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BUS QUICK GUIDE FOR RCCOS

Introduction

This Quick Reference Guide is designed to help Regional Care Collaborative
Organizations (RCCOs) navigate through the most commonly viewed pages
of the Benefits Utilization System (BUS).

For a more detailed guide for specific pages in the BUS, please see our full
Guide to the BUS for RCCO Users. If you cannot find the client information
you are looking for, please contact your Supervisor or Security
Administrator. If you experience any problems with the BUS, please email
BUS@state.co.us.

Please note: If you are a Trading Partner Administrator or agency
user and you submit claims through the Colorado Medical
Assistance Program Web Portal, the Department of Health Care
Policy and Financing (HCPF) will not be able to grant you access
to the BUS.
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BUS QUICK GUIDE FOR RCCOS

How to Access the BUS

* Your Web Portal and BUS user name and passwords are issued by HCPF Security.
Please contact your Agency Administrator if you need access to the BUS.

* You can access the BUS directly via the Colorado Medical Assistance Program
Web Portal located at https://sp0.hcpf.state.co.us/Mercury/login.aspx.

Department of Health Care Policy

and Financing

Colorado Medical Assistance Program Web Portal
Login

Access to this application estricted to those who have been authorized by the
caioraao Department of ﬂeann Care Policy and Financing. The depamment s tracking all
users in the system and all uses of the system. All unauthorized activity will be
prosecuted to the full extent of the law,

B E—
Password:* I—l

System Status Messages;

Tha Portal is currently availabla

Contact Us:

B

Privacy Statement

* You can also access the BUS via the HCPF external website located at
www.Colorado.gov/hcpf.

COLORADO

Department of Health
Care Policy & Finarcing Select For

Our
P I"OVI de Irs oloradans who qualify.

Explore
Programs
& Benefits
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COLORADO

Department of Health
.| Care Policy & Financing

For Our Providers
Why should

Provider

How to

you become become a services
a provider? provider (training, &
(enroll) more)

S

W +
o

Get Info
FAQs & More

Get Help

Help for Providers

&

®

What's new

(bylletins,

Select Provider
services
(training, &
more)

/

Find a Doctor
Are you a client
looking for a doctor?
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COLORADO
Department of Health
.| Care Policy & Financing

For Our Members For Our Providers For Our Stakeholders

For Our Providers » Provider Services

Provider Services

N\ ot WS

BILLING RATES & FEE
MANUALS TRAINING FORMS SCHEDULES

Select

CBMS
Colorado Benefits Web
Mgmt. System

Portal

S
] Save the Web Portal and HCPF !
| Provider Services as favorites for |
i_ TIP easy access to the BUS. [
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Department of Health Care Policy
and Financing

Related Sites:  Provider Services  CHP+ CIcP 0Old Age Pension  HIPAA

Colorado Medical Assistance Program Web Portal

Login

Access to this application is restricted to thoss who have been authorized by the

If you fo rget you r Colorads Department of Health Care Policy and Financing. The department is tracki

all users in the system and sl uses of the systam. All unauthorized activity will
prosscuted to the full sxtent of the law.

Web Portal bertomerr [ ]
username or passwordt [

password, please use CLouin oSN,
these links. If you are S
unable to resolve this

1 forgot my user name.

Enter your Web
Portal username
and password. This
password is different
to your BUS Access

username and

1 forgot my password. password

yourself, please
contact your agency’s
Security
Administrator. T e H

; 3?;2 HCPF Home - StateHome

Privacy Statement

Department of Health Care Policy
and Financing

Related Sites:  Provider Services  CHP+ 0ld Age Pension  HIPAA

CICP

Welcome LAURA RUSSELL Welcome to the Colorado Medical Assistance Program Monday, January 11, 2016
Trading Partner ID- 100074 Secure Web Portal
User rofle Maint What's New! System Status Messages
'ser Frofnle Maintenance »
| R [5le]
BUS BUS Access e
.some
Bl BUS Access kram
. Last Week First Week
real time
will be
Select BUS Access il
ring this
tenance is
Last Week First Week

scheduled for Friday, January 15,

2016 8:00 p.m. through 9:00 p.m.

Mo Message Found
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BUS QUICK GUIDE FOR RCCOS

The Department of Health

Care Policy and Financing
Benefits Utilization System

Enter your BUS
username and

To login to the system please enter your username and password below.

User Name: | | temporary password,
Password: ‘ | as ISSUGd by HCPF
User Agreement: [ SeCUI’Ity The User

USER AGREEMENT / SECURITY REMINDER: Agreement BOX mUSt

By logging into the Long Term Care Benefits Utilization System you are bound by all of the t
and conditions of the Department of Health Care Policy and Financing's System User Agreer be CheCked .

Return to Web Portal

ERROR

Please update your password at this time.

Click Ok to create
Ok < a New Permanent

Password

LastMame: A|BICIDIEIEIGSIHIIIIIKILIMINIOIRIQIRISITIUIN|W]
user IDJI  LostName | Middle Initial
To update your password press the EDIT button

UserID Russell ] Laura

_

Click Edit next
your User ID
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The Department of Health
Care Policy and Financing
Benefits Utilization System

Reco's Region 14
user 10

RCCO Help Guide [RESELLL

TR 4o 1

First Name
Password

Re-Enter Password

Email Address
Phone Number
Fax Number

RCCO
l |

[ | on

User Accounts

rcco.TestUser@state.co.us
303-866-2822 (ex. 123-123-1234) Ext.
(ex. 123-123-1234)

Last Accessed System - 03/09/2016 02:37:40

First, create a new
Password and fill in
BOTH password fields
with your new
Permanent password.

i B ol

When you are
finished, click Save.
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Searching for Clients

* You can search for your clients in the BUS by State ID, Last Name, or Date of Birth.
In this example we will search by last name for clients with the last name “Pudding.”

The Department of Health *9 ~
Care Policy and Financing (7
Benefits Utilization System =

Search criteria: Please enter at least one field in Section 1 and at least one field in Section 2. Section 3 is
optional.

Client Search

Administration

CCO Help Guide State ID [:l

Last Name |Pudding

Unclick the Limit
to Agency box if | —
you want to see all
clients with the last

name of “Pudding,”
%

Date of Birth

Limit To Agency ¥

RCCO BUS USER SEARCH AGREEMENT:

including those
I confirm I am searching for a3 member of the Acce inside other RCCOs.
who is receiving services provided by a Regional

While viewing this member's record, in the BUS, I Y witions
of the Department of Health Care Policy and Financing's System User Agreement.

User Agreement: /]

Always remember
to read the User
Agreement and
check the box
before clicking
Search.
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BUS QUICK GUIDE FOR RCCOS

Assigning Yourself as the RCCO Care Coordinator

* If you are the RCCO Care Coordinator for a client, you may assign that client in the
BUS to yourself.

* You will only be able to set yourself as the RCCO Care Coordinator for clients in your
RCCO.

The Department of Health

Care Policy and Financing
Benefits Utilization System

Administration MESA Rocky Name: TestAdmin RCCO
COUNTY User

_ - . Mountain
o rep e Yew | pudding | Butterscotch P 35?’1&!‘5)’: RCCO1 Health Email: rcco.Test@state.co.us
e blans

Rocky TestAdmin RCCO

Health Care
g Figgy M |Policy and
Financing

Laura Mountain

laura.russell@state.co.us |RCCO 1 Test@state.co.us

Health
Plans

Russell

Click the View button to Export to Excel
view the client’s record.

In your search results, you
will see a gray Update
button if the client is in your
RCCO. Click the button to
assign yourself as the
Client’s RCCO Care
Coordinator.
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The Department of Health

Care Policy and Financing
Benefits Utilization System

Coordinator Screen

Main Menu

Coordinator Information
Administration

RCCO Help Guide Client Information

Client First Name : Butterscotch
Client Last Name : Pudding

Existing RCCO Care Coordinator Information
Coordinator First Name : RCCO User
Coordinator Last Name : TestAdmin

Are you going to be the Primary RCCO Care Oy
Coordinator for this Client? es

£ N

If you are the Primary RCCO Care
Coordinator, select the Yes radio
button. Then click Confirm.

The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Demeoarahic -

a Butterscotch Pudding
RCCO Care Coordinator name | TestAdmin RCCO User / rcco.Test@state.co.us

Main Menu
Advisement Letter Client Infog

Assessment - 100.2

State ID Z190000 S5N
Client Information First Name Butterscotch MI

- Insurance & Legal County El Paso
Primary Language English

e Marial Statue Single Your information will now

Planning

[T Strect Address display at the top of the

Critical Incident Mailing Address . .
Reports Mailing Address State Client Information page.

Assessment - HCA Client ID for Agency

MName  Pudding

P77

Case Management Current Living Situation: MNursing Facility

Case Status Case Status: M: Waitlist
0: Closed

CBMS Case Number

Log Notes
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The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Case Management - Butterscotch Pudding

This page will refresh when a Managing Agency or a Secondary Managing Agency is chosen. It is still
required to press the SAVE button in order to save your changes in the system.

Advisement Letter
Assessment - 100.2

Managing Agency Information - this agency is responsible for completing the assessment.
n

Tran:

:f:lf:s g""t - Agency MESA COUNTY DEPT. OF HUMAN SERVICES - 970-248-2888

e Covering Case
riucal Inciaen

Manager :
Reports 9

As: it - HCA Case
e Management -
‘ Case Management Specialist :

Case Status
Secondary Managing Agency Information

AL |

Agency : Health Care Policy and Financing - 302-866-2883

Case Manager Burnham, Terry - 303-866-6240 - terry.burnham@state.co.us
Covering Case

Manager :

Management —

Specialist :
Service Plan DD
Section
Administration Placed Agency Information
a A H
RCCO Help Guide gency
Comment -

Your information will
also appear at the
bottom of the Case

Management screen

RCCO Information
Region : RCCO 1
RCCO Care Coordinator Name: TestAdmin RCCO User
Contact: 303-866-4925
Email: rcco.Test@state.co.us
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Client Information
* Here you will find all the demographic information on the client such as

o State ID
o Social Security Number
o Address
o Contact Person
o0 Referral Client Contact
0 Medical Provider Information

o Medical Information Health Record

* There also is an Insurance and Legal Client Information sub-page, which you can
access by clicking on the yellow sub-menu below Client Information.

The Department of Health )

Care Policy and Financing
Benefits Utilization System

Client - Demograhic - Figgy F Pudding
RCCO Care Coordinator name : TestAdmin RCCO User / rcco.Test@state.co.us

Client Information

Advisement Letter

Assessment - 100.2 State ID 7998877 55N  111-33-5555

First Name Figgy MI F Last Name Pudding
courty sroomfield

Primary Language English DOBE 06/30/1900 Phone 123-456-9999
Marital Status Divorced Sex Male
Street Address 5555 Christmas Lane City/State/ZipCode Broomfield CO 80020
Mailing Address 5555 Christmas Drive Mailing Address City Broomfield
Mailing Address State co Mailing Address ZipCode 80020

nt ID for Agency X998877
CIle here fO VIeW frent Living Situation:  Alone

e Status: S: Closed
the Insurance & 1S Cace Number
Legal Client

.
Information

Subpage, ne Bling Bam Burnham

ationship Medical Proxy

Organization
Service Plan DD
Section Send
= 3 Correspondence No
Administration to Guardian
RCCO Help Guide Phone 123-456-8888

Street Address 6666 Xmas Drive
. PR
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Assessment — 100.2

* The Assessment — 100.2 screen will show every Assessment for the client and the
relevant details such as

0 Assessment Date
o Event Type

o \Verified Date

0 Authorized Date
0 Assessing Agency
0 Outcome

o Approval

o Start Date

o End Date

0 Close Date

o Closure reason

The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Assessment - Info - Figgy F Pudding

Main Menu Assessment Event Dpen End Close Closure

6 Month Health Care Policy and NF
. Vi
Assessment - 100.2 06/04/2014 o o Financing Approved 07/10/2014 False
Client Information PACE
[E—— 1 |04/30/2014 Initial 05/01/2014 DEPARTMENT HUMAN |, roved | LTHH 05/01/2014|04/30/2015  False
Assessment & Review SERVICES

Planning
Risk Mitigation Plan

Critical Incident
| Renort:

Click the View button
to see more
Assessment details.
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Click the yellow

navigate to the

ADL, Medical,
Demographic, and
LOC Certification.

o Case Manager
o Potential Program

The Department of Health
Care Policy and Financing
Benefits Utilization System

Assessment - 100.2

Assessment Date
ADL
Medical Event Type
- Assessment
Demographic

- LOC Certification

Event Number

Client Zoformation

Assessing Agency

Case Manager

Programs

sub menus to

Client - Assessment - Info - Figgy F Pudding

2
06/04/2014 - (mm/dd/yyyy)

® & Month Review

O Appeal - Decision Overturned
) CCT Certification Extension
O Continued Stay Review

O b1

O Initial Review

O Nursing Facility Transfer

) Reverse DI

O Unscheduled Review

O waitlist

‘ Health Care Policy and Financing

v

Rathbun, Tiffani

] HCBS-Brain Injury

[l HCBS-Community Mental Health Supports

[J HCBS-Developmental Disabilties

[] HCBS-Elderly, Blind, Disabled

[] HCBS-Spinal Cord Injury - LTCO, JEFFCO Only
[] HCBS-Supported Living Services

] HCBS-Childrens Walver

] HCes-children with Autism

[[] HCBS-Children with Life Limiting Iliness

[[] HCBS-Childrens Extensive Support

[] HCBS-Childrens Habilitation Residential Program
[l colorado Choice Transitions - HCBS-BI

[[] Colerado Choice Transitions - HCBS-CMHS
Colorado Choice Transitions - HCBS-DD

g Colorado Choice Transitions - HCBS-EBD/18-64

|

In the Detailed View of the Assessment, you will find additional information such as
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Case Management

* On the Case Management page, you will be able to view the Managing Agency
Information which includes

o Name of Agency
o Case Manager
o Covering Case Manager

o Case Management Specialist

* You will also be able to view the Secondary Managing Agency and Placed Agency
information.

* If you are assigned as the RCCO Case Coordinator for this client, your information
will show at the bottom of the page under RCCO information.

The Department of Health
Care Policy and Financing
Eenefits Liiization System

Clignt - Case Management - Figgy F Pudding
Maln Menu ﬁ This page will refresh when o Managing Agency or a Secondary Managing Agency is chosen. It is s1)

required to press the SAVE button in order o save your changes in the system.

Managing Agency Information - this agency s responsibla for completing tha nant.
Agency Hasalth Care Policy and Financing - 303-B66- 3383
Case Manager  Russell, Laura - 303-866-4648 - laura, [ oS
Sy ﬂ'“'E C3 pasitlas, Michael - 303-866-5564 - michoel pasillasgstate.co.us
Case
Managemant
Specialis -
Secondary Managing Agency Information
Agency © A Rise Abowe - T16-331-6041
Case Manager
Covering Case
Manager :
Case
Management
Administration Placed Agency Information

RCCO Help Guide aAgency : Asgeen Center - 303-344-0630

Coamamang ©

Client RCCO

RCCO Information o 5 5
Region : RCCO 1 information is
RCCO Care Coordinator Hame: TestAdmin ROCO User .

Contact: 203-B66-4925 d|sp|ayed here.

Emall: rooo. Test@state, co.us
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Case Status

* The Case Status Screen displays all the Case Statuses from the
o Managing Agency
o Secondary Agency
o Other Agencies

* For each Case Status, you will be able to see the
o Case Status Date
o Status Code (Open, Pending, Appeal, Denial, Closed, etc.)
o Input User (who entered the Case Status)
o Input Agency

o Date Entered

The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Case Status - Figgy F Pudding

. Case Status Date Status Code Input User Input Agency Date Entered

There are no case status records for this agency

Transition
Assessment &
Planning

Critical Incident
Reports

Assessment - HCA

Secondary Agency |

. Case Status Date Status Code Input User Input Agency Date Entered
08/01/2014 Appeal Terry Burnham A Rise Above 08/01/2014 08:04:39 AM

Other Agencies

. Case Status Date Status Code Input User Input Agency Date Entered

There are no case status records for this agency

Case Management
Case Status

Log Notes

LTC 803
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Service Plan

* On this screen you will be able to see all of the Service Plans entered for the client
and some basic details such as

o Date the Service Plan was finalized
o Case Manager

o Service Plan Agency

o Start Date

o End Date

The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Service Plan - Figgy F Pudding

. Case Service Plan
I g g [ T e ppen

Advisement Letter

*= View-Print Options available in OLD format only for Service Plans FINAL on or before 06/19/2011.
e A
: : lew . Health Care
3 |Continued Stay Terry Policy and 07/09/2014(07/10/2014(04/30/2015
o Review Burnham . .
Transition Financing
Assessment & | 7 |
Planning 1ew ) . . Health Care
Continued Stay Tiffani .
_ 2 |Roview Rathbun  Policy and 05/14/2014/05/01/2014|04/30/2015
Financing
Critical Incident
Reports |VIG-'W| Terry Health Care
1 |Initial/Enrollment 02/04/2014 Burnham P!)Ilcy :‘md 02/04/2014 05/01/2014 04/30/2015
Financing
Case Management
Case Status >

Click the View button for a
detailed version of the
Service Plan.
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* After clicking on the View button, you will be able to view a more detailed version of
the Service Plan. This includes additional information such as

O Medicaid Long Term Care Disclosures
Choice Statements
Program Area
Service Planning
Client Roles and Responsibilities

Case Manager Roles and Responsibilities

o

o

0

o

0

O Plan Participants
O Natural Supports

O Third Party Resources

O Home Community Based Services the Client is receiving
O State Plan Benefits the Client is receiving

O Any Contingency Plan for Client emergencies

0

Client’s Personal Goal

| Thua T of Health
0 ing
Click the Utitization System
Cliant - Sarvice Plan - Flggy F Pudding
yellow sub T 8 e wartice Plameina anstamn

ervics Plan Number: 3

menUS tO jervice Plan Type:*

H ) CCT Certification Extension
naVIQate tO ¥ Continued Stay Review

Deinstitutionalization (DI)

L Inktlal/Enreliment

other pages. F wc. uramsonsizasion

unscheduled Review
Statfing Date:™ - 07/09/2014 (mm/dd/yyyy)
Select ©

Select One .

={100.2 Certi ion page olet gL for final date stamp)

Medicaid Long Term Care Disclosures |

[« =Client has been infarmed that he/she has the right to choose batween institutional services or Home and
Community Dased Services.

Client has been informed of the following H 2 d Community Based Service (HCBS) Waivers they

may be eligible for

[T Brain Injury {B1}

"l Community Mental Health Supperts (CMHS)
I¥| Developmental Disabilies (DD)

¥ Eldarly, Blind, and Disablad {ERD)
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Log Notes

* The Log Notes page displays the log notes grid, which will show 60 days of the log
notes for the specific client. This grid will automatically default to display all log
notes.

* Here you find the details of each log note such as
o Contact Date
o Type of Contact
o Who was Contacted
0 Units
o Date the Log Note was Entered
o The Confidentiality of the Log Note
0 Who the Log Note was Entered By

o Notes

‘The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Log Notes - Figgy F Pudding

m View @ All Lognotes () Non System Generated Lognotes

Advisement
Letter

Log notes grid shows 60 days of log notes for a client.
If you need to view more historical log notes, please use the View/Print Range or Log Notes Search Options.
100.2

Client
Information
Transition Contact Type of Who Date Ente
S - contacted U""*| Entered_|Condentio!
anning I T L PR T BN
System 12/17/2015 False Gaﬂgasagar Risk Mitigation Plan withdrawn.

Risk Mitigation :28: 02:28:59 Thota
Plan PM

Critical Incident
Reports
m View || 11/30/2015 System 11/30/2015 False Mike Risk Mitigation Plan Added.

09:01:39 09:01:39 Kissinger

Case AM AM
Management
Case Status
EQ;’QUIS System 11/09/2015 False Mike Risk Mitigation Plan Added.
141:04 09:41:04 Kissinger
AM

Select the View Button
for a more detailed view
of the Log Note.
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* In the Detailed View of the Log Note, you can find additional details such as the
time of contact.

The Department of Health

Care Policy and Financing
Benefits Utilization System

m LogNotes Record View Page
Date Entered: 08/12/2015

Date of Contact: 08/12/2015

Time of Contact: 11:56:15 AM

Person Contacted: Adult Protection Worker

Transition .
Assessment & Log Note Unit: 0

Rty Type of Contact: Summary Report - CDAS Reassessment

Confidential: o

Entered By: Gangasagar Thota
Reports
nssecement —nca__ [NRANN
As: t - HCA
— = Narrative: test cfm file to find

* If you want to only view the Non System Generated Log notes (log notes that are
manually entered by Case Managers), select the Non System Generated Log notes
button and hit refresh.

The Department of Health

Care Policy and Financing
Benefits Utilization System

Client - Log Motes - Figgy F Pudding

LB L View @ All Lognotes () Non System Generated Lognotes [ Refresh |

Advisement
Letter

Log notes grid shows 60 notes for a client.
If you need to view m: notes, please use the View/Print Range or Log Notes Search Options.

| Frs seat e Non ST
Planning
[ — System Generated é;!gﬁ;gls Ealse ﬁn;ntg;asagar Risk Mitigation Flan v
Plan
Critical Incident Log NOtes bUtton P
Reports .
then click Refresh. 11/30/2015 False Mike Risk Mitigation Plan 2
09:01:39 Kissinger
Case AM AM
Management
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Contact Us

< If you have any comments or feedback about this RCCO Quick
Reference Guide please send us an email at BUS@state.co.us.

Thank you!
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