Adding a Consumer

Go to Add/Edit Data and select Name/Address Clients

Menus | Add/Edit Data | Eligibility  Enter/Edit Services  Billing Output  Receipts  Reports  Custom Reports

Mame/Address Clients |i
Contracts »
Prior Authorizations 2

Diagnosis Codes
Medicaid Fees
MPI Information

Processor/Provider Info

Click on the Add button on the lower left side of the screen. If you select Show All Clients, the list will include
both active and inactive clients. Click Add on the bottom left.

&2 Names - ] X

Search

Sort Name || |

Screen Name | |

Active Clients Show All Clients

Sort Name Key Screen Name ~
CASH, SABRINA 104 SABRINA CASH
CLAYCOMB, JOHN 108 JOHN CLAYCOMB
CLEVER, JUNE 122 JUNE CLEVER
CONMNERS, ANN MARIE | 112 ANN MARIE CONNERS
COSTA, WILLIAM 107 WILLIAM COSTA
COSTA, WILLIAM 107 WILLIAM COSTA
DUFFY, WILLIAM - 105 -WILLIAF.T DUFFY
GELLAR, ROSS 15 ROSS GELLAR
GREEN, CHRISTINA - 114 -CHRISTINA GREEN
JONES, MARY 120 MARY JONES

| ! |-

Add Edit Cancel



The box below will appear. Fill out the requested information. If the consumer that is being added has
a prior record in the database (ie: if they have ever been entered in the past) a message will appear to let you
know that the Medicaid Number has already been used, indicating that it is a duplicate. To exit out, click OK
and cancel or X out of the screen.

&

Cancel
Medicaid Number m MMETS x
frs e [saBrRma | This Medicaid Number is already in the system for SABRINA CASH
Last Name @
Date of Birth 5/16/1977 |
Gender F

Admit Date

Save

If the consumer being added is NOT a duplicate, then you will be able to add the correct consumer.

&# NewMedicaidCli... — ] X
Cancel
Medicaid Number 012345678912
First Name JUNE

Last Name CLEVER
Date of Bith 1/1/1350

Gender F

Admit Date 3/1/2020

Save

Hit Save to proceed to the next screen.

The software will automatically assign a Name Key (next in the sequence). The first and last name will already
be filled out. When you hit enter through the Name Key, First Name and Last Name fields, the Screen Name
and Sort Name fields will auto-fill. Fill out the remainder of necessary information ie: Address, City, State, Zip
code, etc.



%2 Name and Address — O e

—
Salutation ]
First Name JUNE
1iddle Inttial
Last Name (cLEVER
Screen Name JUNE CLEVER
Sort Name [CLEVER, JUNE
Tite \
Aqaress 1 33 UNITY AVENUE
Address 2 ‘
City [YOUR TOWN
ZIP Code
Frone umest [
Email [
Save Cancel

Click Save at the bottom of the screen.

You will then be able to select the proper funding source/contract by choosing from the dropdown box and
selecting Accept.

&# SelectFundingSource - | X

Cancel

Select the contract from the dropdown list below

MAMED999913006100000

MAMEDS99913006100000 |
COCARS800013006100000

This will bring you to the Consumer Billing screen, which has 3 tabs: Basic Data, Funding, and Medical.

*Please note that Name Key and Screen Name will appear at the top of the screen no matter which tab you
are in.



Basic Data

&# ConsumerBilling - O X

Name Key 122 Screen Name JUNE CLEVEF

Basic Data Funding Medical

Admit Date  [3/1/72020 Term Date I | ACT Status ~
Gender F > DoB |1;‘1!|950
MedHum  [012345678912
SSN
MIS #
Other #
City Region
Race v A |
Memo 1 ]
Memo 2
Memo 3
Entry Date 6/1/2020 Save All Cancel

The Admit Date, Gender, DOB and Med Num will all be auto-filled.

*NOTE: If the consumer has an insurance other than MH as their primary funding, ie: CCA, Tufts, etc., enter
the ID numbers in each field as follows:

Med Num: Other Ins. number
MIS #: Other Ins. number

Other #: MH ID number.

If they only have MH, then only the Med Num field needs to be filled out.

You are now ready to move onto the next tab: Funding




Funding

In this section, you will be adding the insurance company who is financially responsible for the services
provided for each individual.

NOTE: If there is more than one insurance company (ie: MH + CCA,Tufts, etc.), only ONE
funding source can be OPEN at a time.

ONLY MH Remote and In-Person can be open at the same time. Having 2 open sources does
NOT apply to two different insurance companies. You will receive the message below if you
attempt to have 2 open sources from different companies, ie: CCA and MH or Tufts and MH.
In this case, close the currently open funding source before adding.

MMETS x

You must close open funding records before adding this contract.

oK

NOTE: Do NOT add the same funding source more than once. There should only be ONE
contract for each insurance company.

Go to Add/Edit Data
Select Name/Address Clients

Add/Edit Data ‘ Eligibility  Enter/Edit Services
‘ Name/Address Clients ‘

Contracts 4

Prior Authorizations 4
Diagnosis Codes
Medicaid Fees

NPI Information

Processor/Provider Info




You can select the person in the Names box below by double clicking on your selection.

£2 Names — m] X
Search

Sort Name ‘ ‘

Screen Name ‘ ‘

LEIEC R Show All Clients

Sort Name Key Screen Name ()
CASH, SABRINA SABRINA CASH
CLAYCOMB, JOHN 108 JOHN CLAYCOMB
CLEVER, JUNE 122 JUNE CLEVER
CONNERS, ANN MARE | 112 ANN MARE CONNERS
COSTA, WILLIAM 107 WILLIAM COSTA
COSTA, WILLIAM 107 WILLIAM COSTA
DUFFY, WILLIAM 105 WILLIAM DUFFY
GELLAR, ROSS 15 ROSS GELLAR
GREEN, CHRISTINA | 114 CHRISTINA GREEN
JONES, MARY 120 MARY JONES

v
Add Edit Cancel

This will bring up their name and address information.

Hit SAVE at the bottom.

%% Name and Address - O X
Name Key 104
sotion —
First Name SABRINA
wisde it L]
Last Name [casH ]
Screen Name [sasrmacasH \
Sort Name [casH, sasRIA \
Tie | |
Acaress 1 [123 mam sT \
Address 2 | ‘
City [acTon
State Country UsA
2P Code
et L 1
Email [

Save Cancel

3 Tabs will come up: Basic Data, Funding, Medical.

Go to the center tab: Funding



Adding a Single Funding Source:

You will need to fill out the beginning date (beg_date), Procedure Code (PROC_CODE), modifier
(PROC_CODE_M), correct number of daily units under *att_unit (ie: for Procedure Code S5102, Dayhabs
would enter 1, (depending on procedure code), AFC’s would enter 1, etc.)

Next, change the N’s to Y’s in each day of the week you wish to have records/claims created. (ie: dayhabs
would have Y for Mon-Fri, while AFC would have Y for Mon-Sun)
&= ConsumerBilling = O X

Name Key 129 Screen Name MARY JONES

Basic Data Funding Medical

*CONT_ID_NUM: | jA_MED-9999-1300-610

cont_desc Mass Medicaid

*beg_date |S/152020 *end_date

*PROC_CODE:  [12012 *PROC_CODE_M: [ ‘ “att_unit [24 !
mon: [ tve: [y | wed: [y | thurs [y fric Y sat: ‘N | sun ‘H |

The following funding sources exist for this client. Select one to edit or click add button

Closed funding
contract_key cont_desc beg_date end_date closed N
RN EER RIS NIV Mass Medicaid | 5/15/2020 N ;
Add a new Funding Source
Entry Date S277/2020 Save All Cancel

1 T

When adding additional funding sources:

NOTE: Do NOT add the same funding source more than once. There should only be ONE contract for each
insurance company or location, ie: In-Person vs. Remote.

For info on how to add a contact:
https://etime.net/assets/media/documents/ADDING%20CONTRACTS%20update.pdf



https://etime.net/assets/media/documents/ADDING%20CONTRACTS%20update.pdf

Closing a Funding Source:

Enter a date in the *end_date field. (see highlighted box below.)

NOTE: ONLY enter an end date if the funding source is, in fact, closed. Do NOT enter in future dates (ie:

1/1/2050).

&2 ConsumerBilling

Name Key 122 Screen Name JUNE CLEVER

Basic Data Funding Medical

*CONT_ID_NUM: | l4A-MED-9999-1300-610

cont_desc MassHealth - Remote

mon: tue: wed:

*beg_date |3/1/2020 *end_date:

*PROC_CODE: *PROC_CODE_M:

1
*att_unit

thurs fri: sat: E sun D

The following funding sources exist for this client. Select one to edit or click add button.
Closed funding

beg_date

end_date closed D

contract_key cont_desc
RIS E R RE NI MassHealth - Remote

3172020

MAMEDS99813006100000 | MassHealth - In Person | 10/1/2020

COCARB00013006100000 |CCA

4/1/2020

4/30/2020 |Y |

Hit the Save All button at the bottom of the screen before proceeding.

NOTE: N in the Closed Funding field indicates that the funding source is OPEN.

Y in the Closed Funding field indicates that the funding source is CLOSED.



Enter a date in the *end_date field in the middle of the screen....NOT the one in the box at the bottom of the
screen. Note the highlighted field to enter in the end date.

&2 ConsumerBilling = O X

Name Key {20 Screen Name MARY JONES

Basic Data Funding Medical

*CONT_D_NUM: | }A-MED-999-1300-610 |
cont_desc MassHealth - Remote '

g e .
*PROC_CODE: *PROC_CODE_M: D *att_unit D

mo ] e ] we ] owe f] o ] s (] s [

The following funding sources exist for this client. Select one to edit or click add button.

contract_key cont_desc beg_date end_date closed

MAMEDS99913006100000 | MassHealth - Remote | 5/15/2020

A ‘Y’ will appear in the Closed funding field. You do not have to manually enter anything into the Closed
funding field.



Adding a New Funding Source:

Select the Add New Funding Source button on bottom right of screen:

Closed funding

—

Add a new Funding Source

A box will appear with a dropdown box of available contracts to choose from.

Select the contract you are adding and click Accept.

&= SelectFundingSource = O X

Cancel

Select the contract from the dropdown list below

v

COCAR800013006100000
MAMED939813006100000
AMEDS99713006100000

Accept

Follow instructions above for Adding a Single Contract and click Save All when completed.

*The software allows for 2 funding sources to be open at one time. For example, the Remote contract and the
In-Person contract can both be open. This does NOT apply to two different companies (ie: CCA and MH).

A message will appear if you do not have an end date in one of the contracts:

MMETS

Are you sure you want two open funding sources?

Yes No




Though you can’t bill for those two contracts for the SAME date of service, a person may have a Remote
service one day and In-Person the next, all within the same week/month.

Having both funding sources open at the same time means you do not have to close one out to create claims
for the other. ETS Recommends splitting your billing by location, ie: Remote and In-Person, and completing
one batch at a time.

NOTE: All claims that are created will only be created for an OPEN source or sources. And therefore, if you
create “Attendance by Person” there will be records for both open contracts created for that person. You will
need to delete out the attendance that you are not intending to bill for.

MEDICAL

The final tab is Medical. Fill in any applicable fields.

*Please Note: Only AFC and GAFC'’s need to fill out ORP Num and ORP Name.

You MUST fill in the Primary Diagnosis code. If you hit enter in this field, a box will come up showing ALL valid
codes. You may choose from this list or simply type in the appropriate code. The description will auto-fill.



& ConsumerBilling — | X

Name Key 122 Screen Name JUNE CLEVER

Basic Data Funding Medical

ORP Num ORP Name

prior_auth ] other_ins [ ‘

PRIM_DIAG: |

Entry Date  6/1/2020 Save All Cancel
&= Diagnosis Codes & ] X
ICD 10 Description A
A75.1 BRILL'S DISEASE

A812 PROGRESSIVE MULTIFOCAL LEUKOENCEPHALOPHY
A830 MOSQUITO BORN ILLNESS
B182 CHRONIC HEPATITIS

B19.20 UNSPECIFIED VIRAL HEPATITIS C WITHOUT HEPATIC COMA

B20 HIV
B355 TINEA IMBRICATA
B91 LATE EFFECT OF POLIOMYELITIS
B340 SEQUELAE OF TRACHOMA ¥
Delete oK Cancel Report

Select Save All at the bottom when you are finished and all data from each tab will be saved.

To delete a client who has been added, but has NOT been billed yet, go to Names box and highlight the line
you would like to remove. Hit “Delete” on your keyboard.

You will get a message asking if you would like to delete the client.



& Names - O k4

Search

Sort Name | \

Screen Name | ‘

,J MMETS
All Cliel

Are you sure you want to delete this client?

Sort Name L
CASH, SAB No
CLAY COMBLromm—roo——rsommrcomrooms I
CLEVER, JUNE : JUNE CLEVER
CONNERS, ANN MARE | 112 | ANN MARE CONNERS
COSTA, WILLAM 107 | WILLIAM COSTA
COSTA WILLIAM 107 | WILLIAM COSTA
DUFFY, WILLIAM 105 | WILLLAM DUFFY
GELLAR, ROSS 115 |ROSS GELLAR
GREEN, CHRISTNA | 114 | CHRISTINA GREEN
JONES, MARY [120  [marv Jones

W

Add Edit Cancel

If there are claims in the history file under the name key you wish to delete, you will NOT be able to remove
that consumer.

A message will appear to alert you:

This Name Key 108 - JOHN CLAYCOMBE has billings in MEDOPN_HIST so
cui cannot be deleted.

Co|

COl
co QK

DUL—; T [
GELLAR, ROSS 115 ROSS GELLAR




