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Accessing thé&ervice Authorizatiohroughan Assessmenform

Introduction There areghree ways to open the Service Authorization
1 Assessment fan
1 Person Forms
i SEDWorkload
The process of entering the information is the same.
This section explains how to access 8&vice Authorizatiothrough an
Assessment Form Window.
How To Follow the steps in the table below accesshe ServiceAuthorization
Step Action Result
1. Data enter the Assessment | Customer Assessment fons

information as appropriate.

displayed.

assessment Nor- 30002159

2. Change form Status to Approv| Assessment Form saved.
Click orthe Savebutton.
3. In the Navigational Panel, click Service Authorizatiowill open
on the Service Authorization |in a new window
Link.
SED Assessment

SED Service Authorization|

Main Information 200 || Subscale Scores 201

Main 200 |

Updated 03/2/2015
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Accessing thé&ervice AuthorizatiohroughPersonForms Listing

Introduction This section explains how to access 8ezvice Authorizatiothrough the
PersonFormspage.
How To Follow the steps in the table below to access 8ervice Authorization

Step Action Result
1. | Search foilCustomer in the normal process,| Customelis displayed.

Person Search &
Search 16
Search Selections
Person # First Name (optional) Last Name (Two character minimum) SSN Medicaid # Date of Birth
| PERSON PEARL Search
done: 0:01
Search Results (Sorted by Last, First, Middle) Create New Name Entry
Searched by Name; only customers within your AAA/CME and unassigned customers are displayed
g:"g::e' E"::‘:V“ Person# First Middle Last DOB SSN AAAICME Mg;’,'c'::‘; . C“;;‘:S‘:' ::f:;: F‘:'fr:'s
12/01/2014 12/01/2014 200353572 PERSON PEARL 11/11/2004 985-47-8569 Primary 2005842, Secondary 21 00985148723 ACTIVE E;: /
row(s)1-1
2. | In the Search Results table, in the List of all forms
appropriate customer row, singleick on the| associated to the
View Formscon. customer will be
displayed.

Continued on next Page
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Accessing the Service Audrization Through Person Forms Listing

Continued

How To(continued)

Updated 03/2/2015

Step Action Result

Service Authorizatioform
opens in a new window.

3. In the Formd.isttable, in the
appropriate forms row, single
click on theSAStatus Link

Status Abbreviations:
CREATENew

INC¢ Incomplete

WIP¢ Work in Progress
SUBMIT Submittedfor
I LILINR @£ 02y
workload)

DENIER MCO Denied
APRROVEIQ MCOApproved

Customer Forms Listing

Form Type Form Date Form Status Organization Needs

11062014 AFPROVED 2656
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Accessing the Service Authorization Throudpe SED Workload

Introduction This section explains how to access the Service Authorization through tf
SED Workload

How To Follow the steps in the table below to access 8D Workload

Step Action Result

1. | Under the Workloads Region, clicl Workload displays.
on theSED Service Authorization
Workload button. Workload is an interactive
report. Instuctions follow this
section.

WORKLOADS

( SED Senvice Authorization ‘.‘*."ork\oad)

SED Service Authorization Workload

Fom Status 1) ¢

"
2om
- < s€p service
Z 200383 RAMBES R 05012007 626-11-4455 PROVOER
R sep service
1 200352837 sum KOUEE  ouz7adz  smn s

242015 Bane rou nave scanano.  SED SERVICE

¥ owuwy 200352583 0WIAROU o b (TDavs) 342015- ERucive date of 1029151 100 #ady for an ANual Redew, pleass corect TDas) PROVIOER
= - = SED SERVICE

Z 2003636 0301201 GRESLE  JOSERH STRT ouTe i
200053550 01082015 sumi £ pratenn t o mnt o

2 200053550 01082015 surmy 1€ 07212005 802111 00103482161 o shon tem it it

Z owmns 20 a2ns2018 GREGBLE  JOSEPM 0BOTZO0 066772004 seseruce

7 owaos = 01212015 ZUMERUAN  KTTY owsa00 B 12seaTTes sepserce

Z  owa ozt - TESTa ounutess seosemuce

z 2 0303201 sum e 2 seosernce

Z 200383888 s xe 0212005 sa2tsa 00103432161 seo seuce

z PALUER e 11042000 D seRace

z TURNER  KAY 09022000 :ﬁg .s;z:cs

4 SYVESTER  SUE 01022003 510101010 ;;;gf{;:c&

Zz BERRY RACHEL 03042005 867530999 ;\;&s:;:cs

4 CAREY HARRY. 0BRS2000  444-146400 se0seRvce

z 200353558 01192015 HOOPER  SMUMNTHA 05022002 451377899 - SeAcE

z 20053541 03012015 PEARS BRITANY  0U012001 50110010 SR
1-2

2. | YRSNJ GKS & h LIS|Service Authorization forrfor the
on the pencil icon. customer displays.
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Interactive Report Functions

Features  Below are the more commonly used reporting tools features offered by
interactive reports.

Howto 1. Open the Web Application at the Interactive Report view.
2. Click on the gear icon. -
3. Report Control List will display. _CJS'

SED Service Authorization Workload

Rows Al ~ | GoJ _2;5
S v

1 ..
4

« © @® M

Functions  This instructiorsectionwill cover only the most commonly used report furocts.
Covered Those functions are Filter, Sort, Control Break, Save Report, Reset, and Dov

Updated 03/2/2015 53-5



Interactive Reportg Descriptions

Functions  Below is the descriptions of the functions available in an interactive report.

Reporting Control List

Action

O @ LH

Select Columng Used to modify the columns displayed. The
columns on the right are displayed. The columns on the left are
hidden. You can reorder the displayed columns using the arrow
the far right. Computed columns are prefixed with

Filter ¢ Used tofilter data for a more detailed view of information.

Sort¢ Used to change the column(s) to sort on and whether to s
ascending or descending. You can also specify how to handle n
(use the default setting, always display them last or abdigplay
them first). The resulting sorting is displayed to the right of colur
headings in the report.

Control Break; Used to create a break group on one or several
columns. This pulls the columns out of the Interactive Report an
displays them as a aster record.

Highlightc Highlighting allows you to define a filter. The rows thé
meet the filter are highlighted using the characteristics associats
with the filter.

Computec¢ Computations allow you to add computed columns tq
your report. These cabe mathematical.

Aggregatec Aggregates are mathematical computations perforn
against a column. Aggregates are displayed after each control k
and at the end of the report within the column they are defined.
Only numeric columns will be displayed.

Save Report Saves the customized report for future use. You
provide a name and an optional descriptioA.tab will be displayeq
for each report saved.

Resetg Restores report to the default settings.

Help¢ Online Help on report functions.

Download ¢ Allows the currenteport to be downloaded. The
download formatas CS\Wvhich can be opened through Excel.

Updated 03/2/2015
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Interactive Report Functions Filter

How To

Follow the steps in the table below to filter a Report.

Step

Action

1. SelectFilter from the
Control list.

= \
/!' Rows 15 = ‘_‘i“j'

-5 Select Columns

Form Status : APPROVED

| ‘( Filter

Assessment Date

Open

e aadle L 14 o
Submit Date Number s 3§ Sot

2. Select theColumnto
filter
Select theDperator

Y Flter
Column Operator Expression
Open s - - b
D {a ed
Form Status

KAMIS Person Number
Assessment Date
More Info Comment

F  LastName

H

FirstName
I Birth Date Assessment Datefy Last Name First Name
SSN
Medicaid Card ID Number P0353538  01/10/2011 PALMER JANE 11104
Org 0353558 0119/2015 HOOPER SAMANTHA  05/024
SA Approval Submit Date
Other 0353550 01/20/2015 SMITH JOE 077211

SA Version Number

express field, options
will appear if
appropriate.

3. Select theExpression
1 By clicking on the =
drop dOWn arrow at Column ; Operator Expression .
the end of the oD :

INCOMPLETE - FOLLOW-UP NEEDI
SUBMIT FOR APPROVAL
'WORK IN PROGRESS

B =

Form Status : APPROVED

‘Submit Date Number Assessment Datep)
200353538 011072011 o
200353558 011312015 10

z
z -
Z -

200353558 0112012015

4, Click on the Ga' button.
Report will display.

The filter criteria will
display at the top of the
report.

- 1 Sor)
= Sous o,
B ¥ Form Status = 'SUBMIT FOR APPROVAL' *

Assessment Date Yy Form Status

Number

pprova
Submit Date

w 200353537 02162015 SUBMIT FOR APPROVAL
V 03/04/2015 200353553  02/23/2015 SUBMIT FOR APPROVAL
H 03/04/2015 200353571  03i04/2015 SUBMIT FOR APPROVAL
V - 200353570  03/04/2015 SUBMIT FOR APPROVAL
M 200353569  03i04/2015 SUBMIT FOR APPROVAL

Updated 03/2/2015
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Interactive Report Functiong Sorting

How To Follow the steps in the table below to sort a Report.
Step Action
1. | SelectSortfrom the Control list.
) Rows 15+ [ Go | ,:;;'
oo SAAamronl i per . Select Columns 4
z - 200353538 01H02011 ¥ i
Zz - 200353866 013012013
2. Select theColumr(s) to be saed.
Select theDirection (Ascending or —
. - Rows 15~ Go | 2 C%
Descending) "~ i
Select how theBlank Fields i son
(nu”S)ShOU|d be dlsplayed' 1 Form Statu::mumn - DESLZC;::; - Defal\ullin s -
2 AssessmentDate ~ Ascending = Default -
3 -SelectColumn- ~ Ascending ~ Default -
4 -SelectColumn- ~ Ascending = Default -
5 -SelectColumn- ~ Ascending = Default -
6 -SelectColumn - v Ascending ¥ Default -
Cancel Apply
3. Click onApply. Report will display.

Updated 03/2/2015
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Interactive Report Functiong Control Break on Information

How To Follow the steps in the tableelow to create breaks on the data information.

Step Action

1. SelectControl Breakfrom the
Control list.

) Rows 15~ [ Go | SCB
2. B,
Select Columns

e1 Gypmitpate  Mumper | AssessmentDate] i

7 200353538 01H0/2011 { Fllier

1 -
_ # sot
Zz - 200353566 0112012013 &

= Control Break

2. Select theColumr(s) the data will

break on. :
. . ) Rows 15 = -Go 2
Select if theBreakStatusis enable > i
or disenabled. - Control Break
Column Status

1 Form Status - Enabled =

2 -SelectColumn- ~ Enabled -

3 -SelectColumn- - Enabled =

4 -SelectColumn- ~ Enabled ~

5 -SelectColumn - ~ Enabled -

6 -SelectColumn- ~ Enabled =

3. Click omApply. Report will display.| [= = rfomsew = %

L Form Status : SUBMIT FOR APPROVAL ]
The column selected in Step 2 wil

b ecome h e ad ers. Z 030042015 200353553 02/23/20
Z 030412015 200353571 03/04120
Zz - 200353570  03/0472
,/ = 200353569  03/04/204
Z - 200353537 02/1672

KAMIS Persor

L Form Status : INCOMPLETE - FOLLOW-UP NE|

/ 03/04/2015 200353563  09/14/204

7z - 200353535  03/01/20)

Updated 03/2/2015 53-9



Interactive Report Functiong Saving

How To Follow the steps in the table below to save a specialized Report.
Step Action
1. SelectSave Reporfrom the
Control list. T rostioce ,
i @@ Reset ;
¢ Help
s i
2. Enter theNameof the Report to be
saved. This will become the Rep( s
Tab's name. A e
HSEVE Report
Name My Reporf
Description
= - Form Status [ g
3. Click orApply. Report will display —
on a separate tab. v
Working Report
= 1y
4. If the report is no longer needed, |
may be deleted. :
. Rows 15 = \i‘ ‘CJ",
1. Click on theleleteicon (icon Working Report | [T
W|th red X) = Eaved;etpm:‘r.l; Report" § %
2. Dialog box will display -
confirming deletion of the
report.
3. Click omApply.

Updated 03/2/2015
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Interactive Report Functiong Reset Report

How To Follow the steps in the table below to reset the Report back to default.
Step Action
1. SelectResetfrom the Control list. o= [
‘E H Save Report |3
P
‘: (g Helo ;
v I
2
p Rows[15 Q'
' \19 Reset V
Restore report to the default settings.

Updated 03/2/2015
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New Servie AuthorizationDescription

Introduction TheService Authorizatioform has threeregions:
1 Service Authorization Status Information
1 Create Service Detail or Update Service Detail
1 Service Listing
New Service When accessing a nervice Authorizatioronly the Service Authorization
Authorization  Statusinformationregionis available until th&ervice Authorizatiois
Page created Oncecreate the Create Service Detail regianill display.
Customer Heading(Indicates the Customer and tf@&ganizations associated with the
customer)
SED Related Dates and
Customer Obligation Informatiol
Regions
o o B BARVASR PREVERR s o SUBRIORGLR - M
Authorization S [

Action Button

SA Version Tarm Date

* 5A Version Effective Date:

* SED Review Date: SED R Due Date

SED Review RESSOns: ) apal REASSESSMENT
CRISIS CCCURRENCE

CHANGE IN CUSTOMER'S NEEDS
S0-DAY REVEW

HITIAL ASSESSMEN

Added By o
Changed By on

File Upload
Expandabldregion

Updated 03/2/2015
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Creatinga NewService Autorization

Introduction

How to

Updated 03/2/2015

The following sections will addresszatinga newService Authorizatiom

KAMIS.

Follow the steps in the table below tweatea newService Authorization

Step Action Result
1. |Open theService Authorization| SECService AuthorizatioRage
will be displayed.
amis 10- 200353572 name: PEARL, PERSON  customer Status: ACTIVE  More Person Info.__
;rgga:;'S:;zzoSEPR\!lﬁcE:gRDwDER Secondary PSA AMERIGROUP - MCO
SED Service Authorization (SA)
Assessment Nor: 20655001
Service Authorization Status Information
oA g |7 S Sl WORANFROSIESS ;
2. | The following fields are require
in order to create the Service
Authorization:
1 SA Effective Date
1 SED Review Date
1 SED Review Reasons
3. | Enter data into the required Note: SA Version Effectizate
fields. reflects the date that the
services will be placed into
effect.
4. | Click on theCreate New Servic¢ The following will occur:
Authorization button.
Continued on next Page
53-13



Creatinga New Service AuthorizatiorGontinued

How to (continued)

Step

Action

Result

5.

= =4

SA Version will be created.
{!' {dFddza oA
t N2PINBaae
SELReview Due Date will b
calculated (9@ays from the
effective date)

SA Version Number will
display with the dtes
representngthe Review
period.

Create Service Detall regio
will display.

Service Listing region will
display

Kkamss 10: 200353572 name: PEARL, PERSON  customer Status: ACTIVE  More Person info
Prmary PSA SED SERVICE PROVIDER  Secondary PsSA AMERIGROUP - MCO
mco AMERIGROUP - MCO

SED Service Authorization (SA)
Assessment nee 20655001

Service Authorization Status Information

)

* SA Version Number:
Submitted for Approval Date

1-12/05/201410 0331/2015 ~ ® SA Status: WORKINPROGRESS

* SA Version Effective Date: 01/01/2015 SA Version Term Date

* SED Review Date: 12/052014 SED Review Due Date: 033112015

SED Review Reasons

ANNUAL REASSESSMENT ©) CHANGE IN CUSTOMER'S NEEDS @ INIIAL ASSESSMENT

CRISIS OCCURRENCE 90-DAY REVIEW

Added By.  DEBYZMMERMAN on 0303/2015 170240
Changed By on

010172015

033172015
No © Yes
o © Yes
~Select
| Create New Service Line |

Service Listing

No senice listing information found, 3dd the senvice ine above.

Updated 03/2/2015
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Entering Servicéine Itens

Introduction

Updated 03/2/2015

Once the Service Authorization is created, the Create Service Detail reg
will display. This region is where the new sesvinformation will be

entered.

Cancel

Create Service Detail

[ Create New Service Line

Semice Line Nbr:
* Service:

* Total Units:

* Unit Frequency
* Start Date:

* End Date:

* Crisis Service:

* Post Crisis Service:
Discharge Code:

Senvice Comment:

™~ Select™

01/01/2015
03/31/2015

No Yes

No Yes

™~ Select™

Create New Service Line

53-15
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Entering Service Line ItemSontinued

Note

How To

Updated 03/2/2015

TheService Provider procesgeds to be completed in order for the
services, funding and unit pricing to displé§ee KAMIS Chapt24 -
Provider Servicéor detailedinstructions.

Follow the steps in the table below to enter data ir@oeate Service Detall

region.
Step Action Result

1. | Serviceg Slect the appropriate| The complete ervicetitle and
service from the drop down unit standards are displayed.
dialogbox.

Funding field will display after
the service is selected.

2. | Fundingg Select the Only the sources associated wi
appropriate funding from the |the service will be didpyed.
drop down dialog box.

Provider field will display after
the service is selected.

3. | Provider¢ Select the Only the providers thabave

appropriate Provider from the
drop down dialog box.

been associated with the
service/funding combinabin
within the Service Provided

processwill be displayed.

Create Service Detail

Cancel

Create New Service Line

Senvice Line Nbr:
* Service:

* Funding:

* Provider: SED SERVICE PROVIDER =
* Total Units:

15MINUTES ~

01/01/2015

03312015

* Unit Frequency
* Start Date:

* End Date:

* Unit Cost: 20 -

* Crisis Service: No Yes
* Post Crisis Service: Na Yes

Discharge Code: ~Select™

Senvice Comment:

Create New Service Line

WRAP - WRAPAROUND FACILITATION - 15 MINUTES -
HCBS/SED - HOME COMMUNITY BASED SERVICES - SED ~

53-16
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Entering Service Line ItemSontinued

How To(continued)

Step Action Result
4. | Total Units ¢ Enterthe number | Requied
of total unitsto be provided.
5. | Unit Frequency Frequency of | Defaults
the Servicalefaults as
appropriate to the service.
6. | Start Dateg Defaults to the Required
Review Start Bxe. However,
this can be changed as neede
7. | End Dateg Defaults to the Required
Review End &te. However, thig
can be changed as needed.
8. | Unit Cost¢ Populates with the | Defaults
cost entered in the Service
Provider process.
9. | Crisis Service Select either Required
G, Sa¢ 2NJ ab2é¢d
10. | Post Crisis ServiagSelect Required
SAGKSNI 6, 8aé¢ 2
** NOTE One line can be entered for the Crisis Service and Pq
Crisis Service with the units combined. However, a comment 1
be entered as to how many units will be used for each category
(Example: 20 units for Crisis and 10 units for Post Crisis)
11. | Discharge Code Enter if Required if the Servias ending.
appropriate.

Continued on next Page
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Entering Service

Line Item&Sontinued

How To(continued)

Step

Action Result

12.

Service Comment Enter any
special notes that pertain to th¢
service line that may be useful
to the approver or other users.

Create Service Detail

Cancel

l Create New Service Line

Senvice Line Nbr:

* Service: WRAP - WRAPAROUND FACILITATION - 15 MINUTES -
* Funding: HCBS/SED - HOME COMMUNITY BASED SERVICES - SED -

* Provider: SED SERVICE PROVIDER ~

* Total Units: 50

* Unit Frequency 1EMINUTES ~

* Start Date: 01/01/2015

* End Date: 03/31/2015

* Unit Cost: 20 ~

* Crisis Service: @ Mo Yes

* Post Crisis Service: @ No Yes

Discharge Code: TRANSFER TO ANOTHER CMHC

Service Comment: Ehtex any appropriate sService comments here.

Create New Service Line

13. | Click on theCreateNew Servicel Theentry will besaved and
Linebutton. added to the Service Listing
region
Service Listing
Crisis Post Crisis " Start End Unit Total Unit Cost Service Discharge Service Servi
0EED S service Service Unding Service Provider .. Date  Frequency Units Amount Total Amount  Reason Comment  Appro
Enter any
Z ‘;‘;Rc"‘ﬁ;%uNND N N HCBS/SED SEB&EE‘;CE 01/01/2015 03/31/2015 15 MINUTES 50 20 1,000 %ﬁ@?m :zz‘zz"j;fmms
here.
s

Updated 03/2/2015
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Modifying a Service Alrorization ¢ Work In Progress Status

Introduction Service information can behangel without creating a new version of the
{ SNIBAOS ! dziK2NART FGA2y +a f2y3 I &

How To Follow the steps in the table below to modify a seevline item.
Step Action Result
1. | Open existing Service Page will display.
Authorization.

2. |In the Service Table locate the
service line that will be
modified.

3. | Select the line for modification| Line willdisplay in the Update
by clicking on theencil icon Service Detail region.

under theUpdate column.

Update
WRAP,
4 FACILIT]
WRAP,
“ FACILIT]
Update Service Detail
Senice Line Nbr: 1
Senvice: WRAP - WRAPAROUND FACILITATION - 15 MINUTES
Funding: HOME COMMUNITY BASED SERVICES - SED
Senice Provider: SED SERVICE PROVIDER
Start Date: 01/01/2015
End Date: 03/31/2015
Unit Frequency 15 MINUTES
Total Units: 50
Unit Cost Amount: 20
Senice Total Amount: 1000
Crisis Senvice: MNo Yes
Paost Crisis Semice: Mo Yes
Discharge Code: TRANSFER TO ANOTHER CMHC -
Senice Comment: Enter any appropriate service comments here.
W
44 of 2000

Continued on next Page
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Modifying a Service Authorizatiog Work In Progress Statygontinued

How To(continued)

Updated 03/2/2015

Step Action | Result |

4. | Only certain fields are editablg Fields editable: |

1 StartDate

1 End Date

1 Total Units

9 Crisis Service Indicator

1 Post Crisis Service Indication
1 Discharge Code

1 Service Comment

5. | Modify the information as
appropriate.

6. |Click onlUpdate Service Line | The modified information will be
button whenthe changes are |saved and thdine item in the
complete. table will be updated

7. | Change5SA Statugo Submit for
Approval

8. | Press theSavebutton. Will save thestatus change of the

Service Authorization.
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Deletinga Service Authorizatiorg Work In Progress Status

Introduction Service information can beeletedwithout creating a new version of the
{ SNIBAOS ! dziK2NART FGA2y +a f2y3 I &

How To Follow the steps in the table below tielete a service line item.
Step Action Result
9. | Open existing Service Page will display.
Authorization.
10. | In the Service Table locate the
service line that will beleleted
11. | Select the line fodeletionby Line willdisplay in the Update
clicking on theyencil icon Service Detail region.
under theUpdate column.
Update
Z |raoun
Z |Facin
Update Service Detail
Senice Line MNbr: 1
Sernvice: WRAP - WRAPAROUND FACILITATION - 15 MINUTES
Funding: HOME COMMUNITY BASED SERVICES - SED
Semnvice Provider SED SERVICE PROVIDER
Start Date: 01/01/2015
End Date: 03/31/2015
Unit Frequency 15 MINUTES
Total Units: 50
Unit Cost Amount: 20
Senice Total Amount: 1000
Crisis Semvice: Mo Yes
Post Crisis Senice: Mo Yes
Discharge Code: TRANSFER TO ANOTHER CMHC -
Senice Comment: Enter any appropriate service comments here.
4:1 of 2000

Continued on next Page
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Deleting a Service AuthorizatiogWork In Progess Statuscontinued

How To(continued)

Step Action Resut
12. | Click orDeletebutton. A delete confirmation notice will
display.
13. | Click onOKto proceed with the | Theline item in the tablewill be
line deletion. removed
14. | ChangeSA Statuso Submit for
Approval
15. | Press thesavebutton. Will save thestatus change of the
Service Authorization.

Updated 03/2/2015
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Submittinga Service Authorizatiorfor MCO Approval

Introduction

How To

Updated 03/2/2015

In KAMIS thé&ervice Authorizatiomust be in &KAMISISubmit for
Approvat Status for theService Authorizatioto appear on theMCO
Workload

Follow the steps in the table below thange the status of th8ervice

Authorization
Step Action Result
1. |ChangeSAStatusto Submit for
Approval
2. | Press theéSavebutton. TheService Authorizatiowill

save. The followingwill occur.

1 All fieldswill be disabled ant
turn gray in color

1 The Submitted for Approva
Date wil be calculated

1 The Service Listing line iter
will no longer be editable.

1 A successful save messagg
displayed in the heading
area
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