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Training Objectives

* \Web Portal

> Basic overview & functions
>» Maintaining user, provider & member data

e User access & roles
* Eligibility verification & response
e 8371 (Institutional) claims

» Collection of information that creates one
» How to submit

* Accessing reports
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Web Portal Advantages

* Convenient, user-friendly & easily accessible
* Available 24 hours/7 days per week
* Quick response to claim entries

* Available anywhere internet can be accessed
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Trading Partner

* What is a Trading Partner (TP)?

» Organization or provider TP number is assigned to

Colorado Department of Health Care Policy and Financing



Trading Partner Administrator (TPA)

Information security point of contact
between Department & provider’s office

User appointed by organization or

provider

TPA’s username assigned by State
Security Administrator

» Username begins with COTP,
includes TP number, & ends with an
“A” (COTP123456A)

Tasks include assigning roles, adding
/removing users

CMAP Web Portal technical TPA should
know exact duties of each user they add
to the system

This person should be readily available
to users who access the Web Portal
weekly
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Billing Agencies / Agents

* Do not have authority to request password resets for Web
Portal User Names assigned to Providers

* |ssued own Trading Partner ID for purposes of billing on
behalf of provider

» When calling help desk for password resets, be prepared to self-
identify as individuals submitting claims on behalf of provider

* Department reserves right to revoke or suspend previously
granted user access when security violations or fraudulent
activity suspected

P




Web Portal Login Rules

* Only one valid login session can be open at a time

* For security, users automatically logged-out after 30
minutes of inactivity

* Passwords
» Are case-sensitive
» Must be between 8 & 16 characters
» Must contain at least one alphabetic & one numeric character
» Cannot be re-used

* For login problems, use “| forgot my password” link on log-
In page or contact TPA
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NEW! Department Website

@ | https://www.colorado.gov/hcpf

l 9 lOIadO The Official Web Portal

COLORADO

www.colorado.gov/hcpf
Department of Health Care
LL'AV | Policy & Financing

Home  For Our Members For Our Providers T oLt S 2 ‘ For Our Providers

We administer Medicaid, Child Health Plan Plus, and other health care progran» for Coloradans who qualify.

Explore Find
Benefits |N Doctors

Feeling Sick? Get Covered.
ELmN s oM O N e T Stay Healthy.

800-283-3221 colorado.gov/health

Colorado Department of Health Care Policy and Financing ‘w-—-



NEW! Provider Home Page

Find what S
3y COLORADO
yo une ed Department of Health Care
N ' Policy & Financing

here
ers For Qur Providers
l For Our Providers
hy should How to Provider What's new?
»u become become a services (bulletins,
1 1 provider? provider (training, & newsletters,
Contains important i o

. . . A updates)
information regarding @ n S @

Colorado Medicaid &

Other tOplCS Of Get Help Find a Doctor
. . Dept. Fiscal Agent o Get Info @ Are you a client
Interest to provi ders 1-800-237-0757 sl looking for a doctor?

& billing professionals
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Web Portal Login Page

Bepartmentof Health-Care Policy

and Financing

Colorado Medical Assistance Program Web Portal

Login

Access to this application is restricted to those who have been authorized by the
Colorade Department of Health Care Policy and Financing. The department is
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.

User Name:* | |

> Log-in to access Web Portal

I forgot my user name. Securely reset password or
Horgotmy password. request user name here

System Status M

[The Portal is currently available.
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Web Portal Main Page

Department of Health Care Policy
antd-Financing

,& 76 Main Help Log Out
Welcome Welcome to the Colorado Medical Assistance Program .
Trading Partner ID- Secure Web Portal H oW IS th e
What's New! System Status Messages PO rta I WO rkl n g ?
Frequently Asked Questions OO0
All Colorade Medical Assistance Program Web Portal users must

User Profile Maintenance . ) "
have their own User Name and Password. Shaning login

BUS mformation 15 prolubited. Trading Partner Admustrators can . )
SAVE System create new usgrs by selecting f—l\fﬁnﬂusn‘ﬂnnn - User | =ims Week  Week W h at S N ew
Eligibility Maintenance from the left-hand navigation mem. Please see the | [pental aims
Claime Help menu option, the TPA User Guide, and avalable training for | [Professional tlaims

more wformation nstitutional Claims
i  — _ User Access
File and Repart Senvice Eligibility o &
Data Maintenance ) dependent On
Wedicaid Provider Lookup Basled ot yOur access tights Trajnjpg, Tser Guides, and Help may be S — ro I es a SSig N ed tO
T — avatlable m the upper gray bar or via the menu buttons. PAR Week  Weelk
Adrministration A Trading Partner Admimstrator's first task should be to set up the u S e r- by T P A
Systern Reports users for their Trading Partner. Locate the Administration button in the

meny and select Teer Mamtenance. Addional mformation can be

System Mainienance found in the Training and the User Guides.
PORTAL MANAGER

YWeh Paortal Training
Reset Lagin
(MMIS) Provider Data Maintenance

Colorado Department of Health Care Policy and Financing




Web Portal Main Page

Department of Health Care Policy

and Financing

Welcome

Trading Partner ID-

Freguently Azked Questions

Uzer Profile Maintenance 4
BUS »
SAVE Systemn

Eligibility 4
Claims 4
PAR »
File and Repor Service »
Data Maintenance »
Medicaid Provider Lookup »
Code Set Maintenance »

Main Help

Log Out

Welcome to the Colorado Medical Assistance Program

Secure Web Portal

What's New!

Al Colorado Medical Assistance Program Web Portal users must
have therr own User Name and Password. Sharing logm
information is prohibited. Trading Partner & dmimstrators can
create new users by selecting Administration = User
Mamtenance from the left-hand navigation menu. Pleaze see the
Help mem option, the TPA User Guide, and avalable training for
more formation.

Based on your access rights Trating, User Guides, and Help may be
avatlable in the upper gray bar or via the menu buttons.

Administration

Svstem Status Messages

claims Last First
Week  Week
Dental Claims
Professional Claims
|Insh'tuh'ona| Claims
Eligibility \.':'Zsetk [
To assign roles to users,
PAR Foct

we [PA must access

User Maintenance bﬂﬂﬁ'ﬁﬁwﬁﬂuﬁﬁ
L ariner. Locate the Admiristration button in the

Systermn Reparts »
System Maintenance »
PORTAL MANAGER »
YWeb Portal Training »
Reset Login

(MMISY Provider Data Maintenance b

Claims/PAR Purge . . . .
: Mamtenance. Additonal information can be
User Guide nd the User Guides.

> Administration then User

Colorado Department of Health Care Policy and Financing
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User Lookup Screen

Department of Health Care Policy
and Financing

=3 Wan  Hep  Logou
vser Lookun. eLists User Names of those
who have access under
—— — — the assigned Trading

Partner number
——> ¢TPA may add, delete,
update & change the user

information

[Pravious Page][Mext Pags]

Search Crterda:

*lUser MName *lEquaIs *l | --
hdd New User N *TPA may add a new user
UserName:|:| -I here

10
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User Maintenance Screen

Department of Health Care Policy

and Financing

Wam  tew  Lopou
st vamer ] | st wamer ] TPA assigns:
s s e user information
et | S e assign user roles
Password:] | Canfirm Password:| IPA can:
e e reset passwords
TRADING FARTNER ADIIN * un-suspend accounts
Eﬁ%&éﬁaw o = Restricted Admin:

PROVIDER(MMIS)

e Limited authority

e reset passwords
r——— e un-suspend accounts

14
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User Roles

Lists differences between TPA & regular
user

Includes a breakdown of what each role of
users can do in Web Portal

Available at colorado.gov/hcpf
Provider Services = Colorado Medical
Assistance Program Web Portal

Colorado Department of Health Care Policy and Financing ""-i;. =




MMIS Provider Data Maintenance Access

Department of Health Care Policy
and Financing

Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner ID- Secure Web Portal
What's New! System Status Messages
Frequently Asked Questions ¥ 000
User Profile Mainlenance p. | All Colorado Medical Assistance Program Web Portal users must
have ther own User Name and Password. Shanng login

Bye ¥ mformation 1s prohibited  Trading Partner Adminsstrators can Gat Eat

SAVE System create new users by selecting Administration = User — Week  Week

Eligibilit p | Maintenance from the left-hand navigation menu. Please see the | [Rental Claims

i - Help menu option, the TPA User Guide, and avalable trammng for | |professional Claims . .

: more information Institutional Claims 14 TO Vi EW, corre Ct, ve rlfy or

PAR » | . ) [

Fl and Report Srice b sowy 4 0 Update provider’s file

Data Maintenance b . . .

Medicald Provider Laokup »  Based on your access nghts Traming, User Guides, and Help may be —— mal nta I ned IN M M IS,

ida ol airtanancs p  avalable n the upper gray bar or via the menu buttons. PAR Week W

Administration » A Trading Partner Adminstrator's first task should be to set up the u S e rS m u St a Cce SS M M I S

users for thewr Trading Partner. Locate the Admunistration button mn the a
R 3

SR menu and select User Mamntenance. Additional mformation can be P rovi d er Data

System Maintenance ¥ found in the Training and the User Guides. q

PORTAL WANAGER . Maintenance then MMIS
Yveb Portal Training » .

Provider Data
MIS) Provider Data Maintenance  (MMIS) Provider Data I 1
= Maintenance ) Ma|ntenance

Colorado Department of Health Care Policy and Financing




MMIS Provider Inquiry Screen

Department of Health Care Policy

and Financing

i Main Help Loy Out
MMIS Provider Inguy -Entfer 8-digit Me-dlcald ID
& either the Social
pouder 030 | y  Security or Federal Tax ID
i N of provider to access

MMIS information
Swbmit_Concel

Contack Us:

EE]F:E HCPF Horme - StateHome ’E

Privacy Staternent  Site Map

17
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MMIS Provider Information

Department-of-Health-Care-Policy

and-Financing

i Main Help Log Out

_—— o o eNational Provider
rovider Information - Questions on your provider information should be directed bo ACS 3t 1-800-237-0757
Provider 1D: Provider Marme (Legal Mame): I d e ntifie r ( N P I ) a p pea rS i n
Tax IDfS5M: DBAL Statusi ACTIVE Status Effective Date:
Medical Home Provider Effective Date: . .
NPI field if already
registered in MMIS
Location Address (Sava to Portal) Eilling Address (Saue to Portal) ¢ Any u pd ates ta ke

(PO Box and intersections are naot allowed) ( Same as Location) (Same a3 Mailing)

[
Address and Publications Vedicare/License Information Provider Affiliations ACC Provider Opt-In/Opt-Out

Addressty ‘ ‘ Address: | | apprOXimately 24 hou rS
Suite # or Cfn Suite # or Gf Ot
City*; | | City:

|
State; co Zip Code®; l:l l:l State; d Zip Code: l:l
Counky®; . - County! 'l
Phone®: Fax:l:l Phone: | Fa><:|_ . |

e — eThe user that has their

Mailing Address (| ' |Save to Portal)

{ Same as Billing) ( Same as Location)

s — S — ___y e-mail listed here will
Suite # ar O . . .

| | ' receive a link to the
State: d Zip Code: l:l

R E— monthly bulletin
Phene: l:l E\i;?;(iﬁtapcﬂ:l

(Note: Updates that are not allowed can be performed by submitting a paper request form.)

18

Colorado Department of Health Care Policy and Financing



MMIS Provider Information

Department of Health Care Palicy

and Financing

i&76 Main Help Log Qut

eLicense information is
presented as “view-only”

Provider ID: Provider Name (Legal Name):

I'IaeziIc[:;S}-lsoNr:we Provider Effective Date! o e ACTIE Pt Effctive Dot & m ay n Ot be u pd ated

MMIS Provider Information - Questions on pour provider information should be divectad to ACS 2t 1-600-237-0757

Natianal Provider Identiier: t h ro ug h We b PO rta I

Address and Publications Medicare /License Information Provider Affiliations ACC Provider Opt-In/Opt-Out

e Updates may be
ooty (T submitted to Fiscal Agent
on paper

Add/Del Medicare ID Begin Date Type

Medicare ID: Begin Date: Type!

- - Please contact Provider Services to
® || | * | | * j‘ update your license information.

(Note: Updates that are not allowed can be performed by submitting a paper request form.)

Colorado Department of Health Care Policy and Financing




MMIS Provider Information

Department of Health Care Policy

and Financing

1876 Main Help Log Out

| . eView, add, or remove
MMIS Provider Information - Questions on your provider information should be divacked to ACS st 1-800-237-0757
Provider ID: Provider Narme [Legal Name): affi I iations here

Tax ID/SSN: DBA: Statuz ACTIVE Status Effective Date:
Medical Horne Provider Effective Date:

Hational Provider Identifier: ° O n Ce S u b m Itte d' p rOVI d e r
Address and Publications Medicare/License Information Provider Affiliations ACC Provider Opt-In/Opt-Out CO nfi rm ati O n pa ge

Add/Del Provider ID Provider Name Begin Date  End Date a p p e a rS

eCheck provider error
report in File and Report
Service (FRS) for errors
when necessary

Provider ID: Begin Date: End Date:

(Note: Updates that are not allowed can be performed by submitting a paper request form.)

20

Colorado Department of Health Care Policy and Financing



ACC Provider Opt-In/Opt-Out

Department-of Health-Care-Policy ® M d ke se I eCtIO ns tO
| become a PCMP with ACC
! &?*; Main Help Log Out P ro g ram
MMIS Provider Information - Guestions ea your provider information should be divected to ACS at 1-800-237-0757 [ ] AI | OWS p rOVi d e r to
s P Lo e e PArtner with different
Medical Home Provider Effedive Date:
RCCOs and serve
Address and Publications Medicare/License Information Provider Affiliations ACC Provider Opt-In/Opt-Out mem be rs i N ACC P rog ram

| eElect to affiliate with
Wiew PCMP State Contract
Cpt-In as 3 PCMP Prouider Opt-0ut as 3 PCMP Prouider RCCOS

and Financing

National Provider Identifier:

RECO Affiliation 5o nion 1 - Rocky Mountain Health 2lans RECO Affilistion  [oenion 1 - Rocky Mountain Health Plans
Reqgion 2 - Colorado Access Reqion 2 - Colorado Access ® 1
Region 3 - Colorada Access Region 3 - Colorado Access Re q u I red to
Reqion 4 - Integrated Community Health Partners, LLC Reqion 4 - Integrated Community Health Partners, LLC I t . I | .
Region S - Colorada Access Region 5 - Colorado Access
Region 6 - Colorado Community Health Aliance Region 6 - Colorado Community Health &lliance e ec ro n |Ca y S Ig n
Reqion 7 - Community Health Partnership Reqgion 7 - Community Health Partnership

contract
e *Opt to remove affiliation
with RCCO

(Mote: If you choose to Dpt-In as a PCMP Provider, PCMP Agreement will be created in a seperate page.)

(Mote: Updates that are not allowed can be performed by submitting a paper request form,)

21
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Provider Maintenance Access

Department of Health Care Policy
antd-Financing

,:.”b ' Main Help Log Out
Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner ID- Secure Web Portal
What's New! System Status Messages
Freguently Asked Questions OO0
User Prafile Maintenance , All Cololrado Medical Assistance Program Web Plortal users must
have their own User Name and Password. Shaning login
o8 v formation 15 profubited. Trading Partner Admiustrators can =
: laims
SAVE System create new users by selecting Administration = User ; Week 11
o - [ ]
Eligibility b Mamtenance from the left-hand navigation menu. Please see the Dental Claims Ad d a I I b I I I In g an d
c , Help men option, the TPA User Guide, and avalable training for | |Professional tlaims
aims

more mformation.

Institutional Claims re n d e ri ng p rOVi d e rs
PAR R e — - '
File and Report Senice 3 Eligibility Last aSSOC|ated Wlth TP ID

Week

| her
Wedicaid Provider Lookup PI Pravider Maintenance W, i La} e e
Code Set Maintenance b UserGuide Eray bar or via the men buttons PAR el .This information is

Adrrinistration » A Tradmg Partner Admimstrator's first task should be to set up the

P —— ,  users for thetr Trading Partner. Locate the Administration butten i the req u | re d b e‘fo re

meny and select User Mamtenance. Additional information can be

System Maintenance 4 ; i ; . . .
found in the Traning and the Tzer Guides. Submlttlng clalms

I Data Maintenance I Client Maintenance

FORTAL MANAGER 3
YWeh Paortal Training »
Reset Lagin

(MMISY Provider Data Maintenance »

Colorado Department of Health Care Policy and Financing




Provider Lookup Screen

Department of Health Care Policy
and Financing

Sl Main Help  LogOut

eLists Provider Names of
those who have access

Provider Lookup

under the assigned
Trading Partner number
——> ¢TPA may add, delete,

update & change the user

Provider 1 D Type Name

information

[Pravious Page][Mext Page]

Search Crteria:

*lPruviderlD *lEquaIs *l | --

Add New Provider .TPA may add a neW
Provider ID: .
—— d provider here

O
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Provider Maintenance Screen

Department of Health Care Policy

and Financing

Main Help Log Out

Provider Maintenance

T e|f required to bill using an

Teert Gnduidal O organicaton NPI, the NPl must be used
st e | T as the ID Qualifier

arganization Mame: | |

Provider Ldentitar *When adding a billing
provider in your database,
be sure the “billing” box is
Cat ............. y > checked
s : | eEach provider must be
I

| added one at a time
State: "‘ Zip Code: *I:'

24
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Eligibility Inquiry Access

Department of Health Care Policy

antd-Financing

; i76 Main Help Log Out
Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner 10- Secure Web Portal eTo submit an interactive
What's New! System Status Messages B=al=alF
000 eligibility request or a
. All Colorado Medical Assistance Program Web Portal users mnst o o[ ofo o
ser Profile Maintenance 4 —_—
have ther own User Name and Password. Sharing logm BatC h E I |g| b | I |ty I N q ul ry,
o8 v formation 15 profubited. Trading Partner Admiustrators can : =
SAVE System create new users by selecting Athnuulsn'f*nnnn = User S— _':'a"“s Week users mu St access
Eligibiliy I Eligibility Inguiry e left-hand namg.at:lon tmen. lPlease see the cntal tlaims e on ene .
'T@Fns P Bateh Eligtilty Inguiry : Ellglblllty then elther
Institutional Claims
o d Eligibility Inquiry or Batch
File and Report Service 3 Eligibility \.:-Ztk g y q y
Data Nalnienance b E||g|b|||ty Inquiry
Medicaid Provider Lookup »  Baszed on your access nights Traming, Teer Guides, and Help may be e
. b avatlable m the upper gray bar or via the menu buttons. PAR w;k
Adrrinistration » A Tradmg Partner Admimstrator's first task should be to set up the

users for their Trading Partner. Locate the Administration button in the

System Repors » . . . .
_ meny and select User Mamtenance. Additional information can be
System Maintenance ¥ found in the Training and the User Guides.
PORTAL MANAGER, »
YWeh Paortal Training »
Reset Lagin

(MMISY Provider Data Maintenance »

Colorado Department of Health Care Policy and Financing




Eligibility Inquiry and Verification (270)

BeparimentofHealth-CarePolicy

ant-Financing

I &Ti' Main Help Loy Out

Client Eligibility Inquiry and Verification

eUsers should check a
Ll s —> members eligibility using

I Provider 1D: |

Service Type Code:® |30 Health Benefit Plan Coverage > th e Bl I I | ng P rOV| d er I D
From DOS * @ Through DOS +* @
Client Detail

State ID: M DOE: I:I
Last Name: x First Name: | ‘ 55N .There are different
_— scenarios for conducting a

To identify the client for an eligibility inquiry, at lzast

one of the following combinations of data must be

enterad: ) Sea rCh

a. State ID and DOB (Preferred Criteria) . .

b. Last Name, First Name, and DOB eFields noted with “*” are

c. 55N, Last Name, and First Name
d. 55N and DOB

required

26
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Eligibility Request Response (271)

.-1E;;Ef- B i To Eligibility Tnguir A . .
Information appears in sections:
Eligibility Request clon. tliniblies Datale e Requesting Provider, Member Details,
Provider ID: Oty s Eligible Member Eligibility Deta|Is-, etc. .
From 008 ThIOL il Baneft Date: » Use the scroll bar to the right to view
o O comom e more details
Last Mame: First o
Coverage Name: Medicaid
Successful inquiry notes a
Guarantee Number:
* Print a copy of the response for the
PREPAID HEALTH PLAN OR ACCOUNTABLE CARE COLLABORATIVE
CO MEDICAL ASSISTAR

b fm

Cliabiity Beneft Datel member’s file when necessary
04/06/2011 - D4/06/2011

Response Creation Date & Time: 05 mossages,

—— _ Reminder:
Provider Relations Humber: 200-230 MHPROV Services

e Information received is based on what
Requasting Provider iS available through the CO|0rad0

; i Provider Marme: .
ik Benefits Management System (CBMS)
COLORADO HEALTH PARTNERSHIPS LLC
e Updates may take up to 72 hours
g F

Provider Contact Phone Murnber: 27
200-504-5008

Colorado Department of Health Care Policy and Financing -




Member Maintenance Access

Department of Health Care Policy

antd-Financing

Walcome

Trading Partner ID-

Freguently Asked Questions

Main Help

Log Out

Welcome to the Colorado Medical Assistance Program

Secure Web Portal

What's New!

All Colorade Medical Assistance Program Web Portal users must
have their own User Name and Password. Shaning login
formation 15 profubited. Trading Partner Admiustrators can
create new users by selecting Administration = User
Mamtenance from the left-hand navigation menu. Please see the
Help mem option, the TPA User Guide, and avalable training for

Provider Maintenance ¢ rights Traiing, Tser Guides, and Help may be
User Guide gray bar of via the mem buttons,

A Trading Partner Admimstrator's first task should be to set up the
users for their Trading Partner. Locate the Administration button in the
menu and select Tser Maintenance. Addittonal information can be
found in the Traning and the Tzer Guides.

ser Profile Maintenance 4
BUS 4
SAVE System
Eligibility )
Claims ¢ more mformation.
PAR »
File and Repor Senvice »
I Data Maintenance Client Maintenance
Medicaid Provider Lookup »
Code Set Maintenance 4
Adrministration »
System Repors
System Maintenance »
PORTAL MANAGER 4
YWeh Paortal Training »

Reset Lagin

(MMISY Provider Data Maintenance »

System Status Messages

Claims

Last

Dental Claims

Professional Claims

|Insh'tuh'ona| Claims

w+  o(Choose Data
Maintenance then Client

Eligibility

.. Maintenance to update,

Week

> delete, or make changes

PAR

Last

wx t0o member information

eChanges do not effect

Colorado Department of Health Care Policy and Financing
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Member Lookup Screen

Department of Health Care Policy

and Financing

SigE Main Help  LogOut

Llient Lookup

eMember is automatically
pata s added to provider’s
3y Member Database when
a successful eligibility
inquiry is processed

State ID Last Name First Name

o
o
=

[Previous Page][Maxt Page]

Search Criteria:

+| State 1D | Equals 8 | --

Add New Clint eUser may add a new
>
ki) B— member here

29
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Member Maintenance Screen

Department of Health Care Policy

and Financing

Main Help Log Out

Llient Maintenance

eSuccessful eligibility
Frst Name | | inquiry adds member’s
e el | information, with
senderi[ [ exception of Patient
edicre uroben [ Account # (assigned by
| provider)

State ID:* DOE-:*l |

Last Name:*

S5M:

Patient Account
Mumber,

Addrazsi*

|
Zip Code:* |:|

City:*

iy

State:*

Colorado Department of Health Care Policy and Financing




UB-04

Who completes the UB-04?

Inpatient Hospital (| Outpatient Hospital
Nursing Facility Outpatient Lab
Home Health/PDN Rural Health Clinics

Hospice FQHC
Dialysis Centers Indian Health Services
Residential Treatment Centers l l Hospital-Based Transportation

Colorado Department of Health Care Policy and Financing ‘




Institutional

Department of Health Care Policy

antd-Financing

Claim Access

Walcome

Trading Partner ID-

Freguently Asked Questions

ser Profile Maintenance
BUS

SAVE System

Eligibility

Main Help

Log Out

Welcome to the Colorado Medical Assistance Program

Secure Web Portal

What's New!

| Al Colorado Medical Assistance Program Web Portal users must
have their own User Name and Password. Shaning login

v formation 15 profubited. Trading Partner Admiustrators can
create new users by selecting Administration = User

b Mamtenance from the left-hand navigation menu. Please see the

I Claims

Mt ool he TPA User Guide, and avalable training for
I Profassianal

PAR

File and Repor Senvice
Data Maintenance
Medicaid Provider Lookup
Code Set Maintenance
Adrministration

System Repors
System Maintenance
PORTAL MANAGER
YWeh Paortal Training
Reset Lagin

b Dental

MY Institutional

System Status Messages

Last First
Weeak Waale

eChoose Institutional
— option under Claims on

Claims

Dental Claims

Professional Claims

»  Claim Status Inguiry
»  Activity Tracing Report
b UserGuide

» A4 Tradng Partner Admmstrator's first task should be to set up the
users for their Trading Partner. Locate the Administration button in the
menu and select Tser Maintenance. Addittonal information can be

¥ found in the Training and the User Guides.

: rights Trammg, User Guides, and Help may be
y 2ray bar or via the menu buttons.

(MMISY Provider Data Maintenance »

=® main menu to submit
= 837l claim

Weak

32
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Institutional Claim Lookup Screen

Department of Health Care Policy

and Financing

J &.T\b Main Help Log Out
Malm Lookup
tlaim Status *  tlient Name * ThruD0Ss Prov ID * PARID * Total tharge * Entry Date ¥ Orig/” =
eChoose the Copy or
Adjustment button to add
default result set based on the last 120 days of Date of Enby 4 . .

or adjust claims shown on

Page 0 of O Page IC' Go - . J

[erauous Paga et Pags] grid
Search criteria *To submit a new claim,

fswen ET [ choose Add New Claim
fEmyDae ] i | =+ e[ 1@ putton

Claims older than 2 years by Date of Submission are regulary purged from the system.

Search  Reset eCheck the Adjustment
box to adjust claims not

Check Status Of Claims:

E— shown on grid
_ Adjustment Ell E

33
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Member’s Info Tab

Procedure Codes | Detail Line Items | Errors

Condition Codes

Client's Infa Claim Info | Other Insurance Info | Diag/

Institutional Claim

. eEnter new or adjusted

swep- [ |- [ - B w7 claim data on this screen
Wi o] | S S m——
popl ] I o] E—

*Frequency Type Code

Claim Submission Type

i TON | | I_u.ﬂug_l . always set to original
Facility Type Code* | Frequency Type Code* | When submitting neW

Billing Provider Information  Ifrequired, please add the Mational Provider Identifier to the provider's maintenance record. C I a i m S
Prowider 1D -* | - Mational Provider Identifier: |:| Tazonormy Code: |:| T
Release of
Information: *

Other Provider Information If required, please provide the National Provider [dentifier.

Provider ID - | - Mational Provider Identifier: [ |
LastName:[ ] First Name [ ]

Role: |Attmdjng [ Operating [ Other [ |

IvaiﬂerID National Provider ID Taxonomy Code Name Role

Other Inst

Colorado Department of Health Care Policy and Financing




Clinical Laboratory Improvement
Amendments (CLIA) Field

* CLIA Number only needs to be entered once if related to
all procedure codes for the claim

* For multiple CLIA Numbers for multiple procedure codes,
continue entering on Detail Line Items tab for each claim
detail line

* New field validation ensures CLIA Number entered using
following format: “99D9999999”

* Beginning July 1, 2011, failure to submit correct CLIA
Number with claim will result in claim denial

P
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Client's Info MClaimiInfa Other Insurance Info | Diag/Oc

Claim Info Tab

Institutional Claim

Claim Information

(laim Data
Adrmit Adrmit Adrmissi Adrmissi
Date: D Hour: .|_ Type ESZZIE?;I Aource 52152

g - I eDocument the Late Bill

- Override Date (LBOD) on

From nlatement q
Dac’| |8 TwuDie| | B this tab
- Mot Refece Cote | eYou must choose a Note
Nt Reference and Delay

Delay Reason Code |

Reason Code if using the

Claim Notes/LBOD field

Client's Info MElaimiinfay Cther Insurance Info | Diag/Oc

/Condition Codes | Procedure Codes | Detal Line Items | Errors

Colorado Department of Health Care Policy and Financing




ther Insurance Info Tab

Institutional Claim

|
Other Insurance Information

ot e Covemage o] Five options to choose

Insurance Information %ﬂ;edl_’;;ff only ol ; f r O m :
Company Mame: I gﬂlv:;ic—gé’:nd One TPL Group Munfper: I:l
T i oc: ) nr: [ *None (defaUIt)

e meirio 2220 9 Mledicare

Felationship Claim Filing
to Insured: I i Indicator: ° O T P L
Amount n e
Insurance Paid: Estitnated Amount Dhate Insurance

3 | Due: § | PaidDenied. ||
eTwo TPLs
Insurance Information

CompanyNa.me:I | Groupl;ﬂu]i;%;f: .MEdicare and One TPL

Last Narne: [ First Marne: [ | nar [
Member 10: [T
Client
Relationship Claitn Filing
to Insured: Indicator:
Arnount Estirnated Diate Insurance
Insurance Paid:§ [ | Amount Due: § [ Paid/Denied: I:l

Medicare Information

Paids Amount
Medicare 0[] Denied Date: [ | paic [
Coinsurances [T | Deductibted [ |

Colorado Department of Health Care Policy and Financing



Codes Tab

Procedure Codes | Detail Line Items

Client's Info | Claim Info

Other Insurance Info [Eigg/c ondition Codes

Institutional Claim

e|npatient hospital claims
%mmn (PO lndisori vgid o Intent Hosgtl i o i whes thesonsiier e st o et e vt s submitted throu g h the
M_ZI i Web Portal require the
inclusion of a POA
Disgral Cude PO ndktr ype indicator

Ocomrence Codes: Spat | |

Occurrence - Code:
E3 - = :
= pReTE

Occwrence Span From Through
Code Date Date

Value Codes: Condition Codes:

B w— e —

_DELETE | 4o|  _DEETE |
Value Code Amount |Cur|ﬂitiun Code

laim Info | Other e Info B Detail Line It

Colorado Department of Health Care Policy and Financing




Procedure Codes Tab

Detail Line Items |Errars | |

Institutional Claim

Procedure Codes & Procedure Date is requited for any Procedure Code ‘

| Procete ot || I_“““EM“""'E—) *The Procedure Codes Tab

collects information
relating to the ICD9-CM
surgical procedure codes
as well as treatment
authorization

|Pr|:||:eﬂun=. Code Date Principal/Other

Treatment Authorization:

Authotization Code & |:| Luthorization Code B; |:| WMedical Record Nutnber, |:|

Client's Infa | Claim Info | Other Insurance Info | Diag/Occur/Val/Co Detail Ling Items | Errors

Colorado Department of Health Care Policy and Financing




Detail Line Item Tab

—
Institutional Claim eTotal Amount for claim
[[ oo | I » automatically calculated

Detail Line e *The Total Charge field

Client's Info | Claim Info | Other Insurance Info [ Diag/Occur/val/Condition Codes | Procedure Codes [DetailLine items| Errors

Revenue Code |_| M Date of Service: |:|
(top left corner) must be
HCPCS Code [ |7 Utits Of Service™
Modiﬁers:DDDD MNaon-Covered Charges:$ |:| the Same amount
T eEach line item is the

| — > Charge Amount
_ ADDLIEITEM | _ UPDATELIEITEM | _ DEETELNEITEM |

LI Revenue HCPCS M1 M2 M3 M4 NDC Charge Amt DOS Units Nun—Cu\rerer.ll

Tod s 0 eBefore submitting claim,
I [T Check here to accept the Terms and Cl:-mlitiuns: ) m u St C h e C k th e Te rm S

and Conditions box

Client's Infao | Claim Info | Other Insurance Info | Diag s ] Jetail Line Items Errors

40
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Errors Tab

Client's Infa | Claim Info | Other Insurance Info | Detail Line Items | Transportation Info

Professional Claim

eService Line # of 0

Data Validation Frrors indicates an error exists
Setvice Line # Code  |[Description

0 2013 [Patient's Account Nuther must be entered. on a tab Other than the
] 2018 |Billing Provider [D must be entered. . .

] 2020 |Signature on File must be selected (Y or N) Deta” Llne Item tab

1] 2021 |Release of Information must be selected. .

] 2025 |Pregnancy Indicator mst be selected (Y or M) L4 If the error iIs related tO d
] 2032 |Primary Diagnosis must be entered. on no .

0 1123 |Total Charge must be entered. detail line Iitem, the

] 2151 |There must be at least one Detail Line on the claim, . . .

] 2161 |The Terms and Conditions on the Detail Line ltems tab must be accepted. Se rvice L|ne # Wl” be d

[PRIT | linked field, and clicking
on it will take you to the
tab with the error.

Client's Info | Claim Info | Other Insurance Info | Detail Line Items | Transpaortation Info [Ermrs
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Claims Status Inquiry Access

Department of Health Care Policy

and Financing

: i Main Help Log Out
Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner ID- Secure Web Portal
What's New! Svstem Status Messages
Frequently Asked Guestions OO0
VEE B NE e y | Al Cololrado Medical Assistance Program Web Plortal users must
aUs , have their own User Name and Password. Shanng login
nformation 15 profubited. Tradmng Partner Admiustrators can : st @ =
SAVE Systerm create new users by selecting Administration = User taims week C h oose CI aim Stat us
Eligiuility » Mamtenance from the left-hand nawigation menu. Pleaze see the Dental Claims ° . . b
— I . f""j' o wataethe TPA User Guide, and available traiming for | |Professional claims Inq ul ry to Inq uire a OUt
aims rofessiona
hutional Clai .
™ ™ Dol — the status of any claim,
File and Report Senvice b Institutional Eligibility \-Ij:setk b o d
Data Maintenance # Claim Status Inguiry ) eve n O n es n Ot S u m Itte
Medicaid Provider Lookup S T T T tights Traming, User Guides, and Help may be t h rou h th e We b PO rta I
. Last
Code Set Maintenance b UserGuide p Y bar or via the et buttons. PAR el g
Adrinistaton b A Trading Paroer Admiistrators st task should be 0 et up the (such as paper claims )
System Reports y  users for their Trading Partner. Locate the Admiristration button i the
. et and select User Mainrenance. Additional information can be
System Maintenance ¥ found in the Training and the User Guides.
PORTAL MAMAGER 3
Weh Fortal Training »
Reset Login

(MMIS) Pravider Data Maintenance b

Colorado Department of Health Care Policy and Financing




Claims Status Inquiry Access

Department of Health Care Policy
and Financing

Client Information ¢
State 10 +* | ~ poe i+ |—@
Last Hame 1+ | |- Fistama | ~eAll fields noted with an

Gender : ! ii Patient Account Mo 1* | .
| I' - “*”arerequired

eRefer to your Provider

Providar Information : .
Billing Provider m=| | Hational Provider Identifier: l | Cla Im Re port ( PCR) fo r
— details when necessary

Claim Information :

TCN: From DOS ,ﬁiftnmu @ Throush ij 2 |&

To submit a Claim Status Request one of the folloving must be enterad.
& TCH
b Drates of Service.

Colorado Department of Health Care Policy and Financing




File and Report Services Access

Department of Health Care Policy

and Financing

Welcome

Trading Partner ID-

Frequently Asked Gluestions

User Profile Maintenance 4
BUS 4
SAVE System

Eligibility »
Claims 4
FAR 4

Main Help

Log Out

Welcome to the Colorado Medical Assistance Program

Secure Web Portal

what's New!

A Colorado Medical Assistance Program Web Portal users must
have their own User Name and Password. Shanng login
nformation 15 profubited. Tradmng Partner Admiustrators can
create new users by selecting Administration = User
Mamtenance from the left-hand nawigation menu. Pleaze see the
Help mem option, the TPA User Guide, and avalable training for
tnore iformation.

File and Repart Senvice

Medicaid Provider Lookup »
Code Set Maintenance 4
Administration 4
Systermn Repaors »
Systerm Maintenance »
PORTAL MAMAGER )
Weh Fortal Training »
Reset Lagin

(MMIS) Pravider Data Maintenance b

ViewDaownload Reports |

Svstem Status Messages

tlaims i3
Waak

Danl s eChoose View / Download

fro el o Reports from the File and
Ii

User Guide : rights Trammg, User Guides, and Help may be
avatlable i the upper gray bar or via the met buttons.

A Trading Parner Administrator's first task should be to set up the
users for their Trading Partner. Locate the Admimstration button i the
et and select User Mainrenance. Additional information can be
found in the Training and the User Guides.

=% Report Service (FRS)
option to access reports

Last

L3 Weel
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File and Report Services Screen

Department of Health Gare Policy

and Financing

876 Main Help Log Out

eReports available for 60
days after posting

File and Report Service

Enter Search Criteria
©52.00 charge per page
Report Types . .
Colorado 271 startDate 1 | & applied for copies
Hold "atrl" | Colarado 820 End Date : | ‘ .
key uhile | olorady 835 requested from fiscal
dicking ' | Colorado 897 >
multiple | Provider Error Reports Report Listing was last refreshed at  : 5/19/2011 3:17 age nt
report types (K12 2710 The next refrash will be at {5/19/2011 3147 .
K17_270_Batch eContact Fiscal Agent at
w12_276 [ Refresh the Report Listing now
¥12_218 1-800-237-0757 for

S assistance

Pleaze rafer ta the anline FRS Training, User guide, and Help for fundionality questions, If yau are unable
to rettieve reportsftransactions from the FRS please contact ACS at 1-800-237-0757, For all other web
Pattal issues call 1-888-528-4273

NOTE: Filez bigger than 2 MB in zize can only be downloaded in a Batch request, Pleaze refer to the FRS
Uzer Guide for details,
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Medicaid Provider Lookup Access

Department of Health Care Policy

and Financing

i Main Help Loy Out
Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner ID- Secure Web Portal
What's New! System Status Messages
Frequently Asked Guestions aa‘
st P MEERETiE b All Colo.rado Medical Assistance Program Web P.ortal usets must
have therr own User Name and Password. Shanng logm
BUS ¢ information 15 prohibited. TrachIlg Partrier Admitistrators can S =
SAYE System create new users by selecting Admimistration = User Week  Week
Eligibiliy y| | Maintenance from the lefi-hand navigation menu. Please see the | [Pental Claims ‘
i , Help men option, the TPA User Guide, and avalable tranng for | |professional tlaims
aims : .
o ) more information. |Insh'tuh'ona| Claims [ ) C h 0 0 S e M e d ica id
s Last
File and Repaort Senvice » Eligibility K H 7
v+  Provider Lookup option
Data Maintenance 4
Medicaid Provider Lookup Medicaid Provider ights Trairing, User Guides. and Help mav be on Mmain menu to searc h
N Lookup ay bar or via the mem buttons. PAR wgei . .
Administration 3 vl Guu:leu lrnirustrator's first task should be to setup the fo r p rovi d ers Wlt h
Syt Reports users for their Trading Partner. Locate the Adminstration button i the a .
: metm and select User Mantenance. Addional information can be S p ecCla |t Ies
System Maintenance ¥ found in the Training and the User Guides.
FORTAL MAMNAGER 4
Weh Portal Training »
Reset Login

(MMIS) Provider Data Maintenance  »

Colorado Department of Health Care Policy and Financing
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Medicaid Provider Lookup Screen

Department of Health Care Policy

and Financing

Medicaid Provider Lookup

General Critera:
Pravider Type:

Provider's Last Marme or Clinic
Marme Begins With:

Location Critera:
ity

State:

Zip!

County:

|--Nn Freference--

|Cu|nradu

[

|--Nn Freference--

Main Help

Specialty Criteria:

Log Out

Adolescent Meadicine

Adult Day Senice

Allergy

Allergy, Pediatric
Anesthesiology

Bl Adult Day Serice

Bl Assistive Technology

Bl Behavioral Pragramming
Bl Day Treatment

Bl Indep Living Skills Train
Bl Institutional Respite Care
Bl Mental Health Counseling
Bl Personal CarE Senice

Bl Respite Care

Bl Substance Abuse Counseling
Bl Supported Living Program

To
Select
Multiple

hold
down
the
CtrL
ke,

This lookup contains providers enrolled with Medicaid; it does not identify providers who are currently accepting new patients.

e I

Colorado Department of Health Care Policy and Financing

Specialtie:

eSearch limited to
Medicaid providers
currently enrolled in
Colorado Medical
Assistance Program
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Web Portal Support

* For all password resets & technical support, contact CGl Help Desk:
1-888-538-4275, option 1 or helpdesk.HCG.central.us@cgi.com

* Missing TPA Welcome Letter? Contact HCPF Security
Administrators: 303-866-4473

* For Billing Questions, contact Fiscal Agent Provider Services at
1-800-237-0757

* Billing Instructions - choose Provider Services option on top grey
menu bar

* End User Training (online) - located in main menu
* User Guides — located in main menu

* Help Guide option —on upper grey menu bar & on each Web Portal
page

P




Thank You!

Colorado Department of Healthcare Policy and Financin

Improving health care access and outcomes for the people we serve while demonstrating sound stewardship of financial resources



