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Training Objectives

* Web Portal

» Basic overview and functions
» Maintaining user, provider and member data

» User access and roles
+ Eligibility verification and response
« 8371 (Institutional) claims

> Collection of information that creates one
> How to submit

* Accessing reports
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Web Portal

‘ Convenient, user-friendly and 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

Answer:

Question: An entity which sends and/or receives

What is a Trading electronic health care transactions to/from

Partner (TP)? the Colorado Medical Assistance Program.
(i.e.: provider, billing group, billing service,
clearinghouse, or payer.)
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Trading Partner
Administrator (TPA)

What is a TPA? What does the TPA do?

 Information security point of * Tasks include assigning roles
contact between Department and adding/removing users

and provider’s office » TPA should know exact duties
» User appointed by organization of each user they add to the
or provider system

* TPA’s username assigned by * TPA should be readily available
State Security Administrator to users who access the Web

> Username begins with COTP, Portal
includes TP number, and ends
with an “A” (COTP123456A)
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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 is suspected
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Web Portal Login Rules

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

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

 Passwords

Must contain 1

Must be alphabetic and Cannot be re-

Are

between 8 and

case-sensitive
16 characters

1 numeric used
character

* For login problems, use “l forgot my password” link on
the log-in page or contact the TPA
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Department Website

“” ! [ https://www.colorado.gov/hcpf ) - -

@lorado The Official Web Portal

- A COLORADO

www.colorado.gov/hcpf | Department of Health Care

Policy & Financing

Home For Our Members For Our Providers

Explore Find
Benefits |N Doctors

5 fin

Feeling Sick? Get Covered.

For medical advice, call the Nurse Line: Sta Health E
800 -283'3221 colorzdo.gov/healyh
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Provider Home Page

100 o s Ea
Find what

you need COLORADO
Department of Health Care
here - Policy & Financing

Home For Our Members For Our Providers For Our Stakeholders About Us

For Our Providers

Contains important

information Why should How to Provider What's new?
you become become a services (bulletins,

rega rdin g Colorado a provider? provider (training, & newsletters,

Medicaid & other (enroll) y more updates)
topics of interest to w $ @

providers & billing
rofessionals
P CBMS
Colorado Benefits Web Portal
Mgmt. System
Find a D_octor

COLORADO

Department of Health Care
Policy & Financing




Web Portal Log In Page

PDepartmentof 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
Colorado 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.

Log-in to access Web Portal

Iforgot my user name.
Iforgot my password.

Securely reset password or

request user name here

System Status Me

The Portal is currently available.
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Welcome

Trading Partner ID-

Frequently Asked Questions

Lser Profile Maintenance
BUS

SAVE Systemn

Eligibility

Claims

FAR

File and Repaort Service
Data Maintenance
Medicaid Provider Lookup
Code Set Maintenance
Adrministration

System Reports

System Maintenance
PORTAL MAMAGER

Wigh Portal Training
Feszet Login

Main Help

Log Out

Welcome to the Colorado Medical Assistance Program

Secure Web Portal

What's New!

All Colorado Medical Assistance Program Web Portal users must
have thetr own User Name and Password. Sharng login
information 18 profubited. Trading Partner Administrators can
create new users by selecting Administration = User
Mamtenance from the left-hand nawvigation metm. Please see the
Help menu option, the FPA User Guide, and avalable traming for
more iformation

system Status Messages

=

Based on your access rights Traming, User Guides, and Help may be
available i the upper gray bar or via the metm buttons,

A Trading Partner A dministrator's first task should be to set up the
users for thewr Trading Partner Locate the Admirastration button i the
menn and select User Mamtenance, Additional mformation can be
found i the Traming and the User Guides.

Last First
ental Claims
rofessional Claims
stitutional Claims
. Last First
ety Week  Week
PAR Last First

Week Week

Web Portal Main Page

Department of Health Care Policy
and Financing

How is the Portal

working?

What’s New

User Access
dependent on
roles assigned to
user by TPA

(MAMISY Provider Data Maintenance b

COLORADO
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Web Portal Main Page

Department of Health Care Policy
and Financing

i§76 ' Main Help Log 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'
User Prafile Maintenance R All Colorado Medical Assistance Program Web Portal users must

have thetr own User Name and Password Sharng login
BLIS b . o Y . .

infortnation 18 prohibited. Tradm,g Partner A dmitnstrators can P fT———
SAVE System create new users by selecting Adminstration = User Week  Week
Eligihiliy R Maintenance from the left-hand navigation menu. Please see the | [Rental Claims
o , Help et option, the TPA User Guide, and avalable traing for | [Professional Claims

aims - -

more mformation. Institutional Claims

FAR b
o Last  First
File and Report Senvice b Eligibility Wodk  Wedlk
Data Maintenance »
Medicaid Provider Lookup b Based on your access nghts Traming, User Guides, and Help may be Lot TO aSssli gn 'O leS tO users )
. . . 5

Code Set Maintenance y  avallable i the upper gray bar or via the mem buttons, il Week

TPA must access

T b CIATS AR Furge ' Partrier. Locate the Admintstration button 1 the Ad M1 n]St rat] On then Use r

Wamtenance. Additonal mformation can be

Systemn Maintenance b User Guide i the Tser Cuides. Mai N ten ance

FORTAL MARNAGER b
Wieh Paortal Training »
Reset Login

(MMIS) Provider Data Maintenance  »

COLORADO
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User Lookup Screen

Department of Health Care Policy

and Financing

Main Help Log Out

User Lookup

Lists User Names of those
who have access under the
assigned Trading Partner
number

User NameE Last Manwe First Mame

TPA may add, delete,
update and change the user

Page 1 of 1 Page 1 - - ]nformat]On

[Pravious Page][Hext Paga]
TPA may add a new
user here

Search CHtera:

lUser Mame Equals * --

Add New User
dzer Mame

HCPF COLORADO
4 Department of Health Care

=
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User Maintenance Screen

Department of Health Care Policy

and Financing

User Maintenance TPA aSSignS:
Last Marne: *I | First Marne: *I L user information

Middle Initial:D g ASSign user rOleS
Uzer Mame; *I | .DSugp.uendedk . TPA Can:
F'aﬁsw-:-rd:l | Confirm F'aEstr-:I:I g un'SUSpend accounts
e Reset passwords
::.:lsable: Aszsigned: * ReStriCted Admin:
RESTRICTED ADMIN e Limited authority
TRADING PARTNER ADMIN
ELIGIBILITY INGUIRY USER - e Reset passwords
SRS USER Bl e Un-suspend accounts
PROVIDER(MMIS)

Lagin History:

Last Successful Login:
Last Password Change:
Failed Login Caount:

Last Failed Lagin:

COLORADO

Department of Health Care
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User Roles

Understanding User Names and Roles” quick sheet

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

Lists differences between TPA
& regular user

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

iy COLORADO
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MMIS Provider Data Maintenance Access

Department of Health Care Policy

and Financing

= Main  Help  LogOut

Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner 1D- Secure Web Portal

What's New! System Status Messages
Frequently Asked Questions 000

.‘l‘_u G I ade ?’.!& 'iu‘ al Acctetanc Pv'/* aram V'Y‘I'Pll' P ) 11 cpre t
Use‘ Prome Malﬂlenance ’ Fy «0lorado iviedical ; A.v.-._vt.mx. eIl -.’_.-_.,r\h.. wee '.-IT\ USErs mus

have ther own User Name and Password Shanng login
ot Y nformation 1s prohbted. Trading Partner Admumstrators can st First
SAVE System create new users by selectng Admmstration = User Hakne Week  Week
Eligibilty » | Maintenance from the left-hand nawigation menu. Please see the | [2ental Uaims

A Help menu option, the TPA User Guide, and avalable trammng for | |Professional Claims

Claims » e

more miormaton Institutional Claims
PAR ) |
File and Report Service » Eligibility m m
Data Maintenance 4
Medicaid Provider Lookup »  Based on your access nghts Traming, User Gudes, and Help may be T

available in the upper gray bar or ma the menu buttons. PAR Week ' : :
Cade SetMaintenance » iadd To view, correct, verify or
Administration » A Trading Partner Admunustrator's first task should be to set up the . ’ .
Bk Banors y  users for ther Trading Partner. Locate the Admmustration button in the u pd ate p Fovi d ers f] le
menu and select User Mamtenance. Additional nformation can be . . .

System Maintenance > found in the Training and the User Guides. maintained in MMIS , users
b ’ must access MMIS Provider
Web Portal Training )

== Data Maintenance then
(MMIS) Provider Data Maintenance (':Aa:!':fgnl:r:;deroata MMlS Prov-i der Data

Maintenance
HCPF COLORADO
= Department of Health Care

Policy & Financing



MMIS Provider Inquiry Screen

Department of Health Care Policy

and Financing

Main Help Log Out

MMIS Provider Inquiry

Enter 8-digit Medicaid ID &
either the Social Security or

Provider ID: #

Tax IDSSSH:

Federal Tax ID of provider to
access MMIS information

Contact Us:

EE:-E HCPF Home - StateHome |E|

Privacy Staternent  Site Map

Iy COLORADO
‘\gy Department of Health Care
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MMIS Provider Information

Department of Health Care Policy
and Financing

= Main Help Log Out

MMIS Provider Information - Questions on your provider infarmation should be directed to ACE at 1-800-237-0757

Provider ID:
Tax ID/SSH: DBA:L
Madical Horme Provider Effective Date:

Provider Marme (Legal Narme]:
Status  ACTIVE

Status Effective Date:

Mational Pravider Identifiar:

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

Billing Address (Sal.le to Portal)

( Same as Location) (Same as Mailing)

Address: | |

Location Address [Sa'.'e to Portal)

(PO Box and intersedions are not allowed)

Address*; | |

Suite # or ¢/ | Suite # or /01 |

City*: | | City: |
State®: co Zip Code®: I:I l:l State: ﬂ Zip Code:
Caounty*: I . vl Caounty: I d
Publication Information
Mailing Address I:Sa'.'e to Portal)
r i n .
( Sarme as Billing) ( Same as Location) current Media:
Address: | |

Change Media To:

Suite # or C/0) |

E-rnail Address:

City: |

State: ﬂ Zip Code: l:l l:l
County: I ﬂ
i B
Eligibility :

National Provider ldentifier
(NPI) appears in NPI field if

already registered in MMIS

* Any updates take approximately
24 hours

The user that has their email

listed here will receive a link
to the monthly bulletin

Fhone: | |

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

COLORADO

Department of Health Care

Policy & Financing



MMIS Provider Information

Department of Health Care Policy
and Financing

Main Help Loy Out

MMIS Provider Information - Questions on pour provider information should be divectad ko ACS 2+ 1-800-237-0757

License information is

Provider ID: Provider Marne (Legal Hame):

Tax ID/55N: DEA: Status:ACTIVE Status Effactive Date: presented aS “v.iew_only”
and may not be updated

Medical Horme Provider Effective Date:

Mational Provider Identifier:

Address and Publications Medicare/License Information Provider Affiliations ACC Provider Opt-In/Opt-Out through Web PO rtal
« Updates may be submitted to

Add/Del Medicare ID Begin Date Type A " .
Fiscal Agent on paper
Medicare 1Dt Begin Drate: Type:

- - Please contact Provider Services to
| * I ]" update your license information.

d K

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

COLORADO

Department of Health Care
Policy & Financing




MMIS Provider Information

Department of Health Care Policy
and Financing

W6 Main Help Log Out

| N o | View, add, or remove
MMIS Provider Information - Questions on pour provider information should be divected to ACS at 1-800-237-0757
Provider ID: Pravider Marne (Legal Marme]: aff] llat]ons here

Tax IDSSSN: CRA: Status:ACTIVE Status Effective Date . .
Medical Horme Provider Effective Date: ° O nce Su bm'l tted ) prOV'I der

Mational Provider Identifier: Conf.i rmat.ion page appears

« Check provider error report in

File and Report Service (FRS) for

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

Add/Del Provider ID Provider Name Begin Date End Date
errors when necessary
Provider ID: Begin Date: End Date:

P submit | _Cancel

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

COLORADO
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ACC Provider Opt-In/Opt-Out

Department of Health Care Policy
and Financing

Isur ' Main Help Log Out

MMIS Provider Information - Questions on pour provider information should be divected to ACS at 1-800-237-0757

Provider IOt Provider Name (Legal Harme):
Tax IDf55N: DBA: Statuz ACTIVE Status Effective Date:
Medical Home Provider Effective Date:

Mational Provider Identifier

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

Wigw PCMP State Contrack

Opt-In as a PCMP Prcu.lider Opt-Out as a PCMP Pravider

RCCO Affiliation RCCO Affiliation

Region 1 - Rocky Mountain Health Plans Region 1 - Rocky Mountain Health Plans

Region 2 - Colorado Access Region 2 - Colorado Access

Reqion 3 - Colorado Access Region 3 - Colorad

Reqion 4 - Integrated Community Health Partners, LLC Region 4 - Integra Y Y
e w1 Make selections to become a PCMP with ACC
Reqion 6 - Colorado Community Health Alliance Region & - Colorad

Program

» Allows provider to partner with different RCCOs and
serve members in ACC Program

» Elect to affiliate with RCCOs
» Required to electronically sign contract

» Opt to remove affiliation with RCCO

Reqion 7 - Community Health Partnership Region 7 - Cammy

BGGEptselerine Hugdr

(Note: If you choose to Opt-In as a PCMP Provider, PCMP Agreement will be

(Note: Updates that are not allowed can be performed by submitting a paper

COLORADO

Department of Health Care
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Provider Maintenance Access

Department of Health Care Policy
and Financing

i576. 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 Guestions OO0

R All Colorado Medical Assistance Program Web Portal users must
have thetr own User Name and Password. Sharng login

LIser Profile Maintenance

58 g information 18 prolubited. Trading Partner A drnistrators can : T
SAVE System create new users by selecting Adwanistration = User flaims Week Week
Eligibilty y Mamtenance from the left-hand nawvigation metm. Please see the Dental Claims

Help tmenu option, the FPA User Guide, and avalable traming for | |Professional Claims
more wformation Institutional Claims

P_‘*R | " = Add all billing and
File and Report Service ) Eligibility Week . .
iprit hlaintenate e render]ng prOV]derS

U e el =# associated with TP ID here

bar of via the menn buttons. ol Week

Claims ;

Code Set Mairtenance b User Glide =ray
Administration p A Trading Partner Admimstrator's first task should be to set up the ¢ Th]S lnfO rmation 1s I"eq ui rEd
users for thewr Trading Partner Locate the Admirastration button i the I .
System Report »
FoEm EFD ° metns and select User Mantenance, Addmional mformation can be befo re su bm] tt] ng Cla] ms
System Maintenance P found in the Training and the User Guides.
PORTAL MANAGER »
Wigh Portal Training »
Feszet Login

(MAIS) Provider Data Maintenance b

COLORADO
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Provider Lookup Screen

Department of Health Care Policy
and Financing

Main Help Log Out

Provider Lookup

Lists Provider Names of
those who have access under
the assigned Trading Partner

number
 TPAmay add, delete, update &
change the user information

Provider I D

[Pravious Page][Mext Page]

Search CHteria:

Pravider |D Equals * --

Add New Provider TPA may add a new provider
Provider 10 - here

HCPF COLORADO
4 Department of Health Care

*
*
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Provider Maintenance Screen

Department of Health Care Policy
and Financing

4692

T Main Help Log Out
Provider Maintenance
Provider 10: If required to bill using an
Type: * ! Individual ) rganization NPI, the NPI mUSt be Used as
- o the ID Qualifier
Crganization Marme:
Provider Identifier
If required, pleaze enter the Mational Prowvider Identifier
1D Qualifier: * [ Mational Provider [dentifier P . e
When adding a billing
MWote: Address, City, State and Zip Code are required when the Provider is Billing or Service Facility prOVider in your database,
Cat@gories: . o . o
Edsiling be sure the “billing” box is
Addreszs: ¥ Checked

« Each provider must be added
one at a time

Zip Code: ¥

COLORADO

Department of Health Care
Policy & Financing




Eligibility Inqu:ry Access

Department of Health Care Policy
and Financing

IRTF 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 Bﬂﬂ
: All Colorade Medical Assistance Program Web Portal users must . . .
User Profile Maintenance ; —_—
S R hawe thetr own User Name and Password. Sharmg login TO Su bm 1 t anin te raCtlve
information 15 profubited. Tradmg Partner A drmstrators can S {25t e l'l g'l b'l l'l ty req u est or a B atc h
SAVE System create new users by selecting Admimistration =2 User Week S .
S e Eligibility Inquiry, users must
A —————— . S TR v et ed .
A Sl I access Eligibility then either
PAR b UserGuide e of ofe .
File and Report Service 3 Eligibility JEZZL Ellglb] l]ty I anIry Or BatCh
Data Maintenance b Eligibi Iity Inquiry
Medicaid Provider Lookup ¥ Based on your access rights Traming, Tzer (uides, and Help may be —
) . . Last First
Code Set Mairtenance y  avalable in the upper gray bar or via the menu buttons. PAR Week  Week
Adrninistration p A Trading Partner Adeimstrator's first task should be to set up the
users for thewr Trading Partner Locate the Admimstration button i the
Svstem Reports b ) . ) .
| memu and select User Mamntenance. Addional mformation can be
System Maintenance b found in the Training and the User Guides.
FORTAL MAMAGER »
Wieh Portal Training »
Feset Lagin

imndISh Frovider Data Maintenance b

COLORADO
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W Policy & Financing




Eligibility Inquiry and Verification
(270)

Pepartmentof-Health-Care-Policy
and-Financing

Main Help Log Out
Client Eligibility Inquiry and Verification Users Should CheCk a
Provider 10: | - o members eligibility using the
, Billing Provider ID
Service Type Code:® |30 Health Benefit Plan Coverage A
From DOS :* Through DOS :*
Client Detail
State ID: ¥ DOB:
Last Name: ¥ First Name:! 55N

To identify the client for an eligibility inquiry, at least
one of the following combinations of data must be
entered:

a. State ID and DOEB (Prefarred Criteria)

There are different scenarios

for conducting a search
* Fields noted with “*” are
required

b. Last Name, First Name, and DOB
€. 55N, Last Name, and First Name
d. 55N and DOB

COLORADO

Department of Health Care
Policy & Financing




Eligibility Request Response

Prin

Eligibility Request

(271)

Rgturn To Eligibility Inguiry

Information appears in

Client Eligibility Details

Provider 1D1 National Pro Elgibility status: EliQible
From DOS: Through Dt Eligibility Banefit Date:
Client Detail 04/06/2011 - 04/06/2011

sections:

« Requesting Provider, Member Details,
Member Eligibility Details, etc.

« Use scroll bar on right to view details

Successful inquiry notes a

Skata 10 LR, Fuarantee Nurnber; 111400000000
Last Mame: First Narme  Coverage Mame: Medicaid

PREPAID HEALTH PLAN OR ACCOUNMTABLE CARE COLLABORATIYE
CO MEDICAL ASSISTANCE eigibiity penefit Date:

Fesponse Creation Date & Tirne: 05/19/21

contact Inf tion for Oyest :
Provider Relations Murmber: 800-237-075

Requesting Provider
Pravider ID:

Harmgé!

04/06/2011 - 04/06/2011

Messages:

MHPROV Services

Pravider Marne:

COLORADO HEALTH PARTNERSHIPS LLC

Pravider Contact Phaone Nurmber:
a00-g04-5008

COLORADO

Department of Health Care

Guarantee Number:

* Print copy of response for
member’s file when necessary

Reminder:

 Information received is based on what is
available through the Colorado Benefits
Management System (CBMS)

« Updates may take up to 72 hours

Policy & Financing



Member Maintenance Access

Department of Health Care Policy
and Financing

f&?F : Main Help Log Out
Welcome Welcome to the Colorado Medical Assistance Program
Trading Partner ID- Secure Web Portal
wWhat's New! System Status Messages
Frequently Asked Questions OO0
User Profile Maintenance R All Colorado Medical Assistance Program Web Portal users must
hawe thetr own User Name and Password. Sharmg login
EbE g mformation 15 probubited. Tradﬁlg Partner & drumstrators can e P ——
SAVE Systam create new users by selecting Admimistration =2 User Week _ Weel
- Mamtenance from the left-hand nawgation menu.  Flease see the Dental Claims .
Eligibility b
o X Help metm option, the TPA User Guide, and avalable traming for | [Professional claims C h 00s€ Data Ma] n te nance
aims : :
]I]f ‘tl I ) ) ) o o
- S —— stiutona dams then Client Maintenance to
File and Report Senice » Eligibility wrack Update, delete, or make

changes to member

edicaid Pravider Cookup Providertaintenance  rights Tramning, User Guides, and Help may be o . .
Code Set Maintenance b User Guide gray bar o via the menu buttons. PAR week || ] nfO rmat] on
BT y A Trading Partner Administrator's first task should be to set up the ° Changes do not effect MMlS or

users for thewr Trading Partner Locate the Admimstration button i the

Svstem Reports b ) . ) .
mem and select User Mantenance. Additional mformation can be C BMS
System Maintenance b found in the Training and the User Guides.
PORTAL MANAGER »
Wieh Portal Training »
Feset Lagin

imndISh Frovider Data Maintenance b

COLORADO
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" Policy & Financing




Member Lookup Screen

Department of Health Care Policy
and Financing

I &.T\b . Main Help Log Out

Client Lookup

Member is automatically
added to provider’s Member
Database when a successful
eligibility inquiry is
processed

Last Hame First Hame

[Previous Page][Mext Page]

Search CHtera:

State ID + Equals * --

Add New Client
State ID:

Iy COLORADO
= Department of Health Care

*

TPA may add a new
member here

Policy & Financing



Member Maintenance Screen

Department of Health Care Policy

and Financing

Main Help Log OQut
Client Maintenance
state 101" - Successful ellglt?1l1ty inquiry
Last Namer o adds member’s information,
I with exception of Patient
Middle Initial:

Account # (assigned by
. s provider)

Patient Account
Murnber,

Medicare Murmber:

Address:®

City

i Zip Code:*

Iy COLORADO
‘\gy Department of Health Care

" Policy & Financing



UB-04

Who completes the UB-04?

Inpatient Nursing Home

Hospital Facility Health/PDN Hospice

Residential
Treatment
Centers

Dialysis
Centers

Outpatient

Hospital Outpatient Lab

Rural Health Indian Health Hospital-Based
Clinics Services Transportation

HCPF

COLORADO

Department of Health Care 32
Policy & Financing




Institutional Claim Access

Department of Health Care Policy
and Financing

IRTF . 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 Bﬂﬂ
User Profile Maintenance R All Cc::lc::u.rado Medical Assistance Program Web Plc::urtal users must
hawe thetr own User Name and Password. Sharmg login
e / information 15 profubited. Tradﬁlg Partner A drmstrators can S last " Firet
SAVE System create new users by selecting Admimistration =2 User Week  Week
Eligibilfy y | Maintenance from the lefi-hand navigation memu. Please see the | [Rental Claims
: Tt s et the TPA User Guide, and avalable traming for | |[Professional Claims
Choose Institutional oot
Institutional Claims
_— oose Institutional option
File and Report Senvice insttutional # under Claims on main menu
Data Maintenance b Claim Status Inguin tO Smeit 837' Claim
Medicaid Provider Lookup b Activity Tracing Report rights Traming, Tzer (uides, and Help may be o
: PAR :
Code Set Maintehance b User Guide p Sray bar or wia the menu buttons. Veek Week
Adrninistration p A Trading Partner Adeimstrator's first task should be to set up the
ystern Reports y  Users for their Trading Partner Locate the Admimstration butten i the
memu and select User Mamntenance. Addional mformation can be
System Maintenance b found in the Training and the User Guides.
FORTAL MAMAGER »
Wb Portal Training »
Feset Lagin

imndISh Frovider Data Maintenance b

COLORADO
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Institutional Claim Lookup Screen

ﬂ_._i?"';'f:r.-."{% BepartmentofHealth-CarePolicy =

and Financing

Professional Claim Lookup
State ID * Claim Status *  Client Name * Date Of Serv * Prov ID “* PARID * Total Charge *

Choose the Copy or
Adjustment button to add or
adjust claims shown on grid

default result set based on the last 120 days of Date of Entry

Freliogs Fade e Fage

Search Crtera:

*l State 1D +| Equals |
*lEntry Date Frorm: Through:

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

To submit a new claim,
choose Add New Claim

button
* Check the Adjustment box to
adjust claims not shown on grid

Check Status OF Claims:

COLORADO

Department of Health Care

Policy & Financing



)
Member’s Info Tab
client's Info| Claim Info | Other Insurance Info | Detail Line Items | Transportation Info | Errors
Enter new or adjusted claim
data on this screen

Professional Claim

Client’s Information

Last
State ID :* - Narme : - First
D * I MNarne :*I | I :I:l

Sireet

Address | | City | State - |CO Zip :I:’
DOB :* I:’ Gender - * Patient Account Number :*I I

Frequency Type Code always

Claim Submission Type

_ _ Adjustment Frequency
Claim TCN : | | TeN: | Type Code: * [Original |

set to original when
submitting new claims

Billing Provider Information  Ifrequired, please add the National Provider Identifier to the provider's maintenance record.

Provider [D :* I: " National Provider Identifier I:l Taxonomy Code: L CLIA Number for
Signature OVON _ .
laboratory claims, CLIA

o Fie Release of Information:* |

Other Provider Information  Ifrequired, please provide thse Na_tion;l P;:vider Identifier. N u m be r Ca n n OW be
Service Facility - ervice Faciity
o e | | National Provider Identifier: | | entered here or on
Street ° °
address - | ciy - | | sue: [0 zp- [ Detail Line Items tab
Supervising - Supervising
Provider 1D : I:’ Mational Provider Identifier: I

clientsinfo. Claim Info | Other Insurance Info | Detail Line Items | Transportation Info | Errors

COLORADO

Department of Health Care
Policy & 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”

« As of July 1, 2011, failure to submit correct CLIA Number
with claim will result in claim denial

iy COLORADO

Department of Health Care
Policy & Financing



Claim Info Tab

Client's Info [€laim Infe| Other Insurance Info | Detail Line Items | Transportation Info

Professional Claim

Claim Information &
Accident Information
Related Cause Code : Accident Date I:I
Related Cause Code -
Claim Data
E;lgnmcy OYON P;;or Abuth S Iﬂnessb’Fﬁstl:I@
cator -* umber vmptom Date :
S P 7 Reed [ Document the Late Bill
icator - Service : . .
. — Bt Override Date (LBOD) on this
Notes LBOD : ‘ Given ? ta b
EPSDT
— e » You must choose a Note
Reference and Delay Reason
Diagnosis COde if USing the Claim NOteS /
Codes: .
I LBOD field
Diagnosis*® h
|ADD | | DELETE |
v

Client's Info |€laim Infe’ Other Insurance Info | Detail Line Items | Transportation Info | Errors

CSwe | swesed  SWWE el Resel
COLORADO

Department of Health Care
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Other Insurance Info Tab

Professional Claim

Four options to choose from:
* None (default)

Other Insurance Coverage:™ MNone

. . Medicare
] ! . .
nsured’s Information TPL - Third Party Liahility
Last Mam B_Dth - itndicates Medicare anld TPL coverage

 Medicare

« TPL - Third Part Liability

First Mame:
T ——— . * Both - indicated Medicare and TPL coverage
Insurance Information
Company Mame: | Claim Filing Indicator: |
Folicy or Group Mumber: | | Iember I | |

Amount Insurance Paid: § |:| Date Insurance Paid/D enied: |:|

MMedicare Information

SO S— S o
Coinsurance:§ |:| Dreductible:d |:|

Client's Info | Claim Info PGtRer Insurance Info| Detail Line Items | Transportation Info | Errors

COLORADO

Department of Health Care
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Detail Line Item Tab

Other Insurance Info [Detailbine items| Transportation Info | Errars

Professional Claim

Total Amount for claim

automatically calculated
» The Total Charge field (top left
corner) must be the same amount

Total Charge; § *

Detail Line Ttems If tecpuired, please provide the National Provider Identifier.

From DOS:* I:l Rendering Provider ID: | v Fmergency Indicator® OV @ N

- Rendering National . . . 1 y 1
mognpose [ [ Pooese e | ruyPamngicso ovon | ¢ Each line item is the Charge
o Rendering - Are these services a follow-up to an EPEDT
Place of Service" | Tazonomy Code: |:| screening:™ CYON Am O U nt
Procedure Code® | v Eeferring Prowder ID: | M Diagnosiz Indicator:® .l i

e [ Prowet imier |
IModifiers: DDDD
CLIAMumber [ |
Units of Bervice * |:|
Anesthesia Mimites: |:|
Charge Amount: §* l:l

LI From DOS Through DOS POS Proc NDC M1 M2 M3 M4 Anesthesia Minutes CLIA Number Units Charge Amt Rendering Refenning ER D1 D2 D3 D4 Family Plan EPSDT |

Ty ! Before submitting claim, must

check the Terms and

Conditions box

Client's Info | Claim Info | Other Insurance Info foetailling Items! Transportation Info | Errors

COLORADO

Department of Health Care
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Transportation Info Tab

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

Professional Claim

Tuansportation Information The Transportation Info tab
should be completed only
when emergency

Certification Condition Indicator * OV ON transportation is prOVided

Condition Indicator *

Transportation Certification * O ¥ @ N

Note: Hospital-based
transportation is billed
using 8371 format

=) s e ) =

Ambulance Transport Feason
Code *

Transport Distance:® ||

Client's Info | Claim Info | Other Insurance Info | Detal Line Items PTransnortation info Errors

Iy COLORADO
!ﬁy Department of Health Care

" Policy & Financing



Errors Tab

Transportation Info

Professional Claim

Data Validation Ftors Service Line # of 0 indicates an
SaviceLine# __[Code _Descripion error exists on a tab other than
I 2013 [Pattent's Account Number frust be entered. . .

0 2018 [Billing Provider 1D must be entered the Detail Line Item tab

X =10 ignature on Pl must be selecled (1 of 1) . If the error is related to a detail line
I 2021 [Releaze of Information must be zelected.

0 2025  |Pregnancy Indicator must be selected (Y or M) item, the Service Line # will be a

I 20532 [Primary Diagnosts must be entered. : . : . : :

D 125 ol Cargeumuet be eneee] linked field, and cllck]ng on it will

I 2151 |There must be at least one Detail Line on the claim, take you to the tab with the error

I 2161 |The Terms and Conditions on the Detail Line Items tab tust he accepted.

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

COLORADO

Department of Health Care
Policy & Financing



Claims Status Inquiry Access

Department of Health Care Policy

and Financing

1§76 : 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 Guestions aa'
User Profile Maimenance > All Cololrado Medical Assistance Program Web Plortal users must
have thetr own User Name and Password. Sharing login
BUS ¢ information 12 prolubited. Trading Partner Adninistrators can : lact " Fict
SAYE System create new users by selecting Admimistration =2 User tlaims Week  Week
Eligiaili y | Mamtenance from the left-hand navigation menu. Please see the | [Pental Claims
cla ; f""_" S siamthe TPA User Guide, and avalable traiming for | |professional tlaims
aims rofessiona o o
[ iosttuional clims Choose Claim Status Inquiry
FAR b Dental
File and Report Senvice b Institutional Eligibility ) tO ]nqL“ re about the Status Of
Data Maintenance :
e . any claim, even ones not
Wedicaid Provider Laokup ghts Traming, TTser Guides, and Help may be .
Code Set Maintenance b Lser Guide p SV bar or via the men buttons, PAR 1 SU bm]tted th rough the Web
Adrrinistration p A& Trading Partner A dmistrator's first task should be to set up the ( . )
e y Users for thetr Trading Partner. Locate the A dministration button in the PO rtal SUCh as paper Cla] ms
. men and select User Mantenance. Addional mformation can be
System Maintenance ¥ found in the Training and the User Guides,
FORTAL MANAGER 4
Wb Portal Training »
Reset Lagin

(MMIS) Provider Data Maintenance  »

COLORADO

Department of Health Care
" Policy & Financing




C laims Status Inqu:ry Access

Department of Health Care Policy
and Financing

Client Information :

State ID :* d DoB 1 * L3

Last Marme :* - First Marme :*

Gender : i Patient Account Mo 1 *

All fields noted with an “*”
orovider Information : are required

silling Provider 10: v Nationsal Provider dentifier: | Refer to your Provider Claim
Report (PCR) for details
when necessary

Harmia ¥

Ctlaim Information :

TN, Fom DOs (017102012 [[E  Throvsh 917102012 =
To submit & Claim Status Request one of the following must be entered,
& TCH

b. Dates of Sarvice.

COLORADO

Department of Health Care
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File and Report Services Access

Department of Health Care Policy

and Financing

= 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 OO
User Profile Maintenance R All Cc::lc::u.rado Medical Assistance Program Web P.ortal users must
hawe thetr own User Name and Password. Sharing login
wformation 15 prohibited 'I'radmg Partner Adrmimstrators can P r——
SAVE System create new users by selecting Admimistration =2 User Week  Waek
Eligibility b Mamtenance from the lefi-hand nawgation merm. Please see the Dental Claims

— , Help metm option, the TPA User Guide, and avalable tranng for | |Professional Claims C h O O S e v.i ew / D OWI'I l 0 a d

tnote nformation. Institutional Claims

Do

=1 Reports from the File and
—| Report Service (FRS) option

Data Maintenance Download Batch Repar
Medicaid Provider Lookup b UserGuide : rights Tranmg, User Gudes, and Help may be o Last to access re po rtS
Code Set Maintenance y  evalable i the upper gray bar or via the menu buttons. Week

Adrministration p A& Trading Partner Adpinistrator's first task should be to set up the
users for thetr Tradimg Partner. Locate the Administration button in the

Systermn Reports » ) .. . .
metm and select User Mamtenance. Addimonal mformation can be
System Maintenance ¥ found in the Training and the User Guides.
PORTAL MAMAGER 4
"Wl Portal Training .
Reset Login

it 13 Frovider Data Maintenance bk

COLORADO

Department of Health Care
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File and Report Services Screen

Department of Health Care Policy
and Financing

Main Help Log Out

File and Report Service

Enter Search Criteria

Report Types

perTypes : Reports available for 60 days
Qlorano .

Hald "' [Colorado 820 i after posting

=i |Colorado 835 « $2.00 charge per page applied for

clicking to
celodt Colorado 347

rmultiple  |Provider Errar Reports sting was last refreshed st 1 5/19/2011 3 copies requested from fiscal agent

report types (K12 270 refresh will be at P 5i19/2011 38 e COntaCt F'lscal Agent at 1 '800'237'
w12 270 Batch

K17 276 [ Refilleh the Repart Listing now 0757 for assistance
K12 278

Pleaze refer ta the online FRS Training, User guide, and Help for fundionality questions, If you are unable
to retrieve reportz/tranzactions from the FRS please contact ACS at 1-800-237-0757, For all other Web
Portal issues call 1-888-538-4275

MOTE: Files bigger than 2 MB in size can only be downloaded in a Batch request, Pleaze refer to the FRS
User Guide for details,

COLORADO

Department of Health Care
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Department of Health Care Policy

and Financing

Medicaid Provider Lookup Access

Welcome

Trading Partner ID-

Freguently Asked Questions

Uzer Prafile Maintenance »
BUS 2
SAVE Svstem

Eligibility 2
Claims 2
FAR 2
File and Report Senice b
[ata Waintenance

Medicaid Provider Lookup

ode Set Malntenance

Administration

System Reports

System Maintenance b
PORTAL MANAGER b
YWl Partal Training b

Reszet Login
ihdhd1S) Praovider Data Maintenance b

Main Help

Log Out

Welcome to the Colorado Medical Assistance Program

Secure Weh Portal

What's New!

Al Colorade Medical Assistance Program Web Portal users must
have their own User Name and Password. Sharng login
nformation 15 profubited. Trading Partner Admmstrators can
create new ugers by selecting Admmistration =2 User
Mamtenance from the left-hand nangation menu. Please see the
Help mem option, the TPA User Guide, and avalable traming for
mote wformation

System Status Messages

Last First

Claims Weel Week

Dental Claims

Professional Claims

Institutional Claims

Last

Eligibility Weeak Choose Medicaid PrOVider

Medicaid Provider Biah 31411 3 =+ (mudes and Helo mmaw be
Laokup Sray bar or via the meny buttons.,

Jseroie eu lrrutustrator's first task should be to set up the
uzers for thet Trading Partner. Locate the A deministration button in the
menu and select User Mamtenance. Additional mformation can be
found m the Traring and the User (uides.

COLORADO

Department of Health Care

Lookup option on main

PAR

&) menu to search for providers

with specialties

" Policy & Financing



Medicaid Provider Lookup Screen

Department of Health Care Policy

and Financing

Medicaid Provider Lookup

Help

Specialty CrHteria:

Log Out

Adolescent Medicine

Search limited to Medicaid
providers currently enrolled

General Criteria: oy in Colorado Medical
Provider Type: --Mo Preference-- Allergy, Pediatric ASSiStance Program
Provider's Last Hame or Clinic Anesthesiolagy
Name Begins With: Bl Adult Day Senvice To
. Select
Location Criteria: Bl Assistive Technalogy Multiple
' Bl Behavioral Pragramming Specialties,

City: Bl Day Treatment EEL‘jﬂ

Bl Indep Living Skills Train the
State Colorado Bl Institutional Respite Care CtrL
Zip: Bl tdental Health Counseling ke,

Bl Personal CarE Senice
County: --Mo Preference-- Bl Respite Care

Bl Substance Abuse Counseling

Bl supported Living Program

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

COLORADO

Department of Health Care
Policy & Financing




Web Portal Support

For all password resets & technical support

» CGIl Help Desk: 1-888-538-4275, option 1

» 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

iy COLORADO

Department of Health Care
Policy & Financing
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UP Screen

Department of Health Care Policy
and Financing

Main Help Log Out

Institutional Claim Lookup
State ID Claim 5tatus *  Client Name * ThruD0O5 Prov ID * PARID * Total Charge * Ent+y Date Orig/. " =

*Choose the Copy or
' Adjustment button to
default result set based on the last 120 days of Date of Entry  — add or adjust Cla.lms
el P =i shown on grid

search omtert eTo submit a new claim,
[State 0 [Eauts choose Add New Claim
+| Entry Date rarn: Through: button

=1 =3 *Check thg Adjusi;ment
box to adjust claims not

shown on grid

Check status Of Claims:

COLORADO

Department of Health Care
Policy & Financing




Member’s Info Tab

Client's Info Clairm Info | Other Insurance Info | Diag/Occur/Val/Condition Codes | Procedure Codes | Detail Line Items [Errors | |

Institutional Claim

eEnter new or adjusted

Clhient's Informnation

e[ - -~ wr claim data on this
ﬂdd?_:::f | City : | | State Fip :I:l SC reen
pop+[ | Gender * e | |

*Frequency Type Code
T — always set to original
Facity Type Cote | Froquency TypeCode”| when submitting new

Billing Provider Information  Ifrecquired, please add the Mational Provider [dentifier to the provider's maintenance record. C la-i m S
Prowider [T * | M Mational Prowider Identifier: I:l Tazonomy Code: I:l v
Felease of

Infortmation: *

Other Provider Information If recuired, please provide the Mational Provider Identifier.

Provider ID : | - Mational Provider Identifier:| |

Last Mame : I First Mame :

Rale: |Attending [Tl Operating [T Other [

Mational Provider ID Taxonomy Code

Client's Info <laim Info | Other Insurance Info | Diag/Occur/vYal/Condition Codes | Procedure Codes | Detail Line Items | Errars

COLORADO

Department of Health Care
Policy & Financing




Clinical Laboratory Improvement
Amendments (CLIA) Field

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

e 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”

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

Yy COLORADO
— Department of Health Care
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Claim Info Tab

Client's Info Pglaim Infio™ Other Insurance Info | Diag/Occur/Val/Condition Codes | Procedure Codes | Detail Line Items | Ervars -

Institutional Claim

Claim Information
Claim Data

Admit ™ Adrmt Admission Admission
¥
Date Hour. .|_ Type Code: :ﬂ source Code; J

e R eDocument the Late Bill

e Override Date (LBOD)
e on this tab
| e R o eYou must choose a Note
Clatm '
Nt Reference and Delay
LBOD Delay Reason Code . .
Reason Code if using

the Claim Notes/LBOD
field

Client's Info PElaim Infas Other Insurance Info | Diag/Occur/val/Condition Codes | Procedure Codes | Detail Ling Items | Ervars

COLORADO

Department of Health Care
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Other Insurance Info Tab

Client's Info | Claim Info Pother Insurance Info| Cia Condition Codes

Institutional Claim

Other Insurance Information

S 5 Five options to choose
Insurance Information I‘SI%ILE only ' > f rom:

[ |Two TPLs Policlg or
Company Mame: Iedicare and One TPL Group M et I

e e | | None (default)
i eMedicare

Eelationship Claitn Filing
to Insured: | Indicator: |

J— eOne TPL

Insurance Paid: Estitnated Amount

I Dae: I DELEJEEU{;?EC;
: : T eTwo TPLs

Insurance Information

ompany tame | Seoup T ] eMedicare and one TPL

Last Mamme: I First Matne: | Ivil: I:l

Member 1D |

Clienit
Felationship Claimn Filing
to Insured: Indicator:

Atrount Estitnated Date Insurance
Insurance Paid:§ I Armount Due: § I FaidiTrenied: I:l

Medicare Information
Paid! Arnount
Medicare ;[ | Denied Date: || Paid:§] |
Coinsurance: § I:l Dreductible:$ I:l

Client's Info | Claim Info PGSERer Insurance Info Diag/CccourSval/Condition Codes | Procedure Codes | Detail Line Items | Errors

COLORADO

Department of Health Care
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Codes Tab

Client's Info | Claim Info | Other Insurance Info Diag/0ccur/val/Condition Codes Procedure Codes | Detail Line Items -

Institutional Claim . .
eInpatient hospital
Diagnosis Codes: ) )
The Present on Adrdesion (POA) Indicator is required for Inpatient Hospital claims to indicate whether the condition was present at the time the client was C la] m S S u b m ] tte d

admitted to the farility,

Diag:nnsis*l . Admissinzr;ii?;;tz? itting L _Brincinat [ F Code [ ) th rOugh the Web Portal
require the inclusion of
Diagnosis Code POA Indicator Type| 3 POA indicator

Occmrence Codes: ng;n |

0 ode:

N dl w— —
- - Date: Date

Occurrence Code Date|

Occwrrence Span From Through
Code Date Date

Valune Codes: Condition Codes:

L2 [ s [ D —
Value Code Amount| Condition Code

Client's Infao | Claim Infao | Other Insurance Info PRigg/0ccur/Yal/Condition Codes | Frocedure Codes | Detail Line Items | Errors

COLORADO

Department of Health Care
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Procedure Codes Tab

Client's Info | Claim Info | Other Insurance Info | Diag/Occur/Val/Condition Codes [Pracedure Codes ™ Cetail Line Items -

Institutional Claim

Procedwre Codes & Procedure Date is required for any Procedure Code

Procedure Code: v I.—BM Fritres » > .The Procedure COdeS
Tab collects information
40| _DELETE |

relating to the ICD9-CM
surgical procedure

Procedure Code Date Principal/Other

codes as well as
treatment authorization

Treatment Authorization:

Authortzation Code A Authortzation Code B Medical Record Number:

Client's Infa | Claim Info | Other Insurance Info | Diag/Occur/Val/Condition Codes [Progedure Codes Detall Line Items | Errors

COLORADO

Department of Health Care
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Detall Line Item Tab

rocedure Codes PDetallbine Items| Errors

Institutional Claim .TOtal Amount for Claim
Total Charge: §* | > automatically
Detail Line Items . Ca lcu lated
gvenue Code o* v ate of Service; o
Eormerte”| ergmel «The Total Charge field
HCPCS Code: [ |7 Units OF Service™ [ | (to [eft Corner) ISt
Mndiﬁers:l || || || | Non-Covered Charges:$ : p
be the same amount

e —| > eEach line item is the
_sopuem | oo | memmwermay  Charge Amount

LI Revenne HCPCS W1 M2 M3 M4 NDC Charge Amt DOS Units Nnn—Cweredl

Mottt 1 eBefore submitting
[Tl Check here to accept the Terms and Conditions ) Claim ’ M CheCk the
Terms and Conditions

Client's Info | Claim Info | Other Insurance Info | Diag/Occur/al/Condition Codes des Detail Line Items| Errors b X

COLORADO

Department of Health Care
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Errors Tab

Client's Info | Claim Info | Other Insurance Info | Detail Line Items | Transpartation Info

Professional Claim

eService Line # of O
Data Validation Errors indicates an error exists

nervice Line # Code |Description

2013 |Patient's Account Mumber must be entered. On a tab Other than the

2015 |Billing Provider ID must be entered.

2020 |Signature on File must be selected (¥ or M) Detail Line Item tab

2021 |Release of Information must be selected, .
2025 |Pregnancy Indicator must be selected (Y or M) .If the errOr ]S related tO

2032 |Primary Diagnosts must be entered.

2123 |Total Charge must be entered. a detail line item, the
2151 |There must beat least one Detadl Line on the claim. . . .
2161 |The Terts and Conditions on the Detall Line ltems tab must be accepted. SerVICG L]ne # W]ll be a
[FRINT | linked field, and
clicking on it will take
you to the tab with the

error.

—_

s Y o Y Y s Y s O o Y e ) O s ) e |

Client's Info | Claim Info | Other Insurance Info | Detail Line Items | Transpartation Info PErrars
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Thank you!
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