has passed, the system will not allow you to delete the event.

Double click on the event to display the details in the Scheduled Event page.

Click Cancel if the event is to continue as scheduled.

Review the event carefully. Click Delete if certain the event should be deleted.

Scheduled Event

* Indicates a required field.

* Date

05/22/2023 |

* Start Time

03:00 PM

Event:

* End Time
04:00 PM

* Duration
01:00

[IRecurring Event

05/22/2023

Client:

Client Phone Number:
Provider:

Primary Worker:
Backup Worker:

* Service:

* Address:

Source:

D'aweAcel, Molokai A
999-555-0001

TEST PROVIDER 12
123, Test

[
[

Personal Care - Consumer Delegated E

Home v

8 Queens Road
Apt #1
Costa Mesa, NM 79835

WEB

Delete] Save

Caution: Once you click Delete, the event is permanently deleted. There is
no pop-up dialog box asking you to confirm the deletion, so prior to clicking

Delete, be sure this is the event you want to delete.

The Calendar and Event Scheduling page displays with a note at the top indicating the event
was deleted successfully.

Meads Attention:
Successiully deleted the scheduled event.

Caution: If this is a recurring event, and you have forgotten to select
whether you are deleting the single event or the whole series, a message
displays.

A

a. Click Edit this Occurrence or Edit the Series in the Scheduled
Event page.
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b. Click Delete again. If you selected Edit this Occurrence, then only
the specific event you chose will be deleted. If you selected Edit
the Series, then all of the recurring events will be deleted.

Once you click Delete, the event, or the series, is permanently deleted.
There is no pop up dialog box asking you to confirm the deletion, so prior to
clicking Delete, be sure this is the event or the series you want to delete.

Future scheduled appointments are deleted automatically by AuthentiCare when the Worker is
terminated, or end dated. This reduces the late and missed visit alerts to providers. The
scheduler could edit the Worker field on the event, so the event is not automatically deleted.

9.6 Acknowledging Missed Visits

Payers and Providers associated with a Client in AuthentiCare receive email notifications for
Late and Missed visits.

When a Worker uses the IVR or the GPS Mobile Application for both Check-Ins and Check-
Outs, the event (visit) information is captured in AuthentiCare immediately. Providers may need
to refresh computer screens for updates to display depending on what system processes are
being completed at the time.

AuthentiCare links Worker Check-Ins and Check-Outs to scheduled events continuously and
provides notice of late and missed visits to providers via email so that backup coverage can be
initiated. In addition to email messages, these late and missed visits are posted on the Late and
Missing Events page of the system.

If a Worker, other than the Worker noted on the Client’s schedule, provides services timely, i.e.
within the early and late threshold of the scheduled event, AuthentiCare will not generate a late
and/or missed visit alert to the provider. “Timely” is defined in the definitions listed below for
Late Visit and for Missed Visit.

Definition of a Late Visit: For Consumer-Delegated Clients, if the Worker does not check in
within 60 minutes of the event start time the event receives a Late Visit designation. The Late
Visit is removed if the Worker checks in. The visit becomes a Missed Visit if the Worker does
not check in within the next 60 minutes (a total 120 minutes after the event start time). For
Consumer-Directed Clients, the Early and Late visit thresholds are disabled.

Definition of a Missed Visit: For Consumer-Delegated Clients, if the Worker does not check in
within 120 minutes of the event start time the visit is designated as Missed. For Consumer-
Directed Clients, if the Worker does not check in within 72 hours (4320 minutes) of the visit end
time, the visit is designated as Missed.

If providers set Early, Late and Missed Visit Thresholds for Clients, the jurisdictions thresholds
for those Clients for specific services will take precedence. For more information on setting
Early, Late and Missed Visit Thresholds, see Section 9.0.
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The late and missed visits are recorded in three ways:
The Late and Missing Events page: lists all scheduled events that are late or missed.

This page is available from the menu bar to the following roles: Administrator, AdminAssistant
and Scheduler/Coordinator.

The Late/Missed Visits Report: Refer to Section 15.0, Reporting, for more information.

An email is sent to the email address on the provider’s record each time an event is late and/or
missed. Examples of these emails are included below with the difference that the Worker, Client
and provider names have been replaced.

Late:

This is an AuthentiCare late visit notification. Worker Test Worker (ID Number) for
provider Test Provider (ID) was scheduled to provide service Personal Care (GO156) on
mm/dd/yyyy at AM/PM for Client1 Test. An AuthentiCare visit is considered late when
the service is not provided within 60 minutes of the scheduled start time. To view this
scheduled event in more detail, log in to the AuthentiCare website at:
www.authenticare.com/nmcc.

Please do not reply to this email as it is intended for notification purposes only.
Missed:

This is an AuthentiCare missed visit notification. Test Worker (ID number) for provider
Test Provider (ID) was scheduled to provide service Personal Care (GO156) on
mm/dd/yyyy at AM/PM for Client1 Test but missed the appointment. An AuthentiCare
visit is considered missed when the service is not provided within 120 minutes of the
scheduled start time. To view this scheduled event in more detalil, log in to the
AuthentiCare website at: www.authenticare.com/nmcc.

Please do not reply to this email as it is intended for notification purposes only.

To view the list of late and missed visits, place your cursor on Visits in the toolbar of the Main
Menu, and then click Late and Missed Visits.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | I‘III',I' Account | Custom Links | Logout

Late And Missed Visits |
I,

You will see a selection criteria screen that allows you to choose the visits you want to work. If
you do not choose, all visits will be displayed.
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Late and Missed Visits Search

AL
Start Date: |MM/DD/YYYY 5
. . GEEER]
End Date: |MM/DD/YYYY | &
Client: | |E

Provider: TEST PROVIDER 12 E

Worker: | |E
Service: | | P
E

The Late and Missing Events page displays if there are scheduled events for this provider which
have been identified as late or missed.

Note: The columns, except the Notes column, on the Late and Missed Visits page
{ are sortable. Click on each header to sort the column in ascending or descending
D order. Click the heading once to change the sort to descending order for that column.
Click the heading again to change it to ascending order for that column.

Select the appropriate missed visit code from the missed visit code dropdown list for each of the
missed visits listed on the Late and Missing Events page. Do not choose missed visit codes for
events that have a status of “Late”. There is a note section for each missed visit for additional
documentation if needed.

Home | Creste | Reports | i ds | Visits | inistration | My Account | Custom Links | Logout Logged in a5: cmcBlestprovider.con

Late and Missing Events

If you have not received emails informing you of these late / missed visits, please click here and verify your email address.

Start End - _ ) Primary | Backup . Save
Status | o ve/Time | Date/Time |Recuming? | Client | Provider |y, o | yyorker | Service Missed Visit Code Notes
cMe Personal
) 11/01/2015 | 11/01/2015 Test, waorkerl, Care -
Missed | ng.00 AM | 08:30am | V=S Clientz | T2t | tect Consumer |
Provider
Delegated
cMe Personal
) 11/01/2015 | 11/01/2015 Test, Care -
Missed | ng.00 AM | 08:30aM | V=S Client3 | T=3E e ||
Provider
Delegated
Dar=ana 1

Nursing Facility temporary

Consumer refusal

Consumer not available — justify in notes

Family voluntarily provided temporary service instead
Other (consumer driven) — justify in notes

Consumer deceased

No staff available

No staff willing

Natural disaster/Inclement Weather

OI >N~ wWwN|—
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Description Code
Late plan from Case Manager E
Other (provider driven) — justify in notes F
No Landline or Cell Phone Service L
Not a Missed Visit — must justify in notes N

Click the Save Missed Visit Code link column heading. This saves the missed visit codes
which can be viewed on the Late and Missed Visits Report (refer to Section 15.8.11 for further
information). A missed visit will remain on the list until it is acknowledged by adding the missed
visit code and adding a note.

Late and Missing Events

If you have not received emails informing you of these late / missed visits, please click here and verify your email address.

Start End - - Primary | Backup - Save
shatus Date/Time | Date/Time Recurring? | Client | Provider | o por | worker | SSFVice Missed Visit Code 2o
oMe Personal
N 06/02/2016 | 06/02/2016 Test, Worker3, Care -
hd
Missed | 0g:00 AM | 09:00 AM | T°F Client3 | 125t | Test Corsumar | 3
Delegated
o esh cMe - Parsonal
" 06/02/2016 | 06/03/2016 Test, Worker3, Care -
Missed | og:00 AM | 02:00 AM Clientz | T¢2t | | Test || ™
ovider o
elenated

Once Save is selected the Visits page displays with the message in the upper left-hand corner
that states “Successfully updated late and missed visit(s) codes”. A search can be started from
this page for another Client’s missed visit(s), or a click of Home will display the Home page.

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

Needs Attention:
Successfully updated late and missed visit(s) codes.

Start Date: ‘;_—_]._ S
End Date: [0/ 71125
Client:[ |

Provider: CMC Test Provider 88

Worke:[ | [d
Service: [ |14

9.7 Uploading Worker Schedules

On the tool bar in AuthentiCare, providers will find “File Upload” in the dropdown.
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AuthentiCare®
FIrSt Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | visits | Administration | My Account | Custom Links | Logout Logged in as: heyditestprovideri 2nmeccuat@nm.com
File Upload

Mobile Messaging

Entities Search Payer History Claims

Once providers select “File Upload,” the selection of the 835 and “Schedules” will display.

Select “Schedules” to upload Worker schedules in either .xml or .zip format.

Do not close your browser or move away from this page until you get a confirmation message that the file has been successfully uploaded.

File Upload

* Indicates a required field.

* File Type: | 835 - .rsp, .edi, .zip 1
- _ -
Select File: | Choose File UGl LY B35 - ran. edi. 7in |Attach It
Schedules - .xml, .zip
Please upload one file at a time. Select a file with an appropriate extension. 2] , 2Ip files (.ZIp) containing more than one of those files are also

allowed.

* Email Address: |

Enter your email address above to receive notification when your file is processed. You can enter multiple email addresses separated by commas. (e.g.
joe@anymail.com lisa@anymail.com, tim@anymail.com)

For 835 upload, If email indicates success you should be able to see remittance data in the remittance advice and remittance data listing reports.

If email indicates failure, please contact the helpdesk at clientsupport@firstdata.com or call 800-441-4567 option &.

File Upload History

Uploaded schedules cannot be edited using AuthentiCare web scheduling feature. The
providers have to re-upload the schedules for updates and deletes before the appointment
“Start” time.?

If providers send a revised schedule, the second one will overwrite the first one only if it has the
same EntityXRef field (appointment ID from Provider’s system, part of the import layout) and the
schedule is uploaded by the same web user ID and role as the first one (EX: Provider ID should
be same).
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10.0 The AuthentiCare Interactive Voice Response (IVR)
System

The Interactive Voice Response (IVR) allows workers to record services provided for the client
by calling in from the client’s home phone landline or client’'s mobile phone when service begins
and calling out from the client’'s home phone landline or client’s mobile phone when service is
completed. Each worker has a five-digit Worker ID number that identifies him/her as a worker
for a specific provider location. That Worker ID is recorded in the IVR each time the worker
makes a call.

Caution: If a worker works for more than one provider and/or provider location,
he/she is assigned a different Worker ID for each location. Caution workers to
make sure they use the correct Worker ID for each client’s visit.

10.1 IVR Flow

The IVR is designed to capture the information required to create a claim for the service being
provided. Section 10.5 below walks the Worker step-by-step through what he/she can expect to
hear when calling AuthentiCare. The IVR is available in English and Spanish.

If the phone number the worker uses for the call matches the number for the client as recorded
in AuthentiCare, then the client’s name will be read by the IVR. If the system does not recognize
the number, then the worker is asked to enter the client’s ID number.

Workers can select option 3 on the Main Menu in the IVR to select their language preference.
Once a worker has changed the language preference from the Main Menu in the IVR, the
language preference will automatically update the Language Preference field on the Worker
Entity Settings page.

; Note: When checking out, if the IVR reads more than one name, that
@ means the Worker has not checked out for previous claim(s) for which
he/she had checked in. In order to resolve this, the claim(s) must be
completed on the Web with the appropriate check out times.

The IVR then reads the list of services that the Worker could potentially be providing for this
Client. For consistency, the services for a specific Client are read in the same order on all calls.
This same list also applies during check out calls. Additionally, during check out the Worker
must specify activities (tasks) completed during the visit if the services provided required activity
codes.

; Note: A Worker can use the IVR even if there is no authorization yet for the Client.
@ However, the Client must exist in AuthentiCare in order for the call to be completed.
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The IVR then reads back all of the information in order for the Worker to verify its accuracy. If
there are any errors, the Worker has the option to start over and correct the errors. If the
information is correct, then the call is completed, and the Worker is checked in or out depending
on the option chosen at the beginning of the call.

If the Worker is there to provide services for more than one Client, the Worker must check in for
the first Client and at the end of the call when given the option to return to the main menu,
choose that option and check in for the second Client. The Worker can repeat this process as
many times as necessary.

When checking out, the Worker will need to follow the same process — check out for the first
Client, return to the main menu as needed to check out for additional Clients.

Each time the Worker returns to the main menu on either a check-in or check-out call, the
beginning time of the call is reset.

10.2 Safeguard-Workers with more than one Worker ID

Workers who have more than one Worker ID, because they work for more than one provider,
cannot accidently sign in using the ID not matched to the Client. If they try, the IVR will play the
following message “You have entered an incorrect Worker ID. Please enter a different Worker
ID followed by the pound sign.”

10.3 Activity Codes for Personal Care Services

Upon check-out, Workers must enter activity codes for the tasks provided to the Client during
their visit to provide Personal Care Services.

Activity Codes for Personal Care Services are listed in Appendix A-2.
Activity Codes for SDCB Services are listed in Appendix A-7.

10.4 Activity Codes for Home Health Services

Upon check-out, Workers can enter activity codes (optional) for the tasks provided to the Client
during their visit to provide Home Health Care Services.

Activity Codes for Home Health Services are listed in Appendix A-8

10.5 Checking-In/Out from an Unauthorized Phone Number

Providers can prevent Workers from performing a Check-In or Check-Out from a phone number
not on the Client record or matched to another Client phone number in AuthentiCare.

If a Worker is calling from an unauthorized phone number, he/she will hear the phrase, “You are
calling from an unauthorized phone number. Please contact your provider” followed by the
goodbye phrase.

If the phone he/she are attempting to call from is valid, the provider can update the Client record
with the new number(s) and the Worker can re-attempt the call.
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By default, the Jurisdiction Setting for Unauthorized Phone Access to IVR is set to No on the
Provider Entity Settings page.

Unauthorized
Phone |Mo
AcCcess:

By default, the Provider setting for ‘Unauthorized Phone Access’ is set to No. If providers want
to enable this feature, they should change this value to Yes. A change to Yes allows all
Workers associated with the provider agency the opportunity to check in from an unauthorized
phone number.

Unauthorized
Phone | No w
Access:

fas 4

mbhillo Do bl g i

10.6 Worker Instructions - Using the IVR

Instructions to Check-in
1 | Dial 1-800-944-4141 from the Client’s touch-tone phone.

2 | Enter your Worker ID number followed by the pound (#) sign when prompted.

Press 1 for Check-in (Choices are 1, 2 for Check-Out, and 8 to select language
preference.)

You will then hear the name of the Client you are there to serve. If it is correct, press 1.

4 | If AuthentiCare does not recognize the phone number you are calling from, you will be
asked to enter the Client’s ID number followed by the pound (#) sign. Do not input the
Client’s number. Call your agency.

You will hear a list of services available for the Client and be asked to choose the one
you are there to perform by pressing the appropriate number on the phone keypad.

AuthentiCare will then repeat back your name, your agency’s name, the Client’s name,
6 | and the service to be provided. If this is all correct, press 1. If the information is not
correct press 2 and you will be able to correct the information before you finish the call.

If the information is correct you will be told that the check-in was successful at (states
the time). At this point you will be instructed to press 2 to end the call.

Instructions to Check-out
1 | Dial 1-800-944-4141 from the Client’s touch-tone phone.
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2 | Enter your Worker ID number followed by the pound (#) sign when prompted.

3 | Press 2 for Check-out.

If you failed to check in, the IVR will read the Client back to you or, if it does not
recognize the phone number you are calling from, you will be asked to enter the Client’s
assigned ID number followed by the pound (#) sign. You will also be asked to select a
service.

AuthentiCare will repeat back your name, your agency’s name, the Client’'s name and
6 | the service you provided. If this is all correct, press 1. If the information is not correct
press 2 and you will be able to correct the information before you finish the call.

If the information was correct you will be told that you have successfully filed your

4 claims, the time of day, and to press 2 to end your call.
What do | do if. ..
... | forget my Worker 1D Call your supervisor who has your Worker ID on file.
.. . | check-in but forget to Call your supervisor and let him know what Client you were
check-out? serving and the time you left the Client’s home.
If you are near the beginning of your visit, go ahead and do
a check-in. Then let your supervisor know the check-in was
phoned in late and what time you started providing care. If
... | forget to check-in? you don’t remember until the end of your visit, go ahead
and check-out when you leave. Let your supervisor know
you forgot to check-in and the time you arrived at the
Client’s home.
... | forget to check-in and . :
check-out? Call your supervisor and explain what happened.
AuthentiCare will let you change the information before you
... lamin the process of complete the check-in. You can go back by pressing 2 at
checking in and realize | have the confirmation heard during Step 6 of the Check-in
made a mistake? process or Step 6 of the Check-out process. Re-enter the
correct information when prompted.
... | have already checked in Go ahead and check out after you provide service but call
and realize | made a mistake? your supervisor and explain what happened.
... .I have checked in and
checked out and realize | have Call your supervisor and explain what happened.
made a mistake?
... The Client does not have a Call your supervisor and explain what happened.
touch-tone phone, refuses to let
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me use the phone, or the phone
is out of order?

11.0 The AuthentiCare® 2.0 Mobile Application-Android

Fiserv offers both an Android and an iOS mobile application (app) for Workers to use as a
means of Check-In/Check-Out in English or in Spanish. The AuthentiCare mobile applications
provide the same capabilities as the Interactive Voice Response (IVR) and, with GPS
technology, have the ability to base their validation process on the location of the Mobile
Application. The following sections detail features of the Android AuthentiCare mobile app list
the setup processes to prepare providers and Workers for mobile application operation and the
steps for Workers to utilize AuthentiCare mobile app features and process Check-Ins/Check-
Outs of Client service visits. The AuthentiCare Mobile Application is available to Android
operating systems 4.4 and newer.

11.1 Service Zones

In a Standard Service Zone, GPS location coordinates can be determined. GPS coordinates
are captured and used to match (verify) the location of the device during Check-In/Check-Out
against the Client’s GPS coordinates on record. The mobile app does not validate the Clients’
locations against their physical addresses. Instead, the mobile app is being sent the GPS
coordinates to validate each Client’s location.

In a Limited Service Zone, there is no internet access/data coverage. GPS location
coordinates can still be captured most of the time. The banner on the mobile app screen
displays in a dark color in a Limited Service Zone with the message, “No data connection.”

If the Worker gets to a Client visit location that is outside the Standard Service Zone, the Worker
will proceed through the same Check-In and Check-Out steps. The data is stored on the Mobile
Application as the Check-In and Check-Out are completed. The visit will show as “Completed
Not Synced.”

A Warning Message is displayed after 60 minutes when there are claims not synced on the
Mobile Application informing the user to return to a Standard Service Zone with internet
coverage.

When the Mobile Application detects its return to a Standard Service Zone, a sync of the Check-
In/Check-Out data will automatically begin. Once the data is synced, the banner on the screen
will return to its original color, and the visit will display as Completed.

11.2 Core AuthentiCare Preparation

The following settings have been set by Fiserv at the application jurisdiction level, typically across

the whole state:

113

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

e The mobile messaging feature has been turned on.

o Messaging has been enabled.

¢ Message expiration has been enabled.

o Message polling has been enabled.

e The GPS geo-fence distance has been set so that there is a defined maximum
distance surrounding the Client’s location that can be acquired on the app
without creating an exception on the claim. An exception is an indicator that a
Worker is found outside the specific radius of a Client’'s home. Exceptions are
triggered on Check-In and Check-Out.

e The timeout duration is set (in minutes) before the mobile app logs the Worker
out of the system due to inactivity.

11.3 Application Setup Done by Providers

11.3.1 One time Application Settings-Provider Entity Settings
On the Provider Entity Settings page:
The Provider and Worker must be active within AuthentiCare and have active IDs.
* Mobile Enabled: ®) ves () No

Messaging Enabled: () yes ® No

Number Device Id Assignment

(111)111-1111 [00000O0O000D0O0000] 555555
(222)222-2222 [11111111111111] 666666
(333)333-3333 [22222222222222] 777777

Mobile phone number: |:|
Device ID: l:l
Assignment: l:l

1. Mobile Enabled is defaulted to Yes to allow Workers to use the AuthentiCare mobile
app.
¢ |If Yes is not selected for Mobile Enabled, Workers will receive a Login failed
message when they try to log into the mobile app on their phones.

2. Select Messaging Enabled to send messages to Workers.
¢ If Messaging Enabled is not selected, Workers will not view a Messaging option
at the bottom of their device screen.

3. A provider can also register provider-owned phones for mobile app use and can
provide a name assigned (temporarily or permanently) to the phone by entering the
following information:

a. Enter the mobile phone number, including area code, of the provider's phone
assigned to the Worker.

b. The Device ID of the provider’s phone assigned to the Worker.
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c. The Worker ID or the Worker’s name under Assignment.

Once all information is entered, the provider can select Add to save.

11.3.2  Worker’s Mobile Application Information-Worker Entity Settings
On the Worker Entity Settings page:

Add the Worker’s email address so that the Worker can receive a passcode if the Worker
forgets the password to log into the mobile app.

Worker Entity Settings
* Indicates a required field.
ID: 09528
PIN: =*==*

* First Name: |Test |

Middle Name: | |

* Last Name: |123 |

Company Name:
SSN:
FID:

Birth Date: [01/01/2001 |
| Email Address: ||

1. Enabled Mobile for Worker.

| * Mobile Enabled: ®yes O No |
Generate QR Code

* Mobile Locked: (Yes @ No

Password: |""""='”"“*I‘-11n |

Worker Must Change Password: [

Mobile phone number: |
Device ID:
Office Phone: L

2. Create initial Password for Workers. (Workers will use their assigned Worker ID
as their individual username.)

e Passwords to log into the mobile app must contain at least 1-digit, 1-
lowercase, 1-uppercase, 1-special character (acceptable special
characters @#%$%"&?!+=) and must be a minimum of 8 characters in
length.

o If a password is changed through the system, it will be flagged for a Force
Change once the Worker logs into the mobile app.

e Select Worker Must Change Password so that the Worker updates their
password from the temporary password provided to them by the Agency
Provider.
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* Mobile Enabled: ® ves ()no

* Mobile Locked: Cyes ® No

Password: |"’“‘"='”"“‘=I‘-11n |
Worker Must Change Password: [

Mobile phone number: |

Device ID:

Office Phone: L

3. Enter the Worker's Mobile Phone Number, including area code.
* Mobile Enabled: ® vss O No

* Mobile Locked: CYes ® No

Password: |""’“‘””‘"='=I‘-11n |

Worker Must Change Password: [

—

| Mobile phone number:

Device ID:

Office Phone: [

4. Enter the Device ID of the Worker’s personal Mobile Application/phone.

* Mobile Enabled: ® yes () No

* Mobile Locked: (ves ® No

Password: |“’”‘““”"“"I‘-11n |

Worker Must Change Password: [
Mobile phone number: |

| Device ID: |
Office Phone:

5. Enter the Office Phone number.

e The Office Phone you enter on the Worker record will be the number the
Worker will call when the Worker selects “Call Office” from the menu
button within the mobile app.

* Mobile Enabled: ® vyes () No

* Mobile Locked: (ves @ mno

Password: |"’*""“”"“"I‘-11n |

Worker Must Change Password: [

Mobile phone number: |

Device ID:

Office Phone: L l
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11.4 AuthentiCare Mobile App Fundamentals

11.41 Downloading, Installing and Setting Up the Mobile App
The AuthentiCare application is a free Mobile App.

Steps for Workers to download the AuthentiCare Mobile App from the Google Play Store are:

1. Open the Google Play Store on the Mobile Application.
2. Select the AuthentiCare Mobile App for download.
3. Tap ALLOW for the App to make and manage phone calls.

4. Tap ALLOW for the App to access the Mobile Application’s location. These terms
and conditions must be accepted prior to the App opening on the Mobile
Application.

11.4.2 Initial Setup for Environment

Once the Mobile App is installed, initial setup needs to occur. In order for the Worker to use the
AuthentiCare Mobile App, the Worker will need to:

1. Confirm the Provider has entered the Mobile Application/phone number, email
address and Device ID in AuthentiCare.
2. Use the Setup Code to choose the environment.

When the Worker first opens the AuthentiCare Mobile App, the Worker will see a screen that
requires the entry of a Setup Code. The AuthentiCare Mobile App allows the use of one or two
modes (called environments):

e The Test/Training Environment, (used for practicing and learning about how to
use the app), or

e The Live Production Environment (used when you are going to perform actual
Client care)

Initial Setup for Environment the Worker will choose which option to use by entering one of the
codes below:

Test/Training Live/Production
NMCCCAT NMCCPRD

Initial Setup for Environment
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10:42 O= ! i -

bMNeogkkx@@ !

@ AuthentiCare®

@ AuthentiCare®

@ AuthentiCare®

Setup Code
Setup Code NMCCPRD
Worker ID
On licking "SUBMIT', lagree | IR At Password

to the ir;(r:let‘:z::license n a a a a
VIEW END USER aa'aﬂ
LICENSE AGREEMENT (2] s]o] o
FrstData |+ B0BDOBRR|| A2 s
153/3.0.4-PATCH DEBUG ' _ ' . D?
: : < 1 0 v FI rSt Data

The link to the End User License Agreement is on the Setup Code screen.
The Worker will:

1. Enter the choice of environment in the Setup Code field.

2. Review the End User License Agreement by tapping View End User License

3. Agreement. Tap SUBMIT which saves the Setup Code and signifies the
acceptance of the End User License Agreement.

4. The Worker ID Login and Password screen displays.

11.5 The Worker ID and Password Screen

11.5.1 Change Password before Login - Request Passcode
The choices of FORGOT PASSWORD? and Settings are also found on this screen.

A Worker who has forgotten the password can tap FORGOT PASSWORD? The Forgot
Password? screen displays, complete with instructions.
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@ AuthentiCare®

Worker ID

Password

FORGOT
PASSWOR
D?

First Data.

SETTING
S

To recover a password, the Worker must have an email address listed in AuthentiCare.

1. Input Worker ID.
2. Tap REQUEST PASSCODE.

w Q%8 T W 435 PM

€  Forgot Password?

To recover password, a
passcode will be sent to the
email address associated with
this account

Worker ID
392620

REQUEST PASSCODE

If the Worker’s email address is not in AuthentiCare, the following screen will display.
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Error

Unable to find Worker
amail

Once the Worker’s email address is in AuthentiCare, the following screen will display:

Success

Passcode is sent
through email

Tap OK.
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The Change Password screen displays.

Moo i OE ECotE= dR1221PM

e B EoEE T JR1221PM

< Change Password

. Change Password

Enter temporary Passcode from the *At least one uppercase
email letter

*At least one lowercase

letter
h-inter Passcode +At least one special

0766 character
® Confirm New Password € |

New Password

d Must match new

Your'Passwor must password

consist of 8 to 50

+At least one number

+At least one uppercase
letter Please check your spam folder

for the email. Sometimes the

-At least one lowercase emeall may be delaysd by 5

retter minutes
+At least one special
har r
characte REQUEST NEW PASSCODE |_|
The Worker will:

1. Enter the new password in the New Password field. The password rules are listed on
the screen.

2. Confirm the new password by entering the new password again in the Confirm New
Password field.

3. Scroll down to tap SUBMIT.

If there is a need to start the process again, the Worker could scroll further down to tap
REQUEST NEW PASSCODE found at the bottom of the screen.

11.5.2 Change Password after Successful Login
After logging in, should the Worker wish to change the password, the Worker will:

1. Tap SETTINGS

2. Select Change Password to display Current Password, New Password and
Confirm New Password fields.

3. Enter applicable passwords in all three fields, then tap SUBMIT.

The Password Change Success screen displays. Tap OK

11.5.3  Find a Device ID from the Settings Menu

After entering the Setup Code, the Worker will be taken to the login screen.

To find the Mobile Application’s Device ID:
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Tap SETTINGS at the bottom right of the screen. The Menu displays.

Tap See Device Identifier in the Menu. The Device ID displays.

Tap OK to close the window.

Assure the provider has the correct Device ID (The Worker can copy the Device |
on the Mobile Application clipboard and email it to the provider.)

s

Settings

See Device Identifier

Offline Reminder

Call Office Device ID
Force Check-Out 8676860209860
12
Change Password
COPY OK
Reset and Change
Setup Code
a =] e

VISITS MESSAGES SETTINGS

I O <

11.5.4  Clearing Data to Change from One Environment to Another

In order to switch from one environment to the other, the Worker will be required to clear the
data from the AuthentiCare app.

Clearing data is necessary only when switching between environments.

Remember that if the data is cleared from the live environment, the Worker will lose any
data that has not been uploaded to AuthentiCare.
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The Worker will need to make sure that all data has been uploaded before leaving the
Live/Production environment. To clear the data:

Settings

9 IV EIOEIEOM | See Device Identifier

Offline Reminder

Worker ID

Call Office

Password Force Check-Out

Change Password

SIGN IN
Reset and Change

Setup Code
FORGOT
PassWOR | SETEING
D? 6 =] &

VISITS MESSAGES SETTINGS

First Data. P

1. Tap Settings at the bottom right of the screen. The Menu displays.
2. Tap Reset and Change Setup Code in the Menu.
3. Tap OK. The data is removed.
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The Setup Code screen displays.

4. Enter the next Training or Production environment in the Setup Code field.

5. Tap DONE on the keyboard to display the bottom half of the Setup Code screen
or scroll to reveal SUBMIT.

6. Tap SUBMIT.

10:42 O= ! i -

@ AuthentiCare®

Setup Code
NMCCPRD

SUBMIT

() | rsccemon  MCCORD  ACCORD s

@ AuthentiCare®

Setup Code

SUBMIT

On clicking "SUBMIT", | agree

to the ir;(r:let‘:z::license n a B a a
VIEW END USER aa'aﬂ
LICENSE AGREEMENT aa
FrstData. ||+ 0000008
:‘ :SI?:’?).DA-PATCH DEBUG ' _ ' .

11.5.5 Log In to the Mobile App-First Use

Change the temporary password assigned by the provider to log in.
On the Login screen:

1. Enter the Worker ID.

2. Tapthe icon which opens the “eye” Elto display the password as typed
or after the full password is fully typed. Tap the icon again to cancel the display of
the password.

Tap Done on the keyboard to display the full screen or simply tap SIGN IN.

4. Tap SIGN IN. Tapping SIGN IN logs the Worker into the App for the session.

w
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@ AuthentiCare® 9 AuthentiCare®
Worker ID
Worker 1D 42262
Password
Password @ S @

1/2/3]4)5]/6]718]9]0
FORGOT
PASSWORD? ~ SETTINGS qgwertyuloop

asdfghj kI

s

Tz ¥ o vib nm =

First Data. 01

e
1y Eragliah (US
L] 9 i

After 6 unsuccessful attempts to log in, the Worker’s account will be locked. The Worker will
have to:

Call the provider to unlock the account.

1. Enter the new temporary password assigned by the provider.
2. Begin the process again of entering and confirming a new password.

Once the Worker ID and Password are entered, the Worker’s session begins.

Note: Workers can log in to create a session for the day when and where they
have internet access, and then drive to the Client’s location to process a Check-In
for Client service delivery. Logging in to begin a session is not the same as
processing a Check-In for Client service delivery.

11.5.6 Log Out of the Mobile App

A Logout of the Mobile App is different than a Check-Out of a service visit. There are reasons
for a Worker to log out of the Mobile App:

e The Worker is done for the day,
OR

o Another Worker will be using the same Mobile Application to perform a Check-In
or a Check-Out.
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Check-Outs are complete. At the end of the day the Worker will need to return to
a place where there is a data connection in order for the data to be sent to the
AuthentiCare system.

I; Note: Before performing a logout, the Worker needs to ensure all Check-Ins and

To log out of the AuthentiCare Mobile App, the Worker will:

1. Tap SETTINGS found at the bottom right of the screen.
2. From the Settings Menu, tap Logout.
3. The Confirm Logout message displays. Tap OK to log out.

CoIRIET AR 17IEPM

See Device Identifier

Offline Reminder

Call Office

Force Check-Out

Confirm Logout

Change Password
Are you sure you want

Reset and Change Setup Code to logout?

Rate Us CANCEL | OK

End User License Agreement

Logout
=] e
VISITS SETTINGS
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11.5.7

Access the Calendar

To access the calendar, Workers will:

1. Log in to the Mobile App using the Worker ID and Password.

2. Tap the current date (Today) at the top of the mobile screen to open the calendar.

3. The calendar defaults to the current date. Tap OK to view any visits you have already
completed for the day.

4. Tap and scroll to display past dates. Tap OK on the chosen date to view completed
visits for that date.

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.
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11.5.8 Worker Check-In at Client Location

When the Worker arrives at the Client location, the Worker will:

1. Open the AuthentiCare Mobile App.
2. Input Worker ID and App Password to begin the session.

3. Tap DONE on the keyboard to remove the keyboard display or simply tap SIGN
IN.

9 AuthentiCare® 9 AuthentiCare®

Worker ID
Worker ID 42262
Password
@, AEEEESE + @
Password

1j2j3jaj5)aj7jajajo

PAFSOSE"?-:?;D? SETTINGS qiwle ritiylulijolp
a s d fghj kI
+ z xle/vib nim =
First Data. 01 @ | comos
4. “You have 0 appointments” displays in the date banner. The Worker will tap NEW
CHECK-IN.
Mar 25, 2022
(Today)
You have 0
appointment(s)
NEW CHECK-IN
a) =] &
VISITS MESSAGES  SETTINGS
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The Select Client screen displays with a list of any Clients associated with the provider who are
found near the current location of the Mobile Application.

LON =

« Select Client

From cached data

TEST, Client2
Location not Listed

TEST, Client3
Location not Listed

TEST, client1
Location not Listed

TEST, Client2

¢ Home : 2468 Any
Street Anv Citv NM

LOOKUP CLIENT

5. If the Client's name is on the list, tap the Client’s name or the icon to the left of
the Client’s name.
6. Tapping a Client name leads to the display of the Check-In screen.

¢« Check-In

Client3 TEST
785-727-6044 5N

Service(s) >

DELETE

CHECK-IN

7. The Worker will click on Check-In to add the Service(s) for the Client visit:
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ORI

Select Activities

Hygiene and Grooming

v INdividual Bowel and
Bladder

Meal Preparation and
Assistance

O Eating

Household and Support
Services

O Supportive Mobility
Assistance

W e SENREE [ W papnry g

8. Once the Service(s) have been selected, the Worker will tap DONE.
9. To finish checking in, the Worker will tap SUBMIT CHECK-IN.

1

0O

= Check-In

Client3 TEST

785-727-6044 .

Service(s) >

Personal Care -
Consumer Delegated

DELETE

il e <
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10. A success pop-up will appear on the screen..
911 @ @ * el 95%

@

Check-In
Success

38.933882
Location 7-95.2981

261

Note: If the Mobile Application has no internet access, all screens throughout the
’ Check-In and Check-Out process will display the banner message, “No data
@ connection.” The banner is darkened to a red/reddish brown dependent upon the
Mobile Application used. See below for steps during the Check-In to Check-Out
process without a data connection:

GPS coordinates from the Check-In process display if the Client lives in a Standard Service
Zone.

The Worker will continue with each action to progress throughout the Check-In to Check-Out
for the service visit.

The message, “Sync failed. No data connection” flashes on the screen.

Since there is no data connection, the Check-In and the Check-Out are queued until the
Mobile Application enters a location where internet connection is available.

When the Mobile Application returns to a location with a data connection, all visit data
transmits to the AuthentiCare system.

When the visits have been transmitted to AuthentiCare, the Status for the visit(s) will change
to Completed without No Data Connection on the screen.

When the login occurs with no data connection, the screen will display with the banner, “No data
connection.”

The message, “No data connection” continues to display. Without a data connection, the
app cannot research the name to determine whether or not the name should be displayed.
The Worker will call the provider to report the issue and to follow the process the provider
has in place for this circumstance.
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As long as the Mobile Application does not have internet access, all screens throughout the
Check-In and Check-Out process will display the banner message, “No data connection.”

e The Worker will continue with each action to progress throughout the Check-In to Check-Out
for the service visit.

e The message, “Sync failed. No data connection” flashes on the screen.

If the entire workday is spent in an area with no internet access/data connection, at the end of
the day the Worker will need to return to a place where there is a data connection in order for
the claims data to be sent to the AuthentiCare system. All claims data for the preceding day is
removed from the Mobile App at 2:00 AM each morning unless the Worker is designated as a
Frontier Worker. With that designation, all visits are stored for up to seven days in the mobile
app. When the Worker returns the Mobile Application to a location of data connection, the
stored data is “pushed” to AuthentiCare.

11.5.9 Lookup Client-Enter the Client’s ID Number or Last Name

If the Client’'s name is not listed on this screen, the screen will display “Error No Clients found.”

Error

No clients found
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To lookup a Client, The Worker will:
1. Tap LOOKUP CLIENT to open the Lookup Client screen.

(OF-N] i a

(= Select Client

From cached data

B TEST, Client2
Location not Listed

TEST, Client3
Location not Listed

TEST, client1
Location not Listed

TEST, Client2

¢ Home : 2468 Any
Street Anv Citv NM

LOOKUP CLIENT

2. Input the Client’s Last Name.

Eod i QM @il = 40 12:20PM

<  Lookup Client

Client Last Name OR Client ID
test

enter last name OR enter Client ID

3. Tap LOOKUP.

4. Follow the remainder Check-In process steps detailed in Section 11.5.8.
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11.5.10 Worker Check-Out from Client’s Location

For the Client served, the Worker will:

1. Access Check-In information from the Visits screen.
9:26 co 3 @A @ el 93% B

Mar 24, 2022
(Today)

You have 1

appeintment(s)

ImRiogiess SIS AW
JPending
Check:OU

Client2 TEST
785-727-6044

© Pending Check-Out
NEW CHECK-IN

= H e

VISITS MESSAGES  SETTINGS

1 @] <

2. Tap Activities to select one or more of the Activities from the list; tap DONE.
Depending on the service, multiple selections on both Activities and/or
Observations are possible. Check these as required

927 w0k @ L 928 0 i @& L
<  Check-Out &  Select Activities
Client2 TEST Hygiene and Grooming
Individual Bowel and
7857276044 . Bladder
. Meal Preparation and
Service(s) Assistance
Personal Care - i
Consumer Directed Visit Eating
Al Household and Support
ctua . Services
9:11 AM
® Check-In
Supportive Mobility
Activities 3 Assistance
1l (@] < 1 (@] <
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3. When finished, tap SUBMIT CHECK-OUT.

9:30 @ @ @ +

< Check-0ut

7857276044 .

Service(s)

Personal Care -
Consumer Directed Visit

Actual
9:11 AM
@ Check-In
Activities >
Eating
Meal Preparation and
Assistance
CHECK-OUT
I ) <

4. The application will display Check-Out Success. Tap CLOSE.

Check-Out
Success

38.933
Location 8903

-95.298112

11

Check-Out Time :12

M
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5. The Visits screen will then display the Client’s visit is in Completed status.

931 @ k@@ L

< Visit Details

Client2 TEST

Service(s)

Personal Care -
Consumer Directed Visit

9Actual

Check-In 21 B

& Actual

Check-Out L

Activities
Eating

Meal Preparation and
Agsistance

] @] <

11.6 AuthentiCare Mobile App Menu Basics

There is an abbreviated Menu accessed from Settings even before a Worker logs in. After a
Worker Login, the Worker will tap SETTINGS at the bottom right on the screen to open the
Menu with a full array of choices. The following choices display:

See Device A tap of this choice allows the Mobile Application’s Device ID to
Identifier display.

A slide of this button allows the Worker to receive a reminder of the

Mobile Application’s offline status.

A tap this choice automatically makes a call from the Worker’s Mobile

Call Office Application to the agency telephone number listed on the Worker’s

Worker Entity Settings page in AuthentiCare.

A tap on this choice allows a capture of the time and location of a visit

Force Check-Out for a Check-Out when the Worker has forgotten, or has been unable,

to process a Check-In.

A tap on this choice enables the Worker to process a password

change, before being locked out, without having to call the agency for

a temporary password reset. Once the Worker is locked out of the

Mobile App, the Worker will have to contact the provider to reset the

password following steps in 11.5.2 Change Password after Successful

Login.

A tap on this choice allows the Worker to reset the app from one

jurisdiction to another is found in 11.5.4 Clearing Data to Change from

One Environment to Another.

Offline Reminder

Change Password

Reset and Change
Setup Code
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A tap on this choice allows the Worker to rate the AuthentiCare Mobile

Rate Us
App.
End User License | A tap of this choice displays the full agreement for the Worker’s
Agreement review.
Logout A tap of this choice enables the Worker to log out of the Mobile App.

All needed data should be saved before a log out.
Two different Menu screens display for the Worker:
1- An abbreviated menu is available to the Worker after opening the
Two Different Menu | Mobile App, but before logging in for a service visit.
Displays

2- The full menu is available to the Worker after a complete login for a
service visit.

11.7 Worker Instructions for Using the Mobile App-Android

Instructions for a Mobile App Check-In,

You are at the Client’s location. Tap NEW CHECK-IN. Tap the name of the Client to be
1 served. Verify the Client’s address and location to be served. Tap Services. Select the
service; tap DONE. If required, enter Mileage and Travel Time. Tap SUBMIT CHECK-
IN.

A Check-In Success screen displays; tap OK. The Appointment screen displays. Once
the Check-In occurs, the headings, Observations and Activities display along with
SUBMIT CHECK-OUT. There is a choice for an immediate Check-Out or a return to the

2 main Appointments screen by tapping the back arrow on the Mobile Application. The
visit details screen displays. A second tap of the back arrow on the device displays the
visit as In Progress.

Once services are completed, tap Pending Check-Out. If required, tap Activities to

3 | open the list. Choose one or more Activities; tap DONE. If required, tap Observations

to open the list. Choose one or more Observations; tap DONE. Tap SUBMIT CHECK-
OUT. .

The Check-Out Success screen displays. Tap OK. The visit details screen displays. Tap
4 | the back button on the Mobile Application to view the status as Completed next to the
Client’'s name with the Check-In and Check-Out times of the visit.

All stored data, except stored visits, is deleted at 2:00 AM each morning for privacy and

5 security reasons. To view stored data again, a log in to the mobile app has to occur.

Instructions to Check-In and Check-Out in a limited Service Zone

You are at the Client’s location. The screen banner has darkened. “No data connection”
1 | displays on the screen with “Sync failed. No data connection” flashing intermittently on
the screen. Tap NEW CHECK-IN.

Add the Client’s ID number. Tap Services to open the services list. Choose the service
2 | to be provided; tap DONE. Enter Mileage and Travel Time if required. Tap SUBMIT
CHECKG-IN. The message in the darkened banner displays as “No data connection.”
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Once the Check-In occurs, the headings, Activities and Observations display along with
SUBMIT CHECK-OUT. There is a choice for an immediate Check-Out or a return to the
main Appointments screen by tapping the back arrow on the Mobile Application. The
visit details screen displays.

A second tap of the back arrow on the Mobile Application displays the visit as In
4 | Progress with the Check-In time. The Client ID also displays with “Pending Check-Out —
Not synced.”

Once services are completed, tap Pending Check-Out. If required, tap Activities to
open the list. Choose one or more Activities; tap DONE. If required, tap Observations
to open the list. Choose one or more Observations; tap DONE. Tap SUBMIT CHECK-
OUT. The Check-Out Success screen displays. Tap OK.

The visit details screen displays including GPS coordinates, if detected. Tap the back
6 | button to view the status as Completed next to the Client’'s name with the Check-In and
Check-Out times of the visit.

The visit details screen displays. Tap the back button on the device to return to the
7 | Appointments screen. Now the visit displays as Completed - Not Synced with only the
Check-In time.

Visit data is stored in the mobile app on the Mobile Application. A push of the data is
done when the device detects it is back in a cellular service zone. Status will display as
8 | Not Synced until the device has all data back to the AuthentiCare system. Once that is
done the visit displays as Completed with both Check-In and Check-Out times if the
services require a Check-Out time.

12.0 The AuthentiCare® 2.0 Mobile Application-iOS

Fiserv offers both an Android and an iOS mobile application (app) for Workers to use as a
means of Check-In/Check-Out in English or in Spanish. The AuthentiCare mobile application
provide the same capabilities as the Interactive Voice Response (IVR) and, with GPS
technology, have the ability to base their validation process on the location of the Mobile
Application. The following sections detail features of the iOS AuthentiCare mobile app, list the
setup processes to prepare providers and Workers for mobile application operation and the
steps for Workers to utilize AuthentiCare mobile app features and process Check-Ins/Check-
Outs of Client service visits. The AuthentiCare Mobile Application 2.0 is available to iOS
operating systems 9.0 and newer.

12.1 Service Zones

In a Standard Service Zone, GPS location coordinates can be determined. GPS coordinates
are captured and used to match (verify) the location of the device during Check-In/Check-Out
against the Client’'s GPS coordinates on record. The mobile app does not validate the Clients’
locations against their physical addresses. Instead, the mobile app is being sent the GPS
coordinates to validate each Client’s location.
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In a Limited Service Zone, there is no internet access/data coverage. GPS location
coordinates can still be captured most of the time. The banner on the mobile app screen
displays in a dark color in a Limited Service Zone with the message, “No data connection.”

If the Worker gets to a Client visit location that is outside the Standard Service Zone, the Worker
will proceed through the same Check-In and Check-Out steps. The data is stored on the Mobile
Application as the Check-In and Check-Out are completed. The visit will show as “No data
connection.”

A Warning Message is displayed after 60 minutes when there are claims not synced on the
Mobile Application informing the user to return to a Standard Service Zone with internet
coverage.

When the Mobile Application detects its return to a Standard Service Zone, a sync of the Check-
In/Check-Out data will automatically begin. Once the data is synced, the banner on the screen
will return to its original color, and the visit will display as Completed.

12.2 Core AuthentiCare Preparation

The following settings have been set by Fiserv at the application jurisdiction level, typically across
the whole state:

e The mobile messaging feature has been turned on.

o Messaging has been enabled.

o Message expiration has been enabled.

e Message polling has been enabled.

e The GPS geo-fence distance has been set so that there is a defined maximum
distance surrounding the Client’s location that can be acquired on the app
without creating an exception on the claim. An exception is an indicator that a
Worker is found outside the specific radius of a Client’'s home. Exceptions are
triggered on Check-In and Check-Out.

e The timeout duration is set (in minutes) before the mobile app logs the Worker
out of the system due to inactivity.
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12.3 Application Setup Done by Providers

12.3.1 One Time Application Settings-Provider Entity Settings Page

The Provider and Worker must be active within AuthentiCare and have active IDs.

On the Provider Entity Settings Page:

* Mobile Enabled: ® yes () No
Messaging —~
Enabled: ®'¥es L) No
Number Device Id Assignment
123)456-7890 [987654321]

222)222-2222 [22222] 22222

332)220-5380 [8BCHCAD3-4276-4560-9553-41DD7980457
512)666-9124 [123456789]

619)346-3539 [59a4f26bS2bdd2a6] jacqueline
903)271-7136 [CE5ACD19-8224-4F 1F-BD3D-530A8FBCGE

e

Mobile phone |
number:

Device ID: | |

Assignment: | |

add | Remove

Mobile Enabled is defaulted to Yes to allow Workers to use the AuthentiCare mobile
app.

e |If Yes is not selected for Mobile Enabled, Workers will receive a Login failed
message when they try to log into the mobile app on their phones.

2. Select Messaging Enabled to send messages to Workers.

¢ If Messaging Enabled is not selected, Workers will not view a Messaging option
at the bottom of their device screen.

3. A provider can also register provider-owned phones for mobile app use and can

provide a name assigned (temporarily or permanently) to the phone by entering the
following information:

a. Enter the mobile phone number, including area code, of the provider’s phone
assigned to the Worker.

b. The Device ID of the provider’s phone assigned to the Worker.
c. The Worker ID or the Worker's name under Assignment.

Once all information is entered, the provider can select Add to save.

12.3.2 Worker’s Mobile Application Information — Worker Entity Settings
On the Worker Entity Settings Page:
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Add the Worker’s email address so that the Worker can receive a passcode if the Worker
forgets the password to log into the mobile app.

Worker Entity Settings
* Indicates a required field.
ID: 09528
PIN: =**=*

* First Name: |Test |

Middle Name: | |

* Last Name: |123 |

Company Name:
SSN:
FID:

e
Birth Date: (01/01/2001 ]
| Email Address: ||

Enabled Mobile for Worker.

| * Mobile Enabled: ®yes O No |
Generate QR Code

* Mobile Locked: (Yes @ No

Password: |""""='”"“*I‘-11n |

Worker Must Change Password: [

Mobile ph = | —|
Device ID:
Office Phone: L

2. Create initial Password for Workers. (Workers will use their assigned Worker ID as their

individual username.)

e Passwords to log into the mobile app must contain at least 1-digit, 1-lowercase, 1-
uppercase, 1-special character (acceptable special characters @#$%"&?!+=) and must
be a minimum of 8 characters in length.

o If a password is changed through the system, it will be flagged for a Force Change once
the Worker logs into the mobile app.

o Select Worker Must Change Password so that the Worker updates their password from
the temporary password provided to them by the Agency Provider.

* Mobile Enabled: @ vyes (No

Generate QR Code

* Mobile Locked: Cyes ® No

Password: [~ =****M1n |
Worker Must Change Password: [

Mobile phone number: |
Device ID:
Office Phone: L

3. Enter the Worker's Mobile Phone Number, including area code.
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* Mobile Enabled: ®ves CNo
Generate QR Code

* Mobile Locked: (ves @ po

Password: |""’“‘“”‘"”I‘-11n |

Worker Must Change Password: [

| Mobile phone number: | |
Device ID:
Office Phone: [

4. Enter the Device ID of the Worker’s personal Mobile Application/phone.
¢ The AuthentiCare Mobile App 2.0 will assign a new Device ID as the Worker installs the
iOS app. The provider will need to input the new Device ID on the Worker Entity Settings
Page.

* Mobile Enabled: ®vyes O No
Generate QR Code

* Mobile Locked: (ves ® No

Password: |“’”‘““”"“*I‘-11n |

Worker Must Change Password: [

Mobile phone number: |

| Device ID: |
Office Phone:

d. Enter the Office Phone number.
e The Office Phone you enter on the Worker record will be the number the
Worker will call when the Worker selects “Call Office” from the menu
button within the mobile app.
* Mobile Enabled: ®yes O No

* Mobile Locked: (ves @ o

Password: |"’*""“”"“*I‘-11n |

Worker Must Change Password: [

Mobile phone number: |
Device ID:
| Office Phone: L |

12.4 AuthentiCare Mobile App Fundamentals

12.4.1 Downloading, Installing and Setting Up the Mobile App
The AuthentiCare application is a free Mobile App.

Steps for Workers to download the AuthentiCare Mobile App from the Apple Store are:
1. Open the Apple Store on the Mobile Application.
2. Select the AuthentiCare Mobile App for download.
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3. Tap Allow for the App to make and manage phone calls.
4. Tap Allow for the App to access the Mobile Application’s location.

These terms and conditions must be accepted prior to the App opening on the Mobile
Application.

12.4.2 Initial Setup for Environment

Once the Mobile App is installed, initial setup needs to occur. In order for the Worker to use the
AuthentiCare Mobile App, the Worker will need to:

1. Confirm the Provider has entered the Mobile Application/phone number, email
address.

2. And Device ID in AuthentiCare.

3. Use the Setup Code to choose the environment.

When the Worker first opens the AuthentiCare Mobile App, the Worker will see a screen that
requires the entry of a Setup Code. The AuthentiCare Mobile App allows the use of one or two
modes (called environments):

o the Test/Training Environment, (used for practicing and learning about how to
use the app), or

¢ the Live Production Environment (used when you are going to perform actual
Client care)

The Worker will choose which option to use by entering one of the codes below:

Test/Training Live/Production
NMCCCAT NMCCPRD
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Jﬁl AuthentiCare® JF AuthentiCare®
NMCCPRD
End User License Agreement

End User License Agreement

First Data. First Data.

The link to the End User License Agreement is on the Setup Code screen.

The Worker will:

1. Enter the choice of environment in the Setup Code field.
2. Review the End User License Agreement by tapping End User License

Agreement.
3. Tap Submit which saves the Setup Code and signifies the acceptance of the

End User License Agreement.
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The Worker ID Login and Password screen displays.

@ AuthentiCare®

Forgot Password? Settings

First Data.

12.4.3 The Worker ID and Password Screen

12.4.3.1 Change Password before Login - Request Passcode

The choices of Forgot Password? and Settings are also found on this screen.

A Worker who has forgotten the password can tap Forgot Password?

The Forgot Password? screen displays, complete with instructions.

To recover a password, the Worker must have an email address listed in AuthentiCare.

1. Input Worker ID.
2. Tap REQUEST PASSCODE.

< Back Forgot Password

To recover password, a passcode will be sent to
the email address associated with this account

Request Passcode
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If the Worker’s email address is not in AuthentiCare, the following screen will display.

< Back Forgot Password

To recover password, a passcode will be sent to
the email address associated with this account

482177

Request Passcode

Error

Unable to find User Name

OK

Once the Worker’s email address is in AuthentiCare, the following screen will display:

Tap Done.

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.

¢ Back Forgot Password

To recover password, a passcode will be sent to
the email address associated with this account

488177

Request Passcode

Success

Passcode is sent through email

Done
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The Change Password screen displays.

< Back Change Password

Passcode

Show
New Password

Show
Password must consist of 9 to 50 characters,
and include:
+At least one number
-At least one uppercase letter
«At least one lowercase letter
-At least one special character(@#$%"&?!+=)
Confirm New Password

Show

Confirm Password must match New Password

Request New Passcode

The Worker will:

1. Enter the passcode in the Passcode field.

2. Enter the new password in the New Password field. The password rules are
listed on the screen.

3. Confirm the new password by entering the new password again in the Confirm
New Password field.

4. Tap Submit.

If there is a need to start the process again, the Worker could return to Forgot Password? on
the Login screen to begin the process again.

12.4.3.2 Change Password after Successful Login

After logging in, should the Worker wish to change the password, the Worker will:

—_—

Tap SETTINGS

2. Select Change Password to display Current Password, New Password and
Confirm New Password fields.

Enter applicable passwords in all three fields, and then tap Submit.

4. The Password Change Success screen displays. Tap OK.

w

12.4.3.3 Find Device ID from the Settings Menu

After entering the Setup Code, the Worker will be taken to the login screen.
To find the Mobile Application’s Device ID:

1. Tap Settings on the right side of the screen. The Menu displays.
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N

Tap See Device Identifier in the Menu. The Device ID displays.

Tap OK to close the window.

4. Assure the provider has the correct Device ID. (The Worker can tap to copy the
Device ID and then email the Device ID to the provider.)

w

The AuthentiCare Mobile App 2.0 will assign a new Device ID as the Worker installs the iOS
app. The provider will need to input the new Device ID on the Worker Entity Settings Page.

9 AuthentiCare® < Back Settings < Back Settings
I See Device Identifier I See Device Identifier

Reset and Change Setup Code

Reset and Change Setup Code

Rate Us Rate Us

Sign In End User License Agreement Endl

Forgot Password? Settings ) Pri
Privacy Policy Lk

Device ID

First Data.

12.4.3.4 Clearing Data to Change from One Environment to Another

In order to switch from one environment to the other, the Worker will be required to clear the
data from the AuthentiCare app.

e Clearing data is necessary only when switching between environments.
¢ Remember that if the data is cleared from the live environment, the Worker will
lose any data that has not been uploaded to AuthentiCare.

The Worker will need to make sure that all data has been uploaded before leaving the
Live/Production environment. To clear the data:
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9 grieiCas=s < Back Settings € Back Settings

A
Fnd User License Agreement =

Forgot Password?

First Data.

See Device Identifier See Device Identifier
Reset and Change Setup Code | Reset and Change Setup Code
Rate Us Rate Us

|
Privacy Policy Priva

Reset and Change Setup Code

Resetting removes all data from
this device including
unsynchronized data. Are you sure
you want to reset?

wnN =

Tap Settings on the right side of the screen. The Menu displays.
Tap Reset and Change Setup Code in the Menu.

Tap Confirm to confirm reset.

Tap OK. The data is removed.

The Setup Code screen displays.

—_—

J': AuthentiCare®

End User License Agreement

Enter the next Training or Production environment in the Setup Code field.
Tap Done on the keyboard to display the bottom half of the Setup Code screen
or

Scroll to reveal Submit. Tap Submit.
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12.4.4 Log in to the Mobile App-First Use

Change the temporary password assigned by the provider to log in.
On the Login screen:

1. Enter the Worker ID.

2. Begin typing the password which the displays Show so the password displays as
typed. Tap Hide to cancel the display of the password.

3. Click Done on the keyboard to display the full screen or simply tap Sign In.

4. Tap Sign In. Tapping Sign In logs the Worker into the App for the session.

J‘: AuthentiCare®

9 AuthentiCare®

12345 12345
Show Show
Forgot Password? Settings Forgot Password? Settings
Done
First Data. First Data.

After 6 unsuccessful attempts to log in, the Worker’s account will be locked. The Worker will
have to:

1. Call the provider to unlock the account.
2. Enter the new temporary password assigned by the provider.
3. Begin the process again of entering and confirming a new password.

Once the Worker ID and Password are entered, the Worker’s session begins.
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have internet access, and then drive to the Client’s location to process a Check-In
for Client service delivery. Logging in to begin a session is not the same as
processing a Check-In for Client service delivery.

T’ Note: Workers can log in to create a session for the day when and where they

12.4.5 Log Out of the Mobile App

A Log Out of the Mobile App is different than a Check-Out of a service visit. There are reasons
for a Worker to log out of the Mobile App:

e The Worker is done for the day, OR
o Another Worker will be using the same Mobile Application to perform a Check-In
or a Check-Out.

‘ Note: Before performing a logout, the Worker needs to ensure all Check-Ins and
@ Check-Outs are complete. At the end of the day the Worker will need to return to
a place where there is a data connection in order for the data to be sent to the
AuthentiCare system

To log out of the AuthentiCare Mobile App, the Worker will:

1. Tap Settings found at the bottom right of the screen.
2. From the Settings Menu, tap Logout.
3. The Confirm Logout message displays. Tap Logout to complete the logout

process.
T
See Device Identifier See Device Identifier
Offline Reminder Offline Reminder
Call Office Call Office
Force Check-Out Foreq
Change Password Char Logout
Reset and Change Setup Code Rese  Are you sure you want to logout?
Enable Face Id Enab
Rate Us Ra
i |
End User License Agreement End Lisci civciiss myiceiicin
Privacy Policy Privacy Policy
Logout Logout

Settings
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12.4.6 Access the Calendar
To access the calendar, Workers will:

1. Log in to the Mobile App using the Worker ID and Password.

2. Tap the current date (Today) at the top of the mobile screen to open the
calendar.

3. The calendar defaults to the current date. Tap the calendar date to display any
visits you have already completed for the day plus any pending visits.

Tap any past dates to display any visits for that date.

March 23, 20

You have 0 appointment(s)

You have no appointments

New Check-In

< MARCH 2023 >

SUN MON TUE WED THU FRI SAT

1 2 3 4

23
19 20 21 22 24 25

26 27 28 29 30 3

Visits
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12.4.7 Worker Check-In at Client Location

When the Worker arrives at the Client location, the Worker will:

Open the AuthentiCare Mobile
Input Worker ID and App Password to begin the session.

Tap Done on the keyboard or simply tap Sign In.
“You have no appointments” displays in the date banner. The Worker will tap
New Check-In.

March 23, 2023(Today) p < Back Select Client
You have 0 appointment(s)

No clients found

N

You have no appointments

New Check-In

Lookup Client Scan QR Card

[l

Visits Visits

The Select Client screen displays with a list of any Clients, associated with the provider, found
near the current location of the Mobile Application.

1. If the Client’'s name is on the list, tap anywhere in the Client’s name field.
2. Tapping a Client name leads to the display of the Visits screen.
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12.4.8 Lookup Client-Enter the Client’s ID Number or Last Name

If the Client’s name is not listed on this screen, the screen will display “No Clients found.” The
Worker will:

1. Tap New Check-In

March 11, 2022(Today)

You have 0 appointment(s)

You have no appointments

New Check-In

2. Tap Lookup Client to open the Lookup Client screen.

¢ Back Select Client

No clients found

‘ Lookup Client ‘ ‘ Scan QR Card

Visits
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3. Input the Client’'s Last Name.

< Back Lookup Client

enter last name or enter client id

9/50
Lookup

MumbiaPHS, Bell
159 Main St

Apt 2301

Santa Fe, NM 87507

mumbiaphs

MumbiaPHS, Bell
Location Not Available

Visits

1. Tap Lookup.

GPS coordinates from the Check-In process display if the Client lives in a Standard Service
Zone.

Follow the remainder Check-In process steps detailed in 11.5.8 Worker Check-In at Client
Location.

12.4.9 Worker Check out from Client’s Location

For the Client served, the Worker will:

1. Access Check-In information from the Visits screen.
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< Back Check-Out

Ralph Kiner

123 TEST AVENUE

SUITE 100 ¢

ALBUQUERQUE, NM 87108
513-555-5655 %

Service Personal Care - Consumer Directed Visit
Activities Select
() Actual Check-In 12:08 pm

Submit Check-Out

Visits s e

2. Tap Activities to select one or more of the Activities from the list; tap Done.

€ Back Activities (3) Done
Hygiene and Grooming °
Individual Bowel and Bladder .
Meal Preparation and Assistance °
Eating

Household and Support Services
Supportive Mobility Assistance
Hauling and Heating Water

Support Services

Visits
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3. When finished, tap Submit Check-Out.

< Back Check-

Ralph Kiner

123 TEST AVENUE

SUITE 100 0

ALBUQUERQUE, NM 87108

513-555-5555 %
Service Personal Care - Consumer Directed Visit
Activities Hygiene and Grooming

Individual Bowel and Bladder
Meal Preparation and Assistance

©) Actual Check-In 12:08 pm

Submit Check-0Out

Visits

4. The application will display Check-Out Success. Tap DONE.

Visit Detail

Ralph Kiner
Service Personal Care - Consumer Directed Visit
Activities Hygiene and Grooming
Individual Bowel and Bladder
tance
o @ -
Success

, 39.925314,

il -86.199301

Check-Out Time 12:10 pm

Done

visits Setting; Messages
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12.4.10 No Data Connection

If the Mobile Application has no internet access, all screens throughout the Check-In and
Check-Out process will display the banner message, “No data connection.” The banner is
darkened to a red/reddish brown dependent upon the Mobile Application used. See below
for steps during the Check-In to Check-Out process without a data connection:

Visit Detail

Check-Out

No data connection No data connection

Client ID #30000000062

Client ID #30000000062

Service Personal Care - Consumer Delegated Service Personal Care - Consumer Delegated
Req ~~~~ Req T
Acti ° t Acti ’ ‘ming
9 9
@ Success A oF Success R
) 40.070134, . 40.070140,
Loeation -86.106484 Logation -86.106501
_Check-In Time 3:59 pm Check-Out Time 4:00 pm

Done

Skip Attestation

Continue to Client Attestation

ot S, o s
ol s
PA] LA

Visits Settings Messages Visits Settings Messages

Skip Attestation

e The Worker will continue with each action to progress throughout the Check-In to
Check-Out for the service visit.

¢ Since there is no data connection, the Check-In and the Check-Out are queued
until the Mobile Application enters a location where internet connection is
available.

o When the Mobile Application returns to a location with a data connection, all visit
data transmits to the AuthentiCare system, and the red banner disappears.

o When the visits have been transmitted to AuthentiCare, the Status for the visit(s)
will change to Completed without a Not Synced message.
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When the login occurs with no data connection, the screen will display with the banner, “No data
connection.”

May 22, 2023(Today)

You have 0 appointment(s)

No data connection

You have no appointments

New Check-In

The message, “No data connection” continues to display. Without a data connection, the app
cannot research the name to determine whether or not the name should be displayed. The
Worker will call the provider to report the issue and to follow the process the provider has in
place for this circumstance.

If the Client’'s name displays when the Worker inputs a last name and taps Lookup, the Worker
will:

1. Add the Service(s) for the Client visit.
2. Tap Submit Check-In.

As long as the Mobile Application does not have internet access, all screens throughout the
Check-In and Check-Out process will display the banner message, “No data connection.”

e The Worker will continue with each action to progress the Check-In to Check-Out
for the service visit.
e The visit displays as “Completed Not Synced.”

May 22, 2023(Today)

You have 1 appointment(s)

No data connection

3:59 pm - 4:00 pm

30000000062

@ Completed \& Not Synced

NEW CHECK-IN

If the entire workday is spent in an area with no internet access/data connection, at the end of
the day the Worker will need to return to a place where there is a data connection in order for
the claims data to be sent to the AuthentiCare system. All claims data for the preceding day is
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removed from the Mobile App at 2:00 AM each morning unless the Worker is designated as a
Frontier Worker. With that designation, all visits are stored for up to seven days in the mobile
app. When the Worker returns the Mobile Application to a location of data connection, the
stored data is “pushed” to AuthentiCare.

The Visits screen will then display the Client’s visit is in Completed status with Not synced in the
Completed field. When the Mobile Application returns to data connection, the visit is synced,
and marked as completed.

12.5 AuthentiCare Mobile App Menu Basics

There is an abbreviated Menu accessed from Settings even before a Worker logs in. After a
Worker Login, the Worker will tap Settings at the bottom right on the screen to open the Menu
with a full array of choices. The following choices display:

See Device Identifier | A tap of this choice allows the 4 device’s Device ID to display.

A slide of this button allows the Worker to receive a reminder of the
Mobile Application’s offline status.

A tap on this choice automatically makes a call from the Worker’s
Call Office Mobile Application to the agency telephone number listed on the
Worker's Worker Entity Settings page in AuthentiCare.

A tap on this choice allows a capture of the time and location of a
Force Check-Out visit for a Check-Out when the Worker has forgotten, or has been
unable, to process a Check-In.

A tap on this choice enables the Worker to process a password
change, before being locked out, without having to call the agency
for a temporary password reset. Once the Worker is locked out of
the Mobile App, the Worker will have to contact the provider to reset
the password following steps in 11.5.2 Change Password after
Successful Login.

A tap on this choice allows the Worker to reset the app from one
jurisdiction to another is found in 11.5.4 Clearing Data to Change

Offline Reminder

Change Password

Reset and Change

Setup Code from One Environment to Another.
A tap on this choice allows the Worker to rate the AuthentiCare
Rate Us .
Mobile App.
End User License A tap of this choice displays the full agreement for the Worker’s
Agreement review.
A tap of this choice enables the Worker to log out of the Mobile
Logout

App. All needed data should be saved before a log out.

12.6 Two Different Menu Displays

Two different Menu screens display for the Worker:
¢ An abbreviated menu is available to the Worker after opening the Mobile App, but
before logging in for a service visit.
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e The full menu is available to the Worker after a complete login for a service visit.

Abbreviated Menu Before Log In: Full Menu After Log In:
See Device Identifier See Device Identifier

Reset and Change Setup Code Offline Reminder

Rate Us .
Call Office

End User License Agreement
Force Check-Out

Privacy Policy

Change Password

Reset and Change Setup Code
Enable Face Id

Rate Us
End User License Agreement
Privacy Policy

Logout

Settings

12.7 Worker Instructions for Using the Mobile App-iOS

Instructions for a Mobile App Check-In and Check-Out in a Service Zone -iOS

You are at the Client’s location. Tap New Check-In. Tap the name of the Client to be served.
1 | Verify the Client’s address and location to be served. Tap Services. Select the service; tap
Done. If required, enter Mileage and Travel Time. Tap Submit Check-In.

A Check-In Success screen displays; tap OK. The Appointment screen displays. Once the
Check-In occurs, the headings, Activities, Observations display along with Submit Check-Out.

2 | There is a choice for an immediate Check-Out or a return to the main Appointments screen by
tapping the back arrow in the heading. The visit details screen displays. A second tap of the back
arrow in the heading displays the visit as In Progress.

Once services are completed, tap Pending Check-Out. If required, tap Activities to open the
3 | list. Choose one or more Activities; tap DONE. If required, tap Observations to open the list.
Choose one or more Observations; tap Done. Tap Submit Check-Out.

The Check-Out Success screen displays. Tap OK. The visit details screen displays. Tap the
4 | back arrow in the heading of the Mobile Application to view the status as Completed next to the
Client’'s name with the Check-In and Check-Out times of the visit.
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All stored data, except stored visit data, is deleted at 2:00 AM each morning for privacy and

5 security reasons. To view stored data again, a log in to the mobile app has to occur.

Instructions to Check-In and Check-Out in a Limited-Service Zone

You are at the Client’s location. The screen banner has darkened. “No data connection” displays

1
on the screen.

Add the Client’s ID number. Tap Services to open the services list. Choose the service to be
2 | provided; tap Done. Enter Mileage and Travel Time, if required. Tap Submit Check-In. The
message in the darkened banner displays as “No data connection.”

Once the Check-In occurs, the headings, Observations and Activities, display along with Submit
3 | Check-Out. There is a choice for an immediate Check-Out or a return to the main Appointments
screen by tapping the back arrow in the heading. The visit details screen displays.

A second tap of the back arrow in the heading displays the visit as In Progress with the Check-In

4 time. The Client ID also displays with “Pending Check-Out. Not synced.”
Once services are completed, tap Pending Check-Out. If required, tap Activities to open the
5 list. Choose one or more Activities; tap Done. If required, tap Observations to open the list.

Choose one or more Observations; tap Done. Tap Submit Check-Out. The Check-Out Success
screen displays. Tap OK.

The visit details screen displays including GPS coordinates, if detected. Tap the back arrow to
6 | view the status as Completed next to the Client’s name with the Check-In and Check-Out times
of the visit.

The visit details screen displays. Tap the back arrow in the heading to return to the Appointments
7 | screen. Now the visit displays as “Completed - Not Synced” with only the Check-In time for a
service that requires both a Check-In and a Check-Out.

Visit data is stored in the mobile app on the Mobile Application. A push of the data is done when
the device detects it is back in a cellular service zone. Status will display as “Not Synced” until
the device has all data back to the AuthentiCare system. Once that is done the visit displays as
Completed with both Check-In and Check-Out times if the service requires a Check-Out time.

13.0 Managing Claims

A Claim contains all of the information required for submission via a HIPAA compliant electronic
billing file (837) and EDI 837 Institutional (8371). Every service captured by the IVR, Mobile
Application or entered via the web, automatically creates a claim. Each claim within
AuthentiCare is assigned a unique claim number which can be fully tracked in the system.

Providers must confirm each claim before AuthentiCare can submit it for payment. This involves
reviewing each claim for accuracy and approving the claim for billing. Only confirmed claims are
exported to be adjudicated for payment. Unconfirmed claims remain in AuthentiCare until they
are confirmed or deleted.

Claims can be confirmed one at a time (see Section 13.9) or in bulk (see Section 13.10). Bulk
confirmation is a function that providers initiate on the website, and then AuthentiCare
completes the confirmation process after hours. If a Bulk confirmation is chosen, all claims for
all services in a given timeframe are confirmed at once.
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AuthentiCare exports claims for adjudication in the early morning hours Monday through Friday
of each week. Claims confirmed by11:59 PM the night before will be included in that morning’s
file submission.

If it is determined that there is an error in the claim that requires a correction, you can make
those corrections using the procedures outlined in Section 13.2.

13.1 Searching and Viewing Claims

Click the Claim radio button in the Claims section of the Home page.

Enter search criteria in any of these fields, if desired. You can also choose to filter claims and
confirm billing by date or Username (login) as shown at the bottom of the screen. If you do not
enter any search criteria, all claims will be listed.

If you know the Claim ID, type it in the Claim ID field. For all other searches, you must enter a
Claim Start Date and Claim End Date.

Claims

Add New >  Claim (Standard)
Add New >  Claim (Express)

® Claim
Search Type: (U Confirm Billing - View
) confirm Billing - Bulk

*Claim ID: |

Got] clear]

Claim Status: | ~ |

=Claim Start: [MM/DD/YYYY .LLI1.|‘
*Claim End: [MM/DD/YYYY .LL|1.|‘
Service: |

Authorization ID: |

Client: |

Provider: |

|
|
|
|
Worker: | |
|
|
|
|

Representative: |

CaseManager: |

Payer: |

Procedure Code: |

User Option: | V|

[JInclude Inactive Claims?

Click Go!

The Claims page displays with the results of the search up a maximum of 600 claims.
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Claims
(total of 4 records)
ID Status Client ID Client Name Date Range Information

ConfirmBillingForClaim, EventMatching, PayerReviewRequired, . 05/16/2023 -

95712 WebClaimSuppress 3455527231 MumbaiBCBS, Bell 05/16/2023 ﬂ
AuthExhaustedOn, ConfirmBillingForClaim, EventMatching, , 05/15/2023 -

55700 MaxUnitsPerDay, PayerReviewRequired 3455527231 MumbaiBCBS, Bell 05/15/2023 ﬂ
. . ) - . . . 05/15/2023 -

95699 ClaimReviewNeeded, ConfirmBillingForClaim, EventMatching 3455527231 MumbaiBCBS, Bell 05/15/2023 ﬂ
ClaimReviewNeeded, ConfirmBillingForClaim, EventMatching, MumbaiWSCCALLS, 05/10/2023 -

93713 WebClaimSuppress SRk Bell 05/10/2023 a4

Note the columns displayed in the search results:

ID — Identifies a claim

Status — Displays as NoExceptions or InfoExceptions if the claim has been sent for payment or

is ready to be sent.

OR

Displays the name of the critical exception (if there are any). The critical exceptions are:

Authorize, Calculate, AuthExhastedBefore, AuthExhaustedOn, IneligibleWorker,

IneligibleProvider, DuplicateClaim, ConfirmBillingForClaim, MissingActivityCode and
UnenrolledProviderServices. You could see any combination of these critical exceptions

listed under status.
Client ID - Identifies the Client who received services

Client Name - Identifies the Client who received services.

Date Range — The date or dates of the service. This indicates if a claim spanned more than one

day.

Claims are automatically listed alphabetically by Client last name. Click the column heading if

you wish for the search results to sort using a different column than the default. Click the

heading once to change the sort to descending order for that column. Click the heading again to

change it to ascending order for that column.

Position the cursor over the Information icon to display an additional Information pop-up

about the claim.
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Claims
(total of 4 records)
ID Status Client ID Client Name Date Range Information
ConfirmBillingForClaim, EventMatching, PayerReviewReguired, " 05/16/2023 -
95712 WebClaimSuppress 3455527231 MumbaiBCBS, Bell 05/16/2023
AuthExhaustedOn, ConfirmBillingForClaim, EventMatching, . 05/15/2 Additional Information
95700 q N . 3455527231 MumbaiBCBS, Bell
MaxUnitsPerDay, PayerReviewRequired 05/15/ Claim ID: 95712
vider: Vi i Mike NMCC C (655555555)
95699 ClaimReviewNeeded, ConfirmBillingForClaim, EventMatching 3455527231 | MumbaiBCBS, Bell 005:_{152 Provider: Vilas H’E»’dl m!«e NMCC Care LLC (655555555
/15/. Worker: 8, WS (13265)
ClaimReviewNeeded, ConfirmBillingForClaim, EventMatching, MumbaiWSCCALLS, 05/10/2 Filing web
95713 WebClaimSuppress 3444444231 Bell 05/10/. Source:
DateOfService: 05/16/2023 02:00 PM - 05/16/2023 02:15 PM  Status:
Service: Skilled Nursing RN (G0299) (Time Based)
ActualNormal:
® 2023 First Data Government Solutions, LP. All Rights Reserved. All trademarks, service marks, and trade names referenced in this m unit: Actualormal: 1 Amount: 100-00
their respective owners. " AuthorizedNormal: 1 * AuthorizedNormal:
AuthentiCare Digjtal Accessibility Statement First Data Privacy Policy Download Acrobat Reade . 100.00
CustomData: FHzpE 1

TravelTime: 10
ActivityCodes: 24

- Billing has not been confirmed for this claim.
- This claim does not have a matching event.

Eugri Payer Review Required
- EVV not used
Note: Test

The Claims page displays and includes the Client, Provider, Worker, Service, Check in date and
time, Check out date and time and the time Amount (if required). The box on the right-side notes
whether the claim was created via the IVR, Mobile Application or web and identifies the
calculated amount which takes the total time after applying rounding rules and computes the
dollar amount using the rate identified on the authorization. This is the amount that AuthentiCare
submits for payment. When the claim is adjudicated, the actual amount paid may be different if
the provider did not set contracted rates for each service.

The Claims page displays the amount of Scheduled units and Scheduled Hours for the
authorization used by the claim for the current day.

The Claim Acknowledgement page displays the Scheduled units and Scheduled Amount in
hours for the authorization used by the claim for the current day.

Claim Details Claim 1D: 95712
* Client * Provider pledon: Web
MumbaiBCBS, Bell 5 Vilas Heydi Mike NMCC Care LLC &5
. 0 N Printer Friendly

Worker Payer Assignment i
8, WS 25 BCBSNM v| Show All Claims
* Service Tata: Clallms: , 1
Skilled Nursing RN Total Calculate Amount.$100 00
Date Time Amount Date Time Total Authorized Amount:
05/16/2023 02:00 PM 00:15 05/16/2023 02:15PM £100.00
Total Units: 1
Activity Codes: Total Hours: 00:15
24 (ex: 3,5,8) Scheduled Units: o
Scheduled Hours: 00:00

Mileage: Travel Time:
1 10
Delete All

Total Lines: 1 Total Claims: 1 Total Amount: $100.00 Total Authorized: $100.00

mCritical Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

Most screenshots in this section reflect the provider having chosen the checkbox for Extra Claim
Review on the Provider Entity Settings page, so there is a check box noted on claims that
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reflects whether or not the Review Completed has taken place. If the provider does not select
Extra Claim Review on the Provider Entity Settings page, neither the checkbox nor the Review
Completed language displays on the claim.

Click on the Entity icon adjacent to the Client, Provider, Worker or Service if you wish to
view the respective record for the entity. Note if there are any Exceptions.

Position the cursor over the Exceptions icon to view the pop-up that displays the exceptions
for the claim, if there are any.

When business rules are not met, a claim is marked with an exception. Exceptions are classified
as Critical or Informational.

Critical Exception example:

Claim Details Claim ID: 95712
* Client * provider Filed On: patel
MumbaiBCBS, Bell 25 Vilas Heydi Mike NMCC Care LLC &5
-~ c Printer Friendly

Worker Payer Assignment _
8, WS [25 BCBSNM - | Show All Claims
Total Claims:
* Service of aI aln-n ) 1
Skilled Mursing RN Total Calculate: Amount.$100 00
Date Time Amount Date Time Total Authorized Amount:
05/16/2023 02:00 PM 00:15 05/16/2023 02:15 PM $100.00
Total Units: 1
Activity Codes: Total Hours: 00:15
24 (ex: 3,5,8) Scheduled Units: 0
Scheduled Hours: 00:00
Mileage: Travel Time:
1 10
Delete All
Total Lines: 1 Total Claims: 1 Total Amount: $100.00 Total Authonzed: $100.00

Critical Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

MumbaiBCBS, Bell

- Billing has not been confirmed for this
Mote: claim.

- This claim does not have a matching event.

- Payer Review Required

- EVV not used

Claims with Critical Exceptions cannot be submitted for payment until the identified problem has
been corrected. Critical Exceptions are listed in Appendix A-3 for Personal Care Services and
Appendix A-9 for Home Health Care Services.
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Informational Exception example:

Claim Details

* Client
MumbaiWSCCALLY, Bell
* Worker

Tilde, Mike

* Service
Skilled Nursing LPN
Date Time

04/26/2023 08:00 AM

Activity Codes:
21 (ex: 3,5,8)

Mileage:

%Billed (04/27/2023)

MumbaiWSCCALL9, Bell

* Provider
Vilas Heydi Mike NMCC Care LLC

Payer Assignment

wscc v|
Amount Date Time
01:00 04/26/2023 09:00 AM

Travel Time:

Total Lines: 1 Total Claims: 1 Total Amount: $280.00 Total Authorized: $280.00

| Add Lines Above | Add Lines Below | Move Up | Move Down

- This claim does not have a matching event.

Note: - Paver Review Accepted

Add Note

Claim ID: 95623
Filed On: Web

Printer Friendly

Show All Claims

Total Claims: 1
Total Calculated Amount:
$280.00
Total Authorized Amount:
$280.00
Total Units: 4
Total Hours: 01:00
Scheduled Units: 0
Scheduled Hours: 00:00

Informational Exceptions or non-critical exceptions do not prevent a claim from being processed
but serves as a notice of some problem associated with the claim creation which may warrant
further investigation (e.g., a claim that does not have a matching event). These exceptions are

informational only and are listed in Appendix A-3 for Personal Care Services and Appendix A-9
for Home Health Care Services.

; Note: If a Worker checks in more than 60 minutes prior to the start time for
D the scheduled event, the claim indicates an Event Matching Info Exception.
For example, if the event was scheduled from 11:00 AM to 11:30 AM and
the Worker checked in at 9:59 AM, AuthentiCare is not able to match the
scheduled event to the actual event and an Info Exception results. If a
provider has set Early, Late and Missed Visit thresholds for Clients, the
alerts and business rules follow the thresholds set by the provider.

Click Cancel to return to the Claims page which lists all of the search results.
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Additional Functionality on this page:

Click Printer Friendly to view the claim in a format that prints well.

Claim Details
* Client
MumbaiWSCCALLY, Bell E

* Worker
Tilde, Mike E

* Service
Skilled Nursing LPN E
Date

04/26/2023

Time
08:00 AM

Amount
01:00

Activity Codes:
21 (ex: 3,5,8)

Mileage: Travel Time:

I illed (04/27/2023)

The Claim Acknowledgment page displays.

Claim ID: 95623
* Provider LLIELE Web
Vilas Heydi Mike NMCC Care LLC E -
. Printer Friendly
Payer Assignment -
WSCC v | Show All Claims
Total Claims: 1
Total Calculated Amount:
$280.00
Date Time Total Authorized Amount:
04/26/2023 09:00 AM $280.00
Total Units: 4
Total Hours: 01:00
Scheduled Units: 1]
Scheduled Hours: 00:00
Total Lines: 1 Total Claims: 1 Total Amount: $280.00 Total Authorized: $280.00
| Add Lines Above | Add Lines Below | Move Up | Move Down
Print

First Data.

AuthentiCare®

New Mexico Centennial Care

Claim Acknowledgment
June 8, 2023

Client
MumbaiWSCCALLS, Bell (3444444231)

Worker
Tilde, Mike (308896)

Claim 1D Service
95623 Skilled Nursing LPN (G0300)
Authorization Start End
Apr 26, 2023 Apr 26, 2023
WGEO300HHWSCC 08:00:00 AM 09:00:00 AM
Exceptions

» Informational
@ This claim does not have a matching event.
e Payer Review Accepted

Provider
Vilas Heydi Mike NMCC Care LLC {655555555)

Payer Assignment

WSCC
Rates Units Amount
ActualNormal 4 ActualNormal £280.00
Normal 70.0000 AuthorizedNormal 4 AuthorizedNormal £280.00

Total Claims: 1 Total Actual Amount: $280.00 Total Authorized Amount: $280.00

Print the page using Print. Click Done to return to the Home page.
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13.2 Editing a Claim (Claims Correction)

13.2.1 Correcting a Check-In/Check-Out

In most situations, claims are created by Workers calling through the IVR or checking in and out
on the mobile application from the Client’'s home. They may choose the wrong service in error
and fail to correct it while on the phone. In such situations, the provider is able to edit the claim
by completing or correcting it.

Search for the claim you wish to view according to the instructions in Section 13.1.

The Claims Details page displays:

Claim Details

Claim ID: 95547
* Client = provider Filed On:
(5 Vilas Heydi Mike NMCC Care LLC &5
BhopalBces, Pune A 55 KR T
* Worker Payer Assignment o A -
Tilde, Mike BCBSNM v| Show All Claims
Total Claims:
* Service Total Calculated Amount:
EPSDT Personal Care $0.00
Date Time Amount Date Time Total Authorized Amount:
- hbLLL N - - RESER) $U.UD
04/18/2023 5 |12:12 PM | |0_:DE| | 04/18/2023 5 01:12 PM

Total Units:

Total Hours: 01:00

Activity Codes:
| | (ex: 3,5,8)

Scheduled Units:

[JReview Complete

Mileage: Travel Time: [ Inactive Claim
| | | Click here \:\ more service(s)
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: £0.00 Delete All
ﬂ Critical Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Mowve Down

Edit the information about the claim as necessary. Click Save to save your changes.

OR
Click Cancel to cancel your changes and return to the Claims page.

The Claim Acknowledgement page displays with a successful save message at the top if you
clicked Save.

13.2.2 Changing/ Correcting a Default Payer

The default payer assignment on a claim is the “current payer for the Client” which in most
cases is exactly what is desired. However, if a Client has recently transferred from one payer
(MCO) to another, a provider may want to select a different payer assignment for dates of
service that are in the past. If the payer assignment for dates of services in the past needs
changed, select the correct payer from the drop down.

Search for the claim you wish to view according to the instructions in Section 13.1.
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The Claim page displays.

Claim Details

Claim ID: 95547
* Client * Provider Filed On: VR
Vilas Heydi Mike NMCC Care LLC
BhopalBCBES, Pune A 55 B3 =2 S
* Worker Payer Assignment " :
Tilde, Mike E [BCESNM Show All Claims
Current Payer For Client Total Claims: 1
* Service Total Calculated Amount:
EPSDT Personal Care E NSCC $0.00
Date Time Amount Presulis" — Total Authorized Amount:
EREll Ell
04/18/2023 | [12:1zpM | [o1:00 | [oasig202z L [or:12pm _ oL
. . Total Units: 4
Total Hours: 01:00
Activity Codes: Scheduled Units: 0
| |(e><: 3,5,8)
Scheduled Hours: 00:00
[ Review Complete
Mileage: Travel Time: O 1nactive Claim

| Click here \:\ more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: £0.00

Delete Al

I' critical Exceptions

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

Click on the Payer Assignment drop down to choose the correct payer (MCO). Once the correct

payer is chosen, click Save.

eeds Attention:
uccessfully saved ClaimID(s) (ID: 95547 )

First Data.

AuthentiCare®

New Mexico Centennial Care

Claim Acknowledgment
June 8, 2023

© Unauthorized Claim.
o Billing has not been confirmed for this claim.
o Claim Review is needed

« Informational
@« This claim does not have a matching event.

Client Provider

BhopalBCBS, Pune A (3545527231) Vilas Heydi Mike NMCC Care LLC (655555555)

Worker Payer Assignment

Tilde, Mike (308896) BCBSNM

Claim ID Service

95547 EPSDT Personal Care {S5125)

Authorization Start End Rates Units Amount
Apr 18, 2023 Apr 18, 2023
12:12:00 PM 01:12:00 PM Actuallormal 4

Exceptions

« Critical

o This claim check in number does not match the authorized number for the client.

Total Claims: 1 Total Actual Amount: $.00 Total Authorized Amount: $.00

|Done | New Claim|

The Claim Acknowledgement page displays with a Successful Save message at the top.
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Print the page using Print.
Click Done to return to the Home page.

13.3 Adding an Individual Claim (Standard Entry)

There are situations where the provider may need to add a claim using the web. For example:

e The Worker was unable to use the IVR from the Client’'s home (phone not
working, Client refused)

o The Worker forgot to use the IVR

e The service was not provided in the Client’'s home (such as Adult Day Care)

Click Create in the menu bar and select “New Claim”.

OR

Click Claim (Standard) adjacent to “Add New >” in the Claims section of the Home page.

Claims

Add New > Claim (Standard)
Add New > Claim (Express

The Claim page displays. It is pre-populated with the name of the Provider of the user
currently logged in.

1. Enter the Client ID, full name or partial last name and click the Looking Glass icon
to find the Client. Then select the Client from the list provided.

Standard Claim Show All Claims
* Client * Provider Total Claims: a
| |E Vilas Heydi Mike NMCC Care LLC E e
Total Calculated Amount:
: $0.00
* Worker Payer Assignment Total Authorized Amount:
| |E Current Payer For Client v | $0.00
Total Units: 0
* Sarvice Scheduled Units: (1]
| |H Scheduled Hours: 00:00
[JReview Complete
Delete All
i :
Mileage: Travel Time:

| Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authonzed: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
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2. Enter the Worker ID, full name or partial last name and click the Looking Glass icon
to find the Worker who performed the service. Then select the Worker from the list provided.

Standard Claim

Show All Claims

* Client * Provider

=] vilas Heydi Mike NMCC Care LLC B8] Total Claims: i
Total Calculated Amount:
$0.00
* Worker Payer Assignment Total Authorized Amount:
|H Current Payer For Client ~ | $0.00
Total Units: 0
* Sarvice Scheduled Units: 0
| |E Scheduled Hours: 00:00
[JReview Complete
Delete All
Mileage: Travel Time:

| ‘ | Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

3. Enter the Service ID, full name or partial name and click the Looking Glass icon to find

the service. Then select the service from the list provided.

The following fields display once the service is selected if the service is time based:

Date, Time, and Amount.

OR

The following fields display once the service is selected if the service is unit based: Date

and Amount.

Standard Claim

* Client * Provider
MumbaiwSCCALLS, Bell 55 Rl Vilas Heydi Mike NMCC Care LLC 2§
* Worker Payer Assignment
Awesome, Heydi E Current Payer For Client v |
* Service
Personal Care - Consumer Directed (99509)
Respite (99509U1)
Personal Care - Consumer Directed Visit (99509V)
Mileage:
Physical Therapy Visit (G0151) ore service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
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Enter the Date. This is the date the service was delivered if it was a unit-based service. If it
was a time-based service, then this is the date the delivery of the service was started.

e If the service is a time-based service, proceed to Step 6. If the service is a unit-based
service, proceed to Step 8.

Enter the Time the delivery of the service started. You must include AM or PM in the time
entry or use military time. If it is on the hour, it is not necessary to include “:.00”.

Enter the Date and Time the delivery of the service ended.

Enter the Amount. This is the number of units delivered.

Standard Claim Show All Claims
* Client * Provider Total Claims: o
MumbaiWSCCALLY, Bell Vilas Heydi Mike NMCC Care LLC o
E u E Total Calculated Amount:
* Worker Payer Assignment %0.00
Awesome, Heydi E | Current Payer For Client V| Total Authorized Amount:
$0.00
* Service Total Units: 0
Skilled Nursing RN Scheduled Uriits: 0
Date Time Amount Date Time Scheduled Hours: 00:00
N | | [zz:zz e
‘ || Review Complete
Activity Codes: [ ___Save |
|(EX: 3,5,8) Delete All

* Reason Code :

Mileage: Travel Time:

| | | Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: £0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

based on the start date and time and the end date and time. This step is not

T’ Note: For time-based services the amount is computed by the system
required.
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8. If the Service has Activity Codes attached to it, Activity Codes will appear, and codes can
be entered.

Standard Claim

Show All Claims

* Client * Provider Total Claims: 1
i Vilas Heydi Mike NMCC Care LLC -
AR S EEALG), 2] E n E Total Calculated Amount:
* Worker Payer Assi t $0.00
Awesome, Heydi E Current Payer For Client V| Total Authorized Amount:
$0.00
* Service Total Units: 0
skilled Nursing RN [G5] Scheduled Units: (i}
Date Time Amount Date Time

E . Scheduled Hours: 00:00
[Mm/pDAeery [ | | [g2:22 | [mwoop 35 [

“ [JReview Complete

Activity Codes: [ Save |
| (ex: 3,5,8) Delete All

* Reason Code :

| v

Mileage: Travel Time:

‘ | | | Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: 50.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

9. Select a Reason Code from the drop-down menu. All claims created on the Web Portal must
include a Reason Code and a Note.

Standard Claim Show All Claims

* Client * Provider Total Claims: a
MumbaiwsccalLe, Bell B3 B3 Vilas Heydi Mike NMCC Care LLC =

! Total Calculated Amount:
* Worker Payer Assic $0.00
Awesome, Heydi &5 Current Payer For Client v Total Authorized Amount:

$0.00

* Service Total Units: 0
Skilled Nursing RN E Scheduled Units: 0
Date Time Amount Date Time

_ — Scheduled Hours: 00:00
MM/DDYY [ | | [z | (oo 58 [

[JReview Complete

Activity Codes:

| (ex: 2,5,8) Delete All
* Reason Code :

v

S

1 Tablet Malfunction rel Time:

Smartphone malfunction . -
Landline/IVR unavailable | Cliek here |:| R G
Tablet not deliverad

Inclement weather

Electrical outage

Authorization issue

Substitute caretaker

Missing Stipend claim

Resubmitting claim that the payer rejected

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
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10. In the Note section, enter the information needed to explain why the web-based claim was
created. The more information the better for payer review purposes.

Standard Claim

Show All Claims

* Client * Provider

. — Total Claims: 1
MumbaiwsccaLLo, gell & Vilas Heydi Mike NMCC Care LLC
! . u E Total Calculated Amount:
* Worker Payer Assig $0.00
Awesome, Heydi E Current Payer For Client ~ ‘ Total Authorized Amount:
$0.00
* Service Total Units: 0
Skilled Nursing RN E Scheduled Units: (1]
Date Time Amount Date Time 5 c
L e o Scheduled Hours: 00:00
[o5/07/2023 |F  [9:00amM | [ot:00 | [osfo7/2023 |58  [10:00aM .
“ ‘ [JReview Complete
Activity Codes:
|23 | (ex: 3,5,8)
* Reason Code :
| Smartphone malfunction V|
Mileage: Travel Time:
| | Click here I:I more service(s)
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: £0.00
Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
Note:

11. Click Save if you have completed the claim and do not need to group this claim with any
other claims. If you are grouping claims, then proceed to Step 12.

Standard Claim

Show All Claims

* Client * Provider
MumbaiwsccaLLo, sell 55 KB Vilas Heydi Mike NMCC Care LLC [
* Worker Payer Assignment
Awesome, Heydi G5 Current Payer For Client V|
* Service
Skilled Nursing RN g
Date Time Amount Date Time
e e
06/07/2023 | ) ‘Q:OOAM | ‘0'_ :00 | 06/07/2023 | ) 10:00AM
Activity Codes:
|23 | tex: 3,5,8)

* Reason Code :
|Smartphjne malfunction V|

Mileage:

Travel Time:

| Click here l:l more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: £0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

Mote:

worker phone out of battery
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Total Claims: 1

Total Calculated Amount:
$0.00
Total Authorized Amount:
$0.00
Total Units: 1]
Scheduled Units: 0
Scheduled Hours: 00:00

[ Review Complete
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Note: The amount for the claim (what displays on the right side of the
D screen) is not computed until the claim is saved.

The Claim Acknowledgement page displays.

eeds Attention:
uccessfully saved ClaimID(s) (ID: 95755 )

First Data.

AuthentiCare®

New Mexico Centennial Care

Claim Acknowledgment
June 8, 2023

Client
MumbaiWSCCALLS, Bell (3444444231)
Worker
Awesome, Heydi (608557)
Claim ID Service
95755 Skilled Nursing RN (G0299)
Authorization Start End
Jun 07, 2023 Jun 07, 2023

WG0288HHWSCC 09:00:00 AM 10:00:00 AM
Exceptions

» Critical

& Billing has not been confirmed for this claim.
@ Payer Review Required

» Informational
@ This claim does not have a matching event.

Provider
Vilas Heydi Mike NMCC Care LLC (655555555}

Payer Assignment
WSCC

Rates Units Amount
ActualNormal 4 ActualNormal £100.00
Normal 25.0000 AuthorizedMormal 4 AuthorizedMormal £100.00

Total Claims: 1 Total Actual Amount: $100.00 Total Authorized Amount: $100.00

12. Click Done or New Claim. Click Done if you do not need to enter any other new claims. The
Home page displays after clicking Done. Click New Claim if you need to enter additional

claims. The Claim page displays.

Note: AuthentiCare checks for duplicates, at the time the claim is saved. It

@ there is another claim for the same Client/service/Worker combination
where the service times (check in and checkout) are within 10 minutes of

the same times, a Duplicate critical exception will be noted.
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13.4 Grouping Claims

Click Add Lines Below.

Standard Claim Show All Claims

* Client * Provider Total Claims: 1
n Vilas Heydi Mike NMCC Care LLC E o
Total Calculated Amount:
$0.00
* Worker Payer Assignment Total Authorized Amount:
‘ |H Current Payer For Client ~ ‘ $0.00
Total Units: 1]
* Sarvice Scheduled Units: 1]
| ‘n Scheduled Hours: 00:00
[ Review Complete
Delete All
.
Mileage: Travel Time:

| Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above || Add Lines Below | Move Up | Move Down

A new claim opens below the claim you just finished.

Standard Claim

Show All Claims

* Client * Provider B
] vilas Heydi Mike NMCC Care LLC 9] = z
Total Calculated Amount:
$0.00
* Worker Payer Assignment Total Authorized Amount:
|E Current Payer For Client v | $0.00
Total Units: 0
* Sarvice Scheduled Units: [}
| |H Scheduled Hours: 00:00
[ Review Complete
Delete All
.
Mileage: Travel Time:

‘ | | Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

* Client * Provider

|n Vilas Heydi Mike NMCC Care LLC E
* worker Payer
| |H Current Payer For Client v |
* Service
Mileage: Travel Time:

‘ | | Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

1. Enter the information for this claim. The claim pre-populates with the same Client,
provider, and Worker of the claim above it; however, this information can be changed if
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needed. All of the claims in the group do not have to be for the same Client and Worker.
Grouping claims provides a mechanism to view a number of claims on the same screen.
Claims cannot be grouped using the IVR or Mobile Application; they can only be
grouped using the web interface.

2. Return to Section 13.3 to proceed with saving all of the claims in the group.

13.5 Adding Multiple Claims (Express Entry)

There are situations where the provider may need to add a claim using the web for the same
Client-Worker-service combination. Note: Claims for Service 99509 (Billing Service claims)
cannot be created via the Claim Express feature. AuthentiCare creates claims for Personal Care

— Consumer Directed — 99509.

1. Click Claim (Express) adjacent to “Add New >” in the Claims section of the Home page.

Claims

Add New > Claim (Standard
Add New > Claim (Express)

The Claims Page Displays. It is pre-populated with the name of the Provider of the user
currently logged in.

Enter the Client, Worker and Service as for a single claim entry and click Next.

* Provider m wl "1 A am E
* Client || -lﬁ
* Worker | |E
* Service | |E
* Payer | Current Payer For Client ~ |
Assignment

Next | Cancel
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2. Alist with 10 blank rows where you can enter date, time and activity codes will appear.

Claim Express
Provider: [®& wl "= B ¥ Payer Assignment: WSCC
Client: o 5 - Worker: I0& " uill

Service:  Skilled Nursing RN

Start Date Start Time Duration End Date End Time Activity Codes: Note
X [mm/ppevy [ | T | [m/oopreey |5 | | [ex:3.58) |
y
Start Date Start Time Duration End Date End Time Activity Codes: Note
Q [mmzoD vy [ | | [zeies | [fm/oopvvey ]S | | [tex:3,58 |
y
Start Date Start Time Duration End Date End Time Activity Codes: Note
Q [mmzoD ey [T | | [zz:22 | [fmzoorvvey] | | [ex:3,58 |
£
Start Date Start Time Duration End Date End Time Activity Codes: Note
[mmzoopvyey [ | | [##xs | [fm/oovvey || | [tex:3,58) |
£
Start Date Start Time Duration End Date End Time Activity Codes: Note
Q [mmzoorrey [ | | |22z | [Mmzoorvvee| | | [(ex:358) |
¥y
Start Date Start Time Duration End Date End Time Activity Codes: Note
Q [mmzoorrey [ | | |22z | [Mmzoorvvee| | | [(ex:358) |

3. There is an Add Rows button on each screen that allows you to add as many rows as
needed.

Claim Express
Provider: [®& wll = T 2] Payer Assignment: WSCC
Client: T L= Worker: Fi& "l

Service: Skilled Mursing RM

4. When you have entered all the data,

a. If you click on the Save and Continue button, it will save the claims and present
the first Express Claim screen where you can enter another Client, Worker, and
service combination.

b. If you click on the Save and Exit button, you will return to the Home page.
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13.6 Deleting a Claim

If a claim was added in error, then it should be either edited or deleted. Once the claim is
confirmed for billing, it cannot be deleted.

1. Click Delete All on the Claim page.

Claim Details

Claim ID: 95755
* Client * provider Filed On: Web
MumbaiWSCCALLY, Bell 2§ Vilas Heydi Mike NMCC Care LLC 2§ - "
; Printer Fi '
* Worker Payer Assignment ke en_ ¥
Awesome, Heydi [ WsCe v| Show All Claims
* Service Total Claims: 1
- q Total Calculated Amount:
Skilled Nursing RN E $100.00
Date Time Amount Date Time Total Authorized Amount:
06/07/2023 09:00 AM 01:00 08/07/2023 10:00 AM $100.00
Total Units: 4
Activity Codes: Total Hours: 01:00
23 (ex: 3,5,8) Scheduled Units: 0
Scheduled Hours: 00:00
Mileage: Travel Time:
Delete All
Total Lines: 1 Total Claims: 1 Total Amount: $100.00 Total Authorized: $100.00

mCritical Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Mowe Down

2. The system asks you to confirm the deletion. If you click OK, the claim is permanently
deleted from the system. If the claim is a group of claims, they will all be permanently
deleted. If you click Cancel, the claim is not deleted, and you are returned to the Claim
page.

uat.authenticare.com says

Are you sure you want to delete this?

3. Click OK to proceed with permanently deleting the claim.

You are returned to the Home page which displays a message in the upper left hand
corner that the claim was deleted successfully.

Needs Attention:
Claim deleted successfully.
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13.7 Confirming a Claim for Export-Dual Confirmation

Providers can check the Extra Claim Review checkbox on the Provider Entity Settings page for
an extra review of each claim.

If the Extra Claim Review checkbox is enabled, every claim will get a new Claim Review
Needed, a Critical Exception. To review the list of Claim Exceptions, see Appendix A-3 for
Personal Care Services and Appendix A-9 for Home Health Care Services.

Extra Claim
Review:

Mileage: [
NPI: 1999955555

Skilled Mursing RN
Skilled Mursing LPN
Physical Therapy Visit
Physical Therapy Assistant
Occupational Therapy Visit
Occupational Therapy Assistant
Home Health Aide
Speech Language Therapy Visit
Social Worker Visit
Respite

* Provider Respite LPN

Services: Respite RN

Personal Care - Consumer Delegated
Personal Care - Consumer Directed
Personal Care - Consumer Directed Visit
Personal Care - Consumer Directed Training
SDCB - Self Directed Personal Care
SDCB - Respite Standard
Supervisory Home Visit
Stipend Go006U1
Stipend G9006U2
EPSDT Personal Care

SDCB
Service Selected
Provider:

Reviewers can select the ‘Review Complete’ checkbox on the claim to complete the review.
Once the review is completed, the claim will be ready to be confirmed for billing.

Standard Claim Show All Claims
* Client * Provider Total Claims:
|n Vilas Heydi Mike NMCC Care LLC E e 1
Total Calculated Amount:
$0.00
* Worker Payer Assignment Total Authorized Amount:
| |n Current Payer For Client ~ | $0.00
Total Units: 0
* Garvice Scheduled Units: 0
| ‘g Scheduled Hours: 00:00
| Review Complete
Delete All
. :
Mileage: Travel Time:

| | | Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
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Once the claim review is complete, and the reviewer selects Save, the Billing Confirmed
checkbox will become available and the Claim Review Needed exception drops off the claim.
Once the claim is confirmed, the Critical Exceptions drop off, and the claim is left with an
Informational Exception. The note put on the claim is now in Note Data, and the claim creation,
claim review and claims confirmation are displayed in Audit Data.

A claim that has completed review can be sent back to review needed status by unchecking the
‘Review Needed’ checkbox. This can be done only before the claim has been ‘Billing
Confirmed’. Once the claim has been ‘Billing Confirmed’, the ‘Review Needed’ checkbox
becomes read only.

13.8 Inactivate a Claim

If a Claim was added in error, then it should be either edited or inactivated as soon as possible.
Once the claim is confirmed for billing, it cannot be inactivated.

1. Click the Inactivate Claim checkbox on the Claim Details page.

Claim Details Claim ID: 95712
* Client * Provider Filed On: Web
MumbaiBCBS, Bell [25 Vilas Heydi Mike NMCC Care LLC (&5
- . Printer Friendly

Worker Payer Assignment
8, WS BCBSNM v ‘ Show All Claims
* Service T:/taI ‘,alm-s: ) 1
Skilled Nursing RN Total Calculate: Amount.sluﬂ 00
Date Time Amount Date Time Total Authorized Amount:
05/16/2023 02:00 PM 00:15 05/16/2023 02:15 PM $100.00
Total Units: 1
Activity Codes: Total Hours: 00:15
24 (ex: 3,5,8) Scheduled Units: 0
Scheduled Hours: 00:00
Mileage: Travel Time:
1 10
Delete All
Total Lines: 1 Total Claims: 1 Total Amount: $100.00 Total Authorized: $100.00

ECritiC’al Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

The system asks you to confirm inactivating the claim. If you click OK, the claim is inactivated in
the system. If you click Cancel, the claim is not inactivated, and you are returned to the Claim
Details page.

Are you sure you want to inactivate this Claim?

2. Click OK to proceed with inactivating the claim

3. Click Save on the Claims Details page.
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You are returned to the Home Page which displays a message in the upper left-hand corner
that the claim was saved successfully.

13.9 Confirming a Single Claim for Export

The function of confirming a single claim can take place in two areas of AuthentiCare.

Option 1:

1. Select Confirm Billing as the Search Type in the Claims section of the Home page.

Claims

Add New >  Claim (Standard)
Add New > Claim (Express)

_) Claim

Search T‘;‘DE:I ®) Confirm Billing - View I

—
_' Confirm Billing - Bulk

Claim ID: |

Got clear]

2. There is a Sort By selection at the bottom of the screen. The default is to display the
claims to be confirmed alphabetically by Client’'s Last Name, however, you can also sort
by Worker’'s Last Name, Date of Service, Claim ID, Client ID or Worker ID by clicking the
dropdown arrow.

Claims

Add New >  Claim (Standard)
Add New >  Claim (Express)

2 Claim
Search Type: @) Confirm Billing - View
) confirm Billing - Bulk
*Claim 1D: ‘

(Go: fClear

i AL
*Claim Start: 05/01/2023 )
*Claim End: |05/31/2023 [l

Service: ‘

Authorization ID: ‘

Client: ‘

Provider: ‘

|
|
|
\
Worker: ‘ ‘
\
\
\
\

Reprasentative: ‘

CaseManager: ‘

Payer: ‘

Procedure Code: ‘

User Option: ‘ ~ |

= Sort By: | Member's Last Name k
Member's Last Name

Worker's Last Name

Date Of Service

Claim ID

Client ID

Warker ID

i. service marks. and trade names r the propertv of
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3. Click Go!

The Confirm Billing page displays a maximum of 600 Claims not yet confirmed for billing.
There are two options to confirm billing.

Option 1:

Select the radio button next to Check All/Uncheck All at the top of the page. This will select
every claim listed on the page for confirmation.

AuthentiCare®

FI I'St Data New Mexico Centennial Care

Confirm Billing

June 8, 2023
| | Check AlljUncheck All !
[l Approve Billing for Claim ( 95542 )
Client Provider Worker
BhopalBCES, Pune A (3545527231) Vilas Heydi Mike NMCC Care LLC {555555555) Cool, Vilas (757867)
Claim ID Service
95542 Physical Therapy Visit {G0151)
Authorization  Start End Rates Units Amount
BGOISIHHBCES 5215000 a 05115100 pa NOTMal5.0000 ALKt mal] AuthorisedNormals7s.00
Exceptions
» Critical

o Billing has not been confirmed for this claim.

« Informational
o This claim does not have a matching event.

[} Approve Billing for Claim ( 95539 )

Client Provider Worker
BhopalPHS, Pune B (3445527231) Vilas Heydi Mike NMCC Care LLC (655555555) Cool, Vilas (757867)
Claim ID Service
95539 Physical Therapy Assistant {GO157)
Authorization Start End Rates Units Amount
Apr 08, 2023 Apr 08, 2023 ActualNormal 1 ActualNormal £75.00
PO4ZIHHPHS  07.00:00 PM 07:15:00 pM NO™™al75.0000 4 4horizedNormall AuthorizedNormals75.00
Exceptions
« Critical

¢ Billing has not been confirmed for this daim.

» Informational
o This claim does not have a matching event.
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Option 2:

To Individually approve a claim for billing,

1. Click the Checkbox adjacent to the claim you wish to confirm.

2. Click Confirm Billing to confirm all selected claims.

First Data.

AuthentiCare®
New Mexico Centennial Care

Exceptions

« Critical

« Informational

Confirm Billing
June 8, 2023
L Check All/Uncheck All
| Approve Billing for Claim ( 95542 )
Client Provider Worker
BhopalBCBS, Pune A (3545527231) Vilas Heydi Mike NMCC Care LLC {655555555) Cool, Vvilas (757867)
Claim ID Service
95542 Physical Therapy Visit (G0151)
Authorization  Start End Rates Units Amount
Apr 05, 2023 Apr 05, 2023 ActualNormal 1 ActualMormal £75.00

BGO1S1HHECES 53.00;00 PM 02:15:00 PN NOTMAl7S.0000 4 orizedNormali AuthorizedNormals75.00

@ Billing has not been confirmed for this claim.

@ This claim does not have a matching event.

Approve Billing for Claim ( 95539 )

Client

« Informational

BhopalPHS, Pune B (3445527231) Vilas Heydi Mike NMCC Care LLC {655555555) Cool, Vilas (757867}
Claim ID Service
95539 Physical Therapy Assistant (G0157)
Autherization Start End Rates Units Amount
Apr 08, 2023 Apr 08, 2023 ActualNormal 1 ActualNormal $75.00
POS2THHPHS 570000 PM 07:15:00 P NOTMaI75-0000 4o rizedNormall AuthorizedNormals75.00
Exceptions
« Critical

@ Billing has not been confirmed for this claim.

@ This claim does not have a matching event.

Provider Worker

The Home page displays with a successfully confirmed billing message.

Meeds Attention:
Successfully confirmed dlaim billing.

@ Note: A claim cannot be edited after it has been confirmed.

13.10 Confirming Claims in Bulk

Providers have the option to choose a group of claims to be automatically confirmed by the
system after hours but prior to the next submission of claims. Put in a start and end date for the
Date of Service (DOS) to indicate the claims for that date range are to be confirmed in bulk. All
claims filed for that date range will be chosen unless you chose a specific Filing Source (Web or
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IVR). When the bulk confirmation process runs, it will look at the services that are ready for
confirmation and confirm those that do not have critical exceptions.

Claims

Add New >  Claim (Standard)
Add New >  Claim (Express)

) Claim
Search Type: () Confirm Billing - View
®lconfirm Billing - Bulk

“Claim Start: [04/01/2023 | o
*Claim End: [04/30/2023 |

Filing Source: | All v |

[ Include Inactive Claims?

Gt Clear

13.11 Unconfirming Claims for Further Editing

Occasionally you will need to edit a claim that has been confirmed but not yet exported. In order
to edit it, you must first unconfirm it.

¢ Open the individual claim.
e Uncheck the Billing Confirmation box
e Save the claim

The claim can now be edited, inactivated, or deleted. It must be confirmed again before it can
be exported for adjudication.

13.12 Adding Notes-Claim Edit/Entry Documentation

Anytime you create a claim on the Web Portal, a note with detailed information on why the claim
was created is required. Also, whenever you make an edit to an existing claim, such as
changing the service (Worker selected the incorrect service on the IVR) or adding a check-out
time (Worker forgot to check-out), you should also enter a note the details the change(s) being
made.

1. Open an individual claim or Start a new Claim

2. Add any note information in the text box provided. When finished click Save. The “Save”
button saves the claim details and the note.
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Standard Claim

Show All Claims

* Client * Provider Total Claime: 1
|E Vilas Heydi Mike NMCC Care LLC e
Total Calculated Amount:
$0.00
* Worker Payer Assignment Total Authorized Amount:
| |H Current Payer For Client b | $0.00
Total Units: 0
* Sarvice Scheduled Units: 0
| |E Scheduled Hours: 00:00
[ Review Complete
Delete All
. .
Mileage: Travel Time:
| | | Click here more service(s)
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authonzed: $0.00
Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
Note:
e
Note Data

A

Caution — It is critical that users do not exit this screen without clicking Save.
Failure to do so may result in the loss of information entered.

13.13 Create a Consumer-Directed Admin Fee Worker

Providers enrolled to provide services since Fiserv created the AdminFee Worker for existing
providers will utilize the following procedure to create an “administrative” Worker for Consumer-
Directed Admin Fee claims.

First, check the list of your Workers which is found on your Provider Entity
Settings page. If you already have an “AdminFee” (first name) Worker (last
name), do not create an additional “AdminFee” Worker.

If you do not have AdminFee Worker as a Worker listed on your Provider Entity
Settings page, then:

O
@)

Log into AuthentiCare. From the Home page, select Add Worker.

On the Worker Entity page, add an “administrative” Worker with the exact
name “AdminFee” as the first name and “Worker” as the last name.
Highlight the service “Consumer Directed Admin Fee

If desired, create and add any other data, birthdate, etc. for this new
Worker

Click Save to save the new Worker, “AdminFee Worker”
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13.13.1 Processing Consumer-Directed Admin Fee Claims

On the first weekend of each month, for any Consumer Directed Admin Fee authorization for
which the provider has claim records, claims will be automatically created using this
“administrative” Worker. Providers will be able to see the claims created, make adjustments as
needed, and confirm these claims when appropriate.

13.13.2 Filing Source of NMCC’s Automated Claims

AuthentiCare NMCC has automated claims for the following services:

e 99509
e FMS Admin Fee
e Stipend 1 and Stipend 2

These claims are designated in a Claim Search and on certain reports with a Filing Source of
System Generated.

13.14 Personal Care-Consumer Directed Services (99509)

Personal Care - Consumer Directed services in New Mexico are set up differently in the
Medicaid Waiver than are Personal Care - Consumer Delegated services, and that difference
presents unique requirements for AuthentiCare. Personal Care — Consumer Directed service
visits are required to be managed and tracked to the nearest 15 minutes, just as are Personal
Care - Consumer Delegated service visits.

Consumer Directed services have to, however, be billed on a weekly basis to the nearest one-
hour service unit. In order to meet both requirements in AuthentiCare, the MCOs are authorizing
Personal Care — Consumer Directed services in whole one-hour units, according to their billing
system requirements. This is called the “Billing Service” authorization.

AuthentiCare then creates a parallel authorization strictly for visit tracking in 15-minute units that
works just like an existing authorization for the Personal Care - Consumer Delegated service.
This is called a “Visit Service” authorization for Personal Care- Consumer Directed service, and
the service is displayed as 99509V.

The Personal Care - Consumer Directed Visit Service works just like any other service in
AuthentiCare for tracking.

The service can be scheduled from the Visit Service authorization, and Workers can check in
and check out.

Providers can review and confirm Visit Service claims.

AuthentiCare provides a weekly process that takes confirmed Visit Service claims and rolls
them up into a weekly Billing Service claim. Providers cannot edit the details in the Billing
Service claim, but, if it is correct, providers can accept and confirm the weekly Billing Service
claim for export.
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In this way providers have control over the review of what Billing Service claims are confirmed
for export, and when Billing Service claims are confirmed for export. By splitting the activity into
a Visit Service for tracking and a Billing Service for weekly billing, the overall process meets
New Mexico requirements, gives providers control over their claims and the automated claims
export, while keeping the process for Workers checking in and checking out exactly the same
process, they use for other NMCC AuthentiCare services.

A walkthrough of how the Billing Service and the Visit Service work together is detailed below.

13.14.1 Authorizations: Personal Care-Consumer Directed

MCOs submit authorizations to AuthentiCare for Personal Care — Consumer Directed service
(99509). Each authorization includes the Client’s name, Client’'s Medicaid ID number, the
provider's name and Medicaid number, authorized units, the applicable service name and
service procedure code. (For more general information about authorizations in AuthentiCare,
refer to Section 8.0.)

AuthentiCare will automatically generate parallel 99509V authorizations based on existing
99509 authorizations. From the list of authorizations for service 99509, providers will see both
the “visit service authorization” with procedure code 99509V and a corresponding “billing service
authorization” with procedure code 99509 for cumulative weekly confirmation and export for
billing.

In the screen shot below, PO0068 is the authorization submitted by the MCO to authorize
services to the Client.

Authorizations

&

Event . . . Service . .
2 ID Service ID / Revenue Code Client Worker Payer 2 Effective Dates
Adions ID Service ID / Revenue Code Client Provider Worker Payer Period Effective Dates [Information
Personal Care - Consumer CLIENTSG6, TEST
Units  |PO0DOG67 Directed Training TESTT PROVIDER 12 ( 035?\1513? 4 0 01353226’,{22001;0' A
Remaining: 0 (S5110) (3000000056) | (100000012}
Personal Care - Consumer CLIENTS6, TEST
Units  |P0O00068 Directed TESTT | PROVIDER 12 ooomisia)  ® Ofi,?zzéf;g;o_ |
Remaining: O {29509) (3000000056} | (100000012}

Authorization PO0068 is the authorization providers will use to schedule Client services.
Providers are able to schedule events for service Personal Care — Consumer Directed from

Billing Service authorizations. Note the lack of a III on the Billing Service authorization,
P000000502-01. Note, too, the Visit Service authorization has the service as Personal Care —
Consumer Directed Visit which also distinguishes it from the authorization for 99509.

13.14.2 Visit Service Claims and Billing Service Claims

Providers can confirm Visit Service claims on a daily basis or once a week, as long as all Visit
Service claims for that week are confirmed before the weekly Billing Service claims process
runs.

AuthentiCare will automatically generate a corresponding weekly Billing Service claim, at a pre-
determined time, using confirmed Visit Service claims that were created with IVR check-ins and
check-outs, with the mobile application (app), and/or by web claim creation.
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The screenshot below is of a Visit Service claim. Note the Worker is named Worker3, TCoETest.
This claim has been confirmed by the provider and displays as “Billed (03/16/2022).” Once the

Billing Service claim is confirmed, each Visit Service claim utilized for the weekly Billing Service

claim will be marked as “Billed (date)” as displayed in the screen shot below.

Claim Details Claim ID: 94904
* Client * Provider Faec O Mobile
Clientd, TCoETest D 2§ FMS NMCC PROVIDER1 (3§ TR
* Worker Payer Assignment _ Sl
Worker3, TCoETest 38 [ BCBSNM v Show All Claims

Total Claims: 1
* Service

Total Calculated Am t:
Personal Care - Consumer Directed Visit g5 otal Calculated Amoun

$0.00
Date Amo_unl Total Authorized Amount:
[Raeiaal . LU $0.00
Total Units: 1
Total Units: 1
Scheduled Units: (]
Check-in Latitude:41.246414 Check-in Longitude:-96.019646 Scheduled Hours: -
Check-out Latitude:0 Check-out Longitude:0 Senecuied Hovrs: goeua
Check-in Coordinates Check-out Coordinates
Mileage: Travel Time:
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00
ﬂ Billed (03/16/2022) | Add Lines Above | Add Lines Below | Move Up | Move Down
Note: Add Note
Note Data
Date: 03/15/2022 01:24 PM User: acr_admin@acr.com

Billing confirmed.
Date: 03/15/2022 01:24 PM | User: acr_admin@acr.com
Review Completed and Billing Confirmed.

The screenshot below is of a Billing Service claim. Note the Worker is named “BillingService
Worker.” In the Note Data section, you will see “781” displayed. This is the number of the Visit
Service claim utilized for the Billing Service claim. If there are additional Visit Service claims
utilized for the Billing Service claim, providers will see more than one claim number in the Note
Data section.
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* Client * Provider * Worker Payer Assignment Claim ID: 791
Test, Client104 MO ProviderB, Inc worker, BillingService Current Payer For Client - Filed On: Web
* Service Date Time Amount Date Time Printer Friendly
Personal Care - Consumer Directed g8 5/14/2015 11:36 AM  01:04##:#a 5/14/2015 12:40 PM Show All Claims
.. Total Claims: 1
Activity Codes: 01 (ex: 3,5,8)
Total Calculated Amount:
Mileage: $18.53
Total Authorized Amount:
Travel Time: $18.53
Total Lines: 1 Total Claims: 1 Total Amount: $18.53 Total Authorized: $18.53 Total Units: 1
|ﬂ Critical Exceptions ] | Total Hours: 01:04
Note:
Note Data
Date: 05/15/2015 09:41 AM User: acr_admin@acr.com

781

The AuthentiCare system will total the service time reflected on Visit Service claims for the
same Client during the week, round the time, and then reflect that calculated number of units of
service in the Billing Service claim.

The Billing Service claim is created in the overnight hours of Wednesday night each week. Once
the Billing Service claim is created, providers can confirm the claim or delete it.

13.14.3 Confirming a Billing Service Claim

Billing Service Claims can be confirmed one at a time by utilizing the Confirm Billing — View
feature or many at a time by utilizing the Confirm Billing — Bulk feature, both on the Home page.
Billing Service Claims can also be confirmed or by selecting Confirm Billing — Bulk and by
completing the Claim Start and Claim End fields. Providers could also use the Provider
Dashboard to confirm claims.

13.14.4 Deleting a Billing Service Claim

If there are errors in the Billing Service claim the steps for providers are:

o Delete the weekly Billing Service claim;

¢ Add Visit Service claims and/or edit Visit Service claims that were included in the deleted
weekly Billing Service claim;

e Confirm the Visit Service claims corrected and/or added: and

¢ Confirm the new Billing Service claim that will be created in the next process run, the
following week.

Providers can delete a Billing Service claim only if it has not been exported to the MCO for
payment. If the Billing Service claim has not been exported, providers can make any edits
needed on the Visit Service claims for the week by first deleting the Billing Service claim which
unlocks the Visit Service claims for editing.
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Once edits are made, and those Visit Service claims are confirmed, the Billing Service claim will
regenerate the next week in the process run to reflect any edits made by a provider on any past
week’s Visit Service claims. The provider can then confirm the “regenerated” Billing Service
claim, and it will export to the MCO for payment.

If a Billing Service claim is deleted in AuthentiCare, the Visit Service claims corresponding to
that Billing Service claim will have the marking “Billed (date)” removed, and those Visit Service
claims will be marked with the message that was first on each claim. Those Visit Service claims
will then be marked with “Info Exceptions” or they will be blank.

A provider might have to delete a Billing Service claim in AuthentiCare for one of the following
reasons:

All existing Visit Service claims for the week were confirmed, and then additional claims were
submitted for the same weekly time period on paper timesheets.

All existing Visit Service claims for the week were confirmed, but the provider had later edits to
make on one or more Visit Service claims.

13.14.5 Client Transition from one MCO to Another

The provider, Client, and payer on a Billing Service claim have to match all the Visit Service
Claims used to generate the Billing Service claim. If the Client is a member of the same MCO
for the entire week, there will be only one Billing Service claim each week, per Client, for
Personal Care — Consumer Directed service - 99509. The Billing Service claim is the only claim
that will export for payment.

If the Client is a member of one MCO for part of the week, and a member of a different MCO for
the remainder of the week, AuthentiCare will generate one Billing Service claim for each MCO
for that week, for that Client, for service 99509. The AuthentiCare system will total the service
time provided during the week for each MCO, round the time, and then reflect that calculated
number of units of service in each MCQO’s Billing Service claim.

An NMCC Client can be enrolled with only one MCO (Payer) at a time, so claims confirmed and
exported for the first MCO after the transition date from one MCO to another will be denied.
Likewise, claims for the second MCO before the transition date will be denied.

Once a Billing Service claim has been paid, neither the Billing Service claim nor that Billing
Service claim’s applicable Visit Service claims are editable. A provider can resubmit a Billing
Service claim for that same time period, same Client, same service, by finding the Billing
Service claim on the MCO'’s site, and, if the claim has been paid, void it. Providers can then
submit a new Billing Service claim directly to the MCO for payment.

For additional general information regarding claims, refer to the first part of this section.
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13.14.6 Month End in the Middle of a Week

If providers need to keep service billing separated by month due to monthly Client obligation or
other reasons.

Providers can confirm Visit Service claims for June 28 — July 4 by Wednesday, July 8, close of
business (COB). Rounding to the nearest hour will occur on one Billing Service claim for dates
of service June 28-July 4 (the full week).

Rounding will work differently for the week where the provider has split the billing into two
claims. Rounding to the nearest hour will occur on the two different Billing Service claims for
dates of service June 28 — July 4: rounding across three days for a Billing Service claim for
June 28-30 and rounding across four days for a Billing Service claim for July 1-4.

13.14.7 Generic Worker Creation-Billing Service Workers

AuthentiCare claims require a designated Worker. Providers enrolled after June 4, 2015, and
after, to provide service 99509, shall create a generic Worker named “BillingService Worker”
which will display on Billing Service claims for service 99509. This Worker name is to be
created with the exact first name, “BillingService” with NO space between “Billing” and
“Service.” This Worker is to be created with “Worker” as the exact last name. As with all
Workers created in AuthentiCare NMCC, “BillingService Worker” will be assigned a 5-digit
Worker ID unique to each provider agency.

Fiserv added this Worker to all current NMCC providers’ Worker list in AuthentiCare effective
June 3, 2015. BillingService Worker is not to be deleted.

(For general information about creating Workers, refer to Section 6.0.)

Caution: Medicaid views the date of services for claims by the same provider, for
the same Client, who has been provided the same service when claims are
reviewed. All claims for a Client receiving one particular service on a given date

A must be confirmed together so those claims are exported together. Otherwise,
any lingering claims for that service for that Client, on that date, are viewed as
duplicates, and are denied.

13.15 Home Health Services

MCOs submit Authorizations to AuthentiCare for Home Health Services. Each Authorization
includes the Client’s name, Client’s Medicaid ID number, the Agency Provider's name and
Medicaid number, authorized units, the applicable Service name, Attending Provider, and
Service Procedure Code. (For more general information about Authorizations in AuthentiCare,
refer to Section 8.0.)

’ Note: Home Health Services will be allowed to overlap with other Services
@ delivered without creating an exception in AuthentiCare. For more information on
Exceptions, please see Appendix A-9.
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13.15.1 Service Codes

Authorizations will be based on either Procedure Codes or Revenue Codes. The Service
Codes will be dependent on the MCO your Agency is contracted with. Refer to Appendix
A-8 for more information.

13.15.2 Service Unit Restrictions

The maximum number of Units that are allowed to be billed for a Client per day for a given
Service will be restricted in AuthentiCare. If multiple Claims for a Client for the same
Service on the same day exist, this restriction would consider the maximum number of
Units that are allowed cumulatively.

AuthentiCare®
FlrSt Data New Mexico Centennial Care

Claim Acknowledgment
October 17, 2023

Client Provider
CHARLESCTSQA, CARTER F (2005694021) AMBERCARE HOME HEALTH (850419028)
Worker Payer Assignment
Awviesome, Heydi (815958) BCBSNM
Claim ID Service
95975 Physical Therapy Visit (G0151)
Authorization Start End Rates Units Amount
Oct 16, 2023 Oct 16, 2023 ActualMormal 4 ActualNormal $200.00
BUG23250DPW-001 11:00:00 AM 12:00:00 PM Normal 75.0000 pythorizednormal 4 authorizedNormal $300.00
Exceptions
« Critical

o Billing has not been confirmed for this claim.
o Payer Review Required
[ This claim exceads the maximum number of units per day that are allowed cumulatively. |

« Informational
o This claim does not have a matching event.
@ EVV not used

Total Claims: 1 Total Actual Amount: $300.00 Total Authorized Amount: $300.00

|Done | New Claim|

Refer to Appendix A-3 for more information.

13.15.3 Personal Care Services related to Home Health

There are three (3) Personal Care Services related to Home Health Care Services that will
be added to the Web Portal, Mobile Application, and IVR as Service Codes 99509U1,
T1002U1 and T1003U1.
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13.16 Stipend Claims

Workers in NMCC use personal mobile or provider-supplied Mobile Applications, or tablets, to
log into the AuthentiCare Mobile App to record services provided to Clients. Workers who use
their personal Mobile Application(s) for this purpose receive a monthly Stipend fee to pay
towards the cost of the data plan of the device.

AuthentiCare runs monthly automated processes to identify Workers who are eligible to receive
Stipends and generates Stipend claims. These claims will go through the billing confirmation
process by providers prior to getting exported for payment. It is not required for providers to
select Stipend Services in the Worker Services list on the Worker Entity Settings page in order
for AuthentiCare to generate a Stipend claim on the Worker’s behalf.

Stipend claims are generated on the 8" and 25" of every month for claims exported in the
previous month if the conditions listed below are satisfied:

e There is no Stipend claim previously generated for the Worker in the previous
month.

e The Worker has at least one exported mobile claim for the previous month.
¢ The ‘Receive Stipends’ value on the Worker Entity Settings page is set to Yes.

[ | ;] Note: Stipend payments are not applicable to Home Health Services.

Worker Entity Settings

* Indicates a required field.
ID: 971267
PINC =
* First Name: TCoETest
Middle Name:
* Last Name: WorkerALL
Company Name:
SSN:
FID:

Gender: v

Birth Date:

Email Address:
Begin Date: 06/01/2020
End Date:

Language: | English v
Status: Active v

* Mobile App Mode: | Standard v|

External Worker ID: |

Receive Stipends: | I
Related To Client: | .,

onsumer Delegated

- Fonsumer Directed
Worker Services: |Personal Care - Consumer Directed Vi
Personal Care - Consumer Directed Tri
»
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AuthentiCare creates Stipend claims for a provider only if Stipend Services are included in the
provider’s list of enrolled services and the provider is Mobile Enabled.

Provider Entity Settings
* Indicates a required field.
ID: 5919
PIN: ¥R
First Name:
Middle Mame:
Last Name:
* Company Mame: CMC Test Provider
55N:
FID: ****¥55935
Gender:
Birth Date:
Email: |cmc@omctestprovider.com
Begin Date: 7/1/2014
End Date:
Language:

Status: Active

* Entity Qualifier: Business

Extra Claim
Review!:

Mileage: []
NPI: BE3BEEBEED

Personal Care - Consumer Delegated
Personal Care - Consumer Directed
Personal Care - Consumer Directed Visit
Personal Care - Consumer Directed Training
= Provider CONSUMET Directed Administrative Fee
Respite
Consumer Directed Advertisement
Reimbursement

Services!
eryicros Hemo YTt
Stipend G5006U1
Stipend G2006L
Taxonomy Code; 95399999959
Travel Time: []

Unavuthorized
Phone Access: Ves

I* Mobile Enabled: ®ye: (O Nul

Stipend claims are created as follows:

e Stipend claim will be generated with the Client and the payer of the last exported
mobile claim identified for the Worker and will be dated the last day of the
previous month (month for which the claims are generated).

e A single Stipend claim with service G9006U1 is generated if the Worker has only
one Payer for all exported mobile claims in the previous month.
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¢ Two Stipend claims with service G9006U2 are generated with two different
payers if the Worker has more than one Payer for the exported mobile claims in
the previous month.

13.17 Creating Web Claims: T1019-99509V-G9006U1-U2

Providers have the ability to create claims on the AuthentiCare web portal through Standard or
Express Claim links. Consumer Delegated (T1019), Consumer Directed Visit (99509V) and
Stipend (G90006U1, G9006U2) services are restricted from Express claim creation. An error
message will be displayed if any of these services are selected to create Express claims:
“Express claims cannot be created for this service.”

Providers can, however, create Standard claims for these services by selecting a Reason Code
from the drop-down list available on the claim page. A variety of Reason Codes display on the
claim page once the provider selects one of these services. Providers are required to add
additional notes pertaining to the Reason Code selected, to justify the web entry instead of
using EVV. These web claims will receive a C6 Informational Exception: “EVV not used.”

Reason Code Descriptions

Tablet Malfunction

Smartphone malfunction

Landline/IVR unavailable

Tablet not delivered

Inclement weather

Electrical outage

Authorization issue

Substitute caretaker

Missing Stipend claim

Payer Denied Claim

At least one Reason Code must be chosen before a claim can be saved, and only one Reason
Code at a time can be selected. If a Reason Code is not selected, and the provider attempts to
save the claim, AuthentiCare will display an error message: “Claim cannot be saved without a
reason code.”
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Once a Reason Code is selected, a note is mandatory. If the provider attempts to save the claim
without a note, AuthentiCare will display an error message: “Enter claim notes for the
selected reason code.”

Additional Reason Codes and notes can be added by the provider by editing the claim as long
as the claim has not yet been exported.

Once a claim is saved, the Reason Code appears in the Note Data section on the claim page
along with the additional notes that the provider has entered. The Reason Code field is again
open so that providers can edit the claim to select an additional Reason Code from the
dropdown list on the claim page. If providers select another Reason code, they will need to write
another note, and again save the claim. The claim will then display both Reason Codes in the
Note Data section on the claim page.

* Client * Provider * Worker Payer Assignment Claim ID: 10440
CLIENT46, TESTT u TEST PROVIDER 10 Worker, komtest N Current Payer For Client Filed On: Web
* Service Date Time Amount Date Time Printer Friendly
Personal Care - Consumer Delegated 332017 A4 |0'_:DE| PM |0'_:DEI ## 8 | 3312017 v |02:OU FM Show All Claims
Total Claims: 1
Activity Codes: |1,2 (ex: 3,5,8) Total Calculated Amount:
$4.00
Reason Code: I Total Authorized Amount:
. ; $4.00
Mileage: I Click here |1 more service(s) Total Units: 4
Travel Time: | Total Hours: 01:00
Total Lines: 1 Total Claims: 1 Total Amount: $4.00 Total Authorized: $4.00 Scheduled Units: 0
. A X X Scheduled Hours:  pp:00
ﬂ Critical Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
Review Complete
[ illing Confirmed
Hore: O 1nactive Claim
Delete All
Note Data
Date: 03/05/2017 06:47 PM User: acr_admin@acr.com
Reason: Landline/IVR unavailable
Notes:Client’s landline service was down for the day. cmc

The Reason Codes are included in the body of the Claim Data Listing report. For more
information regarding the Claim Data Listing Reports, refer to Section 15.8.6.

13.18 Payer Claims Review-Providers

Payer Claim Review for web-created claims for specific services was implemented April 1,
2018. Claims created on the web as the filing source require an NMCC Payer claim review for
all services.

13.18.1 Creating Web-Based Claims for Payer Review

Web claims must be created utilizing Add New> Claim (Standard) or utilizing Create, then New
Claim, from the Create dropdown on the Main Menu.
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Web claims cannot be created utilizing Add New> Claim (Express). When an attempt is made to
create claims in that manner, an error message displays:

Needs Attention:
Express claims cannot be created for this service.

* provider CMC Test Provider 5

* Client Test, clientl E * Worker Workerl, test E

* Service Personal Care - Consumer Directed Visit E * Payer Assignmentlcurrent Payer For Client

[“Nexe | cancel

Once a Provider enters a web claim with the Note and Reason, and saves the claim, the claim
is marked with the Critical Exception, Payer Review Required.

Exception | Message Exception Type

C11 Payer Review Required Critical

Note: Data displays the Reason and Notes explaining why the web claim was

£ created. The Provider can no longer edit and save changes to the claim other

@ than to inactivate it or to cancel the view of the claim. The claim, otherwise, is
read-only for Providers.

* Client * Provider * Worker Payer Assignment Clairm 10: 11826
Test, clientl E CMC Test Provider E ‘Workerl, test E ICJrrert Payer For Client Filed On: Web
* Servica Data Time Amount Date Time Printer Friendly

Personal Care - Consumer Directed Visit (85 EE.'US.‘QZHS 01:00 PM  00:30##:#4# IEI2-'EIS-'2E'1S 01:30 PM Show All Claims

Total Claims: 1

Activity Codes: 2 (ex: 3,5,8) Total Caloulated Amount:
Reason Code: R
Tatal Authorized Amount:

Mileage: 52.00

Travel Time: Tatal Urits: 2

Total Lines: 1 Total Claims: 1 Total Amount: $2.00 Total Authorized: $2.00 Total Hours: 00:20

15 Guitiand _ L1l Scheduled Units: 0
1 Scheduled Hours: 00:00
——————

Test, client1 Billing has not been confirmed for this daim.
This claim dees not have 2 matching event. m
Note] Payer Review Required
r EW not used [ Conce™
I|Note Data
Date: 02/08/2018 03:13 PM User: cmc@testprovider.com

Rezson: Tablet not delivered
Notes:Tablet is to be delivered on March 1.

Audit Data

[View Autit Dats]
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The exception Payer Review Required displays on the Provider’s Exceptions Dashboard.

CMC Test Provider February 26, 2018
Provider No.: 5919 12:32 PM

* Claim D‘-EItE:ICJFFEFt Month Refresh

Mo Authorization 0
Authorized For Different Service 1
Outside Of Authorized Period o
Authorized Units Exhausted On o
Authorized Units Exhausted Before o

Incomplete Claims Outside Check Out Window 0

Incomplete Claims Within Check Out Window 1]

Eligibility Exceptions 0
Duplicate Exceptions 0
Unenrolled Provider Service Exception 0
Claim Review Neaded o
Payer Review Required 10
Payer Denied 0
Other o

Y XY L X XXXXXXXXY

At this point the claim is also on the Payer’s Dashboard awaiting Payer approval or denial.

Exception | Message Exception Type

C12 Payer Review Denied Critical

C13 Payer Review Accepted Informational
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Once the Payer accepts a claim, the claim is marked with a Payer Review Accepted exception
and displays on the Provider Dashboard on the Needs Confirmation List in the Unsubmitted
Claim Status section.

CMC Test Provider February 26, 2018
Provider No.: 5919 9:49 AM

Claim Dates: ICIJ‘TE"t Manth

Unsubmitted Claim Status & Claims Unsubmitted Claims
307
Ready to 0 254 27 |
Export 204 |
157 |
Needs 107 |
: 27 5
Confirmation 37 i |
Ready to Maading Critical
Critical Expart Confirmation Exception
- 11
Exception 50,00 ShED. B WA
Today's Schedule Status Today's Schedule
e =
Omn Time L=t O Mised
Schaduied Mot Dus

Scheduled o I Checked in On Time:
Mot Due

Late Or 0

Missed

The exceptions Payer Review Required and Payer Review Denied display in the Critical
Exception List on the Provider Dashboard in the Unsubmitted Claim Status section.

Providers have a view of 20 claims per page maximum at a time on any list.

13.18.1 Confirming Web-Based, Payer-Reviewed Claims

Once claims are marked Payer Accepted, claims can be confirmed from the Confirm Billing —
View selection.

The view of the claim titled Confirm Billing displays Payer Review Accepted as an Informational
Exception. The Provider can now review and confirm this claim for export.
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AuthentiCare®
New Mexico Centennial Care

Confirm Billing
February 7, 2018

[ check All/uncheck All
[ Approve Billing for Claim ( 11785 )

Client Provider Worker
Test, client1 (43429) CMC Test Provider (5919) Workerl, test (13365)
Claim ID Service Authorization Start End Rates Units Amount

Feb 01, 2018 Feb 01, 2018 Normal1.0000 ActualNormal 4 ActualNormal $4.00

11785 Personal Care - Consumer Directed Visit (99509V) US00000501-V. oo, 5.6 any 10:00:00 AM AuthorizedNormal4 AuthorizedNormal$4.00

Exceptions

+ Critical
= Billing has not been confirmed for this claim.

+ Informational
= This claim does not have a matching event.
= EVV not used
= Payer Review Accepted

Once claims are marked Payer Accepted, claims can also be confirmed from the Confirm Billing
— Bulk selection.

For additional information on Claims Confirmation, see Section 13.9.

13.18.2 Resolving a Denied Claim-Provider

For Payer-denied claims, claim numbers display on the Critical Exception List on the Provider’s
Exception Dashboard. Should the Provider want to resolve denied claim issues with the Payer,
providers may submit the denied Claim ID number and resolution documentation to the Payer. If
the documentation is submitted timely and resolves the reason the claim was denied:

1. The Payer will open the denied claim for review and will revise the exception to Payer
Review Accepted. Once that occurs:

2. The Provider will find the newly reviewed and approved claim on the Provider
Dashboard in the Needs Confirmation List and from viewing for the Claim ID itself. Payer
Review Accepted is now listed as an Informational Exception on the claim. The Provider
can review and confirm this claim for export.

Timelines for Provider documentation submittal and for Payer review of claims have been
established by the NMCC Managed Care Organizations (MCOs). MCO contact information is
listed in Section 17.0 of this user manual.

Web-based claims left marked as Payer Review Denied for more than 60 days from the end
date of the claim will automatically be inactivated.
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13.19 Payer Claims Review-Payers

There is Payer Claim Review for web-created claims for specific services for Payers to review
claims before the Provider confirms billing for export. This is required. Payers have the role of
claims reviewer and the right for Override Exception.

There are three exceptions placed on web-created claims for specific services. Payer Review
required occurs when the provider creates a claim, then saves it. The remaining two exceptions
are Payer-based exceptions.

Exception | Message Exception Type
C11 Payer Review Required Critical

C12 Payer Review Denied Critical

C13 Payer Review Accepted Informational

As with all AuthentiCare data, claims are data-scoped so that Payers view claims for only
members of their health plans.

All Payers have access to review and to “work” claims from a Payer Dashboard found in the
Main Menu of AuthentiCare NMCC.

AuthentiCare®

FlrSt Data Mew Mexico Centennial Care

Loggesd in as: ermac@ubctest. oo

Home | Reports | Scheduling | Dashboards | Administration | My Account | Custom Links | Logout

Entities Claims
Entity Type > | Claim ID:
Search > | Em
E3
Claim Status: |
Services and Authorizations Claim Starts [MM/DD/ Y7V i
Claim End: ’—
Search Type: e ) Siervice: !
® Authorization Aurharization 10: |
Service: | Client: |
Butheorization ID: I Provider: |
Service Type: I Worker: |
Authorization Start: I— ™ Payer: |
Authorization End: Ii Procedure Code: |
Client: | User Option: |
Provider: | O include Inactive Claims?
Worker: | {Go! Clearl]
Payer: I
Service Period: I
Procedure Code: I
(Gt
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All three web-based claim exceptions reside on the Payer Dashboard lists.

The Claim Dates field is set by default to Current Month with a dropdown available to choose a
different timeline. A Date Range of up to 31 days is available. Once a choice other than Current
Month is selected, Payers need to select Refresh to update the exception counts and lists
applicable to the revised timeline.

AuthentiCare®
FlrSt Data New Mexico Centennial Care

Home | Reports | Scheduling | Dashboards | Administration | My Account | Custom Links | Logout

Logged in as: crmc@uhctest. ooin

February 01, 2018
8:56 AM

Provider: I E
Service:

Claim Dates: |Last Month

Claim Exceptions Status

O Payer Review Required 7
. Payer Denied

. Payer Accepted

Payers can choose the Provider from the Provider search field. Payers can choose the service
to review by selecting the service from the Services field dropdown.

The claim count for each exception is listed. Payers can select the List button to the right of
each exception to view claims marked with that particular exception. Inactive claims are not
included in the Exception lists.
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F"'St Data AuthentiCare®

MNew Mexico Centennial Care

Home | Reports | Scheduling | Dashboards | Administration | My Account | Custom Links | Logout

Logged in as: emc@uhctest com

February 01, 2018

B:56 AM
Provider: I e
Service:
92509V
i . |G9006U1 o
Claim Dates: conneua .
Ti0ls

Claim Exceptions Status

O Payer Review Required 7
. Payer Denied
. Payer Accepted

The Payer’s action is to place an exception on the claim, either to accept the claim or to deny
the claim. Once any of the lists are selected, the Payer has a claim view list that is easily read.
Exceptions are listed by Critical Exception and Informational Exception in this claim view.

13.19.1 Reason Codes and Claim Notes

When a claim is created using the AuthentiCare web portal, a reason code and a claim note are
required. A variety of Reason Codes display on the dropdown menu. Providers are required to
add additional notes pertaining to the Reason code selected to justify the web portal entry
instead of using the Worker’s claim creation on the Mobile Application or IVR.

All Client, Worker, Service, Date and Time must be added in order for the Reason Code to
appear.

Standard Claim
* Client

* Provider
MumbaiWSCCALLY, Bell &8 Vilas Heydi Mike NMCC Care LLC
* Worker Payer Assignment
Awesome, Heydi Current Payer For Client v
* Service
Skilled Nursing RN
Date s Time Amount Date Time

s /—‘ /—| 77777 bbbl
MM/DD/YYYY | AT MM/DD/YYYY |5, \:I

Activity Codes:
[ | (ex: 3,5.8)
* Reason Code :
Mileage: Travel Time:

J [ J Click here more service(s)
Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

Note:
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Select the appropriate reason from the reason code drop down menu once you have added all
required visit information.

Standard Claim

* Client

* Provider
MumbaiWSCCALLY, Bell Vilas Heydi Mike NMCC Care LLC
* Worker Payer Assignment
Awesome, Heydi E Current Payer For Client v ‘
* Service
Skilled Nursing RN
Date Time Amount Date Time
(kbbb T kT
MM/DD/YYYY |iii | | |*T ST | MM/DD/YYYY | i
Activity Codes:
| | (ex: 3,5,8)
* Reason Code :
v]
Tablet Malfunction vel Time:

Smartphone malfunction |
Landline/IVR unavailable

Tablet not delivered

Inclement weather

Electrical outage

Authorization issue

Substitute caretaker

Missing Stipend claim

Resubmitting claim that the payer rejected

Click here more service(s)

Total Lines: 1 Total Claims: 1 Total Amount: $0.00 Total Authorized: $0.00

Delete | Add Lines Above | Add Lines Below | Move Up | Move Down

=

At least one Reason Code must be chosen before a Claim can be saved and only one Reason

Code can be selected at a time. If a Reason Code is not selected and the Provider attempts to
save the Claim, AuthentiCare will display an error message.

Meeds Attention:
Select 2 Reason Code,

Once the Reason Code has been selected, a Note is mandatory. If the Provider attempts to
save the Claim without a note, AuthentiCare will display an error message.

Needs Attention:
Enter claim notes for the selected reason code.

Once the Reason Code and a Note has been added, click on Save.

The Claim Acknowledgement page will appear. To review your claim, click on the Claim ID at
the top of the screen.

Eeeds Attention:
uccessfully saved ClaimID(s) (ID: 95713 )

AuthentiCare®
FIrSt Data New Mexico Centennial Care
L CIaimMAa(vk;g:nzlsggment
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Back in the claim, under Note Data, you will see the Reason Code and Note saved along with
the Date, Time and User who made the edit.

CIaiL}Details

* Client * Provider
MumbaiWSCCALLY, Bell Vilas Heydi Mike NMCC Care LLC
* Worker Payer Assignment
Awesome, Heydi E | WSCC v|
* Service
Skilled Nursing RN
Date Time Amount Date Time
hakkkl Ehbkl
05/10/2023 |u@  (09:00AM | [01:00 | [05/10/2023 |,  [10:00 AM
Activity Codes:
123 | (ex: 3,5,8)
Mileage: Travel Time:
| | | Click here more service(s)
Total Lines: 1 Total Claims: 1 Total Amount: $100.00 Total Authorized: $100.00
MCritical Exceptions Delete | Add Lines Above | Add Lines Below | Move Up | Move Down
Note:
Note Data
Date: 05/19/2023 08:25 AM User: heydichmnmcccarellc@nm.com
Reason: Smartphone malfunction
Notes:worker iphone without battery. (test)

Payers can review, accept, or deny the claims from this page. Payers have a choice of working

one claim at a time by choosing Accept or Deny, or by working the full page of claims by
selecting Accept All or Deny Alll.

There is a text box for Review Notes to complete on each claim as well as making the choice of
Accept or Deny. Clicking Save is done at the bottom of the page. Claim notes will not save
unless the Payer checks either Accept or Deny, or Accept All or Deny all, then saves.

The page has a view of 20 claims per list maximum. Once Payers “work” each claim from the
list of 20 claims, and click Save, the “worked” claims move to the appropriate list, either Payer

Accepted or Payer Denied. Payers then are able to select Refresh to review the refreshed
Payer Review Required list.
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13.19.2 Resolving a Denied Claim-Payer

For Payer-denied claims, claim numbers display on the Critical Exception List on the Provider’s
Exception Dashboard. Should the Provider want to resolve denied claim issues with the Payer,
providers may submit the denied Claim ID number and resolution documentation to the Payer.

Payers can search for the Claim ID number submitted with the Provider’s documentation from
their Payer Denied List on the Payer Dashboard or they can conduct claim searches from the
Home page utilizing the Claim ID number.

If the documentation is submitted timely and resolves the reason the claim was denied:

1. The Payer will open the denied claim for review and will revise the exception to Payer
Review Accepted. Once that occurs:

2. The Provider will find the newly reviewed and approved claim on the Provider
Dashboard in the Needs Confirmation List and from viewing for the Claim ID itself. Payer
Review Accepted is now listed as an Informational Exception on the claim. The Provider
can review and confirm this claim for export.

13.19.3 Information for 99509V and 99509

The 99509 system generated job runs early each Thursday morning. All 99509V claims for all
shifts for a Client must be in approval status by the Payer so that the Provider can confirm billing
for export by close of business each Wednesday.

Medicaid reviews the date of services for claims by the same provider, for the same Client, who
has been provided the same service. All claims for a Client receiving one particular service on a
given date must be confirmed together so those claims are exported together. Otherwise any
lingering claims for that service for that Client, on that date, are viewed as duplicates, and are
denied.

AuthentiCare®
FlrSt Data New Mexico Centennial Care

Home | Reporte | Scheduling | Dashboards inigtration | My Account | Custom Links | Logout

February 01, 2018
8:56 AM

Provider: I ]

Service:
Claim Dates: [Lz=t Month ] [y

Claim Exceptions Status

® - -

& 2013 First Data Government Solutions
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13.19.4 Final Payer Notes

After accepting a claim, Payers can change the exception to Payer Denied if the claim has not
yet been exported. To accomplish this, Payers select the list of Payer Accepted claims to search
for the claim whose exception requires a change.

In a scenario where the claim has not exported, the Payer can still make edits to the claim.

When the Payer saves the exception change, an audit record is created for the audit action of
Payer Review Required, Payer Review Denied or Payer Review Accepted.

There will be no error messages displayed for the Payer Dashboard or the Provider Dashboard.

Claims marked as Payer Denied for more than 60 days from the end date of the claim will
automatically be inactivated.

Payers need to check frequently for claims to review. The Payer Dashboard timeline lists only
the claims to review for the timeline chosen.

14.0 Dashboards

14.1 Provider Dashboard

AuthentiCare includes a Provider Dashboard where information is presented graphically and
provides easy navigation to the source data represented in the dashboard. The Provider
Dashboard is available only to the Provider Administrator roles.

To view the Provider Dashboard, place your cursor over Dashboards in the Main Menu and
click Provider Dashboard.

AuthentiCare®
FII’St Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout Logged in as: heydichmnmcecarellc@nm.com

Provider Dashboard
Worker Dashboard
rExceptiuns Dashboard

Entities Claims

209

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

The Provider Dashboard displays with real-time information.

Provider Dashboard
FMS NMCC PROVIDERL July 22, 2022
Provider No.: 5550117 10:11 AM

Current Month v

Unsubmitted Claim Status

Ready to
Export

Unsubmitted Claims

o & Claims

Needs
Confirmation

. critical o
Exception

o

] 0 Q
Rea&y to Heeaing Critical
Export Confirmation Exception
$0.00 $0.00 HA
Today's Schedule Status T 's Schedul
Checked In -
@ Lot o
Scheduled
Late Or
® o

1411 Unsubmitted Claim Status

The Unsubmitted Claim Status section provides information on the number of claims that
fall into the following categories:

Ready to export: This gives the number of visits that have been confirmed by the
provider but have not yet been exported for adjudication. These claims may have
informational exceptions, but they do not have any critical exceptions. In the next routine
system export, these claims will be exported. Click the List button to view these visits on
the Visit Search Results.

Needs Confirmation — This represents the number of Claims that are ready to be
confirmed for billing to allow submission for payment. In other words, the only critical
exception on these Claims is billing confirmation. Once a Claim has been confirmed for
billing, it will be moved to the “ready to export” group. Click the List button to view the
Confirm Billing page where Providers can confirm these Claims.

Critical exception — This represents the number of Claims with one or more critical
exceptions in addition to billing confirmation. A critical exception means the Claim did not
pass one of the system edits that are based on State business rules. These exceptions
prevent the Claim from being confirmed for export. Click the List button to view the Claim
Search Results which will list these Claims and provide a link to the Claim so that details
about the exception can be viewed and addressed.
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14.2 Worker Dashboard

In addition to the Provider Dashboard, AuthentiCare also includes a Worker Dashboard to
facilitate quick access to information about the current day’s schedule. Certain users with the
provider will have access to the Worker Dashboard (see Appendix A-4 for a list of roles with the
rights each possesses in the system).

If the provider does not use the scheduling functionality in AuthentiCare, or if there are no
scheduled events for the date selected, the Worker Dashboard will be blank.

Place your cursor over Dashboards in the Main Menu and click Worker Dashboard.

AuthentiCare®

FII’St Data New Mexico Centennial Care

Home |Create |Repnrt5 | Scheduling | Dashboards | Visits | Administration | My Account |Custom Links |Lognut Logged in as: heydichmnmeccarellc@nm.com

Provider Dashboard

Entities m Claims

IExcept'mns Dashboard

The Worker Dashboard displays real-time information about the scheduled events for the
current day.

Vilas Heydi Mike NMCC Care LLC May 19, 2023
Provider Mo.: 655555555 8:55 AM
Today's Work Scheduled Actual
Scheduled ?[:3 B Check-In Check-In Client Name Client ID Status
Workers = Time Time
Aweson:le,_ 608557 03:00 PM MumbaiWSCCALL9, 3444444231 Scheduled
Heydi E—— - Bell Not Due

Each column has a sort option. By default, the Worker Dashboard displays the scheduled
events in ascending alphabetical order of the Worker’s last name.

To change the order of the sort, click the title of the column, then the arrow in the column name
on which you wish to have the information displayed. For instance, if you click the up arrow in
the Worker ID column, the information will be sorted in ascending Worker ID order.

The Status column displays one of the following three statuses:

Status Description

The worker checked-in between 30 minutes prior to the
Checked-In On Time scheduled event start time and up to 30 minutes after the
scheduled event start time.
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Scheduled Not Due This means the event is sghedgled to occ.;ur later in the
day based on the current time in AuthentiCare.

Late: This means the worker checked-in later than 30
minutes after the scheduled start time of the event but
Late and Missed Visits before 11:59 PM that calendar date.

Missed: The worker did not check-in by 11:59 PM on the
calendar date of the scheduled start time of the event.

Clicking the Worker name or Worker ID will take you to the Worker Entity Settings page. This

allows you to view the information about the Worker.

Clicking the scheduled check-in time will take you to the Scheduled Event page. This allows

you to view the information about the event.

Clicking the actual check-in time (if there is one) will take you to the Claim page. This allows

you to view the information captured for the Claim.

Clicking the client’s name, Client ID, or Client ID in AuthentiCare will take you to the Client
Entity Settings page. This allows you to view the information about the client for whom the

event is scheduled.

14.2.1 Email Notifications for Late and Missed Visits

Email notifications are sent to the email address listed on the Provider Entity Settings
page and to the email address listed on the Worker Entity Settings page.

The following table lists possible scenarios.

Scenarios

Email Notifications

Worker checks in earlier than the Early

The provider and the worker will receive an

Visit Threshold email notification for a Missed Visit
Worker checks in within the Early Visit | Neither the provider nor the worker will receive
Threshold an email notification
Worker checks in later than the Late The provider and the worker will receive
Visit Threshold notification for a Late Visit

Worker checks in later than the Missed
Visit Threshold

The provider and the worker will receive two
notifications, one for a Late Visit and one for a
Missed visit.

Worker checks in when multiple events
are scheduled for the same day with
the same Provider/Client/Worker
combination

The provider and worker will receive a Missed
visit notification. The first appointment that has
the status set to Scheduled or Late will be
considered. Status of this appointment is
updated to Checked-In On Time or
Late/Complete.

Worker checks in when no events are
scheduled for the day

Neither the provider nor the worker will receive
an email notification
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14.3 Exceptions Dashboard

In addition to the Provider Dashboard and Worker Dashboard, AuthentiCare also includes an
Exceptions Dashboard to facilitate quick access to information about the outstanding issues
with visits that need to be addressed. Certain users with the provider will have access to this
Dashboard.

Place your cursor over Dashboards in the Main Menu and click Exceptions Dashboard.

AuthentiCare®

FII’St Data New Mexico Centennial Care

Home | Create | Reports | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout Logged in as: heydichmnmcccarellc@nm.com

Provider Dashboard
Worker Dashboard

Entities Claims

The Exceptions Dashboard displays real-time information about outstanding issues for visits.

FMS NMCC PROVIDER1 July 20, 2022
Provider No.: 5550117 12:39 PM

* Claim Dates: Current Month _ ~ | m
. No Authorization 0 “
. Authorized For Different Service 0 “
. Outside Of Authorized Period 0 “
. Authorized Units Exhausted On 0 “
. Authorized Units Exhausted Before 1] “
. Incomplete Claims Outside Check Out Window 0 “
. Incomplete Claims Within Check Out Window 0 “
@ oy Exceptions 0 [ use |
. Duplicate Exceptions 0 “
. Unenrolled Provider Service Exception ] “
. Claim Review Needed 0 “
. Payer Review Required 0 “
. Payer Denied 0 “
® - o EECEE

Each entry is a critical exception on a visit. If there are no records, the List button remains
black. If there are items associated with the exception, the List button becomes blue and is
clickable. From these lists, visits can be identified for visit maintenance.
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15.0 Reports

AuthentiCare includes robust reporting capabilities to assist providers, Centennial Care MCOs
staff in managing and monitoring Clients, Workers, schedules, and claims. Reports are available
24/7 via the web and information is current as of the time a report is created.

A variety of sort and filter criteria are available to create unique reports reflecting the specific
information needed. A user may filter information to produce a report which displays information
related to a particular Client, Worker, or service and within date ranges chosen by the user. The
information may be sorted to display in an order that is most convenient for the user. The sort
and filter options for each report are discussed more fully later in this section.

As discussed in earlier sections, the provider agency can create reports with only information
related to the specific provider’s ID number. New Mexico Centennial Care MCO staff can create
reports on information related to all Clients who are members of their own specific MCO’s health
plan.

15.1 Report Menu

The Home Page Main Menu toolbar allows access to reports by clicking Reports.

Home | Create | Reporis | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout

The Report page displays:

Report Templates [Delete Selected Templates] View Reports [Refresh] [Delete Selected Reports]
claim Details Report = Mame Submit Time Status
[Delete Selected Templates] [ clé.im Details Report 6/6/2022 Completed
1135 PM
[ Claim Details Report 6/6/2022 Completed
Create Reports M 1:35 P
Claim Details Report 6/6/2022 Completed
= 1:35 P
Authorizations [Refresh] [Delete Selected Reports]
AuthentiCare Service Authorizations
Billing Invoice

Eilling Inveice Report

Calendar

Scheduled AuthentiCare Calendar Events
Claim Data Listing

Claim Data Listing Report

AuthentiCare Claim Details

Claim History

AuthentiCare Claim History
Eligible Client Data Listing

Eligibla Client Data Listing Report

Exception Report

i i
Late and Missed Visits for Scheduled AuthentiCare Events
Qverapped Claim By Client
Owerlapped Claim By Client Report
Overlapped Claim By Worker
Overlapped Claim By Worker Report
Provider Activity
Provider Activity Report
Remittance Advice
Remittance Advice Report
Remittance Data Listing
Remittance Data Listing Report
Time and Attendance
Time and Attendance Report
Unauthorized Location
Unauthorized Location Report
Unauthorized Phone Number
Unauthorized Phone Number Report

Worker Activity
‘Worker Activity Report

Worker By Provider
Worker By Provider Report
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The Report menu allows options to create a new report, to create and to use a report template,
and to view an existing report.

There are three sections of the Report Page:

¢ Report Templates — Users can create templates for reports that are created on a regular

basis.

e Create Reports — A variety of reports are available for creation, and each can be filtered
and sorted to create a unique report to fit the user’s needs. Each report name is a hyperlink
that allows you to enter your filter criteria, sort criteria, and run the report.

¢ View Reports — Once a report is generated, it appears in the View Reports section of the
page. Reports can be saved to the user’s local drive for permanent storage and retrieval.
If a report is needed later and has been deleted, it can simply be rerun for the same dates.

15.2 Report Descriptions

AuthentiCare Reports

Authorizations

The Authorizations Report lists all authorizations in AuthentiCare for a
given time. The report can be filtered to include only authorizations for
a particular Client or service. The Authorizations Report does not
include the Claims associated with the authorizations.

The Authorizations Report with Visit Detail is the same as the
Authorizations Report however, in addition to the authorizations, any
visits associated with those authorizations are displayed. This report
provides information on the number of units remaining in the
authorization based on the number of units for which there are visits.

Authorization
History

The Authorization History Report lists both new authorizations and
updated authorizations. New authorizations are labeled in the report
as “New.” Updated authorizations are labeled as “Update” with the
“change” date and the “start date” of the updated service. The report
displays the last two records and the update so program providers can
identify what changes have been made over time.

Billing Invoice

The Billing Invoice report gives a list of visits for each service date,
along with the billing status and amount. With this report, program
providers have documented what was submitted each day. Program
providers can then monitor the Remittance Advice to validate that
each visit was adjudicated as expected.

Claim Data Listing

The AuthentiCare Claim Data Listing Report gives a provider the
ability to download claims data as needed for use in the back-end
systems. As with the other AuthentiCare reports, the provider must
select report criteria on the criteria pages. The Claim Data Listing
Report lists, by provider and worker, all services performed during a
given time and the total dollars billed.

Claim Details

The report provides most of the data elements shown in the claim
record, displayed as one row for the client, with only the current payer.

Claim History

The Claim History Report lists the detail of changes made to a claim or
group of claims for auditing purposes. For example, a claim was
confirmed for billing and there is a need to know who confirmed it. The
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AuthentiCare Reports

Claim History Report requires a filter for claim dates which include
current day, current week, current month, last week, last month, or
fixed date range.

Eligible Client Data
Listing

The Eligible Client Data Listing Report shows any Members that the
program provider has authorization to provide services for or has
visits. The report provides most of the data elements shown in the
client record. The EVV Units of Service Summary Report shows the
daily, weekly, and monthly totals of service units’ delivery for a specific
Medicaid ID. The report also helps identify breaks in services for that
Medicaid ID.

Exception

Exceptions are used to readily identify visits that do not meet the
business rules established for the program. Exceptions can be
informational to alert the user that a criterion was not met, i.e., check
in phone number does not match authorized, or can be critical which
prevents the visit from being exported for adjudication, i.e., no
authorization for service. The Exception Report is structured to identify
exceptions for a single Member or for multiple Members with the same
exception.

Late and Missed

The Late and Missing Visits Report Provides information on late and
missed visits and any selected reason codes. The report can be

Visits filtered to display information relating to a particular Member,
attendant, service, or event.
AuthentiCare verifies the occurrence of authorized personal attendant
Overlapped Visit | service visits by electronically documenting the precise time a service
By Client delivery visit begins and ends. Identifies beneficiaries that have more
than one worker providing care at the same time.
AuthentiCare verifies the occurrence of authorized personal attendant
Overlapped Visit | service visits by electronically documenting the precise time a service
By Worker delivery visit begins and ends This report identifies workers who are
servicing two beneficiaries at the same time.
The Provider Activity Report shows the EVV record associated with
the beneficiary and matches it to the claim / encounter submission for
Provider Activity the provider. This report shows any members that the program

provider has authorization to provide services for or has visits. It
provides most of the data elements shown in the client record. The
report displays only one row for the client, with only the current payer.

Remittance Advice

The Remittance Advice Report provides a generated remittance
advice report which showcases an 835, the electronic remittance
advice (RA) that applicable New Mexico MCOs provide to providers
when reporting the adjudication status of each claim submitted.

Remittance Data
Listing

The Remittance Data Listing Report provides remittance advice
reporting on the AuthentiCare web, so that the provider can examine
paid claims, and understand check amounts.

The Remittance Data Listing report is oriented around the Payer claim
number and not the AuthentiCare claim number, and around payment
date, not claim date. The intent is to support drill down of a payment
received to the individual claims included in it. Claim reports should
still be used to research the payment status of an individual claim.
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AuthentiCare Reports
The Time and Attendance Report is a useful tool for the providers who
need to know the time billed by a selected worker for a specified
time. It can be used to identify workers who report an unusually high
Time and number of hours worked as that could be considered a risk for quality-
Attendance of-care issues or for providers to use to compare revenue generated
by one worker with another. The Time and Attendance Report has
several filter criteria. Claim type, claim dates, and exception are all
required when running the report.
The Unauthorized Location Report will provide ready access to a list of
locations that were made outside the home location associated with
Unauthorized the client. These calls result in a claim with an unauthorized location
Location Report | exception. This report serves as an administrative tool allowing the
Provider to identify caregivers making calls from a location other than
the client’'s home.
The Unauthorized Phone Number Report will provide ready access to
a list of calls that were made from a phone other than the phone
number associated with the client. These calls result in a claim with an
unauthorized phone number exception. This report serves as an
administrative tool allowing the Provider to Identify workers making
calls from outside the home, Identify phone numbers that have
changed and need updating in AuthentiCare.
This report logs only check in and check out information of Worker
entered data. The report can be shared with a Client's Worker
because it does not have billing information, amounts or rates

Unauthorized
Phone Number

Worker Activity involved. This report will also show Client relationship when selecting
a Worker that has a family member to Client relationship established
on the Worker Entity Settings page

Worker By The Worker By Provider Report summarizes service provider
Provider identification numbers, start dates, termination dates, and services.

15.3 Creating a Report
Click Reports on the Main Menu.

Home | Create | Reporis | Scheduling | Dashboards | Visits | Administration | My Account | Custom Links | Logout
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The Report page displays:

Report Templates [Delete Selected Templates] View Reports [Refresh] [Delete Selected Reports]
Claim Details Report = Name Status
[Delete Selected Templates] Claim Details Report Completed
Claim Details Report 6/6/2022 Completed
Create Reports 1:35 PM
Claim Details Report 6/6/2022 Completed
1:35 PM
Authorizations [Refresh] [Delete Selected Reports]
AuthentiCare Service Authorizations
Billing Invoice

Billing Invoice Report

Scheduled AuthentiCare Calendar Events
Claim Data Listing

Claim Data Listing Report

Claim Details

AuthentiCare Claim Details

Claim History

AuthentiCare Claim History

Eligible Client Data Listing

Eligible Client Data Listing Report

Exception Report
Late and Missed Visits
Late and Missed Visits for Scheduled AuthentiCare Events
Overlapped Claim By Client
Overlapped Claim By Client Report
Overlapped Claim By Worker
Overlapped Claim By Worker Report
Provider Activity
Provider Activity Report
Remi Advi
Remittance Advice Report
Remittance Data Listing
Remittance Data Listing Report

me ,!n!! Attendance
Time and Attendance Report

ized -
Unauthorized Location Report
Unauthorized Phone Number
Unauthorized Phone Number Report
r A

Worker Activity Report
Worker By Provider
Worker By Provider Report

There are three sections of the Report Page:

13.

14.

15.

Report Templates — Users can create templates for reports that are created on a regular
basis. For example, there is a need for a report on Late and Missed Visits at the end of each
month for all Clients, a template can be created with the desired settings. Templates are
addressed in more detail in Section 15.6.

Create Reports — Seventeen types of reports are available for creation and each can be
filtered and sorted to create a unique report to fit the user’'s needs. Each report name is a
hyperlink that allows you to enter your filter and sort criteria and run the report. Proceed to
Step 2 for further instructions.

View Reports — Once a report is generated, it appears in the View Reports section of the
page. Reports can be saved to the user’s local drive for permanent storage and retrieval. If a
report is needed at a later date and has been deleted, it can simply be rerun for the same
dates. Methods of viewing reports are addressed in detail in Section 15.4. Click on a report
name hyperlink from the list provided in the Create Reports section of the Report page.
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Create Reports

Authorizats
AuthentiCare Service Authorizations
Billing Lnvoice

Billing Inveice Report

Calendar

Scheduled AuthantiCare Calendar Events
Claim Data Listing

Claim Data Listing Report

Claim Details

AuthentiCare Claim Details

Claim History

AuthentiCare Claim History
Eligible Client Data Listing
Eligible Client Data Listing Report
Exception

Exception Report

Late and Missed Visits

Late and Missed Visits for Scheduled AuthentiCare Events
Overlapped Claim By Client
Overlapped Claim By Client Report
Overlapped Claim By Worker
Overlapped Claim By Worker Report
Provider Activity

Provider Activity Report
Remittance Advice

Remittance Advice Report
Remittance Data Listing
Remittance Data Listing Report

e R pat
Unauthorized Location Report
e
mmm

Worker By Provider
Worker By Provider Report

The Authorizations Report template was chosen for this example. It displays the filter and sort
criteria for the report which are unique for the chosen report.
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Authorizations Report
* Indicates a required field.

* Report Name: |Auth0rizat§0ns Report |

Description:

[JInclude Claim Details
Summary Only
+ At least one of the date ranges must be selected.

+ Effective Dates: | V|

+ Last Update Dates:

¥

Payer: | -
| IS
Client: | :.
Provider: FMS NMCC PROVIDER1
3
Worker: | |
Case M ger: | 'H
|
Service: | =
Sort 1:[ v|
Sort 2: | v
Sort 3: | v

ReportType(s): EpDF [JExcel [Jcsv [xmL

Select the desired report from the Create Reports section of the Reports page.

Enter a Report Name. This automatically defaults to the name of the report selected,
but this name should be changed to something more descriptive. For example, if the
report is for a single Member, the report name can be changed to include the Member’s
name and the date range.

Enter a Description, if desired. This is most helpful in creating templates.

Choose a date range from the drop-down box for the Dates field. This field appears on
this page for all the reports, though it may appear as Visit Dates or Effective Dates
depending on the report selected.

+ At least one of the date ranges must be selected.

+ Effective Dates:
Fixed Date Range
+ Last Update Dates: | Current Day
Current Week
Payer: | Current Month

. Lzst Week
Qient: || a2t Month
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1. Enter any other filter criteria desired such as Member, service provider, Service, or
Provider. These criteria are similar for all reports. Entering one of these or a
combination of these creates a unique report. If no information is added, the report
includes all information for the period selected.

2. Select Sort criteria as desired. These are similar for all reports. AuthentiCare allows
selection of up to three sort items.

a. ltis recommended to also sort reports by Date to make sure the data is received
in chronological order.

b. As an example, the agency provider may choose to have the report sorted first
by Member, then by Service, then by Date.

3. Choose the Report Type(s) to indicate the format in which the report will be displayed.
You can choose as many format types as needed. If you do not choose, the report will
automatically default to PDF except for the two list reports (Visits Data Listing and
Remittance Data Listing) which default to Excel.

4. Click Run Report.

5. The system returns to the Report page. The report appears in the View Reports section
of the page with a submitted time and status. The Status can be one of the following:

e Queued —the report is in line for processing.
e In Progress — the report is being created.
e Completed — the report is ready for viewing.

6. It usually takes a few minutes for a report status to change from Queued to
Completed. There is an interim status of In Progress. To view the updated status of
the report, you may need to click Refresh. This refreshes the page and displays the
updated status of the report.

15.4 Viewing Reports

Once the Status of the Report has changed to Completed, the report may be viewed in the
format(s) selected.

Click one of the icons under the report name to generate the report in the desired format. These
icons do not appear until the status of the report is Completed. The icons are:

Adobe (pdf). This format is the most convenient for printing and viewing.

Excel (xls)

Comma delimited (CSV).
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‘ Note: The column headings in the View Reports section are hyperlinks that
D change the sort order of the reports that are displayed in this section. Click the
hyperlink to toggle the view between descending and ascending order based on

the values in the column chosen.

Click Open if you wish to open the report in a new window or click Save to save the report to a
storage location such as your hard drive or a network drive. (You will not see this if you choose
the Adobe .pdf option to view your report.)

The appropriate application starts based on the format you selected, and the report is displayed.
At that point, you may print the report if desired.

my - - -
@1 FirstData. AuthentiCare® Claim Details
beyond the transaction
FMS NMCC PROVIDER1 (5550117) Total Number of Claims: 2 Total Amount: $ .00
Client: SCALABRINO, FRANK (3542871488) Total Number of Units: 1
Claim Worker Sorvice Service Type Claim Start  Claim End Total Auth Total Auth Export Date Excoption Payer Name
Units Units. Amount Amount L3
94928 Belen, Julie (12152) EPSDT Personal | TimeBased 0N162022  0S16/2022 1 [ 0.00 0.00 ATC1ET, UHCNM
Care (S5125) 01200 PM 01:20 PM C15.C5

Total Number of Claims: 1

Total Amount: § .00

Client: CLIENT1174, TEST T (3000001174) Total Number of Units: 2
Claim Worker Service Servico Type  ClaimStart ClaimEnd  Total  Auth Total Auth Export Date Excoption Payor Name
Units  Units Amount Amount 5
4830 8, WS (13265) SDCB - Respite TimeBased osMe022 0522022 2 o 0.00 0.00 A1LC1EL UHC NM
Standard 0100PM 0130 PM c15
(SDCBT10055D)

Total Numbar of Clalms: 1

Total Amownt: § .00

June 06, 2022 01:35:16 PM Page 1of 1

15.5 Deleting a Report

Reports are automatically deleted three (3) days after they are created. Click the checkbox to
the left of the name of the report you wish to delete sooner.

Report Templates [Delete Selected Templates] View Reports [Refresh] [Delete Selected Reports]
[ claim Details Report = [l Name Submit Time Status
[Delete Selected Templates] | Claim Details Report 7/22/2022 Completed
- BE) 10:28 AM
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Clicking the checkbox next to Name populates a checkmark in the checkboxes for all the
reports listed in the View Reports section.

View Reports [Refresh] | [Delete Selected Reports]]
Name Submit Time Status
Claim Details Report 7/22/2022 Completed

10:28 AM
Claim Details Report 6/6/2022 Completed
p
1:35 PM
Claim Details Report 6/6/2022 Completed
1:35 PM
Claim Details Report 6/6/2022 Completed
1:35 PM

[Refresh] [Delete Selected Reports]

Click Delete Selected Reports if you want to permanently remove the report(s) selected.

15.6 Using Report Templates

Templates are the fastest way to create reusable reports. For example, if you needed to look at
a specific report every day, you should create a template. Templates remain in the Report
Template section until deleted.

15.6.1 Creating Report Templates

To create a report template, please follow the steps below:

1. Click on a report name from the list provided in the Create Reports section of the Report
page.

2. The report criteria page for the report displays. This page is where you enter the filter and
sort criteria for the report.
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Calendar Report
* Indicates a required field.

* Report Name: |Calendar Report

Description: ‘

* Effective Dates: | Last Month v

Event: | |

Authorization:

Payer: I |H

Client: | |n
Provider: FMS NMCC PROVIDER1 @

3

Primary Worker: | |

e

Service: | |

[Include Edited Events Only

Sort 1: | v
Sort 2: | v|
Sort 3: | v|

ReportType(s): EpDF [JExcel [lcsv [xmML

3. Enter a unique Report Name. This automatically defaults to the name of the report
selected, but this name could be changed to something more descriptive.

4. Choose a date range from the drop-down box for the Effective Dates. This varies based
on the type of report.

5. Enter any other filter criteria. This varies based on the type of report.
6. Select Sort criteria as desired.

7. Select the Report Type(s).

8. Click Save as Template.

9. The Report page displays, and the template just created is included in the Report
Templates section.

15.6.2 Running a Report from a Template

To run report from a template, click the Run Report icon adjacent to the name of the template.

224

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

[Delete Selected Templates]

Report Templates
[] Authorizations Report Scheduld k5

The report name will now show in the View Reports section of the Reports page with a
submitted time and status of Queued.

[Refresh] [Delete Selected Reports]

View Reports
[ Name Submit Time Status
O Authorizations Report 9‘;241;2’3212 Queued
'\ Authorizations Report 9/21/2022 Completed
8:42 AM

[Refresh] [Delete Selected Reports]

15.6.3  Editing a Report Template

To editing a report template, please follow the steps below.

1. Click the name of the report. The report criteria page displays.

Report Templates [Delete Selected Templates]

] Billing Invoice Report E
_] | calendar Report 2 ]
] claim Details Report E

[Delete Selected Templates]

2. Edit the report criteria page as desired.
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Calendar Report
* Indicates a required field.

* Report Name: E_C:alendar Report |

Description: |
|
Fixed Date Range v
* Effective Dates: —— anaan — -
Date From|'36-'ﬂlf2022 & To |06/30/2022 | ]
Event: |
Authorization: |
Payer: L g
Client: g
Provider: FMS NMCC PROVIDER1 E
Primary Worker: ! n
Service: | E
[JJ Include Edited Events Only
Sort 1: v|
Sort 2: s
Sort 3: b

ReportType(s): EpoF [ Excel [Icsv []xmL

3. Click Save as Template.
15.6.4 Deleting a Report Template

To delete a Report Template, please follow the steps below.

1. Click the checkbox to the left of the name of the report template you wish to delete.
2. Click Delete Selected Templates if you want to permanently remove the report template.

Report Templates [Delete Selected Templates]
(] Billing Invoice Report )
(] | calendar Report ]
(] Claim Details Report ]

[Delete Selected Templates]

After the delete function, the page displays, and the deleted calendar report template is no
longer listed.
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15.7 Scheduling a Report

AuthentiCare users use a standard report criteria (template) page to select content and sorting
of the data requested in a report. Instead of running as a report immediately from the Reports
page, the user can select “Save as Template.” This choice accesses a Reports Scheduler
feature in AuthentiCare whereby a provider is able to:

1. For any report, filter for content, sort as needed, then select a standard file format for
the output (Excel, CSV, XML, or PDF), and
2. Save the template.

Provider Activity Report
* Indicates a required field.

* Report Names: [Frovider Activity Repart for Wed FM

Description:

* Claim Type: |41l Clzims
* Claim Dates: |Curr=rt Wask
Payer: [
Client: li ¥
Provider: CMC Test Proviser (88

Worker:

Personal Care - Consumer Delegal ™~
Parsonal Care - Consumer Directe
Personal Care - Consumer Directs
Fersonal Care - Consumer Directe.,
Consumer Directed Administrative

Service:

All Exceptions

All Critical Exceptions u
All Infarmational Exceptions
* P
EEET IR All Incomplete
Authorize "

Calculate

Sort 1:|Cli:rt Name
Sort 2 | Worker Name
Sort 3: | Service

[l [e] <]

Summary Only: []

ReportType(s): [Hror [Jexe= Josv Cume

[ Sove s Tempiste | Run Report | Cancel |

3. Once, saved, select Schedule.
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Report Templates [Dmiata Saissted Tampiates]
[0 Authorizations Report Schedule =]
[0 calendar Report Schedule =]

[0 Provider Activity Report for Wed PM Schedule (=]

The Schedule Report window displays.

Schedule: Provider Activity Report for Wed PM

Schedule Type:
Start Date:
End Date:

Monthly:

Recurring Weekday:

Disabled:

Email:

N o uos

|DAILY .
4/6/2016 Time: PM[~]
4152016 v

O Day of the Month[ | Q The [First “[[Sunday v

[Isunday [IMonday []Tuesday [¥Iwednesday
W Thursday [Friday [Saturday

O

[v] send Email when report completes

Email Addresses (semicolon delimited list):

cmc@testprovider.com

["Update | Cancel |

For Schedule Type, choose a daily or monthly schedule for the report to run.
Specify a regular Time in the scheduler for the report to run.

Select the Day of the Week or the Day of the Month for the report to run.

Specify Email Addresses to receive an automated email alert once the report has

completed running and the file is ready for pickup and viewing.

An example of the email received: Scheduled AccessNet Report, Provider Activity Report for
Wed PM has completed on 04/06/2016 at 04:31 PM.

8. Scheduled Export files for the Provider are available under View Reports on the

Reports page

9. The user clicks on a file icon and the file opens in a browser tab. The file can be saved

from there.
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15.8 Report Examples

15.8.1 Authorizations Report without Claim Detail

The Authorizations Report lists all authorizations in AuthentiCare for a given time period. The
report can be filtered to include only authorizations for a particular Client or service. It can be
sorted to display the authorizations in a certain order. For example, the provider may choose to
see the authorizations sorted by service then by Client. The Authorizations Report without Claim
Detail does not include the claims associated with the authorizations.

The Authorizations Report as displayed in the screenshot below only requires filter criteria for
Effective Dates (Effective Dates of the authorization). The options include Current Day, Current
Week, Current Month, Last Week, Last Month, and Fixed Date. If Fixed Date is chosen, then
you must enter the “from” and “to” dates (mm/dd/yyyy). Additional filter criteria include Client,
Provider, Worker, Service and Waiver.

Authorizations Report

* Indicates a required field.

* Report Name: ;Authmizatiors Report

Description:
[ Include Claim Details
Summary Only
+ At least one of the date ranges must be selected.
+ EffectiveDates: | V|
+ Last Update Dates: h
Payer: ‘ |H
Client: ‘ |E
Provider: FMS NMCC PROVIDER1
Worker: ‘ |n
Case Manager: ‘ |n
e
Service: ‘ |
Sort 1: | v
Sort 2: | v
Sort 3: | v

ReportType(s): B poF [JExcel [Jcsv [xmML

Save As Template Run Report
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The Authorizations Report can also be sorted which means that the information returned on the
report is grouped by whatever sort selection is made. For instance, if Client is chosen, then all of
the authorizations for that Client are grouped together. Below is a screenshot of the Sort options
available on the Authorizations Report.

Sort 1: e
Sart 24 Effective Date Start
Sort 3: | Provider

Worker

Client Id

ReportType(s): [@p Clierlt Name
Service

Save As Template Run Report

An example of the Authorizations Report:

#iFrstbata.  AuthentiCare® Authorizations Report

Any Provider
Worker
Asy
Chare Serece Servce Type  aant [25] Total Assrorazton
Urine
Aniue
) Sgere ORIDNU! FOBO0RUTI Und v = V0000 AL D
0 vy
Ay Sapmre GROGIL [GIOMAL) Lt sy wy 000000 GECOBLIDT,
0 rey
Faunlones, Bradieigh (841881)
Chant Serece Servics Type  Siart (2] Total Astroraaton
Urita
Ansue

CLENTYM), TEST T BOCH . Sl vebs) Trvetimes WTIEED 1 2O0T0M PENY) PAAMLITR0CR
00 1haY| [ Exptption pancag 1

15O Py y

15.8.2  Authorizations Report with Claim Detail

The Authorizations Report with Claim Detail is the same as the Authorizations Report described
in Section 15.8.1; however, in addition to the authorizations, any claims associated with those
authorizations are also displayed. This report provides information on the number of units
remaining in the authorization based on the number of units for which there are claims.

The filter and sort criteria are the same as the Authorizations Report without Claim Detail, but
you must check the Include Claim Details checkbox.

Authorizations Report
* Indicates a required field.

* Report Name: | Authorizations Report

Description:

I [l include Claim Details I

Summary Only
+ At least one of the date ranges must be selected.
+ Effective Dates: il

+ Last Update Dates: I v
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15.8.3  Authorization History Report

The Authorization History Report lists both new authorizations and updated authorizations.

New authorizations are labeled in the report as “New.”

Updated authorizations are labeled as “Update” with the “change” date and the “start date” of
the updated service. The report displays the last two records and the update so providers can
identify what changes have been made over time.

The Authorization History Report as displayed in the screenshot below has several filter criteria.
The filter criteria for Effective Dates (Effective Dates of the authorization) has options that
include Current Day, Current Week, Current Month, Last Week, Last Month, and Fixed Date
Range. If you select Fixed Date Range, you must specify a “from” and “to” date (mm/dd/yyyy).

Authorizations Report

* Indicates a required field.

* Report Name: |Authorizatians History Report |

Description:

[Include Claim Details

Summary only

+ Effective Dates: v

+ Last Update Dates: - A — phkaal
[04/01/2022 |5 To[04/30/2022 | 5
Payer: ‘ ‘E
Client: ‘ ‘E
Provider: FMS NMCC PROVIDER1 E
Worker: ‘ ‘n
Case ger: ‘ \E
Service: ‘ ‘n
st~
stz ]
stz ]

ReportType(s): EpPDF [JExcel ISy XML

Save As Template Run Report

NOTE: The effective date for data in this report is April 2022.

An example of the Authorization History Report:

231

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

r . - -
@i FrstData.  AuthentiCare® Authorizations Report
beyond the transaction
Any Provider
Worker
LKOLYNN, KOLYNN (652655)
Client Service Service Type Start End Total Authorization
Units/

Amount
LCURTIS, CURTIS M SDCB - Self Directed TimeBased 01/01/2020 12/30/2099 36000 068584078687
(3645068584) Personal Care (SDCB99509) 99509
LCURTIS, CURTIS M SDCB - Self-Directed TimeBased 01/01/2020 12/30/2099 36000 068584078687
(3845068584) Personal Care Exception 99509E.

(SDCBYS509E)
LCURTIS, CURTIS M SDCB - Respite Standard TimeBased 01/01/2020 12/30/2099 36000 068584078687
(3845068584) (SDCBT10058D) T1005SD
LCURTIS, CURTIS M SDCB - Respite Standard TimeBased 01/01/2020 12/30/2099 36000 068584078687
(3845068584) Exception (SDCBT1005SDE) T1005SDE
LYSIS, YSIS (529810)
Client Service Service Type Start End Total Authorization
Units/

Amount
LANDRE, ANDRE M SDCB - Self Directed TimeBased 01/01/2020 12/30/2099 36000 068671076682
(3093068671) Personal Care (SDCB99509) 99509
LANDRE, ANDRE M SDCB - Self-Directed TimeBased 01/01/2020 12/30/2099 36000 068671076682
(3093068671} Personal Care Exception 99509E.

(SDCBYS509E)

LANDRE, ANDRE M SDCB - Respite Standard TimeBased 01/01/2020 12/30/2099 36000 068671076682
(3093068671 (SDCBT100530) T10055D
LANDRE, ANDRE M SDCB - Respite Standard TimeBased 01/01/2020 12/30/2099 36000 068671076682
(3093068671} Exception (SDCBT1005SDE) T1005S!

15.8.4  Billing Invoice Report

The Billing Invoice report gives a list of claims for each service date, along with the billing
status and amount. With this report, providers have documented what was submitted each day.
Providers can then monitor the Remittance Advice to ensure that each claim was adjudicated as
expected.

The Billing Invoice Report as displayed in the screenshot below has several filter criteria: Claim
Type, Claim Dates, and Exception are all required when running the report.
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Billing Invoice Report
* Indicates a required field.

* Report Name: |Bi||ing Invoice Report |

Description:

* Claim Type:

hd |

* Claim Dates:

Payer: H
Client: | | H

Provider: FMS NMCC PROVIDER1 (25

Worker: | | H

Case Manager: | | H

All Services
Personal Care - Consumer Delega
Personal Care - Consumer Directe

SEDEE Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cal ~
All Exceptions
All Critical Exceptions
. . |Allinformational Exceptions
BIEPIETE All Incomplete
Authorize
Calculate -
Sort 1: | v
Sort 2: | v
Sort 3: | v

ReportType(s): PDF [JExcel (Jcsv CIxmL

Save As Template RunReport |  Cancel |

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

Billing Invoice Report
* Indicates a required field.

* Report Name: |Bi||ing Invoice Report |

Description:

* Claim Type: v

* Claim Dates:

All Claims

Exported Claims Only ﬂ
Payer: | yon-Exported Claims Only

Specific Claim

All Active Claims H

Client: N .
All Inactive Claims

233

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

Billing Invoice Report
* Indicates a required field.

* Report Name: | Billing Invoice Report |

Description:

| hd |

* Claim Type:

* Claim Dates:

Payer: | Fixed Date Range E
Current Day
) Current Week :\E
Client: | ¢ rront Month
Last Week
Provider: | | 5ot Month 15

Select the Exception from the list of information and critical exceptions or choose All
Exceptions.

All Exceptions

All Critical Exceptions

All Informational Exceptions

All Incomplete

Authorize

Calculate -

* Exception:

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client ID, Worker ID, Worker Name, and Service. This determines the order of the
data.

Sort 1: b
Sort Z Service Date
Sort 3: | Check In Time
Claim Number
Client Id
Client Name L
Worker ID
Worker Name

Save As Template |[EEERSS ancel |

ReportType(s):
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An example of the Billing Invoice Report:

Page 1 of 1

4 FirstData. AuthentiCare® Billing Invoice Report

beyond the transaction

Report Date: August 03, 2022 08:04:27 AM Filtered By: Date Range, Visit Type, Provider D, Service, Exception
Total Records Retumed: 1

Date Range: 3/1/2022 to 3/31/2022 ) Sort by:
Visit Type: All Claims
Provider Id: 5550117 Case Manager Id:
Worker Id: Service: All
Client ID: Exception:All
Provider Id : 5550117 Provider Name: FMS NMCC PROVIDER1
Dato Of Service: 315/2022
Claim  Clint Name. Medicald  Client D Claim Status Service ~ WorkerName CheckIn  Check Out Actual Auth  Paid  Billed  Payment Export Exceptions  Payer
Number Number Unit  Unit Amount Amount  Date Date Name
|949u4 |C\i=nl4.TCuETesl 111111104 |3|\\1|110Infu£ch\s |x9999 Werker3, ||.\SPM | | 1 | 1 | 0.00 | 0.00 | |oms/2022|:1.u |ECBSN | ‘
TCoETest M
Daily Totals : 1 1 ‘0.00 0.00 2
Provider Totals: 1 1 0.00 0.00 2

15.8.5 Calendar Report

The Calendar Report lists all scheduled events for a selected time period. The report can be
filtered to include only events related to a particular Client, Worker, or Service. The report can
be generated by the day, by the week or by the month.

The Calendar Report as displayed in the screenshot below only requires a filter criterion for
Effective Dates which include Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to

date (mm/dd/yyyy).

Calendar Report

* Indicates a required field.

* Report Name: [Calendar Report |

Description:

Payer: ‘n

Client: ‘ ‘n
Provider: FMS NMCC PROVIDER1 E

Primary Worker: ‘ ‘ n

Service: ‘ ‘n

[Clinclude Edited Events Only

sz~
sot2:|
sotz: v

ReportType(s): EdpoF [Excel [Icsv [IxXML

Save As Template
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Additional filter criteria include Event (to report on a specific event), Authorization (to report on
the events scheduled for a specific authorization), Client, Provider, Primary Worker and Service.

Event: i |
Authorization: |
Payer: | E
Client: -
Provider: FMS NMCC PROVIDER1 3§
Primary Worker: | E
el

Service: |

If desired, you may also select sort criteria which include Scheduled Start, Provider, Worker,
Client ID, Client Name, Event, Authorization, and Service.

Service: | | E

[l 1nclude Edited Events only

Sort 1: v
Sort 2, Scheduled Start
Sort 3: | Provider
Worker
Client Id
ReportType(s): Client Name ML
Event
= | Authorization .
Senice Fancel _|
An example of the Calendar Report:
4 FirstData. AuthentiCare® Calendar Report
Eaerycond the Ly s tior
One, Worker (91788) Event Total: 10
Event Scheouled Start Schaduled Ena Cuent Proviosr SenICH Authonzation ID  Edit Reason
437 SN142014 80000 AM  5M142014 0000 AM  Clent, Third (£36) Provider 1 Test (424) Personal Care - 1003 MNone
100 Main Street

Roswe, NM 83201
$134893599
37 SNS201480000AM  S1S/2018 SO0I00AM  Clere, Thig (436) Prouices 1 Test (424) Personal Care - 1003 Mone

(T1018)
100 Main Street

Roswel. N\ 85201
5134599599

15.8.6  Claim Data Listing Report

The AuthentiCare Claim Data Listing Report gives a provider the ability to download claims data
as needed for use in the back-end systems. As with the other AuthentiCare reports, the provider
must select report criteria on the criteria pages.
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The Claim Data Listing Report is a report that lists, by provider and Worker, all services
performed during a given time period and the total dollars billed.

The Claim Data Listing report is also a useful tool for MCOs to get an overview of the data
specific to Stipend claims by each provider. The report will also help the MCOs in monitoring
and tracking web claims for Personal Care - Consumer Delegated (T1019), Personal Care -
Consumer Directed Visit (99509V) and Stipend (G9006U1 and G9006U2) services.

The Claim Data Listing Report template is shown here:

Claim Data Listing Report

* Indicates a required field.

* Report Name: |Claim Data Listing Report |

Description:

* Claim Type: | v |

+ At least one of the date ranges must be selected.

+ Service Dates: \:\

+ Billing Dates: \:\

+ Payment Dates: \:\

+ Claim Creation Dates: \:\

Payer: | |E
Client: | |E
Provider: FMS NMCC PROVIDER1 E
Worker: | |E
Case Manager: | |E
All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCE - Self Directed Personal Cal -

Receive Stipends: EI

Service:

Sort 1: | v|
Sort 2: | v |
Sort 3: | v|

ReportType(s): EExcel [IpoF (Jcsv CIxML

Save As Template Run Report m

Both Claim Creation Dates and Receive Stipends, Yes or No, are filters on the Claims Data
Listing report template.
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Services Personal Care — Consumer Delegated (T1019), Personal Care — Consumer Directed
Visit (99509V) and Stipend (G9006U1 and G9006U2) are displayed in the body of the report in
the column under Service.

The report has columns for External Worker ID for the provider-specific Worker ID if that Client
ID is utilized by the provider. The report also has a column for Claim Create Date and the
report can be sorted by that date.

The Device ID of the Worker’s mobile smart phone is both registered on the Worker Entity
Settings page and displayed in the body of the Claim Data Listing Report. The Device ID, the
Source and the Claim Note Reason for creating the claim through the AuthentiCare web are all
displayed in the body of the report as shown in the last screen shot below.

The listing report is a very simple format with a row of column headings followed by a list of data
rows so that it is easily integrated with other back-office systems.

| A | B C D E F i
External
1 Claim Id Provider Id Provider Hame Worker Id Worker HName Worker ID
2
G H I J K L M =
Client Billing Team Case Case Manager
1 Client Id Medicaid ID Client Name Assignment Manager Id Hame Service
2
I |
M 8] P Q R 3 T i
Date of Actual Authorized Billed Paid
1 Service Check In Check Out Units Units Amount Amount
2
U v w X Y z AAE
Last Billing Last Payment Activity
1 Date Date Claim Status Codes Mileage Travel Time Excepti
2
[
Al AB AC AD AE
Last Update
1 Exception(s) Create Date Date Authorization Payer Name
2
Al - B | Claimid v |
| 4] AF [ AG | AH | Al ':]
[ 1 External ClientlD Device ID Source Claim Note Reason
2
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An example of the Claim Data Listing Report itself is listed here:

5 Search (Alt-Q)

File Home  Insert  Page layout  Formulas Data  Review  View  Help  Smarterypt
AL £ e
A B c D E F G H 1 J K L M N o P a R S Z
B FirstData. AuthentiCare®
. Bt vaniacion Claim Data Listing Report
Exteral Client Billing Team case Case Manager Date of Actual Autorized Biled
2 Claim1a Providerid Provider Name Workerid  WorkerName  Worker 1D Clientia Medicaidld  ClientName  Assignment  Managerid Name Service  Service Checkin Check Out units Units Amount
s 94904 ss50117 FUS NICC PROVIDER1 181991 Worker, 3111104 Cllnté, TCoETest D FI33302  SupporBrokerz, X999 0152022 1:15P10 1 1 5000
TCoETest
. sus21 ssso117 FUS NICC PROVIDER1 17383 4 Test so1se1 Test, Clenti 11 SDCBTIOSS 0315022 008 200 1 0 5000
5 aumr ssso117 FUS NIICC PROVDER1 17883 4 Test so191 Test, Clent1 11 SDCBTIOSS 0352022 008 209 1 0 5000
[
. a8 ssso117 FUS NIICC PROVDER1 17883 4 Test 3542671458 SCALABRINO, FRANK ssi2s oua0zoz 008 209 1 0 5000
7
8
9
10
1
12

15.8.7  Claim Details Report

The Claim Details Report lists all claims in AuthentiCare for the time period specified. The report
can be filtered to include only certain types of claims (for example, claims that have been
exported for billing) or only claims for a particular Client, Worker and/or service. It can also be
sorted to display the claims in a specific order.

The Claim Details Report as displayed in the screenshot below has several filter criteria. Claim
Type, Claim Dates, and Group By are all required when running the report.

Claim Details Report

* Indicates a required field.

* Report Name: |C|aim Details Report |

Description:

* Claim Type: | hd |

Payer: | | E

Client: | | E

Provider: FMS NMCC PROVIDER1 E

Worker: | |E
Case Manager: | |E
Service: | |E

Sort 1: | v|
Sort 2: | v|
Sort 3: | v|

[J Summary only

ReportType(s): EPDF [ Excel (lcsv CIxmL

Save As Template] RunReport |  cCancel |
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Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type:

* Claim Dates: 7" |5ims

Exported Claims Only ﬂ
Payer: | pon-Exported Claims Only

Specific Claim

All Active Claims E

Client: - .
All Inactive Claims

Provider: FMS NMCC PROVIDER1 [

Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

* Claim Dates:

Payer: | Fixed Date Range E

Current Day

) Current Week :E

Client: | o\ rrent Month
Last Week

Provider: | | oot month 15

Select Group By so the claims listed are grouped according to your selection. The options
include Client, Provider, Exception (Client), and Exception (Provider).

Client
Sort 1 Provider
Exception {Client)
Exception (Provider)

Sort

o

Sort 3: |

Additional filter criteria include Client, Provider, Worker, Service and Waiver.

If desired, you may also select sort criteria which include Start Date, Provider, Client, Worker,
and Service. This determines the order of the data within the group selected in Group By.

Sort 1: b
SOrt 2: Fctart Date
Sort 3: | Provider
Worker
Client Id
Service
Client Name
ortTvnel s): PIF 1 _[Fwral | 1TaY 1 _TXMI
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An example of a Claim Details report:

. . . .
2 FirstData. AuthentiCare® Claim Details
beyond the transaction
FMS NMCC PROVIDER1 (5550117) Total Number of Claims: 2 Total Amount: $ .00
Client: SCALABRINO, FRANK (3542871488) Total Number of Units: 1
Claim ‘Worker Service Service Type Claim Start  Claim End Total Auth Total Auth Export Date Exception Payer Name
Units Units Amount Amount £
94929 Belen, Julie (12152) EPSDT Personal TimeBased 0516/2022 05/16/2022 1 0 0.00 0.00 A1,C1,E1, UHC NM
Care (85125) 01:00 PM 01:20 PM C15.C6

Total Number of Claims: 1

Total Amount: § .00

Client: CLIENT1174, TEST T (3000001174) Total Number of Units: 2
Claim Worker Service. SorviceType  ClaimStart  ClaimEnd  Total  Auth Total Auth Export Date Excoption Payer Name
Units __Units Amount Amount s
94930 8, WS (13265) SDCB - Respite TimeBased 05M2/2022  05/12/2022 2 0 0.00 0.00 A1,C1E1, UHC NM
Standard 01.00PM  01:30PM cis

(SDCET10055D)
Total Number of Claims: 1

Total Amount: § .00

15.8.8  Claim History Report

The Claim History Report lists the detail of changes made to a claim or group of claims for
auditing purposes. For example, a claim was confirmed for billing and there is a need to know
who confirmed it. The Claim History Report as displayed in the screenshot below only requires a
filter for Claim Dates which include Current Day, Current Week, Current Month, Last Week,
Last Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from”
and “to” date (mm/dd/yyyy).

Claim History Report

* Indicates a required field.

* Report Name: |Claim History Report |

Description:

Claimates: V]

Payer: | |E
Client: | |E
Provider: FMS NMCC PROVIDER1 E

Worker: | |H
Case ger: | |H
Service: | |n

Sort 1: | v|

Sort 2: | v|

Sort 3: | |

ReportType(s): EPDF [ Excel [lcsv [lxmML

Save As Template Run Report

Additional filter criteria include Claim (to report on a specific claim), Client, Provider, Worker,
Service.
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If desired, you may also select sort criteria which include Start Date, Provider, Client, Worker,
and Service.

Sort 1:

Sort 2:

Start Date
Sort 3: | Provider

Morker
Client Id

portType(s): J Service A

An example of the Claim History Report:

B FirstData. AuthentiCare® Claim History

beyond the transaction

Claim94958
Client: SCALABRINO, FRANK Provider: FMS NMCC PROVIDER1 (5550117) Worker: cox, cayle (13204)
(3542871488)
Last Update Updated By Service Service Type _ Claim Stat__ Claim End__ Actual Units _ Auth Units _Actual Amt___ Auth Amt Exceptions __ Payer
6/29/2022  Ahdmin@authenti SDCB - TimeBased 06/26/2022 0 0 0.00 0,00 A1C1E1.C15L UHGNM
0:27:44 AM  care com Respite 09:27 AM 102

Home Health

Aide
(SDCBT1005
HHA)

62912022 AAdmin@authenti SDCB - TimeBased 062012022  06/28/2022 ) 0 0.00 0.00 A1,C1E1.C15L UHC NM
9.28:31 AM  care.com espile 0927 AM 09:28 AM 102
Home Health
(SDCBT1005
HHA)
Claim94959
Client: SCALABRINO, FRANK Provider: FMS NMCC PROVIDER1 (5550117) Worker: cox, cayle (13204)
(3542871488)
Last Update_Updated By Service Servico Type _ Claim Start _ Claim End _ Actual Units _ Auth Units_Actual Amt__ Auth Amt Exceptions __ Payer
62912022 AAdmin@authenti SDCB - Self TimeBased 06/29/2022 0 0 0.00 0.00 A1,C1E1.C15L UHCNM
9.28:51 AM  care.com Directed 09:29 AM 102
Persanal
Care.
(SDCB99509)
612012022 AAdming@authenti SDCE - Self TimeBased 0BI2012022  06/26/2022 0 0 0.00 0.00 A1,C1E1.C15L UHC NM
9:30:50 AM  care.com Directed 0920 AM  09:30 AM 1.2
Persanal
are
(SDCB99508)
71212022 heydi@sdcbadmin SDCB - Self  TimeBased 062012022  06/28/2022 ) 0 0.00 0.00 A1,C1E1C15L UHC NM
21548 PM _com Directed 0020 AM 09:30 AM 12
Personal
Care
(SDCBOAS0)
July 25, 2022 12:18:17 PM Page 10f 2

15.8.9  Eligible Client Data Listing Report

This report shows any Clients that the provider has authorization to provide services for or has
claims. The report provides most of the data elements shown in the Client record. The report
displays only one row for the Client, with only the current payer.
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Eligible Client Data Listing Report

* Indicates a required field.

* Report Name: ‘Eligib\e Client Data Listing Report |

Description:

*Eligibility Dates: | v|

Payer: ‘ |g

Client: ‘ |ﬂ
Provider: FMS NMCC PROVIDER1

Worker: ‘ |g

Case 3 ‘ |ﬂ

ger:

All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cai ~

HighRisk: | v|

Sort 1: | Client Last Name v
Sort 2: | Client First Name v
Sort 3: | Medicaid ID v

Service:

ReportType(s): Eexcel (lpoF [lcsv [Cxme

Save As Template Run Report

An example of the Eligible Client Data Listing Report:

Client Name Client ID SSN Gender | DOB Status
Client, Fourth 437 838234982 | Male 01/01/2000 | Active
Client, Third 436 234234234 | Male 01/01/2000 | Active

15.8.10 Exception Report

Exceptions are used to readily identify claims that do not meet the business rules established
for the program. Exceptions can be informational to alert the user that a criterion was not met,
i.e., check in phone number does not match authorized, or can be critical which prevents the
claim from being exported for adjudication, i.e., no authorization for service. The Exception
Report is structured to identify exceptions for a single Client or for multiple Clients with the same
exception.

The Exception Report as displayed in the screenshot below has several filter criteria. Claim
Type, Claim Dates, and Exception are all required when running the report. Select from the
Exception list which exceptions you want returned in the report. Hold down the Ctrl key to select
more than one type of Exception.
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Exception Report
* Indicates a required field.

* Report Name: |Excepticr Report |

Description:
P
* Claim Type: | v |
*Claimpates: [ |
Payer: | |H
Client: | |ﬂ
Provider: FMS NMCC PROVIDER1 E
Worker: | |ﬂ
Case Manager: | |ﬂ
All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directs
Personal Care - Consumer Directe
Personal Care - Consumer Directe
EPSDT Personal Care -

Service:

All Exceptions
All Critical Exceptions
All Informational Exceptions

* 3 -
Exception: |, Incomplete

Authorize

Calculate -
Sort 1: | v|
Sort 2: | v|
Sort 3: | v|

ReportType(s): PDF [JExcel [Jcsv [CIxmL

Save As Template Run Report m

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type:

* Claim Dates:

All Claims

Exported Claims Only
Payer: | non-Exported Claims Only
Specific Claim
Client: All .-J.ctlvle Clalmls
All Inactive Claims

. - n E A PSP . |

Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

244

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

* Claim Dates:

Payer: | Fixed Date Range E
Current Day
i Current Week :E
Client: | - rent Month
Last Week
Provider: | | ..; ponth 1

Select the Exception from the list of information and critical exceptions or choose Al
Exceptions.

All Exceptions

All Critical Exceptions

All Informational Exceptions

All Incomplete

Authorize

Calculate -

* Exception:

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1:‘ ,,’
Sort 2 Service Date
Sort 3: | Check In Time
Claim Mumber
Client Id
ReportType(s): B Client Name h
Worker ID
Norker Name

Save As Template [Nl Cancel |

An example of the Exception Report:

Page 10f 2
r4 F - s
IrstData.
beyondie arsactn AuthentiCare® Exception Report
Report Date: August 03, 2022 08:13:29 AM Filtered By: Date Range, Visit Type, Provider ID, Service,
Exception
Date Range: 2022-03-01 to 2022-03-31 Sort by.
Provider Id: 5550117 Visit Exception Record Returned : 13 Case Manager Id
Worker Id: Visit Type: All Claims Service: All
Client ID: Exception: All
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r 4
Rim

rstData.

d the transaction

Provider Name: FMS NMCC PROVIDER1 (5550117)

Exceptl Visit  Client ID
on  Number

Al
Al
a1l
ct
c1

c1

%

15.8.11

94921

94927

94928

84921

94927

94928

94904

94921

84927

94928

04928

04928

501991

501991

3542871488

501991

501991

3542871488

3111111104

501991

501891

3542871488

3542671488

3111111104

3542671488

TEST. Clientt 11

TEST, Clientt 11

SCALABRINO, FRANK

TEST, Clientt 11

TEST, Client1 11

SCALABRINO, FRANK

Clientd, TCoETest

TEST. Clientt 11

TEST, Clienti 11

SCALABRINO, FRANK

SCALABRINO, FRANK

Clientd, TCoETest

SCALABRINO, FRANK

SupportBroker2,

SupportBroker2,

AuthentiCare® Exception Report

Worker ID

17983

17983

17983

17983

17983

17983

181991

17983

17683

17983

17683

181991

17683

Number Of Visit With Exceptions: 4

WorkerName ~ Checkin  Check In
Time. Number

4 Test 1:00PM

4, Test 1:00PM

4, Test 1:00PM

4, Test 1:00PM

4, Test 1:00PM

4 Test 1:00PM

Worker3, 1:15PM

TCoETest

4 Test 1:00PM

4, Test 1:00PM

4 Test 1:00PM

4, Test 1:00PM

Worker3 1:15PM

TGoETest

4, Test 1:00PM

Check Out Check Out
Time Number
1:20PM
1:20PM
1:20PM
1:20PM
1:20PM

1:20PM

1:20PM
1:20PM
1:20PM

1:20PM

1:20PM

Number of Exceptions: 13

Actual Date

Of Service

03152022

03152022

033012022

03152022

03152022

033012022

03152022

03/152022

03/15/2022

033012022

0313012022

03/152022

0313012022

0

[

Page 2of 2

Actual Auth Service
Unit Unit

SDCBT10055C
SDCBT1005SD
E

5125
SDCBT10055C
SDCBT1005SD
E

5125

Xg999
SDCBT10055C
SDCBT1008SD
E

5125

35125

X9999

35125

Payer Name

Pres HP

Pres HP

UHC NM

Pres HP

Pres HP

UHC NM

BCBSNM

Pres HP

Pres HP

UHC NM

UHC NM

BCBSNM

UHC NM

Note: Exceptions are grouped by claim number. Claim number is equivalent
to Claim ID.

Late and Missed Visits Report

The Late and Missed Visits Report lists all late and missed visits for a selected time period. The
report can be filtered to display information relating to a particular Client, Worker, service or

event.

The Late and Missed Visits Report as displayed in the screenshot below only requires filter
criteria for Effective Dates which include Current Day, Current Week, Current Month, Last
Week, Last Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a
“from” and “to” date (mm/dd/yyyy).
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Late and Missed Visits Report
* Indicates a required field.

* Report Name: |Late and Missed Visits |

Description:

*Effectivepates:[ ]

Event: | |

sows:[ ]

Authorization:

Payer: | |E
Client: | |H
Provider: FMS NMCC PROVIDER1 E

Primary Worker: | |E
Service: | |H

Sort 1: | v|

Sort 2: | v|

Sort 3: | v|

ReportType(s): EPDF [JExcel [Jcsv O xmML

Save As Template Run Report

Additional filter criteria include Event (to report on a specific event), Status (Late, Missed or
Completed Late), Authorization, Payer, Client, Provider, Primary Worker and Service.

Event:

Status: | v|

Authorization: |

Payer: | |H

Client: | |E
Provider: FMS NMCC PROVIDER1 2§

Primary Worker: | |n

Service: | |n

If desired, you may also select sort criteria which include Scheduled Start, Provider, Client,
Worker, Event, Authorization, and Service.
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Sort 1: bl
Soet Scheduled Start
Sort 3: | Provider
Worker

Client Id

ReportType(s): Client Name ML
Event

Authorization e

wervice Fancel
Missed Delays

Completed Late Delays

Late Delays

High Risk

Womt s m_ .1 am L 5.

An example of the Late and Missed Visits Report:

J - - - -
s FirstData. AuthentiCare® Late and Missed Visits
beryond the rarmac tion
Client, Third (436) Event Total: 1
Provider: Provider 1 Test (424)
Event Stafus Worker Service Servics Clalm ID Claim Emall Sent Acknowledged Mizsed VisR
Typs Start End Start By Code
£37 Miszed One, Worker Personal Care - TmeBased 0S1142044 oS04 05142014
[91758) Consumer Delegated 08:00 AM 0%:00 AM 0341 PM
(T1018
Number of Events: 1

15.8.12 Overlapped Claim Report by Client

The Overlapped Claim Report by Client is useful in identifying quality concerns and/or
overpayments. Under usual circumstances, service is delivered to one Client before the Worker
moves on to provide services for the next Client. Monitoring the Overlapped Claim Report by
Client enables the user to identify Clients whose care may be compromised as well as Workers
that may have forgotten to check out from one service before beginning to provide another
service to the same or another Client. This report is also helpful in determining patterns for
specific Workers that may need targeted training/retraining or reminders of program
requirements and expectations.

The Overlapped Claim Report as displayed in the screenshot below has several filter criteria.
Claim Type and Claim Dates are required when running the report.
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Overlapped Claim By Client Report

* Indicates a required field.

* Report Name: |O\*er|apped Claim By Client Report |

Description:
P
* Claim Type: | ~ |

Payer: ‘ |n

Client: ‘ |E

Provider: FMS NMCC PROVIDER1

Worker: ‘ |E

Case Manager: ‘ |E

All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cai ~

Service:

Sort 1: | v|

Sort 2: | v|

Sort 3: | v|

ReportType(s): EpDF [JExcel [lcsv CIxmL

Save As Template]  Run Report

The Overlapped Claim Report by Client as displayed in the screenshot below has several filter
criteria. Claim Type and Claim Dates are required when running the report. Additional filter
criteria include Client, Provider, Worker and Service. You may also sort from the additional sort
criteria.

15.8.13 Overlapped Claim Report by Worker

The Overlapped Time Report by Worker is useful in identifying quality concerns and/or
overpayments. Under usual circumstances, Workers should complete care for one Client before
moving on to provide care to another Client. Monitoring the Overlapped Claim Report enables
the user to identify Clients whose care may be compromised as well as Workers that may have
forgotten to check out from one service before beginning to provide another service to the same
or another Client. This report is also helpful in determining patterns for specific Workers that
may need targeted training/retraining or reminders of program requirements and expectations.

The Overlapped Claim Report by Worker as displayed in the screenshot below has several filter
criteria. Claim Type and Claim Dates are required when running the report.
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Overlapped Claim By Worker Report
* Indicates a required field.

* Report Name: |Over’\apped Claim By Worker Report |

Description:
y
* Claim Type: | hd |
“Caimpates:| V|
Payer: | |n
Client: | |H
Provider: FMS NMCC PROVIDER1 -P:E
Worker: | |H
Case ger: | |n
All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe

Service: |porsonal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cai =
Sort 1: | |
Sort 2: | v|
Sort 3: | v|

ReportType(s): pOF [ JExcel [csv [lxmML

Save As Template Run Report

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or

Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type:

* Claim Dates:

All Claims

Exported Claims Only
Mon-Exported Claims Only
Specific Claim
client: All .i'-.ctivle Claimls

All Inactive Claims

Payer:

Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last

Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

* Claim Dates:

Payer: | Fixed Date Range LS
Current Day
) Current Week -
Client: | -\ rrent Month

) Last Week
Provider: | | .ot Month 1 g5
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Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client ID, Client Name, Worker ID, Worker Name, and Service. This determines the
order of the data.

Sort 1: hd
Sort 23 Service Date

Sort 3: | Check In Time
Claim Number

Client Id
ReportType(s): [ Client Name i
portType(s) Worker ID
— Worker Name T
L R | Service Cancel |

An example of the Overlapped Claim Report by Worker Report:

Page 1 of 1

fiFrstoata  AuthentiCare® Overlapped Claim By Worker Report

Report Date: July 25, 2022 12:51:51 PM Filtered By: Date Range, Claim Type, Provider ID, Service
Service Date Range: 6/1/2022 to 6/30/2022 Sort by: DateOfService

Provider 1d:5550117 ‘Case Manager Id:
orkart Total OverLaps Retumed: 0
forker Id:
Claim Type: All Claims Service: Al
Client Id

Exception

15.8.14 Provider Activity Report

A report that lists, by Worker, all services performed during a given time period and the total
dollars billed, again by Worker. The Provider Activity Report is a useful tool for State monitoring
or for the providers who need to know the revenue billed by a selected Worker for a specified
time period. It can be used to identify Workers who report an unusually high number of hours
worked as that could be considered a risk for quality-of-care issues or for providers to use to
compare revenue generated by one Worker over another.

The Provider Activity Report as displayed in the screenshot below has several filter criteria.
Claim Type, Claim Dates, and Exception are required when running the report.
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Provider Activity Report
* Indicates a required field.

* Report Name: | Provider Activity Report |

Description:
4
* Claim Type: | V|
*Claimpates:| ]
Payer: | |E
Client: | |H
Provider: FMS NMCC PROVIDER1 [5
Worker: | |ﬂ
Case Manager: | |E
All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cal »

Service:

All Exceptions
All Critical Exceptions
All Informational Exceptions

& 1 .
Exception: |, Incomplata

Authorize

Calculate -
Sort 1: | v|
Sort 2: | v|
Sort 3: | v|

[ summary Only

ReportType(s): EPDF [JExcel [Jcsv CIxmML

Save As Template Run Report

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type:

* Claim Dates:

All Claims

Exported Claims Only

Payer: | non-Exported Claims Only
Specific Claim

Client: Canﬂrr}’led.-"Nclur—Exported Claims Only
All Active Claims

Provider All Inactive Claims
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Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

* Claim Dates:

Payer: | Fixed Date Range E

Current Day

. Current Week ®

Client: | -, ront Month
Last Week

Provider: | | .. Month 15

Select the Exception from the list of information and critical exceptions or choose Al
Exceptions.

[All Exceptions

All Critical Exceptions

All Informational Exceptions

All Incomplete

Authorize

Calculate -

* Exception:

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1: b
STk Service Date
Sort 2: | Check In Time
Claim Number
L{ client 1d
Client Name
Norker ID
rype(s): B worker Name L
Service

ET———— EO.I.‘EEE-E‘E-“U_

253

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

An example of the Provider Activity Report:

4 FirstData. AuthentiCare® Provider Activity Report

B th ranescies

Report Date: May 03, 2014 10:22:58 PM Filtered By: Date Rangs,Cialm Type, Provider ID, Sevice, Exception
M2y Total Records Retumed: 7 Br o
Date Range: 2014-04-01 to 20140508 Soat by: DAtECrSanice LastName, SenviceNum
Claim Types Al Clalms
Provides Id: 424 356 Manager it
Warkes Id: Semvicz: Al
Clent ID: ExpeptonAl
=] 415 Tt 1, Cliant ErEEET AT I [ EFT SAM 10 DA i I &1, &1, E1
[s41 1 |GUENTY, TEET PandngCuu | 0502004 |Tibmh 437 06 i i (&1, E1
J
[s42 1 |CUENTY, TEET (CilicalEecpin [OS0S014 | S0E0 (427 T005AM | T40FM 5 [ o o &1, 3, C1, E1
Jisd 458 i, Thind i s Exrpt LR T ik ] 07 (428 Ai0EM S0 & 4 Ll i} 1300 Ei
lass 458 e, Thind (CriealEncpt | (4R 5004 |TDiR 07|428 BO00AM | 0D0eM ] 3 L] 2400 &, Ed
= 458 e, Thisd (CilicalEecpin | (4S04 |TH0M 07 (428 0 1100 a -] wm 200 &1, E1
[4400 EES] i, Thied (CritcalE e ptm |4 TS |Tiddh [ EF] 000AM | 1200PMW [] [] i 24080 (&1, El

15.8.15 Remittance Advice Report

The Remittance Advice Report as displayed in the screenshot below has filter criteria of
Payment Dates and Group By.

Remittance Advice Report
* Indicates a required field.

* Report Name: | Remittance Advice Report

Description:

* Payment Dates:

ctnts | 2
provder
icaid Id: | ALL v
case . | |
Service: ‘ |E

Growpsy:[ v

Sort 1: | v
sort 2: | v
Sort 3: | v|

ReportType(s): EExcel ClpoF Ccsv ClxML

Save As Template Run Report
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Select the Payment Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range.

* Payment Dates:

Client: | Fixed Date Range E
Current Day
Provider: | Current Week
Current Month
Provider Medicaid Id: | Last Week

Last Month —IE
Worker: |

If you select Fixed Date Range, you must specify a “from” and “to” date (mm/dd/yyyy).

Select Group By from Client, Payee Provider, Worker, and no grouping.

Client

Sort 1: Payee Provider w
Norker

Tt no grouping Il

W

et -

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Provider, Client, Worker
and Service. This determines the order of the data.

Sort 1: ‘ il ,
G i Service Date
Sort 3: | Client Id
Client Name
Worker

ortType(s] Provider L IxML
Service

The report has a column for external Worker ID for the provider-specific Worker ID if that Client
ID is utilized by the provider.

An example of the AuthentiCare Remittance Advice Report:
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n ] G

: T FirstData.

beyond e vasacton

Report Date: August 03, 2022 08:16:20 AM

9| Payment Date Range: /112022 - 3312022
10 Proiderld: ALL

RemittanceAdvice

e e H

AuthentiCare® Remittance Advice Report

Total Records Retumed: 0

Fitersd By:

Sorted by.

Case Managr ID:

O Search (A-Q)

Payment Dato Range

15.8.16 Remittance Data Listing Report

The Remittance Data Listing Report provides remittance advice reporting on the AuthentiCare
web, so that the provider can examine paid claims, and understand check amounts.

The Remittance Data Listing report is oriented around the Payer claim number and not the
AuthentiCare claim number, and around payment date, not claim date. The intent is to support
drill down of a payment received to the individual claims included in it. Claim reports should still
be used to research the payment status of an individual claim.

The Remittance Data Listing report offers the similar sort and filter criteria as the other provider
reports, but some criteria that are not relevant are omitted. Note that the date range selected is
the Payer payment or processing date, not the date of service. The Remittance Data Listing
report is available only in Excel and CSV formats.
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Remittance Data Listing Report

* Indicates a required field.

* Report Name: |Remittance Data Listing Report |

Description:

Client: | |E
Provider: | ALL v
Provider Medicaid Id:
Worker: | |E
Case Manager: | |E

All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cal =

Service:

Sort 1: | v|
Sort 2: | v|
Sort 3: | v|

ReportType(s): Excel (1pDF CJcsy CIxmML

Save As Template Run Report m

Select the Payment Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

* Payment Dates:

Client: | Fixed Date Range
Current Day
Provider: | Current Week
Current Month
Provider Medicaid Id: | Last Week

Last Month —|E
Worker: |

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Provider, Client, Worker
and Service. This determines the order of the data.
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Sort 1: hd
S Date Of Service
Sort 3: | Provider

Provider Medicaid Id
Client Id

Client Mame

Morker

Service 1
. W _|

tType(s]

An example of the Remittance Data Listing Report:

Submitter Provider Authenticare  Authenticare  Payee Provider  Rendering Provider  Rendering

MMIS Claim # ! Claim & WMedicaid Id Claim Id Provider Id Name Name: Provider Id Worker Name Worker ld Client Name Client Id
TNAB2ONE T 72000000 2100000108 WOFROVDERS, NG MOPROVDERS,NC 2100000106 TestCLENTIO6 " 3100000114
T MNAZONE 12T o008 " 1 200000108 MOProviderB e MOPROVDERB,NC 2100000108 Workerd Testits " 44791 Test Clentios " 3100000105
"z T 7200000 o008 " 17 00000108 MOProvderd e MOPROVDERB,NC 2100000108 Worker2 Testios " 44791 Test, Clent10s " 3100000106
T AAZLNE 12U 0000108 " 200000108 MOProviderB e MOPROVDERB,NC 2100000108 Workert, Testi08 " 24031 Test Clenti0S " 2100000105
" " 180000 a0 " 1w 0000108 MOPovderd e MOPROVDERE,NC 2100000108 Workerd Testios " 44791 Test, Clentt0s " 3100000106
T AL 14T a0000108 " 180 200000008 MOProviderB e MOPROVDERB,NC 2100000108 Worke2 Testits " 44791 Test Clenti0s " 3100000105
T MUAZANE 1246788 0000108 " 1 200000008 MOProviderB e MOPROVDERB,NC 2100000108 Worker Testits " 44791 Test Clentios " 2100000105
" T 7s700000 a8 " 1w 0000108 MOProvderd nc  MOPROVDERBNC 2100000108 Werkert, Testi0s " 24031 Test Clentios " 3100000106

15.8.17 Time and Attendance Report

The Time and Attendance Report is a useful tool for the providers who need to know the time
billed by a selected Worker for a specified time period. It can be used to identify Workers who
report an unusually high number of hours worked as that could be considered a risk for quality-
of-care issues or for providers to use to compare revenue generated by one Worker with
another.

The Time and Attendance Report as displayed in the screenshot below has several filter criteria.
Claim Type, Claim Dates, and Exception are all required when running the report.

258

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

Time and Attendance Report
* Indicates a required field.

* Report Name: |Tirne and Attendance Report |

Description:
]
* Claim Type: ‘ A |
*Caimpates: | |
Payer: | |E
Client: | |E
Provider: FMS NMCC PROVIDER1 E
Worker: | |E
Case Manager: | [
All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cai -

Service:

All Exceptions
All Critical Exceptions
All Informational Exceptions

* 1 .
el Incomplete

Authorize

Calculate -
Sort 1: | v|
Sort 2: | |
Sort 3: | |

[J Ssummary Only

ReportType(s): EPpDF [ Excel [(lcsy CIxML

Save As Template Run Report

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.

* Claim Type: h

* Claim Dates:

All Claims

Exportad Claims Only

Payer: | pon-Exported Claims Only
Specific Claim

Client: Confirlfned.-"Ngr‘—Exported Claims Only
All Active Claims

PO All Inactive Claims

Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to”
date (mm/dd/yyyy).

Additional filter criteria include Client, Provider, Worker and Service.
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* Claim Dates: hd

Payer: | Fixed Date Range
Current Day
. Current Weelk
Client: | | ront Month
Last Week

Provider: | | ..y ponth
T

Select the Exception from the list of information and critical exceptions or choose All Exceptions.

All Exceptions -
All Critical Exceptions
All Informational Exceptions
- -
Exception: All Incomplete
Authorize
Calculate -

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1: A
Sert 25 Service Date
Sort 2: | Check In Time
Claim Number
L] client 1d
Client Name
Worker 1D
fpe(s): K worker Name L
Service

Export Date
T p. TrwrT T

Additional filter criteria include Provider, Worker, and Service.

An example of the Time and Attendance Report:

Page 10f 1
R FirstData. AuthentiCare® Time and Attendance Report
‘beyond the transaction
Report Date: August 03, 2022 08:19:55 AM Filtered By: Date Range, Claim Type, Provider ID, Service, Exception
Total Records Retumed: 4
Date Range: 2022-03-01 to 2022-03-31 Sort by:
Claim Type: All Claims
Provider Id: 5550117 Case Manager Id:
Worker Id: Service: All
Client ID: Exception:All

[aeo21 Jsoro01 [TEST, Clienti 11 [03/1512022 [S0CBT1008SC]#, Test 100PM | 1:20PM 000 | o000 [a1.cr 1 [Preshp
‘mszv |5lmm [TEST, Cllenti 1 |mmm Test To0PM | T20PM 500 | o000 |ALC1 B [Prestp
e

‘NHA |3542uuss |SCALABRINO. FRANK |mnmuzz |ss<25 |& Test [17083 [ 1:00m | 1:200m 000 000 |A|.m Ef, [uHCNM
c15.cs
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The report has a column for external Worker ID for the provider-specific Worker ID if that Client
ID is utilized by the provider.

15.8.18 Unauthorized Location Report

The Unauthorized Location Report will provide ready access to a list of only Check-In/Out
submissions that were made at a location other than the coordinates associated with the
Client’s location. These claims will result in a claim with a “Worker Outside Geo fence”
exception. This report serves as an administrative tool allowing New Mexico Centennial Care
MCOs and Providers to:

o Identify Workers performing services in locations not matching the Client location

table

¢ |dentify locations (coordinates) that have changed and need updating in
AuthentiCare

o lIdentify participants whose health and safety may be at risk due to compromised
care

¢ |dentify patterns of inappropriate or questionable care by specific Workers.

If the Worker Check-In/Outs are performed within the location coordinates associated with the
Client, there is validation that the Worker was actually in the home or appropriate setting at the
time the Check-Ins/Outs were made.

If the actual Check-ins/outs were made from a registered Client’s or Provider’s location
coordinates other than the authorized location, the report will list the Client or Provider ID from
the database that was the origin of the action.

The Unauthorized Location Report as displayed in the screenshot below has several filter
criteria. Claim Type, Claim Dates, and Exception are all required when running the report. The
Exception default for this report is the group of Outside Geo-fence on Check-In, Outside
Geo-fence on Check-Out, and Location mismatch.
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Unauthorized Location Report
* Indicates a required field.

* Report Name: |Unauth0rized Location Report ‘

Description:
P
* Claim Type: v |
* Claim Dates:
Payer: | ‘E
Client: | ‘E

Provider: FMS NMCC PROVIDER1

Worker: | ‘ E

Case S | ‘E

All Services. -
Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
EPSDT Personal Care -

féf-

Outside Geo-fence on Check-In «
Outside Geo-fence on Check-Out

. — Location mismatch
Exception: |, ¢laims

Sort 1: | v|
Sort 2: | v|
Sort 3: | |

ReportType(s): EpDF [JExcel [Jcsv [IxmL

Save As Template Run Report

An example of the Unauthorized Location Report:

Page 1of 1

&4 FirstData. AuthentiCare® Unauthorized Location Report
bayond the transaction
Report Date: July 25, 2022 01:24:45 PM Filtered By: Date Range, Claim Type, Provider ID, Client ID,
Service, Exception

Date Range: 6/1/2022 to 6/30/2022 Sort by: ConsumerName

Provider Id: 5550117 Total Records: 2 Case Manager Id:

Worker Id: Claim Type: All Claims Service: All

Client ID: 3542871488 Exception:L1,L2L3
94858 3542871488 SCALABRINO, FRANK  SDCBT1005HH A1, C1 E1,C15 L1, L2  &/29/2022 927 AM 9:28 AM (1] 41.24662500 -96.01947100 41 24662500 -86.01947100

A

94859 3542871488 SCALABRINO, FRANK ~ SDCBSS508 A1,C1,E1,C15, 11,12 6/29/2022 9:29 AM 9:30 AM 0 4. 86, 4. -86.01947100
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15.8.19 Unauthorized Phone Number Report

The Unauthorized Phone Number Report will provide ready access to only a list of calls that
were made from a phone other than the phone number associated with the Client. These calls
result in a claim with an unauthorized phone number exception. This report serves as an
administrative tool allowing the Provider or New Mexico Centennial Care MCO Administrative
User to:

¢ Identify Workers making calls from outside the home
¢ Identify phone numbers that have changed and need updating in AuthentiCare

The Unauthorized Phone Number Report as displayed in the screenshot below has several filter
criteria. Claim Type, Claim Dates, and Exception are all required when running the report.

Unauthorized Phone Number Report
* Indicates a required field.

* Report Name: |Urautkcrized Phone Number Report |

Description:

o —

Payer: ‘ ‘n

Client: ‘ ‘n
Provider: FMS NMCC PROVIDER1

Worker: ‘ ‘n

Case E ‘ ‘n

All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Cal ~

Service:

CATECTTETRTT "
nAuthPhoneCheckinNoMatch
nAuthPhoneCheckOutNoMatch

gl 5 0= oL Hl UnAuthPhoneCheckinOtherMatch

nAuthPhoneCheckOutOtherMatd]

UnenralledProviderServices
m oAl i

ReportType(s): EPDF [JExcel [Jcsv (JxmML

Save As Template Run Report m

Select the Claim Type from All Claims, Exported Claims Only, Non-Exported Claims Only or
Specific Claim. If Specific Claim is chosen, you must supply a Claim number for the claim on
which you wish to report.
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* Claim Type:

+* H -
Claim Dates: All Claims

Exported Claims Only E
Payer: | nNpn-Exported Claims Only
Specific Claim
All Active Claims E

Client: - .
All Inactive Claims

Select the Claim Dates from Current Day, Current Week, Current Month, Last Week, Last
Month, or Fixed Date Range. If you select Fixed Date Range, you must specify a “from” and “to
date (mm/dd/yyyy).

* Claim Dates: v

Payer: | Fixed Date Range
Current Day
Current Week
Current Month
Last Week
Provider: | | 5ot month 15

Client:

The Exception default is a group of UnAuthPhone Check-In No Match; UnAuthPhone
Check-Out No Match; UnAuthPhone Check-In Other Match and UnAuthPhone
CheckOutOtherMatch. If you select All Claims,” all claims with exceptions will be returned
instead of just the ones with unauthorized phone number exceptions.

LalsTIE LRI

UnAuthPhoneChecklnNoMatch
UnAuthPhoneCheckOutNoMatch
il 572 1 Hll UnAuthPhoneCheckinOtherMatch

UnAuthPhoneCheckOutOtherMatc

Additional filter criteria include Client, Provider, Worker and Service.

If desired, you may also select sort criteria which include Service Date, Check In Time, Claim
Number, Client, Worker ID, Worker Name, and Service. This determines the order of the data.

Sort 1: o
Sous Service Date
Sort 3: | Check In Time
Claim Number
Client Id

ReportType(s): [ Client Name 1
Waorker ID

Worker Name

Y O | Service m

An example of the Unauthorized Phone Number Report:
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Page 10f 1
r 4
i Feime-AuthentiCare® Unauthorized Phone Number Report

Report Date: July 25, 2022 01:34:45 PM Filtered By: Date Range, Claim Type, Provider ID, Client ID,

Service, Exception

Date Range: 2022-06-01 to 2022-06-30 Sort by: LastName

Provider Id: 5550117 Total Records: 0 Case Manager Id
Worker Id: Claim Type: All Claims Service: All
Client ID: 3542671488 Exception:G1,G2.G3,G4

15.8.20 Worker Activity Report

This report logs only check in and check out information of Worker entered data. The report can
be shared with a Client's Worker because it does not have billing information, amounts or rates
involved. This report will also show Client relationship when selecting a Worker that has a family
member to Client relationship established on the Worker Entity Settings page. The provider can
sort by the Worker ID or Worker Name, then by Client Name, then by Service Date and Group
By Workers, then Clients and run the report. The report will pull data with the Workers name,
Client's name, and all associated Client relationships based on reflects on the Worker’s page.

Worker Activity Report

* Indicates a required field.

* Report Name: |".’u'0rker Activity Report |

Description:
]
* Claim Type: | ~ |
“Comvates:| ]
Client: | |n
Provider: FMS NMCC PROVIDER1
Worker: | |n
Case Manager: | L
All Services

Personal Care - Consumer Delega
. Personal Care - Consumer Directe
Service: |preonal Care - Consumer Directe
Personal Care - Consumer Directe

EPSDT Personal Care ~

[ summary only

ReportType(s): EpDF [JExcel [csv CxmL

Save As Template]  Run Report

The Worker Activity Report as displayed in the screenshot above has several filter criteria.
Claim Type, Claim Dates, and Group By are all required when running this report.
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Sort 2: | v|
Sort 3: | v|
* Group By: b

client and then worker
client for all workers
workers and then client
worker for all clients

ReportType(s): XML

An example of the Worker Activity Report:

Page 1of 1

r 4 " P
R Frstata. AuthentiCare® Worker Activity Report
ReprtDse oy 25 2022014438 ot Recarts R 0 i 8Dt Rarge, Gl Type Prosdr 0, Wokr D, i 0

Service
inge: 6/1/2022 to 6/30/2022

Giaim Type: AllClaims
Provider I 5550117 "

Worker Id: 25200
Client ID: 3542871485

15.8.21 Worker by Provider Report

The Worker by Provider Report is used for monitoring purposes or can be used by providers to
determine Workers that are currently employed to provide care. Other uses of the report include

determining Worker to Client ratios or validating that all Workers employed by the provider are
registered in the system.

The Worker by Provider Report as displayed in the screenshot below has filter criteria of
Worker Status. Select from “All”, “Active”, or “Inactive.”

Worker By Provider Report

* Indicates a required field.

* Report Name: ".‘-,‘orker By Provider Report |

Description:

Worker Start Date Range: E

Provider: FMS NMCC PROVIDER1 E

Worker: ‘ | L2

All Services

Personal Care - Consumer Delega
Personal Care - Consumer Directe
Personal Care - Consumer Directe
Personal Care - Consumer Directe
SDCB - Self Directed Personal Ca ~

* Worker Status:
* SSN/Work Visa Status:

e —
o
o

Service:

ReporiType(s): EpoF [JExcel [Jcsv ClxmL

Save As Template Run Report

266

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

An example of the AuthentiCare Workers by Provider Report:

Page 1 of 1

¥ FrstData. — AuthentiCare® Workers by Provider Report

Report Date: July 25, 2022 01:54:11 PM Filtered By: Worker Start Date Range, Provider ID,
Worker ID, WorkerStatus, Service

Provider ID: 5550117 Sort by:

Worker ID: 25200 Worker Status: All

Total Records Returned: 1
Service: All

Provider Name : FMS NMCC PROVIDER1 Provider ID : 5550117 Provider Service:

SDC
,SDC

BT1005LPN, SLPNE,
BT1005SC,SDCBT1005SD,SDCBT1005SDE
Worker Id Worker SSN Worker Name. Start Date Termination Date ~ Sanctions  Worker Service
25200 tester, chuck 10/101/2020 SDCBY509,SDCBES509E, SDCBT1005HHA, SDCBT
1005HHAE SDCBT1005LPN, SDCBT1005LPNE, SDC
8T

1005RN, SDCBT1005RNE, SDCBT10058C, SDCBT
10058D,SDCBT10058DE

16.0 Multi-Branch Process

The Multi-Branch process was created for providers to have the ability to:

e Allow providers to reassign authorizations to branch locations

¢ Allow branch locations to view schedules specific to their location

¢ Allow branch locations to receive late and missed visit alerts specific to their location.
¢ Allow the assignment office to view reports across all branch locations.

The AO_Administrator can only make a change to the Provider ID on authorizations. Once
authorizations are reassigned any associated schedules with the original Provider ID
(assignment office) are automatically updated to reflect the Provider ID of the branch location to
which it was reassigned.

A branch location can setup an email address on their Provider Entity Settings page to receive
late and missed visits alerts.

Each branch location has its own unique Provider ID, billing profile and registered users.

Fiserv staff will manually create branch location Provider records and maintain the branch
location billing profile information.

If a new Assignment Office user is needed, please open a ticket with the AuthentiCare Support
Help Desk.

When an AO_Administrator logs in to AuthentiCare, the Home page is limited.
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16.1 To Assign an Authorization

Authorizations are assigned to the provider’s Assignment Office by the MCO. The
AO_Administrator can then:

Change the radio button to Authorization on the Services and Authorizations section of the
Home Page.

Enter the Client ID and/or authorization number in the search filter;
Click Go

On the Authorizations Settings page, enter the branch location Provider ID in the Provider ID
field; and

Authorization Settings

* Indicates a required field.

Service Information

Service ID: §5125 Service Type:  Time Based
Name: EPSDT Personal Care Procedure Code: 55125
Description: EPSDT Personal Care

ID: 41012
Client: SCALABRINO, FRANK
Provider: FMS NMCC PROVIDER1
Worker:
Effective Date Start: 02/01/2022 |}
Effective Date End: 05/31/2023 | o
Service Period: Weekly
Authorization Number:
Diagnosis Qualifier:
Diagnosis Code:

* Total Units: 4000
* Rate: 5.1450
Payer Assignment:

Note Data

No note data was found.

Audit Data

[View Audit Data]

Select “Save” to complete the authorization reassignment.

16.2 To Reassign an Authorization to a Different Branch

The Branch Location office is to notify the Assignment Office of the Client’s transfer from that
Branch Location to another Branch Location within the agency. The AO_Administrator logs in to
AuthentiCare, then:

Assure the radio button is on Authorization on the Services and Authorizations section of the
Home Page;

Enter the Client ID and/or authorization number in the search filter;
Click Go

On the Authorizations Settings page, enter the branch location Provider ID in the Provider ID
field; and
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Select “Save” to complete the authorization reassignment.

If the Worker moves with the Client, the new branch location within the agency will add the
Worker to their branch location resulting in a new Worker ID for the Worker.

The previous branch location is to suspend the Worker on the Worker Entity screen unless the
Worker plans to work through both branches.

If the Worker plans to work through both branch locations, the Worker is to maintain their
existing Worker ID at the previous location and be added to the new branch location resulting in
a new (second) Worker ID for the Worker.

Providers are responsible to add future Workers to their appropriate branch locations.

17.0 User Support and Training

17.1 AuthentiCare User Support

By design, this User Manual can help you research any system issues that you encounter
because it fully explains all the functions you use in AuthentiCare. As with most documents of
this type, searching by topic is often the first step.

AuthentiCare Support is available:
If you are unable to solve your problem by using this instruction, you can contact Fiserv

AuthentiCare Client Support Services by phone at 1-800-441-4667, option 6, or by email to
authenticare.support@fiserv.com for assistance.

For training your staff who will have Provider Administrator or User access as well as Support
Brokers and Employee of Records (EORs), a monthly training is available to new AuthentiCare
Users as well as existing users seeking a refresher. They must submit a training request ticket
with Fiserv AuthentiCare Client Support Services to receive registration details.

17.2 MCO Contact Information

For user support regarding authorizations, the Client’s plan of care, or policies of New
Mexico Centennial Care MCOs, contact:

Blue Cross and Blue Shield of New Mexico: www.bcbsnm.com or for Provider Customer
Service 1-800-693-0663

Presbyterian Health Plan:

Provider EVV Inquiry Email: phpevvinquiry@phs.org

Western Sky Community Care:

Western Sky Community Care Support: NMEVV@westernskycommunitycare.com
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18.0 Appendices

Appendix A-1 Personal Care Service Codes- New Mexico Centennial Care

Service Identifier Service Name
T1019 Personal Care —Consumer Delegated
99509 Personal Care — Consumer Directed
S5110 Personal Care — Consumer Directed Training
X9999 Supervisory Home Visit
S5125 EPSDT Personal Care
99509 Respite
T1003 Respite LPN
T1002 Respite RN
G9006 Consumer Directed Administrative Fee
G9012 Consumer Directed Advertisement Reimbursement
G9006U1 Stipend Service — 100%
G9006U2 Stipend Service - 50%

Note: PCS Providers will need to highlight both Stipend services for all Workers
{ eligible to receive a Stipend. For an existing Worker, providers will select both
D services from the services list. When adding a new Worker, providers will select
both Stipend services along with the other services the Worker will provide.

These claims are only available for providers to submit via the web. These services are not
available on the IVR or Mobile. These services are, however, reflected in existing reports.

There are no authorizations for Stipend Services.
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Appendix A-2: Activity Codes

Personal Care — Consumer Delegated
Personal Care — Consumer Directed

IVR Phrase - Activity Activity Code

Hygiene and Grooming 1

Individual Bowel and Bladder

Meal Preparation and Assistance

Eating

Household Services and Support Services

Supportive Mobility Assistance

N[OOI WIN

Hauling and Heating Water

AuthentiCare Activity Codes for Service ID $5125
EPSDT Personal Care

IVR Phrase — Activity Activity Code
Hygiene / Grooming 10
Toileting 11
Meal Preparation 12
Eating 13
Support Services 14
Mobility Locomotion 15
Transfers 16
Dressing 17
Minor Maintenance of DME 18
Light Housekeeping 19
Assistance With Taking Medications 20

271

© 2023 Fiserv Corporation. All Rights Reserved. All trademarks, service marks and trade names referenced in this material are the property of their respective owners.



AuthentiCare® New Mexico Centennial Care — User Manual

Appendix A-3: Claim Exception Codes and Claim Status

Critical Exceptions

Claims with Critical Exceptions cannot be submitted for payment until the identified problem has
been corrected.

Code Exception Definition What do | need to do?
Wait for authorization to be provided
There is no authorization in | from New Mexico Centennial Care MCO
A1 Authorize AuthentiCare for the service, | staff. AuthentiCare will automatically
date, Client, and/or provider. | recalculate when a valid authorization is
entered.
There are not enough authorized units
to cover the claim. If additional
authorized units are provided by New
o Indicates the authorization Mexico Centennial Care MCO staff, the
Authorization . . .
was exhausted (authorized | system will recalculate and remove this
A2 Exhausted on . ) . . . .
Claim units used up) while this exception. If no more units are available,
claim was being calculated. | the provider may edit the claim (change
the check in or check out time) to match
the authorized units so the claim can be
submitted for payment.
Contact the Case Manager to see if
Authorization All authorized units were addltlo.nal .unlts can b? added to t_he
A3 Exhausted used before this claim was authorization. If so, this update will be
) _ reflected in AuthentiCare once
Before Claim calculated. approved. AuthentiCare will
automatically recalculate once the new
authorization information is entered.
C1 Billing The claim has not been Complete billing confirmation. See
Confirmation confirmed for billing. Section 13.14.3 for instructions.
As a duplicate, it cannot be submitted
. . The claim data already exists | for payment. Refer to Section 13.2,
c2 Duplicate Claim in the AuthentiCare system. | claims corrections, for the steps needed
to have this claim deleted.
The claim is for a service that
Missing Activity requires the selection of an . o
3 Codes activity code but no code was Add appropriate activity code(s).

entered
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Code Exception Definition What do | need to do?
All data needed to calculate
the claim is not available.
Usually means that the Verify what information is missing. If the
check-in time or check-out | check-in or check-out time is missing,
C5 Calculate e . . .
time is missing. If an see Section 13.2 for claims correction
Authorize exception occurs, it | instructions.
will trigger the Calculate
exception as well.
The provider has saved a
C11 Payer Review | web-entered claim for service | Watch for the Payer to either Accept or
Required T1019, 99509V, G9006U1 or | Deny the claim.
G9006U2.
A Payer denied claim will automatically
The Payer has denied a web- | inactivate in 60 days from the end date
c12 Payer Review entered claim for service of the claim. Providers can inactivate a
Denied T1019, 99509V, G9006U1 or | denied claim sooner, then recreate the
G9006U2. information on a new claim that can be
saved and submitted for Payer review.
Invalid Client | The claim was filed with an | Lo Viders can confirm the claim after the
C15 . Client enrollment with the correct Payer
Enroliment ineligible Payer. .
is completed.
If you verify that this information is
. o . correct, the claim cannot be submitted.
Ineligible The provider is designated as . o .

11 Provider inactive If corrected information is provided by
the MCOs, AuthentiCare will
automatically recalculate.

The _Worker I.S not eligible to If you verify that this information is
deliver services based on . .
. correct, the claim cannot be submitted.
his/her start- and end- dates If the inf L dth
12 Ineligible Worker the information is incorrect and the

or active/inactive/suspend
status.

provider corrects it, AuthentiCare will
automatically recalculate if the Worker’s
eligibility status changes.
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Code

Exception

Definition

What do | need to do?

Unenrolled
Provider Service

The claim has been filed for a
service that this provider
does not provide.

This only occurs with claims entered via
the web if the incorrect service is
erroneously entered. To correct this
claim exception, either correct the
service entered for the claim or, when
the provider’s authorized service list is
updated by New Mexico Centennial
Care MCOs, AuthentiCare will
automatically recalculate the claim.

M1

MaxUnitsPerDay

This claim exceeds the
maximum number of units per
day that are allowed
cumulatively.

Some Home Health Claims may
exhaust the daily maximum number of
Units.

1. Appropriate changes via the Web
portal can be made to each Claim
when Claims exhaust the daily
maximum number  of  Units
cumulatively.

a. Claims that have had
updates made where the
Critical  Exception is
cleared will go to the MCO
on the 8371 file for
adjudication.

2. If updates aren’t made, Claims with
the Critical Exception won'’t go to the
MCO on the 837l file for adjudication.

R1

Extra Claim
Review Needed

The provider has selected the
Claim Review Needed
checkbox on the Provider
Entity Settings page. The
claim is ready for its first
review.

Review the claim. Select Save following
the review. The claim is now ready for
final confirmation.
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Informational (Non-Critical) Exceptions

Informational Exceptions or non-Critical exceptions do not prevent a claim from being processed
(i.e., there is no action required in order to confirm the claim). This Informational Exception does
serve as a notice of some problem associated with the Claim creation which may warrant further

investigation.
Code Exception Definition What do | need to do?
A claim was created on the Web | Place a Reason Code on the Claim
C6 EVV Not Used | through AuthentiCare for T1019, | along with a Note describing the Reason

99509V, G9006U1 or G9006U2

Code.

Payer Review

A web-entered claim was
approved by a Payer for service

The claim is now ready for your review

C13 Accepted T1019, 99509V, G9006U1 or and confirmation for export.
G9006U2.
E1 Event The does not match an event No action required. You cannot enter an
Matching scheduled in the system. event for a date in the past.
Unauthorized | The claim was filed by checking No actlop required. You may want to
. check with the Worker to understand
phone number in from a phone number that C
G1 why the Client’s phone was not used.
— No Match — does not match the phone .,
. . Double check the Client’s phone number
Check in number on record for the Client. e
to make sure it is correct.
Unauthorized | The claim was filed by checking No actlop required. You may want to
check with the Worker to understand
phone number out from a phone number that L,
G2 why the Client’s phone was not used.
~ No match - does not match the phone Double check the Client's phone number
Check Out number on record for the Client. o P
to make sure it is correct.
No action required. You may want to
. ) . check with the Worker to understand
. The claim was filed by checking L
Unauthorized . why the Client’s phone was not used.
in from a phone number that
phone number L . You may also want to see what other
G3 exists in the system but isn’t the . . .
— Other Match hone number on record for the phone number in AuthentiCare this
— Check in P matches (such as another Client’s

Client named in the claim.

home). Double check the Client’s phone
number to make sure it is correct.
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Code Exception Definition What do | need to do?
No action required. You may want to
The claim was filed by checking | check with the Worker to understand
Unauthorized out from a phone number that | why the Client’s phone was not used.
G4 phone number | exists in the system but isn’t the | You may also want to see what other
— Other Match | phone number on record for the | phone number in AuthentiCare this
— Check out | Client for which the claim is being | matches (such as another Client’s
filed. home). Double check the Client’s phone
number to make sure it is correct.
No action required. Verify that the
Unenrolled The claim is for a service the service gn the cIam_1 is correct. If its,
. . then verify the services entered for the
15 Worker Worker is not authorized to .
Service rovide Worker on the Worker page and modify
P ’ as needed. Refer to Section 6.3 for
further information.
No action required. Verify that the
Location . . location where the check-in occurred is
. The check in location does not L, . . .
L1 Mismatch — match the Client's location the Client’s location. If it is, then verify
Check In ' the Client’s location has changed. Refer
to Section 11 for further information.
No action required. Verify that the
Location location where the check-out occurred is
L2 Mismatch — The check-out location does not | the Client’s location. If it is, then verify
Check Out match the Client’s location. the Client’s check-out location has
changed. Refer to Section 11 for further
information.
This identifies a claim where QR | No action required. Verify that a QR card
a1 No QR card code scan was required, but it has been delivered to the Client so that
available was indicated that there was no | the QR card can be scanned for
card available. subsequent claims.
QR card This identifies a claim where QR
scanned by code scan Occurred, but the card No action required. Verify the need for a
Q2 invalid or is either invalid or expired. QR card and if needed, order a new QR
expired card for the Client.
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Code Exception Definition What do | need to do?
o . No action needed. Verify the QR the
QR card data This identifies a claim where QR | ¢jient hands for Worker for scanning
does not code scan occurred, but the data belongs to the Client.
Q3 match the returned does not match the QR
Client card data for the Client on the
' claim.
The claim was created before the
.early Vlslt threshold._ Th_|s new No action required. Check the event to
E4 Early informational exception is used see if it needs modified to meet the
Exception only when Client thresholds are L
. Client’s needs.
set by the provider.
The claim was created past the
. late VIS.It threshold.'Thlte, new No action required. Check the event to
informational exception is used e .
E5 Late onlv when Client thresholds are see if it needs modified to meet the
Exception y Client's needs.

set by the provider.
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Claim Status:

Claim Status Definition What do | need to do?

When a claim is completed, the
system immediately places the
claim in “dirty” status which queues
the claim for an immediate run

Dirty through the workflow. This happens
instantaneously as the check-out is
completed, so users might only
occasionally see “Dirty” status on
claims.

There is no follow-up from the
provider needed until exceptions
are assigned to claims. Then the
appropriate claims follow-up to
resolve the exceptions should be
completed.

Nightly all claims that potentially
could be updated from Critical
Exception to Informational
Exception, or to no exceptions, are
placed in recheck status. The “auto
Recheck update” (spider agent) process runs
claims back through the workflow,
and then updates each of those
claims to its appropriate status.

There is no follow-up from the
provider needed until exceptions
are assigned to claims. Then the
appropriate claims follow-up to
resolve the exceptions should be
completed.
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Appendix A-4: Description of Provider Roles

Each provider has a broad Administrator role but there are other relevant roles that can be
assigned to staff members with specific functions related to AuthentiCare and their day-to-day

responsibilities.

Name

Rights

AO_Administrator

Rights to administer multi-branch functionality. Limited to authorization
reassignment and reporting view across all branch locations. Fiserv
assigns a log in and initial password for each AO_Administrator.

NM_Administrator

Rights to do all functions for that provider except those functions restricted
to Fiserv (add, edit, delete services; add/edit/delete authorizations and
delete providers). Can view the Provider and Worker Dashboards.

[NOTE: Fiserv assigns a log in and initial password for the first
Administrator for the provider who can then add/manage other users
(including other administrators)]

NM_AdminAssistant

Rights to do all function Administrator can do except the ability to add/edit
registrations.

NM_Payroll/Billing

Activities associated with billing and using AuthentiCare information for
employee payroll. Includes adding, editing, deleting claims as well as
confirm billing. This role has primary responsibility for resolving claims with
critical exceptions. Can view the Provider and Worker Dashboards.

NM_Human Resources

Activities associated with managing Workers — adding, editing, and
deleting Workers and the Worker by Provider Report.

NM_Payroll/Billing/
HumanResources

Combination of Payroll/ Billing and Human Resources roles which may be
more appropriate for smaller providers

NM_Scheduler/ Coordinator

Activities necessary to schedule visits for Clients. Includes view and
search of Clients, Workers, authorizations and services as these are
needed to accomplish the tasks. This role will acknowledge missed visits
and run Late and Missed Visit and Provider Activity Reports. This role can
also view the Worker Dashboard.

NM_Claims Mgt 1

Can add, edit, and delete claims

NM_Claims Mgt 2

Can add, edit, delete, and confirm claims for submission for payment.

NM_Intake & Referral

Ability to edit Client information
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Appendix A-5 Service Play Back Order on the IVR

Service Name IVR Number to Press
Personal Care — Consumer Delegated 1
Personal Care — Consumer Directed 2
Personal Care — Consumer Directed Training 3
Supervisory Home Visit 4

Note: The IVR plays back the service(s) authorized for the Client plus
f Supervisory Home Visit. All Workers will hear Supervisory Home Visit as the last
@ choice. If a Client does not have current authorizations for any of the first three
services, the Worker will hear only Supervisory Home Visit

Workers should listen to the entire prompt as the playback order may change depending on the
current authorization(s) available for a Client.
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Appendix A-6: SDCB Service Codes

SDCB Supported Services

Service Identifier Service name on Website Service Procedure PALCO Code
(shorter names preferable) Acronym | code

SDCBY9509 ggr(éB — Self Directed Personal | gy 99509 99509

SDCBT1005SD SDCB - Respite Standard SDRSTD T1005 T1005SD
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Appendix A-7: SDCB Activity Codes

Activity Codes for SDCB Services

Service @»clf'r:';’é stated on the IVR) | ¢°d¢ | Display Legend
3882382885 “Hygiene and Grooming” 1 Hygiene/Grooming
gggggggggE “Individual Bowel and Bladder” 2 Individual Bowel and Bladder
gggggggggE “Meal Preparation and Assistance” 3 Meal Preparation & Assistance
Spcases0sE | ‘EAIN’ + | Eating

gggggggggE “Household and Support Services” | 5 gg:’v‘ci’gggd and Support
gggggggggE “Supportive Mobility Assistance” 6 Supportive Mobility Assistance
3882382885 “Hauling and Heating Water” 7 Hauling/Heating Water
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Appendix A-8: Home Health Care Service Codes

Revenue | Procedure . Service Activity Code Same_Day
Service Name ) Unit
Code Code ID (Optional) . ..
Restriction
0421 G0151 Physical 1 50151 N/A 6 units
Therapy Visit
0421 Gotsy | Physical Therapy | o5 57 N/A 6 units
Assistant
Speech
0441 G0153 Language G0153 N/A 6 units
Therapy Visit
0431 G0152 Occupational | 45 N/A 6 units
Therapy Visit
Occupational
0431 G0158 Therapy G0158 N/A 6 units
Assistant
0571 G0156 Home Health | 54156 N/A 8 units
Aide
21: LPN
. . observation/assessment
0551 G0300 Sk'"eSPN,\‘I”S'”g G0300 of patient 8 units
22: Skilled Nursing LPN
— Training
23: RN (only)
management of POC
. . 24: RN
0551 G0299 SkllledREursmg G0299 | observation/assessment 8 units
of patient
25: Skilled Nursing RN
— Training
0561 G0155 Social Worker | 155 N/A 6 units

Visit
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