RESDENTALBed Day SaWITSBilling Screens/Workflow | BHSBIlling Unit

Log in to SanWITEEnter your Agency and FacitiglickGo.

Diagraml

@ SanWITS Training Residential Train, RES Train 1 ¢ Saline, Carmen ~

18367 Logout

B SSRSReports | @ S

I
Home Page Change Facility

» Agency

Current Agency Residential Train

» Group List

Current Facility RES Train 1
Authorization Dashboard
New Agency |Residemial Train | v ‘
Residential Unit Dashboard
New Facility |RES Train 1 | v ‘
» Client List
» System Administration
Reports

Support Ticket

BHSBillingUnitrequiresallthe providersto reviewthe three important screengrior to releasing
the encounters tadoilling.

Note: All client information used in this guide are fictitious and solely for training purposes only.

*kkkkx

DISCLAIMERswe learn more about DMCODSthe workflow/billing screensare subjectto
change.
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REVIEWROCESS

Go to AgencyClientList9 y 1 SNJ 6 KS / ftASydiQa CANBRG F-yR [ &
clickGo.

l. Review theClient Profilescreendata

Diagram2
» C ) .
Agey Agency San Diego County Facility | ‘ v |
» Group List First Name Last Name
Inpatient Unit Dashboard SSN DOB
_ P SanWITS Training Client Id
« Client List ?
o Unigue Client Number Provider Client ID
» Client Profile
. ~ Treatment Staff | | v |Primary Care Staff
Linked Consenis
~ Case Status |All Clients [+] Intake Staf | [=]
Contacts
» Activity List Other Number Number Type | ‘ v |
Episode List Include Only Active Consents
» System Administration
Repute Client List (Export)
Support Ticket
| Actions ‘ Unique Client # | Full Name

Of ASyld LINRPFTAES o0& SydiSNRy3aID GKS /¢

#.
2) ClickGO

Notes:

1 The guidelines in completing the Client Profile is part of the SanBé§I§ Updates
training andwill be part of the SanWIT8anual.

1 If you only viewed the screen, click the Cancel or Finish button to exitclizkly
Save when you make changes on the Clrrofile.
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Diagram3
& Month, July | MJO1061575 @ [ Generate Report | B SSRSReports | @ Snapshot
Home Page I Client Profile
ALl Current First Name  July State ClientID MJ01061575 State Client No
Group List Middle Name Provider Client ID
Authorization Dashboard Current Last Name Month SSN 99902
Inpatient Unit Dashboard Birth First Name  July Driver's License 99902 None or not applicable
Birth Last Name Month Medicaid #
+ Client List .
Mother's First Name ~ Mother| X Date of Death =]
Gender |1-Male v Place of Birth |San Diego [« California
Altemate Names DOB 6/5/1975 &= Consent on File for [\
Additional Information FARS S0nticiel
Contact Info No Readmit Until g Has Paper File |Yes
Collateral Contacis Record Created By Lansang, Cheryl-Resident Created Date 6/15/2018 2:02 PM
Oher Nimbers Last Updated By Lansang, Cheryl-Resident Last Updated Date 6/15/2018 2:02 PM
History
Admini ive Actions
Payor Group Enroliment [ ]

Authorization

o]

Linked Consents
Contacts
» Activity List

Alternate Names

Actions _ Last Name First Name  Middie Name

-

1. Review thePayor Group Enrollmenscreen

1) From theClient Profile screen, click the Payor Group Enrollment (RGE)

Residential providers must have 2 open or acBGE:
1. ODS Residential: for government contract (i.e. ResidentiaDBgyl
2. ODSDMC NorPeri (or Peri): for MedCal billable service (i.Eze
Management).

Note: TheBenefit PlanODSDMCNon-Peri must not be set-up in SanWIT§et if providersare
still waitingto be certified anddo not haveaccesto Medi-CalEligibilityverificationwebsite.The
ODSResidentialmustbe set-up but usethe code99902asthe temporarySubscribetD#. Please
rememberto updatethe SubscribelD # field from 99902to the required 9 digits and add the
ODMCNon-PeriplanassoonasO f A SigdisCaldligibilityisverified,andprovideriscertified.
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NianramaA
& Month, July | MJ01061575 @ - [BSSRSReports |  ® Snapshat
Home Page
b Agency Payor List Add Benefit Plan Enroliment ' Add Government Contract Enroliment
b Group List Actons Priorty  Plan Group Subscrbr/Accte  Subscriber Resp Party StatDote  End Dae
¢ 1 0DS Residential DMC Billable 01234578A 6112018
Authorization Dashboard
, 2 0DS DMC- Non Peri Medi-Cal - Non Perinatal 01234578A Month, July 7112018
Inpatient Unit Dashboard
, Medi-Cal - ADP-Non Perinatal Medi-Cal - Non Perinatal 01234578A Month, July 612018 6/30/2018

v Client List
v Client Profile
Altenate Names
Additional Information
Contact Info
Collateral Contacts
Other Numbers

History

Authorization

2) First, review the ODS Residential Plan by clicking the Actions button then seléat Edit
open the Plannformation.
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Diagramb

& Month, July | MJ01061575 (]

Home Page
» Agency
» Group List Elan [ U
ODS Residential I DMC Billable
Authorization Dashboard
ODS DMC- Non Peri Medi-Cal - Non Perinatal
Residential Unit Dashboard
Medi-Cal - ADP-Non Perinatal Medi-Cal - Non Perinatal

w Client List
v Client Profile

Alternate Names

Government Contract Billing Information

Additional Information

Contact Info jori
Plan Type Government Contract Rayorknonty by

‘ v

Collateral Contacts —y—
Contract 559999,559999 Start Date 6/1/2018 =
Other Numbers
. Plan-Group ODS Residential-DMC Billable End Date ﬂ
History
Subscriber # MJ01061575 X
Authorization r Administrative Actions:

Notes:

T ¢KS {dz0AONROGSNI L5 2y (GKS D2 @Qrigae ID #gef NI O0 t
it as it is peMIS.

1 The Start Date field must cover the months bebited.

1 If correction or update is made, click the Save button. If no changes on this scliekn,
Cancel.

3) Next, review the DMC Plan or OD®IC NorPeri (for OD®MCclients from Julg018
onwards).
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» Group List |Actions Priority  Plan Group Subscriber/ Acct Subscriber/ Pai Start Date End Date
’ 1 0ODS Residential DMC Billable 01234578A 6172018
Authorization Dashboard
I I 2 0ODS DMC- Non Peri Medi-Cal - Non Perinatal 01234578A Month, July 7172018
Inpatient Unit Dashboard
f Medi-Cal - ADP-Non Perinatal Medi-Cal - Non Perinatal 01234578A Month, July 6/1/2018 6/30/2018

~ Client List
~ Client Profile

Aliernate Names
Additional Information
Contact Info
Collateral Contacts
Other Numbers
History

Authorization
Allergies
Linked Consents
Contacts
» Activity List
Episode List

» System Administration

Payor-Type |Medicaid
Payor Priority Order |2
Coverage Start 7/1/2018 =] End
Aid Code M1 to

Plan-Group |ODS DMC- Non Peri-Medi-... | «
Policy #

= Payment Scale

ible Party:

Party |{Self

Benefit Plan/Private Pay Billing Information

First Name July
Birthdate 6/15/1975

Middle
25 Gender |1-Male
Address 1 555 Train Place

Address 2

City San Diego State | California

Last Name Month
v | Subscriber # 01234578A

Zip 92108

cancel [ Save |

1. The guides in completing the Payor Group Enrollment screen is incluthed in
Organizational Provider Billiddanual.
2. Subscriber ID #: must be 8 numbers plus 1 upper case or clapiéal(total of9
digits).
3. Coverage Start Date: must match the Progiamnoliment
4. 9y adz2NB GKS OfASyidQa yIYS
eligibility verificationreport.
5. Coverage End Date: required if client is discharged fronptbgram or aid codbas
changed from previous month to currentonth.
New update:
1 If client falls out of Med{Cal, please open the current OD®C NorPeri or Peri benefit
plan and terminate it. Use the last day of the month the M&di policy is effective.
T LT Of A &l éligidlityras8nies ostartsagain, add a new OEIBMC Mn-Peri or Peri
Benefit Plan. On the service date field, use the 1st of the month the 1@adeligibility is
effective (e.qg. if effective September 2018, enter 09/01/2018).

' YR 5HMedi-Gay tF&2N

6. AidCodefield: Avalidaid codefor the month andyearof servicemustbe entered in
the Aid Codefield. If aid codechangedrom lastmonth (ex.06/2018),providermust
end the existing Payor Group Enroliment using the last day of the pravionih
(ex. 06/30/2018) as the End Date. Then, open a hew Payor Group Enralisirent
the first day of the month (ex. 07/01/2018) that the new aid codefisctive.
7. Address 1: must enter the physical address (no PO Box or do not type homkless).
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client ishomelessplease use your Agency/Faciligidress.

8. Address 2 (white field) can be ustxt Apt. #,etc.

9. Zip Code: use the correct zip code (visit usps.com websiterify).

10. After reviewing the Payor Group Enroliment screen and no changes is agptikd,
the Cancel button. Only click the Save button when updates or changesmdee
onthis screen.
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1. Review theEncountersscreen

1) On the lefthand side of your screen (blue navigation pane), click AgeAcyivity List
Encounters to view the Encountkeist.

» Agency

» Group List
Authorization Dashboard
Inpatient Unit Dashboard

~ Client List
» Client Profile

Diagram7

Start Date  8/5/2017 End Date 8/5/2018

Rendering Staff Service |

Encounter Status v Program |

Allow Disclosure of Note Group Session ID

Encounter List (Export)

Add Encounter

Linked Consents

Contacts i e i L | status
= ez , 71612018 Residential Bed Day 3.1 530209 Saline, Carmen RES-3.1 Not Released
~ Activity List
Intake 4 7/212018 Residential Bed Day 3.1 530208 Saline, Carmen RES-3.1 Not Released

» Drug Testing
Wait List
Tx Team

» Screening

» Assessments

» ASAM

» Admission
Program Enroll
Diagnosis List

Profile
Encounter Note

1 To view all the encounters, leave tBmcounter Status field blank and cl@&.

1 If you want to view only the Released or Not Released, seleempriate
status from the dropdown then clidgko.

1 To run an Encounters report, click tBgporthyperlink next to the Encountéirst

Title. Operthe report using the MicrosofExcel.

A A~

2) LY GKA& SEFYLX S L 4SSt SOGSR (2 @ricBmeriKS dab

Profile by clicking the Actions/pendion.
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Diagram8

Claim Item List

Claim Batch List

EOB Transaction List
» Payment List

Billing Transaction List

Encounter List (Expol

Enc ID
529618

3) Carefully review the Encounter fields (bright yellb@lds and some white argray

fields).

Home Page
» Agency
» Group List
Authorization Dashboard
Inpatient Unit Dashboard
« Client List

» Client Profile
Linked Consents
Contacts

w Activity List

Intake

» Drug Testing
Wait List

Tx Team
» Screening
» Assessments
» ASAM

» Admission

Diagram9

Encounter M < of 2

| Note Type 1DMC Billable

ENC ID 530208

Group
Session ID

Program [peg Train 1/RES-3.1 - 7/2/2018 -

ervice |Residential Bed Day 3.1 I

Billable [Yes | v

Service Location | Residential Substance Abuse TX Facility

Contact Type :WFaI:e To Face | v |

Prop 36/SACPA No | v |

iz Emergency

!

Perinatal Service No

Pregnant/Postpartum No

Was an interpreter [N interpreter Needed | v |
used? [0 TRCIPIETET TREEAET | ¥ )

Which Evidence-Based Practices were used?

Evidence-Based Practices
None

Relapse Prevention
Other

|» |
|

Visit Type BD-Bedﬁy - Residential

Start Date 7/2/2018 £ End Date 7/2/2018 &4
Start Time End Time
Duration 1 5ays Ll
# of Service
Units/Sessions

Medi-Cal | |
Billable: | |04

In what language was the service provided? %English

Used Evidence-Based Practices

Motivational Interviewing

Notes:

1 Note Type field: select the appropriate type (DMC billable or County Billdlbss.
DMC Billable if client is Me€lal or County Billablenft.
Enter the encounters as DMC Billableclfent claimsto have MediCalpotential Medi-Cal
eligibleeven if the facility is noget DMC Certified.

1

If clientis identified withShareof Cost(SOQC) the encountertype must be Countyillable

only for the SOC portion @ervicesusedto clearthe SOC.
1 Billable field:Yes(if you want to turn the encounter into eaim).

BHSBLLUNGUNIT
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1 Medi-Cal BillableNo (if billing for Residential Bed Day service).

*You will only answeéfes on this field if Service being billed is C&sggement.
Separate SanWITS screens/workflow for case management billing is available.

1 Select the appropriate Service Location: Residential for Residential Bed Ddgrand
Residential for Caddanagement.

1 Service and Visit Type fields are-sptbased on the Agenfiyacilitycontract.

1 Primary Diagnosis field must be present. The field is in gray/view only field bgeause
added the diagnosis in the Diagnosis screen within the Admission record. Pleaste do
ONBIFIGS 5AF3Iy2ara FTNRY (KBI10 WMasterCHypRrEidna [ A a il @
10/2017) provided by BHS Billing Unit to ensure the diagnosis cbdiide.

Diagram10

Diagnoses for this Service

Primary F10.151-Alcohol abuse with alcohol-induced psychetic disorder with hallucinations(ICD)

Secongary

Tertiary

Rendering Staff |gajine. Carmen .

Supervising Staff

Administrative Actions

Release to Biling Delete

£ 3 3 O

1 Rendering Staff field is defaulted to the SanWITS User/staff enteringrntbeunters.
Make sure to update the Rendering Staff fiedbdthe appropriate individual provideof
service. Also, the Rendering Staff must have a valid NRlpsey BHMIS Supporfeam
on the Staff Members List pag8anWITS).
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BILLINGPROCESS:

l. Release tdBilling

1) After carefully reviewing thelient and encounters data, scroll all the way dowtht®
Administrative Actions and cli¢kelease to Billing.

2) Save and Finish to return to the main screen of the Encounter List and corginei&ing
and releasing the rest of thencounters.

Diagramll

Administrative Actions I

Release to Billing | Delete

1]

Il. After Release tdBilling

1) On the navigation pane, clidigency- Billing ¢ Claim Item Lisfolder.

2) Complete the four (4) fields: Plan, Item Status (Item Status default: All AnRéingw),
Facility, and Service Ddields.
Note: to enter a servic@ate range, use this format: 07012018:07312018 (for2ndy3
services).

3) Click Go. The services you released to billing will appear at the bottom cdgreen.
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Diagram12
v Agency Plan ijSiResiidenilial = ‘ Group Enroliment \ v ENCID
» Agency List Client First Name Client Last Name Charge
» Facility List Subscriber/Resp Party First SIR Party Last Name Service

Name

Staff Members Subscriber/Resp Party Accourg Rendering Staff Bervice Date 07012018:0731
» Tx Team Groups

Authorization #

~ Billing -
oI Iltem Status |All Awaiting Review | v | Facility |RES Train 1 v
nvoicing e = [ ko
FFS Type ‘ K2
Add-On Level | [+]

Claim Batch List

Encounter List @Sl =

EOB Transaction List

» Payment List

Billing Transaction List

A i ive Actions
’V Create Agency Batches

Client Balance

Clearing House ltem

Claim Item List (Export) _ Update Status

Clearing House Batch

Cost Center

. | Actions | item# | [] | ClientName | FESType | Add.Onlevel | ServiceDate | Sewice | Duration | Status | Release Date | Charge | Group Session 1D
» Payor Plan List & 57718 [ Monnuy  FFS None 71212018 HOO19/U1 1Days  Awaiting Review  8/5/2018 $1.00

Authorization List

4) Run your billing report (whilelaims are in Claim Item List and Awaiting Review sthius)
clicking theExporthyperlink.

Diagram13

Claim Iltem List (Export) _n Update Status

'ns| ftem # | n | Client Name = EFSType  Add.Onlevel | Service Date | Service | Duration | Status |m|ease|me | Charge |G Session ID
& 527 [ Monn iy FFS None 71212018 HOO19/U1 1Days  Awaiting Review  &/5/2018 51.00

5) Once you click Export, the payp box will ask if you want to save or open fhe.
[—

Do you want to open or save ClaimItemList_20180805.xls (598 bytes) from sandiego-training.witsweb.org? ‘ Open ‘ Save ‘V| ‘ Cancel | X

my T g a1y

. ______________________________________________________________________________________________|
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6) You can open the file but read the Warning sign before clickesy

Diagraml14
Microsoft Excel @

! The file format and extension of 'ClaimItemList_20180805.xIs' don't match. The file could be corrupted or unsafe. Unless you trust its source, don't
! AN open it. Do you want to open it anyway?
[ Yes ] [ No ] [ Help ]

7) The Excel file will appear liki@s:

Diagram15
A B C D E F G H | J K L M i o] F Q R S T U ¥ W ® 't 2 A8
ltem# EMCID  ClientName Payar  FFS Typs Add-On Leve Unique Client # Rendering Staff Mames Payar Na Group Mz Subscrib Authorizz Serviee [ End Date Service SemviceL BilingUn Duration Statws  Release| Charge  Group Se OIC Payn primary d seconda tertiary di Create
S2TTIE 530208 Month, July 553333-FFS  Mone MIIMOETSTS  Saline, Carmen (0035 Res DMC Bill: 0123457 100171 7212008 71202018 HOM3IL- 55 110ays  Awaiting 852018 4100 $0.00 F0.151 ikl

Notes:

1 You can filter the file based on the data yoeed.

1 Youcan alsousethis report to double-checksome billing data (i.e. Client Name,
SubscribelD # RenderingStaff, ServiceDate, ServiceLocation,PrimaryDiagnosis,
etc.) and correct the error before batching tbhims.

9 Save this report to your preferreflder.

8) After doublecheckingyourclaimsandii K S Ndi@éfound, the claimsin AwaitingReview
a0 Gdza Ydzad oS aNBf SIheBdRé FTANRG G2 0SS oftS

Note: Providershavethe option to either releasethe claimsindividuallyto reviewthe claim
information one more time or to release the claimbirk/altogether.

a. To release encounter individually, click the pencil icon and eticfle.

Diagram16

Claim Item List (Export

BHSBILUNGUNIT 12
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1 On the Administrative Actions, cli€elease

Diagraml7
Administrative Actions I
Hold Release Reject (Back Out)

OR

b. Release all claims together.

1 To do this, put a cheekark on thetiny box in between the Item # ar@ient
Name titles. By doing so, all the Item # boxes/claims will be selectégtby
system. It is important to enter the Service Date(s) when creatageh.

1 On the right side of the screen, click the dropdown menu seldctRelease.

1 Click the hyperlinkipdate StatusAll claims in awaiting review will be staded

status:Release
Diagram18
Home Page Claim Item Search
" Agency Plan ;bDS ﬁ;éi&:mial 17-7‘ Group Enroliment | iLv } ENCID
» Agency List Client First Name Client Last Name Charge
> he1s ) )
:C:z Lls:) Subscriber/Resp F'arnl(‘l Z:Trf; SIR Party Last Name Service
aff Members i
Subscriber/Resp Party Accour;: Rendering Staff Service Date 07012018:0731
» Tx Team Groups
— Authorization #
 Billing ; : [
- Item Status |All Awaiting Review | v Facility [RES Train 1 [l
Invoicing - = -
FFS Type | 5
Add-On Level \ vl

Claim Batch List

5 ion |
Encounter List o Sesslon D

EOB Transaction List

Payment List

2 5 : Administrative Actions
Billing Transaction List
o Create Agency Batches
Client Balance
Clearing House ltem
Clearing House Batch = Release | Jodate
Cost Center -
SEn \Amnslm@gmmhﬁmlmm Service Date | Service | Duration | Status ReleaseDate  Charge  Group Session I
2R VRS § e W Month, Juy  FFS None 71212018 HO019/U1 1 Days Awaiting Review | 8/5/2018 $1.00

Authorization List

. ______________________________________________________________________________________________|
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lll. Claim Item List Released Status
1) On the same screen (Claim Item List), change the Item Status fieldAtAmaiting

Review toReleased.
2) ClickGo.

Diagram19

N
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