Milan Medical Help Documentation

Table of Contents

1. About Milan
1. Milan Intro
2. Getting More Help
3. Milan Medical Terms
4. Getting Started
1. Logging In
2. LBHP
3. Cockpit
1. First Impressions
2. Groups
3. Notices
4. Charts
1. Patient Tab
2. Scans Tab
3. Referrals Tab
4. Treatment Plans Tab
1. Treatment Plans
2. Making a TxPlan
3. Understanding Unit Usage
4. Customer Data Core (CDC)
5
6

. CDC User Wait
. Extensions and Modifications
7. Notes Tab
1. Writing Progress Notes
2. Flags
3. Rejected Notes
4. Understanding Unit Usage
5. Reports
1. Reports
2. Reports Explained
3. Troubleshooting
1. Opening Milan
2. Progress Note Troubleshooting
3. Administration
Administration Introduction

Finalizing TxPlans
Claim Billing
Userwaits
New Employees
Roles and Permissions
CDC User Wait
Payroll
1. Posting Payroll
2. Editing Payroll
3. Payroll Options

PN ALDN =

Paae 1 of 94



Introduction to Milan

Milan Medical is a program designed to help your organization operate efficiently. Milan can
manage information critical to your business, help you enter progress notes, bill claims and
reconcile them from various payors (Medicaid, Medicare, insurance companies, etc.). It can
also facilitate activities such as patient eligibility verification, authorization submission and

utilization, reporting, document imaging, and even payroll.

One of the most important services we provide is customer support. This help file is updated
regularly in order to incorporate your feedback, so if you ever have any questions or comments
about this documentation or the Milan program, please give us a call. In addition to this help
file we also provide support via a help desk and our web site. Please consult our Support page.
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Getting More Help

The first time you log into Milan, you need to go to  http://www.milanmedical.comIn addition
to logging into Milan, you can also download this help file there, initiate a remote assistance
session with the help desk, and more.

Our help desk is available 8 AM to 5 PM Central, M-F. The help desk phone number is
Local: (405) 445-5890, also available toll-free: (866) 773-3867 or fax at (405) 773-8675
You can also email us any time at support@milanmedical.com. Sometimes when an error
occurs you are given the opportunity to report the bug, and if you do report it then your
information is emailed to us automatically.

When you contact the help desk please give us your name, the organization you work for, and
how we can contact you. Never, ever give us your password . We can do anything we need to
do without it.

Sometimes we may need to see more information than can be easily communicated verbally. In
these instances, we will ask you to initiate a remote assistance session so we can evaluate your
system and see exactly what is occurring.
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Milan Medical Terminology

Batch Processing - Batch processing is a method of claim submission in which many claims are
sent at once instead of using the payor web site or paper to submit them individually.

Claim - A claim is the billing-specific information from all progress notes that is submitted for a
patient on the same day. The payor does not care about some information such as the progress
note text or time of day except during an audit.

ClaimItem - Several claim items are bundled up to make a claim. Usually a claim item is unique
for each patient, date, and specific service performed.

CDC (Customer Data Core) - in Milan, this is a general type of electronic transaction we send
to payors as a basis for future payments. There are several primary subtypes: a 21 to ask for
PreAuth services, a 23 which is sent with the initial treatment plan/request, and a 42 which is
for Extension.

CDCUW (Customer Data Core User Wait) - CDC status when CDC has been rejected.

da Vinci or da Vinci Network Services - the name of our company. Milan Medical is the name of
the medical billing service and software that we provide.

Facility - A facility can be a site, a provider number, or anything else that a provider defines to
make reporting easier. Usually a facility refers to a category of services provided at a specific
physical location.

ODMHSAS - The Oklahoma Department of Mental Health and Substance Abuse Services.

OHCA - The Oklahoma Health Care Authority.

Patient - The terms patient, client, and consumer are interchangeable in the software.

PAUW (Prior Authorization UserWait) - a treatment plan's status when rejected.

Payor - A payor is an organization that provides reimbursement for submitted claims for
services performed.

Progress Note - What a therapist creates and prints out to document his or her work and
doesn't necessarily indicate patient progress or that a service was performed (e.g.
information only note or cancelled session note). The unit of work in Milan, which means no
note = no billing or payroll.

RA - Stands for Remittance Advice, and details what claims have been paid or denied.
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Region - A group of facilities. Therapists can also be assigned to a region.

Treatment Plan (TxPlan) - A snapshot of the patient's chart, as well as the type and amount of
services to be performed.
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Getting Started

Logging In

To log in to Milan the first time, you will need to go to our web site, www.milanmedical.com to
download the client software.

Milan has two databases, a Training database and a Normal database. The Normal database is
what you access every day.

Click on the Normal link, then Log In, and the Milan software will be downloaded to your
computer and a shortcut will be placed on your desktop so that you can access the system
without going to our web site each time.

Once the shortcut is downloaded to your desktop and you double-click on it, this login window
will pop up:

§| Milan Medical Login

Milan
Medical

UserMame
Password

Login Cancel

Help

Delete Offline

Your username and temporary password will be given to you by your local administrators.

If you are using a Mac, make sure you have operating system version 10.7 (Lion) or later,
otherwise the necessary version of Java will not run properly.

If you are having trouble logging in, click here.

Once you log in you will start out viewing the Cockpit.
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Licensed Behavioral Health Providers

If you are coming from an accredited agency, starting the LBHP process on your own can be
daunting. The bad news is LBHP billing is very different from billing within an agency; the
good news is we are here to help.

Since our help manual has many other pages devoted to the basic layout of Milan, as well as
accessing treatment plans and notes, that material will not be covered again here. We will go
over some of the unique guidelines and practices used in LBHP billing.

* Under Medicaid, you can only take children as primary clients, and can only treat families
as long as one of the children is your client. This is not necessarily true for other payors.

* Unlike agencies, PreAuth services, or Pre-admission services, do not exist for you. You get
a Psychiatric Assessment before receiving authorization, which is meant to combine the
traditional MH Assessment and Treatment Plan sessions. Crisis Intervention is
available at any time and does not require authorization.

* There are only two bundles you can be authorized for: PG030 and PG040. PG030 allows
initial treatment while PG040 authorizes extensions.

* When you fill out your treatment plan request, the Level should read Private Practice, and
your unit totals should equal 48 (8 units/month for 6 months).
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Cockpit

Cockpit

Each time you log in to Milan, the first thing that opens will be your Cockpit window.

. Milih Medical OPBHITFaining]
Actions  System  Admin  Reports Help
|[ Wotices | Cockpit | Groups Facility | “AMY -
Treatment Flans Therapist | “ANY", “ANY" -
Davs W Dravs # Days k]
Missing MaTePlan 4 HoPariial 0 Inaligible 1 Neme |
PR 15-23 2 B-14 7 07 18 ViewAll | Reset |
Propased 0-6 1 T-13 1] 14 of mara I L d
Completed -6 D 7-13 0 14 or mare 0 ADAMS, CHRISTIAN KATHERINE |
SunmiEd o3 0] 4-B 0 B ar morg 1 ALLEM, ABIGAIL LEANN
COCLW 0-1 1] -3 0 4 ar miore b2 [BAILEY, WILLLAM THOMAS
T a e e —— s SRS
Preapproved o2 o T4 o 5 or more 0 S L
BERRY, BRANDON NICOLE i
BREVVER, ISAAC LAUREN
Progress Notes CARPENTER, BRYAN ALEXIS
1
T . e " e # [CHAVEZ, ELIJAH DYLAN L
Missing Nolean 5 NalesD 5 Noledn 11 CHAVEZ, MARCUS RENEA
Rejected o-2 4 |46 0 [T or more g COLLINS, BREANNA MARCUS
Craft [0-1 1 23 o 4 or more 1 CUNNINGHAM, JORDANCHANCE
Signed |0-3 ? 4- 0 T ar more 0 DIXON, ERILY ASHTON
Approved |0-6 |57 [7-13 3 _|14 ar more i EDVVARDS, ANDREVY MICHELE
ELLIOTT, BRIAN ROBERT
FLORES, ANDREA SUZANNE
EFRAIIHLIL EROOKE THOMAS
) GARCLA, BROOKE LASHAWN
Miscellaneous
‘. - GARDNER, DUSTIHN PATRICIA
S - = . T cAWETLMDALOGN
Credaniials 15-23 ] 1-14 0 Expired 0 GARRETT, TANNER REBECCA
= r_ 7_ or 2 ons
ru e e toome G000 3RO THOMAS
Liseriyai -6 ] 7-13 0 14 or more 1 HARPER, ANTONIO JORDAN
5 HAWHKINS, KALEB MONIGUE
HERMANDEZ, GABRIEL BRYAN
HOLMES, MARLA DESHAWN
:HDW.&HD.APNL DAMIEL |
| Qpen Chart [ | Hewr Hole
Refresh | Edit Patient [ | Hewr Patient

The Cockpit is used to see useful information regarding your prior authorizations/treatment
plans, progress notes, and miscellaneous items such as credentials that are about to expire or
claim items that denied or underpaid.

On the right side of the Cockpit you can see all the patients whose charts you are able to view
and edit according to your permissions in Milan. You can sort your view of the list by selecting
the Facility, Therapist and/or entering the name of the patient in the fields above the list
window.

If you don't see a patient you think is supposed to be there, click the View All button to show
your current and discharged patients. It is also a good idea to use the View All button if you
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are re-admitting a patient to see if they are already in the database, and have simply been
discharged.

The colors indicate different warnings. You can find out why a patient is highlighted by simply
moving your mouse pointer over the name, but here's a cheat sheet:

Red/Pink = ineligible for main payor

Tan/Peach = missing partial/treatment plan

Marigold Orange = Expired/Expiring treatment plans
Yellow = hasn't had a note written for them in 30/60/90 days
Green = DMH Notification or Pending CDC

On the left side of the Cockpit is what we call the 'Cockpit proper.' It is a convenient visual
overview of the most important things you need to know about in Milan. We urge you to get rid
of the Red data. Yellow data should be looked at, Orange data is more urgent, and Red data
simply must be addressed.

Only administrators or clerks with appropriate privileges will see the Admin drop-down menu
option at the top and the Edit Patient and New Patient buttons at bottom-right.

The Cockpit proper is split into three panels:

* Treatment Plans
* Progress Notes
* Miscellaneous

Each line of each panel is divided into three columns to give an indication of how urgent each
item is. The left column is ok, and the further right you go the worse it gets. Double-clicking on
a line displays a report to show more detailed information.

Treatment Plans

The Treatment Plans panel is a listing of patients that do not or will not have a Final prior
authorization in place, and what stage in the authorization process they are in. Nothing shows
up in the panel for discharged patients or patients with a Final prior authorization in place.
The possible Treatment Plans panel lines are:

* Missing - patients without partial/treatment plans, or those that are ineligible for their
main payor.

* TPR - stands for Treatment Plan Review, shows you how many days you have until certain
patients' authorizations for their current plans expire. Therapists will receive an email
notification approximately two weeks before a treatment plan expires

* Proposed - A prior authorization is being worked on by the therapist.

* Completed - A prior authorization is complete, awaiting the patient's signature from the
therapist.

* Submitted - A prior authorization has been submitted to the payor.

* CDCUW (Customer Data Core UserWait) - Something was incorrect in the CDC we sent
for these patients. You may have to change something, look into it, then if you can't
resolve it, call us.
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* Pending - DMH has not processed the CDC request; Collaboration or Termination is
needed.

* PAUW (Prior Authorization UserWait) - Something was incorrect in the request. You may
have to change something, look into it, then if you can't resolve it, call us.

* Preapproved - The authorization has been approved. This status is usually used to make
sure the paper chart is in order.

Progress Notes

The Progress Notes panel keeps track of all progress notes entered by therapists that have not
been paid, written off, or deleted. The Progress Notes panel lines are:

* Missing - patients with treatment plans but no progress notes have been written within
30, 60, or 90 days.

* Rejected - Notes that Milan has found an issue with or notes that have been rejected by
an administrator.

* Draft - Progress notes have been written but not yet signed.

* Signed - Progress notes that have been electronically signed.

* Approved - Progress notes that have been approved for billing. For agencies this is usually
done by an administrator or clerk.

Miscellaneous

The Miscellaneous panel currently keeps track of therapist credential expiration and some
billing reports for administrators. If you are an administrator, look at our Claims Billing page
for more detail on the claim statuses. The Miscellaneous panel lines are:

* Credentials - If a credential for a therapist is entered into Milan with an effective and
expires date Milan will let you know (15-28 days) when the credential is due to be
renewed.

* Posted - The status in the billing cycle in which progress note information is combined
with rendering provider information (whomever provided the service), such as
taxonomy code etc. in order to create claims. Claims for Oklahoma Medicaid should be in
posted status for 3 hours or less.

* Billed - The status in the billing cycle in which Milan submits an electronic batch of claims
to the OHCA for processing. Claims for Oklahoma Medicaid should be in posted status for
no longer than 2 business days.

* UserWait - Claims that have either been denied by the OHCA or have partially paid.

Groups
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Actions Admin Reports Help

| Motices " Cockpit [ Groups Facility | HANY ™ -
Public *ANY* - |Fa r:lllrgr| “ANY* |v | Therapist | "ANY*, *ANY* |v| Therapist | HAMY= =ANY* -
Patient Groups Hame [
Public Facility Therapist kame - ]
Mo Gotham CMHC Ecarden, Jamsas Faranting View All || Reset |
M Gotham OMHC Crane, |onathan Fear Therapy Cobblepot, Oswald Chesterfield
Mo Gotham OMHC Strange, Hugo Reality Adjustmant Duck, Donald
Fries, Victor
Isley, Pamela
kyle, Selina
Unknown, Mame
Open Chart || Mew Note
Edit | Delete Group | New Group | Mew Motes Edit Patient || Mew Patient

You can set up groups to help you write a series of notes for your group therapy sessions. It
keeps the common information from one note to the next. This functionality is only available on
a service by service basis, so if you have a group with more than one service (i.e. some patients
of the group are PreAuth, and others have an approved treatment plan), you will probably need
to Force Flag any notes that are inadvertently rejected.

Notices

Actions Admin Reports Help

|_Motices "Cockpit [  Groups [ Facility | AN -
View Deleted [No ~ |Date [08/28/2011 | subject| | Therapist [ *AnY=, =ANv+ -
Motices Hame [
Status | Sewverity PostedBy PostedAt Subject Vi All | R t
Dhread wam  |Support, Milan |08/20/2011 08:53 AM __ [Warn level notice viewall | Reset |
Unraad | Info Support, Milan |08/20/2011 09:36 AM Info Level Natica Cobblepot, Oswald Chesterfield
Read Systermn  |System, Milan  |07/13/2011 10:02 PM |Mew Motice Feature Mow svallable Duck, Donald

Fries, Victor
Isley, Pamela
kyle, Selina
Unknown, Name

Open Chart || Mew Note

Refresh | New ] View | Mark Read | Mark Deleted Edit Purge Edit Patient || New Patient

This tab is used to display important messages from Milan and from your Administrators. All
users in your account need to read each notice submitted by Milan or the Administrators.

Charts

Charts

When in the Cockpit, you can double-click on a patient's name in a list to the right to open up
their chart.
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Actions System Admin Reports Help

[ Patient | 5cans | Referrals | TxPlans | Notes |

Patient Information
First KEMDRA Middle DESHAWMN Last BLACK Maiden Suffix
BirthDate | S5M Gender FullChart Milan 1D
Provider | Record ID Flags EMERIC [] OVERLAP [ DUPLICATE
Comments AlID
‘ AlID Type
Patlent Programs
Pregram Discharge Reasan Admit Date Discharge Data
Mental Health Mot Discharged 017012900 12/31/5509
Patient Facilities
Facility | Effect wa Expires
GARRETT Facility 01/01/1500 123179955
FPatient Therapists
Therapist P Role Effactive Empiras
CHAPMAR, COLTON EUGENE Hone 01,/01/1500 08/08/2010 -
CHAVEZ, JASMINE RACHEL Mone Q1/0L/L 500 12/31/99939 =
GOMZALES. ANDREW CLAIRE |Mone 01/01/1%00 12/31/9999 I |
GRAHAK, CAMERCH EQLUARDO Haore Q1011500 12/31/9999 =
Patient Payors
Payor Effective Expiras Priority Payar D Refernng MEI Flan Namea
QK MEDICAID Q4/192010 0323212011 10 365 T208EE
1 ] [¥]
. SAVE | Edit Patient | Refresh Chart I Open Chart | Discard Changes

First, let's look at those buttons at the bottom of the window. The SAVE button to the left is the
most important button. It needs to be clicked often when working in Milan. The Edit Patient
button opens up the window for editing if needed. Any time something on a patient's chart is
edited, Milan flags a Medicaid eligibility check for that night. The Refresh Chart button is to
see changes you have recently made reflected on-screen. You can click the Open Chart button
to pull up a quick list of all your patients to navigate to their chart more easily. You can click
the Discard Changes button instead of the SAVE button if you change your mind about edits
you've made.

To open a patient's chart you can double-click on a patient's name in the Cockpit, or use the
Open Chart options in the Actions menu or at the bottom of the screen. The chart will
automatically open to the Notes tab. To get to another section of the chart simply click on the
tab that you need to access. In the next few pages we'll go over each tab of a patients' chart.

Patient Tab

The Patient tab contains the basic information for the patient. If there's something wrong on
this tab, only a user with the appropriate permissions can change it. here are two big factors
that determine how much of the chart is required for a patient when completing the treatment
plan. The first is the 'Full Chart' option (None, Optional, Warning or Required), and the second
is the payor(s) assigned to the patient. When the Full Chart setting is None or Optional, very
little of the treatment plan format is required. When it is set to Warning, only the primary
diagnosis, an address, CAR scores, goals and objectives are required before a treatment plan
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can be completed. If the Full Chart option is set to Required and the treatment plan payor is
Medicaid, most of the tabs (of the treatment plan) are required before it can be completed.

The Patient Programs pane is one of the most important areas on the patient's chart. The
program chosen for them severely affects choices down the road when setting up treatment
plans and writing notes. The variety of programs depends on your organization, but the most
common programs are Mental Health (MH), Substance Abuse (A/D) and Integrated.

On the Patient Therapists pane the main therapist to be contacted in relation to this patient
should a situation arise needs to be given the role of QA or Both, with any other therapists
assigned to the patient given Review or None.

3 Edit Patient Payor

Fatient
Payor  [OK MEDICARE B = | copay 21 Percent —
Relation |Se|f |- | First Name [CLARE | Last Name [KENT |
Priority | S Payar b [1885-05-01 | Referring Wel | |
Accountd Effective  [01/01/1800 ﬁ Expires [o4j31/2010 @i
Insured
Fhone First Name Last Name
PFlan Mame | | Employer Group Mame
Address City State
ZIP DOB Sex
other Insured
Other Plan |Mo w | First Mame Last Mame
Plan Kame Employer Group Hame

DOB Sex

Lok |[ cancer |

The Patient Payors pane is the first place you should look if something seems to be going
wrong when writing notes or trying to complete treatment plans. Most likely you will see that
their Medicaid (or some other payor) eligibility has expired. If you know it hasn't, this means
the correct information is not in Milan and needs to be double-checked. = The Priority column
allows you to set up multiple payors for the patient and specify, using a larger number, which
payor will be consulted first. Right now this functionality only applies to bundled payors
(Medicaid, DMH). For example, if OK Medicaid and OK DMH DCA are on there, and you want
to bill Medicaid first and then send the rest to Drug Court, set Medicaid's number to 200 and
OK DMH DCA to 100 (or any other combination of that).

If claims for a patient consistently appear in Userwait due to a $3 Pending amount, make sure
and click Edit Patient, double-click on the Patient Payor line at the bottom, and set the Co-pay
amount at the top to 3, which will alert Milan that the co-pay will be paid by the Patient each
visit. Alternatively, you can click Adjust on the appropriate Userwaits and instead of using the
Write Off option, you can uncheck that and check the box for Patient Co-Pay, put in 3, and click
OK.
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Scans Tab

Milan is currently working on making this tool work better, please check periodically
for updates on this.

The Scans tab in the patient's chart is where you can upload any scanned piece of paper
applicable to the patient's chart history.

5& OMHC Training : Gordon, Commissioner : Charl : KENT, CLARK - |[ B
Actions Admin Reports Help

Patient | Scans | ReTerrals & TxPlans | Notes

Impaormn Find Scanners Processed O Uploaded O
oAl e - [ Mew
Categary Mame Data Pages Madified [
S SCARS UHDOCUMENT. .. o |
“ UNCATEGD. Tilez FOF Sep 22, 2009 |0 I |
NO IMAGE SELECTED
AV Edit Patient Open Chart Discard Changes

You can either import a PDF file or scan directly from an attached TWAIN scanner. Most
scanners come with TWAIN drivers.
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Referrals Tab

Actions System Admin Reports Help

“Patient | Scans | Referrals | TxPlans | Notes

Source Referrals

Date [ Source | Mame [ Infia

View Mew Delete | PrintAll || Export Al

External Referrals

Date SOLrca rame Irifi |

View New Delete Print all Expart All

Referral Release Log

Released Date ] Released To

View New Delete | Print All | Export All |

SAVE | Edit Patiant || Refresh Chart | Open Chart | Discard Changes

This is for your source referral and release of information. At the bottom is a HIPAA release
log, so if you do release information to anyone you can make a record of who it was and when
you did it. The release of information from this tab doesn't tie to anything else in Milan, so
nothing here is mandatory.
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TxPlans Tab

The 'TxPlans' tab will show you treatment plans and transactions (commonly called CDCs) for

the patient and allow you to add new treatment plan information and requests.

Actions 5System Admin Reports Help

Patient | Scans | Referrals || TxPlans | Notes

ITreatment Plans
E id_ ~ | Request |  MainPayor | Facllity Effective _Duration Completed | Status
103574 Extension Ck. MEDICAID 10/08/Z2011 |& Moriths 1100272011 Final
75452 Extension QK MEDICAID 040972011 |6 Months 0372472011 Fina
S5007 Frefuth _[Ok MEDICAID 09/15/2010 L Maonth (0871972010 Final
57862 Initial Ok MEDICAID 10/05/2010 G Months 10/09/2000 Final
View Request View TxPlan | Add Comment
Print Request Print TxPlan | Print Request Summary Print TxPlan Summary |
Draft TxPlan Initial Extension | Modification Response Correction |
Treatment Plan Transactions
Id [ TxPlan Date Type Transaction Status
5TSE2 103574|10/0972011 12:00 AM |CDC 42 - Extension update Final
389253 FEAS2|03/24/2011 10:17 PM CDC 42 - Extension update Final
19573 572621 0/00/2010 12:00 AM CoC 23 - Admission Final
18486 GS007|08/19/2010 12:00 AM COC 21 - Contact Final
View Print Finalize || Hesubmit |I Add Comment
| SAVE || Edit Patient [ Refresh Chart || OpenChart | Discard Changes |

If you have Admin privileges you can take advantage of most of the buttons appearing beneath
the list window. Depending on how old the plan is, or what your privileges are, your options

may be more limited.

Treatment plans are listed by date and you can view historical treatment plans. Below the
TxPlans list (and below the buttons) is a historical record of generated and uploaded CDC
transactions. The status of each CDC directly affects the status of its respective request above.

Each CDC can also be viewed or affected by the buttons directly below the list.

For specific information about treatment plans including how to write one, see Treatment
Plans and Making a Treatment Plan.
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Treatment Plans

Treatment plans in Milan represent two things: the actual service plan of care for the patient
and the authorization request. The requests are used to manage unit usage. You can see these
two documents separately by clicking on the 'View TxPlan' button on the TxPlans tab to see the
multi-faceted plan which holds the clinical information, or by clicking on 'View Request' to see
the services and correlating unit usage.

The goal is to have an unbroken chain of plans in the list window. The important thing to notice
here is the continuation of your three or six month treatment plan cycle.

Here is the life cycle of a treatment plan for electronically billable payors:

* PreAuth - some services can be provided while awaiting the initial authorization (see
Customer Data Core for more information)

* Review - for a small number of organizations, this treatment plan is still in the multiple
stages of review before completion is possible

* Proposed - clinician has started working on it, still incomplete

* Completed - awaiting the patient's signature from the therapist

* Submitted - waiting on approval from a third party (such as ODMHSAS for CDCs)

* PAUW (maybe) - we'll go over this later, but this is if it was sent to a third party and had
issues

* Preapproved - the same as Final as far as therapists are concerned, but administrators
can leave it in Preapproved until the treatment plan is printed/filed (this status may be
disabled for electronic payors)

* Final - after this only an Admin can change certain details

If the payor is not electronically billable, the treatment plan will go from Comple
Preapproved, at which point it can be taken to Final.
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Making A Treatment Plan

To create a patient's first treatment plan in Milan, either click the Initial button on the TxPlans
tab in the patient's chart or click the Draft TxPlan button. You will notice they both pop up the
same thing: the tabs of the treatment plan, but the difference is in what's next. By using the
Draft TxPlan button you can add information a little at a time and save it without having to
complete the whole plan in one sitting. The Initial button is for when you have 30-45 minutes
to knock out the whole plan at once because in this mode you cannot exit the plan and save
your data unless you have finished everything that is required. Also, if you have worked on and
completed your plan using Draft TxPlan, and now you are ready to do the request, the Initial
button brings up the plan for you to look over, then pops up the request window where you
formulate your authorization request. We recommend working on and completing your plan in
Draft TxPlan mode, then clicking Initial, reviewing what you've done, and formulating your
request.

When the treatment plan appears, the tabs you see make up the content of the plans on paper
you may be used to writing (for a detailed list of treatment plan requirements, see our Patient
Handling A-Z document on our website).

* The Basic tab stores information about a patient such as emergency contacts,
guardianship and demographic information, including CDC 21 fields such as Rs
Referrals and the Service Focus.

* The Residence tab stores information about the patient's current living situation.

* The Diagnosis tab stores information about the patient's current diagnosis, GAF scores,
and historical information. If you have entered a diagnosis (usually "Unspecified") and it
asks you for a modifier, the text box to the right of the diagnosis needs to be utilized for
more information.

* Our biggest tab on the treatment plan is the CAR scores tab seen below (this tab is not
required for SA patients). As you're filling this tab out, we recommend doing the numeric
Score values first, and the descriptor text boxes second. This way when you save (which
you should be doing often), Milan is less likely to complain about the tab L
incomplete.
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[ TxPlan lor Tiger, Tony the | ®
" Basic i Residence |' Diagnosis ~ CAR | BasicCDC Asl [ Testing I Addendum | Goals

Feelings/Mood/ Affect -

Problem areas: | | Mood lability | | Coping skills | Suicidal/ homicdal ideation/plan | Depression | Anger || Anxiety | Euphoria  Score |_1£
Ll change in appetie/ sleep pattems

Thinking/Mental Process

Oriented x ﬁ[ﬂ MIMSE Scnrel_ﬂa 10 Score G-H: Sgore |_1:_

Problem areas: || Memory [ Cognitive process | Concentration [ Judgement || Obsessions || Delusions) hallucinations [ | Eelief system

[ ]Learning disabilities [ | Impulse control

Substance Use

Scure| -1
DOrug Dosa Fraguency Firsi Use | Last Lise Admin Route |
; - | iy
| Wiew | Hew Delete | up || Down
Medical) Physical
Current condition Soore | -1

Impac
| 2

| (113 || cangel

The BasicCDC tab stores required information for treatment CDCs, such as the 23 Admission
or the 42 Extension CDC. Minimum fields required:

* Level of Care

* Primary Presenting Problem

* Employment

* Employment Type

* Income

* Dependents/Contributors must read at least 1, even for a child, where you would list the
parents' income and the number of people dependent on that income (siblings)

* Protective Order
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Basic ~ Residence | Diagnosis | CAR || BasicCDC | ASI | Testing | Addendum ' Goals

Level ufll’.‘are-|

|'r| Pregnancy [ | Is Pregnant Due Date

Tertary |Mone | = | Route |omer

Arrests
Past 30 days or since admission | Dil Past 12 months or since admission

Disability1 |Hu-r|e |v| Disability2 |None |v|
Disability3 |Huna |"l" Disability4 | None |T|
Presenting Problems
— ? =
Primary  |NOME: Other - non-mental health probiem |'
Secondary | NONE: Other - non-mental health problem |v
Tertiary | WONE: Other - non-mental health problem | -
Drugs of Choice
Pri | I i 5
rimary  |Hone |v Route |Other = |Frequency Last 30 Days |No use past month | w | First Age | C-|:.
Secondary EHune |v Routs |Dlher |‘r | Frequency Last 30 Days !hlu use past month |v | First Age . I}|::

|v | Frequency Last 30 Days |Hﬂ' use past month |'| First Age UE:

0+ Attended self-helpisupport 30 days | 0

| ¥ | Fags [ 1581 []ssDi []sED []smi

Soxual Assault
__| SAME Exam [_] Police Report Police Report Hum

Humber of times tobacco used in a typical day?
Incidents of self harm in past 90 days?

Days suspended from school in past 90 days?  [»] MiA

| I:li—| Days of restrictive placement in past 90 days? |
|_[Ji:| Absences (NOT suspensions) from school, past 90 days? ] NA

_| Days not permitted in day care in past 90 days?

Financial
Empioyment | > | Employment Type | :
Annual Income '_ | DependentsiContributors | C]:

Protective Order | :

l_'
=

] NiA

| 0K | Spell Check | Cancel

The ASI tab stores ASI
patients).

On the Testing tab is where you enter psychological

and TASI scores for the patient

(this tab is not required for MH

testing information. You will notice that

the Treatment History is required but the other fields are not if there are 0 hours planned.

The Addendum tab stores miscellaneous information about

preferences, strengths/abilities and discharge criteria.

Our next tab is the Goals tab seen below:

the client including treatment
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[ Basic | Residence | Diagnosis | CAR | BasicCDC | ASI | Testing =~ Addendum | Goals

Interpretive Summary
Fatient Is angry. And you wan't like him when he's angry.

Internal Comments
Bruce is & nice guy, but that big green monster inside him can really make & mess,

Problems
Frablam Goal mpairment
AngerTemper Decresse anger Sevars
Social Skills Increase social skills. Severs
Coping Skills Increase coping skills. Sewvars
View Mew || Up | Dowin Delele | Imipork |

| 0K | spellCheck | Cancel

The Internal Comments text box is for you to write notes to yourself about the patient and their
treatment. These notes are just for viewing in Milan, they won't print out anywhere, but in the
case of an audit are still visible. The Problems dialog box is what we'll be focusing on. If this is
a New Patient, nothing will appear here.

You can use the Import button which will pull in Problems and Goals from other patients of
yours that share a Primary Diagnosis code with this patient. Click Import, then select the
Diagnosis you would like to search for matches, and if any of your previous clients with
treatment plans have that code as well, then once you click OK we will display a list of their
Problems and Goals from which you can select the ones you would like to Import.

But, let's say you need to write new material from scratch. When you click on the New button
the Problem Dialog box will pop up. For example, Mr. Banner, has previous treatment plan
information that has conveniently carried over. So for a New Patient you would select New and
the Problem Dialog box will pop up.
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Frnblem|lle]ap5e Prevention Skills |v||mpairment Mane -

Othier ‘ |
Bruce will work on anger management tachnics (goosefrabah]| i
Goal
Objectives
Initizted | Target Therapeutic Method Treatment Service Dbjactive |
View [ [ up Down Delete | Import |

| 0K | sSpellCheck || Cancel |

Clicking the New button will bring up the Objective Dialog box or you can click the Import
button to bring in the Objectives from your imported Problems/Goals.

Objective

Progress

Internal

Comments

Initiated |0371272012 | Therapeutic Method |Hcrn|.=. |v|
Targel 03/12/2012 | E Treatmenl Service | |'|

| ok Spell Check || Cancel

You can only have one Therapeutic Method per Objective.

There are different types of services under the Treatment Service drop-down menu, and
picking one will affect your options in other areas of the treatment plan and it's corresponding
future notes. Here we have selected a Psychological - Mental Health - Group treatment service
for Mr. Kent. The only reason we were able to select this is the Mental Health Program was
selected on the Patient tab of Mr. Kent's chart. If you don't see a type of service you think
you're supposed to in the Treatment Service drop-down, check the Patient tab and make sure
the correct programs are selected.

Once you click OK, and then click OK, and then click OK...and once all the treatment plan tabs
have been filled out, the request window will appear.
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- Mew PriorAuth for Kent, Clark b3

Status | | Facimy |+ | em Faciny

Level Level | |-|Majnl“a1.'l:-1 |v|[!matiun & Months |-|
Wiiter |T|fﬂn'[1fr. |T|Rfﬂlltil .
TxPlan Type |Outpatient Substance Abuse |' I Reviewer [ | Compleved

Submitted [ Effective  [L0/02/2000 [EE Expires

Public it's & oircll It's & plane? Ma, lackl B°'s thar crazy guy met thinks ne can fhy Look aul

Comments

Ha can't stand 10 iy, He's not thar nane, He's Just out 1o Tind the better par of him. He's mare than & birg, ha's more than a plans, mare than somea premy
Tace beside atrain, t's no1 #asy Deing him, He wishes that fe could cry, and Tall ypon his kness, He wants 1o find a way 10 lle about a hams nhe'll never sea, It
rmight sound absurd, but dont b nake - sven harogs have the fgnt o Dlesd. He may be disturbed, Dut even heroes have the right 1o dream

Internal
Comments

SySTem
Comiments

Autharizations

e Payor Bundie Sarice Therapisl  |Pro.. |Gra... Pag | Fram | Through | Status  |Lw)
Edit New . Clone . Delete
| ok || cancel

This window is to set up the treatment plan request, which is separate from preparing the
treatment plan. You must fill out any of the drop-down menus accessible in the top portion of
the window. The most important field is the Effective Date, which can be up to 14 days in the
future or back-dated to a date in compliance with your facility's contract. Once the top portion
is filled out authorizations should automatically appear. You should delete any authorizations
that don't make sense and add any that are missing. To do that, click New near the bottom of
the window, and a little window pops up called the Authorization Editor.

rﬁ-. Authorization Editor Er
Authorization Information
Service -
Therapist -
Payor - ]
Proposed IZE
Ok Cancel

Once you put in the service you want to authorize, the therapist who will be administering all
or most of the time, the payor (usually Medicaid) and the proposed number of units (needs to
be at least 1), click OK and either add additional authorizations or click OK again. When

selecting the service, if you have the option of selecting either an Adult, Bachelors or Masters
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level service, find out what level of service your credentials support and bill the highest service
level you can.

If another therapist will be primarily administering a different service, you may need to add
multiple types of a similar service, as their credentials might be different than yours, and they
may need a different level of service than you are authorized for.

Your newly drafted treatment plan should show up now as a line on the TxPlans tab in
Proposed status.

Once you are satisfied, highlight the Proposed treatment plan and click the Complete button,
click Save, and now your plan is ready to be printed with a clean signature page for your
patient to sign.
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Understanding Unit Usage in Milan

One of the most important features of Milan is its ability to keep track of the number of units
granted and used (for electronic payors). Understanding how units are distributed begins with
the treatment plan request. Each treatment plan bundle is allotted a dollar amount to use for
the time period of the treatment plan. This bucket of money is divided among the providers
that will be treating the patient and can be viewed in terms of units.

Viewing Units on the TxPlan Request

When building the treatment plan request the writer can either manually assign a number of
units to each service or leave the proposed number of units at 1, which is the default. When
the writer clicks the OK button, if all units are left at 1 on the request, a pop-up message will
appear asking if you would like to Maximize the units (spread the units out evenly among the
services for the authorization period). If this is done, Milan will distribute the units (as evenly
as possible) between all services on the request.

When a treatment plan is in PreApproved or Final status Milan will immediately begin tracking
units. The following screen shot shows the breakdown of number of proposed units vs. the
number of granted units. Also, when you click on any service you will be able to view the
Usage Panel (if the treatment plan is in Final status). The Usage Panel details the number of
units granted for the highlighted servicéor each month In this example, I clicked
Psychotherapy MH Individual and I can see that for the first month time period from 1/13/2013
02/12/2013, the provider was granted 14 units (out of 80) and another 14 for the next month's
time period (02/13/2013 03/12/2013). For the remaining authorization time periods
provider was granted 13 units each - we cannot see the last time period in this example but
hopefully you get the idea.

Submetted EMective 011132013 1200 AM H Expires 0T 22012

Publc
Commanls

Hivtiw
Commaents

Preled By On 10052013 =
mad By n A0 EH013
wsi Fanalized By Hn DAMERIN3 =

syshem Pr
Commants Ra

Authorizations
Fundie Sanane Therapist Pro. | Gia Fag From Through Siahss ,_.!
e, |Psychotherapy lH - Famiy (Child Pre B0 20/4513045078 01320131 [0TN22013  lApproved ||
PrOs4 [Faychoiarapy WiH - Indhadusl (CRil) B0 B0/4513045078 DINA2013  [0TH22013  [Approved ||»
z 1 Tal 794513049078 13

Pra0g4 Paychthesigy §145 OTMAR013  |[0TA2013 |[Approved -'i

PGO44 Rehab W 120 011132013 (07122013 [Approved |l |
PGOa4 T Pian Low Camplexty | 011220131  [OTHXNH013  [Approwed | |
Ean Harw Show gmply esages Show Mobes Edit Extent
Usage
Id AL Edent EP Payor Code From Thina Gramled Total Faid npasd
|42}:~52.1 221342 1043435 11 O MEDSCAID Psychomerapy MH - indhadua.. 0122013 222012 14 a o ] ~
4215686 (921342 1043436 2 O MEDICAID Paychomarapy MH - indhidua . 02N 2013 0RA22013 14 ] 1] il
4213601 (921342 1043437 13 O MEDICAID Pajchotarapy MH - indhdud . 02013 OLM22013 12 a 1] il
|42 33608 221342 1043428 4 O MECSCAID Peychotherapy MH - Indhadua .. 04132013 OEN22013 13 a 1) ] |
4233701 921342 1043430 5 0K MEDICAID Paychomerapy MH - Indhidua.. 052013 022013 12 ] o ] =
|
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You can view the units granted for all 6 months of any authorizations by clicking on that
service on the Authorizations Panel. When progress notes have been written and are in Final
status you will also be able to see the total number of units that were used, the total that were

on paid claims and any unpaid units (units that have been allocated to services that have yet to
be paid).

Viewing Units on a Progress Note

Another way to see how many units are remaining for a patient is to create a new note. After
the provider enters a start date and chooses a service, the Units Usage fields are activated. In
the screen shot below, we can see there were 9 units remaining of the original 39 units
granted for that authorization month. We also see that the new authorization month began on
September 28, 2013. When the provider is nearly out of units for the month these totals will
appear in Yellow\Orange and when the units have all been used these totals will appear in Red.
If the provider continues with the note that has no units available or a negative amount in the
Remaining field Milan will reject the note.

[ mMain | Mote | Feani Datails |

Facllity * | Therapist b

start [paeoz014 0355 M FE service |mnanuu.huwmua| [Audulty -

Slalus Crafl Bl Minules | ?_:'=' = Umnls: 200 Progress -

T L o . R ST L J i O ey S o e S L A T O, a1 X - ——

inits Usage Aunilable urkl C40152014 + | Remainmg 1500 of (2000 Setting | Mext Appt =
= - T i i "l ™ o el . bl b e il it

GEroup Sive — G Faces

Flags ] EHF EN EHr O | DEaiidais 300,24 Seaich Adjuiteadil Doz or des Wilh Ariely

LOF Baginming — Ending

Primary Goal [Mane -
Primary Ohajeclive ;:Huul: -
Secandary Gnal %i:nnr: -
Sacondary Dhjactve E"CIHB S
Tertlary Goal [some

Terliary Objective iﬁr.lm.-

[ ][

Method [

Moving Units

Providers have the ability to move units but only for their own authorizations (Ex: moving 4
units from Psychotherapy MH Family to Psychotherapy MH Individual). As an Admin you have
the ability to move wunits between services and between providers. For example, if
licensed therapist is out of units and your BHRS has more than enough you can take a few

from the rehab services and add them to the psychotherapy services. This can be done either
from the TxPlan request page or from the Note page. From the TxPlan request you move units
by doing the following:

1. Click the service in the Authorizations Panel
2. Click the authorization month in the Usage Panel
3. Click the Edit Extent Button
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. The AuthExtent window will appear listing services that were authorized for that month

. Locate the authorization from which you will take units from

. Click the Minus button as many times as needed (each time you click the Minus button
you are taking away a unit)

. Locate the authorization to which you will add units

. Click the Plus button as many times as needed

. Click OK

o U1

© 0 J

Please note that Milan will not let you go over the total dollar amount for the month when you
can't add any more you're done. Additionally, units for one service cost different than units for
another, so you might move 15 units from one service and only be able to add 12 units to the
other.

The exact same action can be done from a Progress Note:

Click the plus/minus button on the Main Tab of the note (after selecting a service)

The AuthExtent window will appear listing services that were authorized for that month
Locate the authorization from which you will take units

Click the Minus button as many times as are needed (each time you click the Minus
button you are taking away a unit)

Locate the authorization to which you will add units

. Click the Plus button as many times as needed

. Click OK

B wN =

N oo

We should mention that if your agency has specific guidelines/policies for unit distribution you
should consider either manually allocating units on the request or moving units when the
treatment plans are still in Preapproved status. In either case, you can make it policy that
when you finalize the treatment plan there will be no moving of units.
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Customer Data Core

The Customer Data Core, commonly called a CDC is made up of several sets of information
relating to your patient that ODMHSAS needs to verify in order for you to get authorized
services approved.

The most frequently sent CDC-based transactions that we send are 21 (PreAuth), 23 (Initial),
and 42 (Extension).

A CDC 21 (PreAuth) tells the state that you have just admitted a new client and you want an
approval to bill pre-authorization services. A 23 (Initial) is sent attached to a treatment plan
and requests approval for the appropriate duration of services for a particular patient. Milan
automatically sends a 23 with every Initial request/treatment plan you submit. The 42 is sent
automatically with an Extension request/treatment plan.

Sending a PreAuth (CDC 21)

For Milan to send a 21, we need some very basic information as soon as you admit the client.
On top of adding them to Milan using the New Patient button, you must fill out a "partial
treatment plan." When your client first shows up in your cockpit, the first time you try to open
their chart Milan will ask you if you want to fill out a partial treatment plan, and you should
click Yes.

§| Enter Partial TxPlan Now?

L A partial treatment plan must be entered in
= order to enter progress notes. Would you like
to enter a partial treatment plan now?

Yes MNo Cancel

Three of the treatment plan tabs pop up.
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J;I.ia‘iif. Residence | Diagnosis |

Basic Information

Emergency Contact I Emergency Mumber | Highest Grade | l_-—;
Guardian Type |v|l!‘.u.1rdinn Mame | Guardian Relation | |
Marital Status |v | T ¥ears - | Military Status | -|
Speaks English Well » Yes Preferred Lang Specify Lang
Admissions l:-l,—| ER Admissions 0 Lead Therapist | ||
Youth Suspensions [ []l':l Youth Runaways | II: Service Focus | -|
Race [ Iwhite [ American indian [ Asian [ |African American [ Hispanic _| Pacific Islander
Misc [ |special Ed [ |In Schoaol | Probation

Screening

Mental Health = Substance .ﬁ.huse| |v|Trauma | iv|

Alarts

[ Acquired Brain Injury | addictions [ nementia | Development al Disabilities

[ Dual Diagnosis - A0DMDO ] Dual Diagnosis - A00/MH  [] Dual Diagnosis - MH/DD [ Hearing Impairments

[ HIv-Positivity A0S [ |Homelessness [[Jcase Management | Mental Disorders

| coC
chC Referrals
Primary iv'ﬁgenw NP |

Secondary [+ Agency NP1 : ' ' |

Family ID/DOC NumberfDrug Court ID/DHS Case Number [

| (0].4 Cancel

On each of the three tabs, something needs to be filled out SO you can receive pre-
authorization and put those notes in Milan. The required fields on the Basic and Residence
tabs are CAPITALIZED with an asterisk*. On the Diagnosis tab, in order to be able to write
these PreAuth notes in Milan you need to put something as the Primary 1a Diagnosis, even if
it's V71.09: the no-diagnosis diagnosis. This is required not for the 21 itself, but to start writing
notes for that patient.

At this point, you can click OK, then click Save in the chart, and that night we will upload a 21
for you. It will have a default effective date of 10 calendar days prior to the date of saving the
partial chart, or the Patient Admit date, whichever is more recent. Until the 21 is sent, the
effective/transaction date can be changed by double-clicking on the CDC while it is in Draft
status.

A CDC 21 can also be created by clicking the Make PreAuth button on the TxPlans tab. When
creating a CDC 21 in this fashion, Milan will assign the effective/transaction date to the
current date unless you change it on the CDC.

The dollar amount provided is approximately enough for 4 hours of Family, Group, Individual,
etc. services, plus one Assessment and one Treatment Plan note.

Sending a CDC 23/42 request for services (6-month treatment plan request)
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Actions System Admin Reports Help

“Patient | Scans | Referrals { TwPlans | Notes
Treatment Plans

Treatment Plan Transactions

Id TxFlan Data Type Transaction | Status
5258 FATSA0ZM0E/ 201 11:28 &AM D 23 - Admission Iijuhl'anI'-.‘—l:
32826 70544(01/27/2011 12:00 AM COC 21 - Cortact |Final
View Print Finalize Resubmit | Add Comment
- : o d
SAVE | Edit Patient | Refresh Chart | open Chart | Discard Changes |
1] i L

I Reguast MainFayor Facility Effective Curation Completed Status
73754 Initial Ok MEDICAID GARRETT Facility 03/06/2011 G Months 03/0662011 Submitted
70544 |Prasuth Ok, MEDICAID GARBETT Facilily 0L/27/2011 L Marth OLy27F2011 Final
Vview Request . View TxPlan . Add Comment
Print Request Print TxPlan 'rint Request Summary Print TxPlan Summary
Draft TxPlan || Initial Extension | Modification Response orrection

Once a partial treatment plan has been done you will be able to view the status of your 21 CDC

on the TxPlans tab. It starts in Draft status, indicating we will send it that night, and
ends up in Final once it is approved by a third party. In between Draft and Final, it is

shown in

Submitted status. In the example above, this client has already had a PreAuth and request
approved, and has submitted a request for 6 months of services, to which we attach a CDC
23/42, depending on whether the request is an Initial or Extension. If we haven't heard back
whether the request has been Approved or not, both the CDC and request are :
Submitted until we can change both to Final. If a PreAuth or treatment plan request is

rejected, the CDC should move to CDCUW status, with a rejection reason.
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CDCUW (Customer Data Core Userwait)

In the Treatment Plans section of the Cockpit there is a report line for your CDCUWs, the
CDCs that have been rejected by the DMH. If a CDC comes back from DMH into CDCUW
status either necessary information is missing or the information that is there is wrong, or
something is missing on the DMH's end of the line. There are many reasons why they might
reject a CDC, and some of them you will be able to fix by yourself, and some of them you will
need our help to fix.

The list below is constantly evolving, but these are some rejection reasons that may appear in
the Comments section of the CDC, and we've included our best guesses as to why they rejected
and what you/we can do about them.

“CDC not able to be inserted”
This happens when you try and upload a CDC for the same date/time as the previous CDC.

“Customer not found in eligibility file” or “Recipient does not have eligibility for this
transaction date”

This client is ineligible for their main payor (Medicaid/DMH) either according to the DMH or
Milan. If you can look on the OHCA website and confirm they are eligible for either Title 19
(Medicaid) or Mental Health and Substance Abuse (DMH contract), make sure it is reflected in
Milan, and if the information is correct in Milan, call the Department of Mental Health helpline
at (405) 521-6444, or email them at (405) 521-6444, or email them at gethelp@odmhsas.org to
ask them why they are rejecting the CDCs.

“Contact CDCs must be submitted outside of CDC episodes” or “Preadmission PA
cannot be inserted inside existing PA”

These happen when you accidentally try to upload a 21 Contact CDC during an existing CDC
episode (a current 23 or 42 CDC is still in play)

“Level of Care must match last Level of Care given on this Transaction Type”

This mostly happens when something about the patient changes at DMH and they mistakenly
change their Level of Care. Contact DMH for them to correct it. This also can happen in the
rare circumstance where an agency is treating the patient in both inpatient and outpatient
therapy, and to switch from one to the other a new 23 Admission CDC needs uploaded for the
switch, not an Extension Update 42 CDC.

“Only one 21 Contact per customer, per agency, per year is allowed”

This happens when the DMH believes that your agency has uploaded a 21 Contact CDC for this
patient/payor ID in the last 365 days. If you know there hasn't been, please contact them.
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“Previous error for this client in this xml file”

This happens when two CDC's are sent in at the same time for the patient and one fails, which
blocks the other one from succeeding as well. Try Resubmitting this one without the other.

“Referral 36 is required with this transaction type”

This happens when your patient dies, and you discharge them from Milan, but you didn't click
on Draft TxPlan to change the Primary Referral on the Basic tab to say “Active Client - Dies”
before discharging them.

“Transaction Date must be greater than previous Transaction Date”

This happens when you try to upload a CDC dated before the most recent CDC. If this is a 23,
it most likely has been coupled with a 21 for the same date/time, and an Administrator has the
power to change the effective date of the corresponding Initial request by highlighting it in
Submitted status and pressing the Uncomplete button, then going in to the request and
changing the effective date to be at least one day after the effective date of the 21/Preauth
request. Once Completed and the Submit button has been pressed, we will upload that CDC
with the new date overnight.

“Assessments scores only meet level one criteria”

This happens when Milan suggests a change to the Level when the txplan is Completed, but
then a Therapist or Admin tells Milan to upload the request with the Level selected (ignoring
Milan's recommended change). After the CDC comes back Rejected (or before to prevent it
from happening again) you should consult the SoonerCare Medical Necessity Criteria for
Behavioral Medicine from OHCA to determine what level your CAR/ASI scores reflect.

“Authorization requested is only allowed on admission CDCs (23)”

This happens when a private practice LBHP uploads a patient's first Extension, but forgets to
add the Extension program to Patient Programs on the Patient tab, which allows them to
change the TxPlan Type in the Prior Auth request to Private Practice Extension, instead of
Private Practice Initial.

“Authorizations are only allowed to be back dated 7 days for Agencies”

This happens when you try to upload a CDC with a Transaction Date too far back for the DMH
system to approve (may be broader than 7 days back). To keep that date, you will need to
upload the CDC with today's date, then once it is approved by DMH you can go to PICIS and
request a PA Adjustment for them to move the date back.

“Customer has already been administratively discharged”
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This happens when the patient isn't seen for 30+ days, you discharge them which sends in a
CDC, but the DMH already decided to administratively discharge them.

“Customer in ICF/MR facility for PA date given, authorization not allowed”,
“Customer in Nursing facility for PA date given, authorization not allowed”, or
“Customer is at a Day Treatment provider, Auth not allowed”

These happen when you are attempting to treat a patient that is still showing as active in the
DMH system at another, non-compatible treatment facility. The patient will need t«
discharged from the other facility before they can be seen by you.

“Customer not enrolled in ICF/MR facility for PA date given”

This is only for our agencies who provide ICF/MR treatment, and this happens when your
patient hasn't yet been enrolled for ICF/MR treatment through the state.

“Diagnosis 2 primary is not valid for authorization selected”

This happens when you have selected a diagnosis in the txplan that either is unable to be
treated (autism) or is no longer recognized as a valid behavioral health diagnosis by the state.

“Incorrect birthdate given for customer”

This happens when the OHCA or DMH have a different birthday for the patient than you have
put in Milan (and therefore uploaded with the CDC). You will need to have the parents contact
the state in order to correct it if they're the ones that have it wrong.

“Unable to load FPS or FacilityLogin”

This happens when your facility is brand new to Milan and the setup process between you,
DMH and us is not completed before a CDC tries to upload.

“Unable to load PPS for CDC”

This happens when the Transaction/Effective date on the CDC/txplan is not covered by the
patient's main payor on the Patient tab at time of upload.

“Missing or invalid therapist NPI for payor”

This happens when the therapist you have listed as the Lead Therapist on the Basic tab of the
txplan has been removed from your list of valid therapists under Admin => Edit Therapist. You
will need to Uncomplete the txplan back to Proposed and change the Lead Therapist selection.

“Invalid patient SSN”
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This happens when the SSN you have typed into Milan is not the one the state has on file.

“Invalid primary referral”

Some payors require a certain primary referral for the CDC, and this happens when the one
you have selected on the Basic tab is not approved for that payor, or possibly that Service
Focus.

“Invalid state of residence”

This happens when you have accidentally selected a County in another state on the Residence
tab of the txplan.

“Invalid BasicCDC due date”

This happens when a pregnancy due date is put on the BasicCDC tab but that time has now
come and gone, meaning the necessity for a due date is gone and it should be deleted.

“Invalid BasicCDC Level of Care”

This happens when someone accidentally puts a Level of Care on the BasicCDC tab that was
not intended for that patient (99% of the time it should be Outpatient).

“Primary drug is missing but secondary drug exists” or “Secondary drug is missing
but tertiary drug exists”

These happen when the Drugs of Choice on the BasicCDC tab are improperly ordered.

“CDC flagged for LBHP Group, but Therapist Payor LegacyID is not a valid account
number! ”

This happens when we believe you to exist as a LBHP Group, but the provider number we're
sending for this individual therapist doesn't line up to an account at OHCA that is tied to a
LBHP Group through an Appendix A form.
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Extensions and Modifications

Doing an Extension in Milan follows the same process as making an Initial, but takes about a
quarter of the time. Once your Initial or last Extension is about to expire, highlight that line on
the TxPlans tab and click the Extension button.

Actions System Admin Reports Help

Patient | Scans | Referrals || TxPlans | Motes |
Ireatment Plans
i [ Request MalnPayor | Facillty Effective [ Duration | completed | Status
103574 Extension QK MEDICAID 10/05/2011 & Months 10022011 Fina
76452 Extension QK MEDICAID 04092011 & Months 032472011 Fina
65007 Preduth Ok MEDICAID 09/19/2010 1L Marth i.;:'_-l_"l'El.':fl'_'l_E Fina
S7E62 Initizl |k MEDICAID 10/85/2010 & Morths 100972010 Fina
TxP|; |
Print Request Print TxPlan Print Request Summary
Draft TxPlan Initial Extensior Modification Response || Correctior
Treatment Plan Transactions
[ Id TxPlan Diate Typa Transaction Status
103574[10/09/2011 12:00 AM COC [#2 - Extension update Fina
; (17 PMCDC _|42 - Bxtension update Final
100 A CDC 123 - Fina
‘. 12:00AM  |CDC 21 [Final _
| View | Print Finalize Resubmit | Add Comment
T
SAVE | Edit Patient | Refresh Chart | Open Chart | Discard Changes

The treatment plan with all of its tabs will automatically pop up so you can edit anything that
needs to be changed for the next 3-6 months of service, usually involving GAF/CAR scores and
probably some of the Goals/Objectives (adding progress for any objectives that have been
carried over from the Initial). Once you click OK, just like when you used the Initial button, the
request Prior Auth window automatically pops up so you can select your services and propose
units for your new Extension request.

PG033 extensions

Sometimes a treatment plan expires before you are able to perform a treatment plan review,
not allowing you to use your 1 unit of Treatment Plan - Low Complexity review service. When
that happens, you can submit a request to ask for an extension for just that one service, and it
can even overlap the dates of your next 6-month extension treatment plan. First, you MUST
put this request into Milan so that it goes on the TxPlans tab BEFORE the 6-month extension

you're about to start, so when you look at it going from the bottom => up you see your last 6
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months' treatment plan, your request for the extension of this service, and then your next 6
months' treatment plan at the top of the list.

You submit this request by highlighting the line on the TxPlans tab that represents your last 6
months of treatment, then clicking the Extension button. Click OK when the treatment plan
pops up, and when the request page appears, put in TxPlan Review as the Level, 1 month as
the Duration, and then delete any authorizations that pop up below except for the Treatment
Plan MH or A/D - Low Complexity service. The bundle to the left should read PG033. Complete
it, making sure you add the therapist's name and unit amount (should always be 1), and submit
it like you do other requests. IMPORTANT: The plan review extension request must be in Final
status with your approved PA# and dates before you can put in a request for your next 6
months of treatment. Once it is that far in Milan, you may then put in your next 6 months'
Extension request by selecting the line representing your new Final 1 month request and
clicking the Extension button.

Modifications and PA Adjustments in Milan:

Modifications (not submitted to DMH)

If you need to add goals or objectives to a treatment plan, (and any corresponding services) to
the request you do not need to notify DMH about it (OK Medicaid and DMH payors). You can
modify the existing treatment plan by doing the following:

Therapists:

Highlight the current Finalized request on the TxPlans tab

Click the Modification button

Change what you need to change (on the treatment plan and the request)
Complete the request

B wN =

Admins:

Highlight the request (should be in Completed status)
Click the Submit button
Click Save
Highlight the request again
Click PreApprove
On the request the same PA# and effective date should auto-generate; however, the
Effective date will need to be changed to the date of the modification (it can then be
printed and signed by the client).
7. Click Save
8. Highlight the request once more
9. Click Finalize
10. Click Save.
11. Refresh the chart so that the changes are applied
12. Go back to the TxPlans tab
13. Click Finalize at the bottom (CDC 41)

Qo=

PA Adjustments
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If you are changing the Effective Date, diagnosis, level of treatment needed or the physical
treatment location for the client, DMH needs to know about it. In any of these cases a PA
adjustment or extension is needed (depending on when the level, diagnosis, facility change
occurred).

Option A - PA Adjustment in PICIS and Modification in Milan. Use this option if you need to
make the information effective from the beginning of the PA. This option requires that you first
log into PICIS and adjust the PA. After the PA adjustment is approved, follow the steps on the
previous page for modification - except on the request the same PA# and effective date should
auto-generate, but you will need to fill in the “expires” date (to match the Authorization End
Date).

Option B - CDC Extension Use this option if you want the changes to only be effective from
today forward. Modifying a CDC by doing an early extension in Milan allows you to update the
CDC and send the request without having to log into PICIS.

Once the PA has been successfully received in Milan:

1. Double click the Extension line on the TxPlans tab

2. Change the Expires date to the date the last PA expired, and also change |1
Authorization dates to match the previous treatment plans’ 6-month range so the units
will allocate correctly. (This step ensures that you do not treat a patient using the same
treatment plan beyond the required 6-month treatment plan cycle).
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Notes Tab

The Notes tab is where you document the work you have done for the patient. This includes
but is not limited to assessments, developing treatment plans, therapy, testing and missed
sessions.

ﬂ‘# n e | e
Actions System Admin Reporns Heip
[ Patient  Scans | Referrals | TxPlans | Motes
Services
Id | R Facility | Theragist Sendce Status Start Flags | Minutes
7512263 1|ROBINS0OM Facility SMITH, HEATHE .. |Riehat MH - Individual (Child) Final 2014-02-10 16:30 CST |8 90,00
7512360 1|RCEBINSOM Facility SMITH, HEATHE .. |[Riehab MH - Individual (Child) Final 2014-02-07 16:31 CET |8 30.00
TARTAES 2|ROBINSOM Facility SMITH, HEATHE .. |Rehab MH - Individual (Child) Finzal 2014-02-04 16:00 CST |8 90.00
7ATAZ0E 3|RCEINSOM Facility SMITH, HEATHE .. |Rehak MH - Individual (Child) Final 2014-01-27 1615 CET |5 90.00
7479801 2|ROBINSOM Facility SMITH, .. |Rehal MH - Individual (Child) Final 2014-01-24 16815 CST |5 $0.00
7479785 3 . [Rehab WH - Indidual (Chil) _Final___[2014-01-201600CST_[5 | 90.00}
7319326/ 1 . |Renab MH - Indiidual (Child) Final 2014-0 1620 C8T |8
7300 :"Er:?i 1|ROBINS0M Facility (BMITH, HEATHE ., |Rehab MH - Indiidual (Child) Final 2014-01-12 1630 CET |8
T3ID0536( 1|ROBINS0M Facility SMITH, HEATHE .. |Riehal MH - Individual (Child) Final 204-01-10 1730 CST |8
T2B2973| 2|RCEBINSOM Facility SMITH, HEATHE .. |Riehat MH - Individual (Child) Final 2014-01-08 16:35 CST |8
7232731| 1|ROBINSOM Facility SMITH, HEATHE .. |Rehab MH - Individual (Child) Final 2014-01-03 1615 CST |8
71809358 3|RCEBINSOM Facility SMITH, HEATHE .. |Rehak MH - Individual (Child) Final 2013-12-27 1615 CET |8
71B9665| 4|ROBINSOM Facllity SMITH, HEATHE .. |Rehal MH - Individual (Child) Final 2013-12-20 1645 CET |3
71B9363| 4|RCEINSOM Facllity SMITH, HEATHE .. |Rehal MH - Indiddual (Child) Final 2013-12-16 16115 CET |5
7114797 4|ROBINSONFaclily  [SMITH HEATHE . [Refad MH - Indiidual (Ghild) [Final 20131213 1630C8T |8 |
7114794( 1|ROBINSOM Facility SMITH HEATHE .. |Rehab MH - indiidual (Child) Final 2013-12-09 1630 CET |8
TOT1679 2|ROBINS0M Facility SMITH, HEATHE... |Riehalt MH - Individual (Child) Final 20131202 1715 CST |8
TOE0229 3|ROEBINSOM Facility SWITH, HEATHE .. |Rehab MH - Individual (Child) Final 2013-11-29 16:00 CST |8
7027138 2|ROBINSOM Facility SMITH, HEATHE... |Rehab MH - Individual (Child) Final 2013-11-25 16:30 CST |8
7022068 2|ROBINSOM Facility SMITH, HEATHE .. |Rehab MH - Individual (Child) Final 2013-11-18 1653 CST |5
GETET 24| 2|ROBINS0M Facility SMITH, HEATHE... |Rehal MH - Individual (Shild) Final 2013-11-11 1810 CET |5
8810875 1|ROBINSONFaclly  WITGHELL DES.. [Treaiment Plan WH - Moderate Complety (CTIIG PreA_ Final 2012-10-14 07.00COT_|S
ﬁ”'-’ﬁ':li! 1ROBINS0M Facility MITCHELL, DES . |Asaessment MH - Moderate Complexity (Child PreAuth} Final 2013-10-10 0700 COT |5
6830143]  1[ROBINSOM Facility (SMITH, HEATHE .. [Rehan MH - Individual (Child Presuth) Final 20131001 16:30 ©OT |8 |
GE30003| 1|ROEBINSOM Facility SMITH, HEATHE .. |Rehab MH - Individual (Child Pre4uth) Final 2013-09-30 16:30 COT |8
| Hew | View All ViewnEdil I Sign i Print I Dedeta | Undelate | Approve | Flag I Rejact | Unreject Comment
| SAVE | | Edit Patient | Refresh Chart | Open Chart | Discard Changes |

As with the treatment plans, depending on your access you may be able to view different
buttons beneath the list window.
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Progress Notes

The progress note is the unit of work in Milan. It is what gets you paid. In Milan, if there's not
a progress note about an event, it didn't happen. This system was designed to make entering
progress notes as easy as possible. Choices are limited as much as possible based on the
program, treatment plan, payor, credentials, etc.

First, there are three types of notes:

* No authorization - Crisis Intervention, Cancelled Sessions, and For Information Only
notes, just to name a few

* Pre-authorization (PreAuth) - As long as the PreAuth request is in Final status on the
TxPlans tab of the chart, you are allowed to write, on average, four notes, plus an
Assessment and TxPlan note, while working on an Initial treatment plan

* Prior Authorization - your most common note, such as Individual Psych MH treatment,
shown below, requires a final treatment plan on the TxPlans tab of the chart.

Writing A Progress Note

After loading a patient's chart the Notes tab is selected by default. Before you can enter a
progress note for a patient for the first time at least a primary diagnosis and an address needs
to be entered. If a service requires authorization a valid treatment plan must be in place first.
On the Notes tab, click the New button near the bottom of the screen.

. Progress Mote: KEMT, CLARK [ ]
[ Main | Mote | Event Details |

Facility Gotham OMHC |v Theraplst | |v .
Start [10/08/2009 12.45 FM | semvice | |-
Status Draft Elll Minuies | 0 Total Minutes 0 Units: Pragrass |‘_'
Units Usage . Remaining of Setting *  Mileage _'5TI| Mext Appt | | %
Group Sire — Girouj Facus

Flags v CIF CIN [JR []5 [[IM Diagnosis 30723 Touretia’s Disorcler

GAF Beginning ] Ending

Primary Goal

Primary Objective

Secondary Goal

Secondary Objective

Teitiary Goal

Tertiary Objective

Method

Spell Check | Ok Cancel

In general, fill out the Main tab of the progress note from top to bottom, left to right. It is very
important to get the start date correct, or else some required selections may be empty. The
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lists of facilities, therapists and codes are limited to fairly appropriate selections. Most fields
are only available when a certain service code is selected. For example, goals and objectives
are only available when a therapy code requiring authorization is selected. If a code requires
authorization, the number of units authorized and the number of units left will be displayed.
Once the Main tab is filled out, select the Note tab and enter any text fields. The number and
names of text fields are different for each provider and also depends on the service code
selected. When you are finished, click the Save button at the bottom of the note window and
then the Save button at the bottom of the main window.

Signing A Note/Groups of Notes

If you have a single note to sign, you can navigate to the Notes tab of the patient, single-click
on the line of the Draft note and click the Sign button at the bottom of the window. After
entering the same password you use to log in to Milan, click the save button, and your note
will be signed. If you have multiple notes to sign, it's much easier to double-click on your Draft
line on your Cockpit which will automatically bring up all of your notes in Draft status. From
there you can select all the notes at once and click the Sign button, having only to enter your
password once to sign multiple notes. It will take a little time to sign multiple notes, so if it
appears Milan has frozen, it should be just signing the notes. If it takes a truly radical amount
of time (longer than 30 minutes), call us.

Status of a Note

* Draft - the therapist is still working on it

* Signed - therapist approved, now waiting on administrator

* Approved - sits here until it's billed. If it stays past that, go to the Note and check the
Event Details tab.

* Rejected - going into the note and reading the Event Details should tell you why

* Billed - waiting for results from payor

* Final - paid or written off

* Defunct - shows up on old notes that have newer revisions (obsolete)

Rejected notes are primarily the therapists' responsibility. On the Rejected Notes page, we give
you some tips on how most efficiently to diagnose and remedy the problem.

Writing Group Notes

To access your patient group, or to make a new one, click on the Groups tab from the Cockpit.

If you are making a new group, hit the New Group button and use the +/- controls on the right
for adding or removing patients. There must be at least two patients in a group. If multiple
therapists are going to be involved in writing notes for the group, select Yes for the Public
option. Once you've made your group, a line will appear in the Patient Groups
representing your new group, and you can highlight it and click New Notes. When you do this,

a window will pop up for EACH PATIENT so that you can write individual "group" notes. Once
you hit OK after writing a group note for one patient, the next will automatically pop up.
Information from certain fields will conveniently carry over from note to note. Hit the Cancel
button to skip writing a note for a patient in the group.
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Flags

Flags - flags are additional status indicators that may have different meanings depending on
where you are in the chart. Typically only Admins can check (and uncheck) a flag; however,
some flags are automatically checked after an event occurs (i.e. Signed). The primary flag
types are note flags and claim flags.

Note flags

| Main " Hote " Event Detalis

Facility MYERS Facility = A Therapist  [RIVERA, JASMINE ANDREW -
Slarl 19112014 0403 P ﬁl SaErvic: .Dﬁg'nalion il Fea . - .
Status Dirat Bill Minutes | = units: Progress | -
Units Usage ok requinad - | Hemaining of Setting |"l' Hext Appt .
Group Size | Growp Focus
Flags C:::__:F_E H [ R_:_a_:__::ﬂiaﬂnusls [z08.21 Search | Postraumatic Strass Disorder
LOF Beginning — Ending =
Primary Gosl |
Primary Cjective |
Secondary Goal |
Secondary Objeclive |
Tertiany Goal |
Tertary Dipactve |
Mathod |
QK [ apell Check [ Lancal [

V = Void, this flag will only appear as checked when the claim has already been processed and
an Admin later voids the claim.

F = Force, this flag can be used to force Milan to send a note that would ot
automatically reject by Milan. In other words, you can tell Milan to send a note anyway in

order to get the denial (or partial payment) from the payor. (Denials for “PreAuth Not Found”
cannot be forced)

N = No Bill, this flag can be used in situations when a detailed note is needed and the provider
is out of units or the patient was not eligible on the date of service etc. This allows the provider
to write a complete note with goals, objectives and progress so that this information can be
saved in the patient’s records.

R = this is an all purpose flag that can be used for any reason. For example, R can = Received
to indicate that a paper copy of the note has been received (if required) etc. This flag will not
affect the billing process.
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S = Signed, this flag will appear as checked after the progress note has been signed by the
writer.

M = Must Read, (this flag must be requested) is used when notes that are written by an MD or
PhD must be read prior to therapists writing any notes for that patient. This flag will trigger a

warning dialog if someone tries to write a note with unread notes flagged with this flag.

Occasionally, Milan will assign two flags to a progress note:

NS = this flag indicates a No Bill note in Signed status.

VS = this flag is a Signed note that has been voided.

Claim Flags

Actions System Admin Reports Help
|' Eligibility i NoteDetail | ClaimliiemDetail | RA

Therapist | "ANY", *ANY" | | service | -any <any |v|
Facilty |MYERS Facility | | Patient [“any-, aner- | ‘| DateType Performed |-|
stats  [~any ~| st Jormizo1s |[EE] swp  [oannzrz0i4
mvolce | “ANY* w incude  [IPaY [Jop [Jcon [wo WP [IDEp [JcP [IcI  Payor | “ANY* |v|
| lsearch || Detaums || ciear | erntexport || Resuns |
Results
i | Payor [FacRegi. TherRe.| Facity Therapisi Pabent Service status | Pertor..| Biles | Fiags | Name | unis | Paia | agust | Pena
71331 |OK WE... [MYERS .. MYERS. MYERS. SCOTT.. MOORE. .. [Parcholerapy WH - [Final 2074, (2014~ DVNED.| 400 6872 0.00  0.00/~
71331_|OK ME.. [MYERS . MYERS. WMYERS. SCOTT. MOCRE. . [Targeted CaseMan |Final  [2014-. [2014-, DVNED. | 400 5412 000  0.00
1331 |OK ME MYERS MYERS _MYLHE] _|~'!|".-'LH _"."J.N.HLH, Hehab MH - Indrad Final 2014~ 2014- DWTIS0 600 G 4 3,00 030
71331_|OK ME... |MYERS .. MYERS. MYERS. RIVER . WALKER,. |[Renab MH-indwd.. [Final  [2074-.. [2014-. DVMED. | 600 67.74 300 0.00
71331_|OK ME... |MYERS .. MYERS. MYERS. PORTE. AUSTIN, . |Psychotherapy MH - [Final _ [2014-.. [2014-.. |R DVNED..|  6.00] 103.08  0.00]  0.00
71351_|OK ME... [NVERS .. MYERS. MYERS.. FORTE.. AUSTIN, . |[Psycholerapy WH - [Final _ [2014-.. 2074~ DVNED. | 6.00] 103.08] _ 0.00] _ 0.00
71331_|OK ME... |WYERS .. MYERS. MYERS. PORTE.. AUSTIN, . [Trealmant Plan MH _ [Final _[2014-.. [2014-.. |R DVNED.|  1.00] 57.18] 0.00] _ 0.00
71331_|OK WE... [MYERS .. WYERS. MYERS. FORTE. AUSTIN, . [Psrchoerapy WH - [Final _[2074-. [2014-._ R DVINED. | 6.00] 103.08  0.00] _ 0.00
71331_|OK ME.. [MYERS .. WYERS. MYERS. SCOTT . GREEM,. |Psychomerapy MH-_[Final [2074-. [2014- DVNED. | 500 8580 000 0,00
F1331 0K ME.,, IMYERS _M‘I'LHH _MYLHH _Hl".n'LH _GHLLN_ largetad Case han ., |Final 2014~ 2014 CNTIS0 600 62 EB 0,00 000
71331_|OK ME... [MYERS .. MYERS. MYERS. RIVER.. GREEM,. |Targeted Case Man.|Final [2014-.. [2014-. DVMED.|  6.00 6288  0.00]  0.00
71351_|OK ME... [NYERS .. MYERS. MYERS. RIVER.. WHEELE . [Rehab WH - Indrid... [Final _ [2014-.. [207d- DVNS0.|  6.00] 7074 0.00]  0.00
71331_|OK ME... [WYERS .. MYERS. MYERS._ RIVER... WHEELE... |Rehab MH - Indiid... [Final 2014~ [2014-... DVNED.|  6.00] 70.74]  0.00] _ 0.00
71331_|OK WE... [MYERS .. MYERS. MYERS.. GARRE. MOORE. . |Rehab WH -Indid.. [Delund [2014-. 2074 DVNED. | 6.00] 7074 0.00  0.00)
71321_|OK ME... [WYERS .. MYERS. WMYERS. GARRE. LAWSCN.._|Rehab MH - Ingwd.. [Final [2074-. [2014-. DVNED. | 6.00] 7074 0.00  0.00|=
71331 QK ME... IMYERS MYERS. . MYERS. |GARRE.. REEVES .. |Rehab MH - Indmid... |Final 2074~ [2014- CNTIS0 600 TO 74 0. 0D 000
J1331 0K ME... IMFERE .. _M"I'LHH _M"I'I'_HH _BEU” ._ULHH?{ £, |Paychatherapy MH - |Final 2014-,,. [2014-, VS0, 5.00 B5. 40 0, 0 000
71351 |OK ME... |MYERS .. MYERS. MYERS. RIVER.. CLARK 2. |Targeted Case Man..Final | [2014-.. [2074-. DVS0.| 600 6288 0.00  0.00
71331_|OK ME... INYERS .. MYERS. MYERS._ SCOTT.. CLARK Z._|Psvchoteraoy MH - [Final 12014~ [2074-.. DWNED. | 5000 @500 0000 0.00

Milan will not assign a flag to a claim unless an Admin re-bills the claim. In this case R =
Rebilled claim; however, the progress note will only have the Signed flag checked.

Paae 42 of 94



Rejected Notes

There are many reasons why Milan might reject a note. The note data has to pass through
Milan's rigorous scan before being submitted to the payor.

Diagnosing and correcting these flawed notes is a big part of why Milan exists, so the list of
possible rejection reasons is extensive. For our purposes here, we have included the most
common rejections that need some guidance to correct. There are more that occur frequently
that are very self-explanatory in their message, and we decided to let you figure those out for
yourself. There are also very rare errors that should never happen, and we haven't included
those either. If you see a message on a rejected note that you don't understand, and it's not
here in the manual, call us.

Check out the Event Details tab of the note and look up the rejection reason here
before calling.

Remember, after fixing any one of these possibilities, go to the Notes tab on the chart and
highlight the rejected note by single-clicking it, and press the Unreject button at the bottom to
send it back to Draft status.

First, let's find the rejected note. You can either double-click on the Rejected line in the
Progress Notes pane in the Cockpit, double-clicking on the note you're interested in when the
report pops up, or you can go to the patient's chart by way of the list in the Cockpit.

. Progress Mote: Duck, Donald D x
Main | WNote | Fvent Details |
By | Dlan Typi SRUrCe | Sy
1{11/0372009 Lreatac Gardan, Cammissianar status 200 - Progress hote Creatad
llll."lZIE;'Z oog Relected Gardon, Cammissloner Siatus 122 - PEDCRESS NOTE OWERLAFS AMNOTHER MOTE WITH THE 5AM E THERAFET
Adil Camimment
Status 122 - FROGRESS MOTE CVERLA?S ANOTHER MOTE WITH THE S8ME THERAPIST
Edit Close

Progress note overlaps another note with the same therapist/patient
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Once the note is open, go to the Event Details tab, as shown above, and the status on the
Rejected line should give you a simple explanation. Here, the date, time and minute length of
this note's session for Mr. Duck overlaps (possibly by just one minute) a note for a session for
one of Commissioner Gordon's other patients. We call this double billing. The thing to do now
is find the other patient's note so you can compare the two and adjust one or the other
accordingly.

To start, exit out of the note window, go to the Reports drop-down menu and select the
NoteDoubleBill report. Click Search.

[ OMHC Training : Gorden, Commissioner : Reporls
Actions Admin Reports Help

| Eligibility | MoteDetail | ClaimltemDetail | RA * NoreDoubleEill |

Therapist | “ANY", “ANY*

* [Service | TANY*

Facility |Gotham OMHC v | Patient | “ANY”, “ANY” | | DateType [Perrormed R4
SLaALus “ANY* * | Stamt [10/03/20039 03:40 FM |l[ Stop 11F03F2003 Q3740 FM
Search | Defaults Clear | Results: 2 Print/ Export

Results

Ic Fow Facility Therapist Patient Sendce Status SHart Flags | Minutes Type |
2074352 1|Cotham OMHC Clintan, Willi... [KEWT, CLARK.  Crisis Inervention MH (Adult) |Fejecied [2008-10-2% 15:00 30.00THERA... |
20743532 L[Cotharn QMHC Clintan, Willi... [Duck, Doenald O Crigis Imervention A/D (Adult [Rejecred [zo0a-10-2315:10 IE =R

The note that it overlaps might be just one minute one way or the other. Whether it be one note
or the other that needs to be edited, you can access either by simply double-clicking on the
corresponding line to fly right to it.

PreAuth Units Exceeded

This rejection message tells you that you have exceeded what you can do outside of a finalized
treatment plan. Most of the time, you are limited to an assessment and treatment plan note,
plus four other sessions before Finalizing a 6-month authorization. If you are unsure of how to
remedy this situation, call our help line.

Authorized Units Exceeded

This error message means you have exceeded the number of units you have been granted for
this service (Psychotherapy MH - Individual for example). To view/edit the number of units that
service has been granted on the PA (Prior Authorization), go to the patient's chart using your
route of choice, access the TxPlans tab and double-click on the PA you are writing that
particular note against.
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& PriorAuth #16984 for KENT, CLARK [x]

Status Facility | CM Facility |

Lewvel MainPayor Druration

Writer . Contac Request

TxPlan Type . | Reviewer . | Completed |
Submitted Effective Expires |(_"B_.'1 12007 | @'
Public OFG informatian I

Comments

kadr
Internal

Comments

System
Comments

Authoerizations

Id Fayor Bundie Sardce Therapist Pro.. . |Sra.. [rid Fram Thrawgh Status (LW
72925 NOPAY |HOME Rehaky MH - Individual (aduh) H20L17 [Carden, Com. 96| 968[---nja- 0201272007 [OE/LL2007 Approved | ¢
72926[NOPAY [MoNE Fsychotherapy MH - Indndcual (Adu |[Cordan, Cam, | 24 25|---nja--- 0Z(12/2007 |[08/L1/2007 [Approved | (v
FEA2TINOPAY |MONE Traatmant Flan MH - Low Complexi |Cordon, Com... | 1] 1j---nfa--- 02/12/2007 (08112007 [Approved | ¥
Edit MHew || Show emply usages

Usage
1d Auth | Extent EF Payir Coacle Frarm Thru Granted Tatal Paid Unpaid
62971 72928 |5Eqz3 1 HOPAY Py hotharapy MH - Incivid... |02 /12 /2007 0ESLL/2007 23 0 0 1]
| oK | Cancel

It will bring up the PriorAuth window, and when you highlight the service for which your note
is written in the Authorizations pane, a line will pop up in the Usage pane on which you then
need to double-click. It will open a window with the service, the number of granted units so far,
and +/- buttons on either side of it. By clicking the +/- buttons, you essentially change the
number of granted units for that service. If the patient is covered by Medicaid, those units will
be part of a bundle and you will have a MAX amount shown in that window that you must stay
under before you get too trigger happy with the + button. Once you increase the units,

Unreject the note, setting it back to Draft status and when the next billing train comes along it
should go through after it is Signed and Approved.

You can also do that same thing if, when you go to the note, you have a button with a + on top

of a - next to the Units Usage field. If you click that button you get to the same authorizations
window with the +/- buttons.

No prior authorization found/Patient ineligible for authorized payor

Most of the time this happens when there is a note written for a certain service authorization
and then someone goes and messes with the dates of the authorization in the PriorAuth
window, or the patient isn't eligible for whatever payor is showing on their Patient tab. First,
check that there is a PA# for their treatment plan PriorAuth request, and if there is check with
the payor to confirm they really are eligible, then call us.

Unable to sign progress note
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Make sure you are typing in the same password you use to log in to Milan. (Check the CAPS
lock)

Progress note is not the latest revision

Someone has updated this note and made a newer version of it, making this note obsolete and
unbillable. The Rejection is resolved overnight.

Invalid service for therapist credentials

The therapist's current credentials in Milan do not allow them to write notes for that particular
service.

Invalid facility for prior authorization

The facility listed in the treatment plan needs to match the facility listed for the therapist and/
or the patient.

Invalid therapist for patient or facility

The patient does not have that therapist added to their chart or that therapist does not have
that facility added to their profile.

No matching codes found for eligible payors

The eligibility of the service code and eligibility of the patient do not match. If you get this
error message call the helpdesk.

Unable to bill progress note: claim being billed

This happens when a note is stuck in Approved status with a rejection message on the Event
Details tab to tell you that other notes for that patient and day are already in the process of
being billed, and once they are through this one will be up for billing.
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Reports

When viewing the Cockpit or a chart, you can pull down the Actions menu and click on Open
Reports to access the reports mode. (This brings up NoteDetail, ClaimItemDetail, and RA
reports)

[ OMHC Training : Gorden, Commissioner : Reports
Actions Admin Reports Help

| Eligibilivy = MovreDevail " ClaimitemDetail | RA |

Theraplst | “ANY*, “AMNY™ w Service | CANYT |v|
Facility  |Gotham OMHC |+ | Patient | ANy, maNy: |v | DateType |Performed |'v|
Status  Signed | ¥ |stan [E swop  [10/08/2009 0419 PM il
arder ST - | Indlude Ov OOF Ow Or s Om Exclude Llv LIF LW LIR [LIs LM

Search | Defaults Clear | Results: 0

Resulis

I v Faciiny [ Therapist | Patlem Sence SIS Star Flags| Minutes|  Units Pald_ | Unpald |

The reports mode displays a list of reports in the main window. Some reports are displayed and
ready for use by default, while other ones appear after selecting them from the Reports menu.
The reports are very powerful and may take some time to master. Since only the briefest
overview is given here, please contact technical support if you have any questions.

All the reports have some things in common. All reports have Search, Defaults, and Clear
buttons that are hopefully self-explanatory. The general procedure is to select or enter search
criteria on the top of the screen, click Search, and the results appear on the bottom of the
screen.

All reports have the Print/Export button to print the report or export the results to a file that
can be imported into your favorite spreadsheet. The buttons on the top-left (Search, Defaults,
Clear) do not require a selection, in which case the action affects all the items on the report.

On most reports you can then select one or more items and perform actions on them by
clicking buttons at the bottom of the screen. Most reports have a default action that occurs
when you double-click on an item. Take a look at the Reports Explained to see information
about each type of report.

Therapists - you will get a weekly e-mail report from us telling you when your patients’
treatment plan is about to expire.
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Report List

Patient Report

This report produces a patient list that is customizable by using filters and additional criteria.

Filters: Payor, Milan ID, Program, Region, Facility, Therapist, Name, Active Client (Yes/No/

Any), Date

Extra Results: There are 3 Extra Results drop-down fields that will display additio:
information on the patient list. Extra Results options include:

Address Guardianship Type
Admitted Misc.
Alerts Patient 1 (Alt ID from Pt Tab)

CDCAlert (from Basic Tab)

Patient 2 (Alt ID Type from Pt Tab)

Client Rights Updated

Phone

Comments

Post Discharge Contact

DOB Primary Diagnosis

Discharged QA Therapist (main therapist)
Estimated Discharge Date RName (comments from Pt Tab)
Flags Race

Guardian Referral Type

SSN

Report Example: this report shows the Admitted Date, the Clients Rights updated date and
the primary diagnosis code in the Extra results fields.

[ Engibility | NoteDetail | ClaimitemDetail = RA ~ Patient |

Payor “ANY" |w|miani | | Program  |Mental Healtn
Region |LEWIS Region 1 |v|raci|'rty LEWAS Facility |+ Therapist | “ANY", “ANY" .
Hame | Active Client? [Yes = | Date 0B/16/2015 [E

Extra Result 1 |Admitted

L_Eearcq | Detaults || Clear |

| | Extra Result 2 |Client Rights Updated

| Extra Result 3 |Primary Axis | Diagnosis

Results: 38 | Erint'Export

Results
I | Client |  Name ¢ |chanFun] waming |  Edrat Edraz | Extra3

2457834212 ALEXAMDER, .. M Required Mone 1900-01-01 2014-10-17 |300.4 - Adjustment DVD wi Mined Disturbance of Emotions & Conduct |«
2h2628[4212 ARMNOLD:, MIR... |M Required Monsa 2015-01-01 2015-02-04  |314.00 - Alention-DeficifHyperaclivity Disorder, Predominately Inatte..
2453824212 BARMES, JAM... [M Required |Mola30 11900-01-01 2014-10-15  [309.4 - Adjustment Di0 w' Mized Dislurbance of Emalions & Conducl
2462424212 BARNETT JO. W |Required None  [1900-01-01 _ [2014-10-17 |300.4 - Adjustment DJO wi Mized Disturbance of Emoions & Conduct_
246801(42412 BATES, BILLY ... |F |Required Nons |1900-04-01 |12014-11-04  |309.28 - Adjusiment D0 wi Mixed Anxiety & Depressed Mood
25014214212 BRLUNER, STE. |F |Required |None _'z_'[I1E|-IIIh-'J'$ I.'a-_‘l]1 5-06-05 i:ﬁ:j B1 - Oppositional Defiant Disorder
2591474212 CAMPBELL, KI_..|M Required |Ingligiole 1900-01-01 UMEMOWN  [VT1.09 - Mo Diagnos!s or Condition on Axs |
2463934212 COLLING, CAL _|F Required Mone 1900-01-01 20141112 |300.02 - Generalized Arwiety Disorder
250145(4212 EDWARDS, TA._|F Required MaT«Plan 1900-01-01 UMBEMOWM  [VT1.09 - Mo Diagnosis or Condition on Axis |
2496604212 ELLIS, EMILY ... |F Reguired [None 2014-10-15 2014-10-15  |200.02 - Generalized Anwiaty Disorder
2522584212 (ELLIS, MICHA. . |F |Required Mons |2015-01-15 2015-01-14 | 309.3 - Adjustment Dv0 wi Disturbance of Conduwct E
223404212 FOSTER, PHIL. |F |Required |Mons [1900-01-01 2015-02-03 5312 34 - Intermittent Explos ve Disorder
2009784212 \FOSTER, SAM... |F |Required Nong 12014-11-10 2015-079-05 3094 - Adjustment DO wi Mized Disturbance of Emobons & Conduct
2463804212 FRAMKELIM, P4 . |F Required Motedo 1900-01-01 2015-06-04  |309.4 - Adjustrent D40 wi Mingd Disturbance of Emotions & Conduct
2463754212 GARCLA, WILLL..|M Required Mong 2014-08-14 2014-10-18  |309.4 - Adjustment 0V wi Mixed Disturbance ol Emotions & Conducl
2022474212 GIBSOM, KRIS...|M Required Mons 2015-01-23 2015-01-01  |309.4 - Adjustment Di0 wi Mized Diglurbance of Emations & Conducl

| 24G250/4212 GRAVES, BRA.|F Reguired Mong 1900-01-01 2014-10-15 E3IZI';I 4 - Adjustment CvO wi Mized Disturbance of Emotions & Conduct |
2480724212 GRIFFIN, CAM... |M |Required |None |1900-01-01 2014-05-21  |309 4 - Adjustment DO wi Mixed Disturbance of Emotions & Conduct
25233914212 HARRISON, A . [N Required [Mons 1900-01-01 2015-02-04 | 313 81 - Oppositional Defiant Disorder
2522684212 MAWKINS NL. M |Required|None  [2015:01-01  [2015-01-16 |314.01- ADHD, Predominantly Hyperactive-impulsive Ty | |
2591434212 HIWARD, KA. |F Required [Ingligiole 1900-01-01 LIMEMOWM (V7109 - Mo Diagnosls on Axds
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PatientAging Report

This report is used to determine the last time notes were written for patients.

Filters: Payor, Milan ID, Program, Region, Facility, Therapist, Name, Active Client (Yes/No/

Any), Date

Report Example: As seen below, if no progress notes were ever written for a patient there

will be a blank space in several fields.

Eligibility | MoteDetail | ClaimitemDetail [ RA | Patient |  Patientiging |

jor [ |v|wenm | | Progam [entaiHeam

tegion m Facility w Therapist | “ANY*, “ANY*
| Active Client? Date  |0G/16/2015 |

[earch] || pefauns || ciear | Results: 38 PrintExpo

Results

' Id Client Mame Admitted Dlscharged| Therapist Senice | Status Start
2457834212 |ALEXANDER, BRA.. [1900-01-01 [9998-12-31 |BROWN, A . [Psychotherapy MH - Family (Child Present) Signed 2015-06-09 1700
2526284212 |ARNOLD, MIRAND_.. [2015-01-01 [9899-12-31 |HENRY, H.._ |Targeted Case Managemant MH (Child Bachalars) Approved  |2015-06-12 17:30 .
246832(4212 |BARNES, JAMES K._|1900-01-01 [9993-12-31 |HENRY, H._|Targeted Case Management MH (Child Bachelors) [Final 2015-05-11 18.45 .,
2462424212 |BARMETT, JOHMM.. [1900-01-01 [9999-12-31 |HENRY, H.._ |Targeted Gase Management MH (Child Bachelars) Approved  |[2015-06-09 14:45 .
Z46591(4212 |BATES, BILLY BRIA.. 1900-01-01 |9888-12-31 |HEMRY, H._ [Targeled Case Management WH [Adult Bachelars) Approved  |2015-06-11 1000 ..
2591424242 |BRUNER, 8TEVEM.. |2015405-25 |99949-12-31 BRADLEY, . [Psychotherapy MH - Family (Child Mot Present) Approved  (2015-06-08 19:30 .
753147/4212 |CAMPBELL, KIMBE.._|1900-01-01 |9998-12-31
2468934212 |COLLINS, CALEB T.|1900-01-01 [9999-12-31 |BRADLEY, .. |Psychotherapy MH - Indwidual (Adult) [Approved |2015-06-15 10:30 .,
2531454712 |EDWARDS, TAMNE..|1900-01-01 |9999-12-31 |
2496604212 |ELLIS, EMILY DIANE |2014-10-15 |9898-12-31 |BRADLEY, .. |Psychatherapy MH - Indiidual (Child) Approved  |2015-06-10 10.45 ..
2H20584242  |ELLIS, MICHAEL L. |2015-409-15 |9099-12-31 |HEMRY, H.._ [Targeted Case Management MH (Child Bachelors) Approved  [2015-06-1011:00 .
2523404212 |FOSTER. PHILLIP _. |1900-01-01 |9593-12-31 |BROVI, A_. |Peychotherapy MH - Family (Child Present) Signed 20715-06-10 16.00 ..
2500784212 |FOSTER, SAMUEL .. [2014-11-10 [9999-12-31 |BRADLEY, .. |Psychotherapy MH - Indwidual (Child) |Approved |2015-06-08 17:15 .,
7468884212 [FRANKLIN, PATRL... [1900-01-01 |9993-12-31 |BRADLEY, .. |Assessment MH - Moderate Compledty (Child PreAuth)  |Final 20714-10-28 10:15 ..
24BB75[4212 |GARCLA WILLIAM . [2014-09-14 [39099-12-31 |HENRY, H... |Targeted Case Managemeni MH (Child Bachelars) Appraved  |2015-06-12 15:00 ...
2522474212 |GIBSON, KRISTEN _|2015-01-23 |9998-12-31 |BROWR, A . [Psychotherapy MM - Individual (Child) Signed 2015-06-12 1745 ..
246250[4212  |[GRAVES, BRADLE... |1900-01-01 |9598-12-31 |BRADLEY, .. |Peychotherapy MH - Family (Child Present) Approved  |2015-06-09 19:00 .
2480724212 |GRIFFIN, CAMERO. . [1900-01-01 [9099-12-31 [HENRY, H._ [Targeted Case Management MH (Child Bachelars) [Approved | 2015-06-12 1315,
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Eligibility Report

This report lists patients, their eligibility status and whether or not an eligibility check is
scheduled for tonight (per patient). Users can select one or more patients from the results
(when the Chk field has ‘N’) and click the Check button at the bottom to flag patients for
Medicaid eligibility check tonight

Filters: Payor, Milan ID, Program, Region, Facility, Therapist, Name, Search Type (drop-down),

Date, PayorID

Search Type: this drop-down list has the following options:

Any Active Eligible

Active Active Ineligible

Discharged|Discharged Eligible

Eligible Discharged Ineligible

Ineligible

Report Example: this report shows that eligibility WILL be checked for these patients. Note:

this report can also be used to locate a member based on PayorID.

| Enginility | MoteDetall | ClaimitembDetal | RA

Payor |*ANY" |- I Milan I | | Program |Memm Heaalth |v|

Reqlon |JACH5E|'H Region 1 "’!FHI:II'I‘L? |-JP.CK5I:|'H Facility l""| Therapist : "AMY, AN Oy |

Name | | searchType |Active |~ |pate  [02082015 | [Em

Fl‘ayurll}| |

| | Defaults | Clear Results: 198 PrintExport

Results
Id Patient Payor PayorlD | Pririty Referring MP1| Plan Mame | Dale of Birth Effective Expires Chk
18155T|ADANS, DOMALD ALEXIS  |OK MEDICAID (550347719 100 2004-12-20  1900-D1-01  |2016-02-29 |Y =
2T1962|ALEXAMNDER. NATALIE LE. . |OK MEDICAID (096845973 100 1991-01-14  1900-01-01  |2016-02-29 |
2537O1[ALLEN, CHAMNCE PAIGE QK MEDICAID | 3BT1487T4 100 19E8-06-21  1900-01-01  [2016-022-29  [Y =
F20066ALLEN, VICTOHRIA JUSTIN  [OK MEDHCAID | 399641176 100 1999-04-24  1900-01-01  [2299-12-31  |Y
2A05E1|HAILEY, MATHAN SHAWT OK MEDICAID | 285731757 100 1979-01-22  1900-01-01 !JA.‘L'I1E-".‘2'-')9 A =)
2451B3|BAILEY, VICTORIA TERRE..  |OK MEDICAID [139350364 100 1985-03-06  [1900-01-01 | 2016-02-29  |Y
267704|BANKS, JAMES KATHERIN. . 1] 2009-03-04 | i
202360|BANKS, JESSE MITCHELL  |OK MEDICAID (126018904 100 1984-09-22  [1900-01-01  [2016-02-29 Y
| 175513(BATES, BALEY SAMUEL _|OK MEDICAID|178417678 100 1965-02-06 1900-D1-01 |2016-02-29|¥

EEdEBﬂEI.ﬁ.TEB. PHILLIP GRACE Ok MEDICAID | 408699126 100 195311203 1900-01-01  [2016-02-29 Y
1?5-1IJIZI|EEHNE'I'I'. MICHAEL ANT... |OK MEDICAID |3B8322336 100 2003-07-11  1900-04-04  |2046-02-29 |Y
211?45|EERF€‘|"..“-‘.DRIAH ALLISOM  |OK MEDICAID (632160397 100 1979-02-01  2015-05-01  |2016-02-29 Y
18'522I3|EERR'r'. MEGAMN RENEA QK MEDICAID | 728264178 100 2007-08-20  1900-04-01  |2016-02-29 Y
241703 BERREY, WILLIAM DONALD  |OK MEDICAID (730236753 100 1909-08-02  1900-01-01  |2016-02-29 ¥
260142|BISHOP, ALYSSATYLER QK MEDICAID 929138801 100 2002-08-17  [1900-01-01  [2018-02-28 |
220861|BISHOP, HALEY ZACHARY |OK MEDICAID (240713030 100 2004-09-10  [1900-01-01  [2016-02-29 |¥
213504|BLACK. ALEXIS ANNETTE  |OK MEDICAID |872108268 100 2000-04-10  [1900-01-01  [2016-02-29 [y
266885|BRADLEY. CRYSTAL JAME.. |OK MEDICAID (246390203 100 19731208 1900-01-01  |2016-02-29 Y
2248B09|BRADLEY. KAREN CURTIS |OK MEDICAID (172246615 100 1967-01-11  1800-01-01  |2016-02-29 |Y
1?E'E-EIE|EIRI-DLET. LAMDON CARG. 0K WEDICAID (510695850 100 1957-01-22 | 1900-01-01 |2016-02-29 |Y
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CDC Report

This report lists the status of patients CDC submissions and gives options to edit them in
Milan.

* The Finalize button allows users to instantly Finalize a CDC
* The Hold button allows users to stop/delay a CDC submission

Filters: Patient, Facility, Start Date, Status (drop down), Payor, End Date, CDC ID

Status: this drop-down list contains the following options:

Any

Draft
Submitted
CDCUW
Final

Hold
Pending

Terminated
Suspended

Report Example: this report shows CDCs that are in Final status from April 1, 2015 through

June

19, 2015.

Ebgibility | Hofelletal | Claimiiembetail | RA [ COC

Fatiant | 7&Hr"_"aY" | 1] Facwty | rany || startDate 4172015 1103 00
Status |Hr|.1| vl Payor | “ANY" vl End Date  [DEA2U2015 1103 A0
COC D |
Search
1 | Firsl Harms Lazl Marme Payar Faolily Thierapizt TranzDials Tvpe | Ctalug Commenlz
41970 BRARDY ALEXAHDER L MEDICAID LEWIS Facilty BRADLEY, EREA..|20156-05-24 00:00 COT 4 “inal
41963 1[IAMES EARMES CH MEDICAID LEWIS Facilly BRADLEY, EREA...[2015-08-21 00.00 CCT |42 [Finl
418687 JOHRNY E&RMETT Ok MEDICAID LEWIS Facilty BRADLEY, EREA...[2015-08-24 00:00 CCT 42 Finzl
410920(0ILLY CATCS 4 MEDICAID LEWIS Faciity ORADLCY, SRCA..[2015-05-20 12:00 CCT 42 Tingl
417E55{STEVEM ERLMER CH MEDICAID LEWIS Facilty ..[2015-05-25 00:00 COT 121 \Fingl
A2073STEVEY ERLMER CHMEDICGAID  LEWIS Facllyy |23 _fFinal
A22406{CALER COLLIMG CH MEDICAID LEWIS Faclity 42 Finzl
417ETHTENMNER EDWARTS o METHCAI LEWIS Facily | 21 Finzl
42 FAR{PATHICK FHAMELIM L MELHEZAIL LIS Fariity A B-OG-DE 2-ak L EE] “inzl
410704 WILLIAW TARCIA CH MECHICAIL LEWIS Facilty BRADLEY, SREA, . [2015 05 20 0000 S0 42 “inzl
4 19634BRAD_EY GRAVES CH MEDICAID LEWIS Facilly BRADLEY, EREA..[2015-05-26 (.00 COT |42 [Final
A20008[{CANMER DN SGRFFIN CH MEDICAID LEWIS Facilly BRADLEY, EREA..[2015-08-21 00.00 CCT 42 [Finz
419633BRYAN KEMMEDY CH MEDICAID LEWIS Facilty BRADLEY, SREA..[2015-05-27 00:00 CCT 42 Tinzl
418702 DANEL LCFEZ CH MEDICAID LEWIS Facily DRADLEY, BREA..[2015-05-24 00:00 COT 42 rinzl
419TD|KRETEN MCG3EE . MEDICAIT LEWIS Faclity BRADLEY, EREA..[2015-05-21 02:00 CCT 142 (Finzl
A203T3|ROIBERT SIMKORE TR MEDICEID LEWIS Faclity BRAOLEY, EREA. [2015-05-30 00:00 CCT 42 Finzl
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PriorAuth Report

This report lists prior authorization requests that can be viewed and edited. The report is
easily customizable by using filters and additional criteria.

Filters: Writer, Ignore, Type, Facility, Patient, Payor, Status, Effective Start, Effective Stop,
Contact, Expires Start, Expires Stop, PA Number, Comments

Extra Results: There are 3 Extra Results drop-down fields that will display additio:
information on the patient list. Extra Results options include:

Comments
Completed
Level

Submitted

Report Example: This report shows Prior Auths in Final status with the Completed date,
Submitted Date and Level for each patient (as extra results).

Eligibility [ MoteDetail | ClaimiternDetail | RA [ PriorAuth |

Writer *ANY, “ANY '~/ 1gnore |B'DTH | - | Type “ANY"

Facility “ANY || Patient [=angee, ~apiy | Payor “AHY*

Status |F|na| | w  Effective Start | | EE Emective Stop |

Contact “ANY, “ANY ~ | Expires Start | | BBl Expires stop 1

PA Humber | comments

Extra Resuit1 |Completed | w | Extra Result 2 |Lwe| | - | Extra Result3 | Submitted

| Defaults | | Clear | Results: 63 | Print/Expor

I v Type | mainPayor|  Faciiy Patient EMectve | Ewpires | Stalus Extrat Emraz | Edra3

424229 2[Ext OKMEDL... |LEWIS Facilly |ALEXANDER...[2015-05-24 __ |2015-11-23|Final 2015-06-01 Level I 2015-06-02 06...
375554 1[FreAuth _|OKMEDL. |LEWIS Fadlity |ALEXANDER,_[2014-10-17 DU_.|2014-1126/Final 30141027 |IiA (20141097 21
424223 3|t OKMEDI.. [LEWIS Facliy |BARNES, JA. [2015-0521  |2015-11-20[Final 2015-06-01 Level Il 2015-06-01 23
73043 1[PreAuth  |OKMEDL. |LEWIS Facillty |BARMES, JA.. [2014-10-20 D0-.. 2014-11-23/Final 20141105 |NIA 20141105 13..
424152 3[Ext OKMEDL. |LEWIS Facility |BARNETT.J.. [2015-05-24 _ |2015-11-23[Final 2015-06-01 Level Il 2015-06-01 23..
375553 1|PreAuth _|OK MEDL.. |LEWIS Faclity |BARNETT ). [2014-10-17 00, [2014-11-26Final 20141027 A 2014-10-27 21
425266 3lExt OKMEDL. |LEWIS Faclly |BATES, BILL.. [2015-05-30 _ |2015-11-29|Final 20150602 |Level Il 2015-06-02 19
373067 i[FreAuth _|OKMEDL. |LEWAS Faglity |BATES, BILL. [2014-10-28 00_.|2014-12-17|Final 20141105 |FA [2014-11-05 1d.
426684 2 it OKMEDL. |LEWIS Faclity |BRUNER, ST _[3015-06-06 _ |2015-12-05[Final 2015-06-06  |Level Il 2015-06-06 20;
424175 1[PreAuth  [OKMEDL. |LEWIS Facliy |BRUNER, ST... [2015-05-25 00-.. 2015-08-24/Final 20150525 |IA |2015-05-25 18:.
424066 2[Ed OKMEDL. [LEWIS Facilily |COLLING, CA_[2015-06-15 __ |2015-12-14|Final 2015-06-14 Leval Il [2015-06-14 15.
373063 1|Prefuth |OKMEDL. |LEWAS Faclity |COLLINS, CA...[2014-10-26 00-.. [2014-12-17Final 30141105 |FA 2014-11-05 14:
474188 1|Prefuth  [OKMEDL. |LEWIS Facility |[EDWARDS, T...[2015-05-15 00-.. [2015-08-14/Final 20150525 |NA |2015-05-25 19.
414007 3|Hod OKMEDL.. [LEWIS Facilily |ELLIS, EMILY... 20150205 |2015-08-04|Final 20150410 |Levalll [201504-10 12.
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AuthDetail

Report

This report can be used to view details of approved authorizations along with unit usage.

Filters: Th

erapist, Service,

Facility,

Patient,

Payor,

Status,

Order, Expires Start, Expires Stop, Ignore, PA Status, PA Number

Results: this report will display the following information:

Service ID|Effective
Patient  [Expires
Service |PA Number
Therapist |[Proposed
Payor Granted
Status Used
Unused

Effective Start,

Effective ¢

Report Example: this report shows all authorizations for therapist Allison, Brown that were
effective between January 1, 2015 and June 1, 2015 along with usage information for each

authorized service.

° Eligibisly | HoleDeiail * ClaimltemDetail * RA [ PriccAuih | AuihDedail |
Theramst H-.mmn, Al LI.';i.['EI.H JOAHK o I"] Service |'p.h|'r' “ANY"
Facility A" i"’l Pathant

Stams  [Approvad

any, ek | [ Payor

[ anry

|+ | Entectia start [t101/2015 | ] emectiva stop [15m1iz015

Chreer |F'Mim1t |vi Ewpires Start | .;-Jl Fupires Siop I

lanore | BOTH |+ Pa stats P Humber

| Search | Defasts | Clear | | PrintiF xpart

Results
Id | Fabent I Senice | Therzpist Fayor dtalus Effaclive Expires FAMUmber Fropesed Gramed Used | Unuzed

14RR102|CB50H. KRIS E'F‘!"":‘m:ru.'-':'.:u.' MH - Farnily {Child Hal Preserdy (. [BROWN O MEDIC, . [Appraved | 2018-01-20 | M15.02. 28 (4458002727 4.00] 400 1200 200
14594364 |HARRISON, A, |Psychomerapy MH - Family (Child Mot Prasenth (. [BROWMN, ... |JOK WECIC... |Approved | 201 5-02-20 [F015-02-24 4807401 205 13.83 14.09 20.00] 4.0
1456102|S050N, KRIZ. notnerapy MH - Family (Child Mot Pregenty (. DROWH, ... |0 REDIC... [Approved | 2015-03-01 [2015-03-31 |4436900727 4.00 200 6.00 -4.00)
1457022 |ROGERS, MIR vehiofierapy MH - Farnily (Child Kol Presenty i [BROY ... |D¥ MEDIC... |Appreved | 201E-02-13 [3015-03-12 |40445 130845 5.00 5.00 8.00] 30
145073 ELLIS, MICHA  |Psychetherapy MH - Farmily (Child Mot Prasemdb i [HROWM, . O BEIC. |Approsed  |2048-00-13 |[H015-04-12 (4560230423 400 R 6.0 -1.008
14947T40BL EXAMDER. .. EF'S:.':"ll:‘.I'lEf'E:p:' T4H - Individual {Shild) (HEQ0E HE) BROWH, ... [OW RECIC.. |Approwed (201 5-05-24 [2015-06-23 (4320623405 M.Aa7 12.00 1E.IZI|]; 0.03F
1494742 AL EXANDER. ... Targeted Case Managemenl MH (Child Bachelor.. BROWM, ... [OK MEDIC... |Approved | 2015-05-24 |2015-06-23 (4320823405 11.17] 7.00 700 0.008
14047440 FEaMDER (Treaiman Plan K= - Low Camplenby (Childy (50 BRI, D REDIC. , |Approwed | 204 5-05-24 [H016-08-23 (4320803406 010 L1 11 0 PO
145707 3|ELLIS, MICHA.. :FS',':."l-:‘.I'uE-'s.p:-' MH - Famnily {Child Hot Presenth (. [BROWM, ... |OW KECIC... [Approved 201 5-05-13 [2015-06-12 |4568230423 Q.00 .00 U.Dﬂi 2.0ap
1457074|ELLIS, MICHA... |Paycheherapy MH - Family (Child Present) (HOD.. [BROWM, ... O MEDIC.. |Approved | 2015-05-13 |2015-06-12 (4565230423 13.33 21.00 21.00) 2.0
1467077 |FLLIE, MICHA_ [Trealment Plan KA - Low Compiesily (Ghild) (A0 [AROWH,  |0W BEDICG [Approved 205 0213 (70150317 [4R61230473 andl  apdl  ooof o0
145707 T|ELLIS, MICHA.. [Treaimant Plan KH - Low Compdecdty (Childp (H0... [BROWY, ... |OF MEDIC... |Approwed | 2015-04-13 [F015-05-12 (4568230423 Q.00 a.0a n.on) .00
1457077 |ELLIS, MICHA.. [Treaimen Plan KH - Low Compdeity (Childp (H0... DROWM, ... [OK MCDIC... |Approved | 2015-03-13 |2015-04-12 (4568230423 0.00 2.00 000 2,00
1457077 [ELLIS, MICHA  [Treatinenl Plan KH - Low Compleily (Shild) (B0 [BRIWN DX EDIG... |Approved | 2015-05-13 [2015-06-12 |4560230423 0.00 0.0a .00 .00
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AuthSummary Report

This report lists summary information for groups of authorizations. = The Util column is not a
percentage but rather it represents how well the therapist is utilizing the PA.

Note about Util: Util is prorated for the duration of the auth. If you are halfway through the
duration of the auth/authusage and used half the total units, Util would be 100. If you are
halfway through the duration, having used ALL the units, Util would be at 200. If you are all
the way through the duration having used half the units, Util would be at 50.

Filters: Therapist, Service, Facility, Patient, Payor, Status, Effective Start, Effective ¢
Summary (additional options for information), Expires Start, Expires Stop, Ignore, PA Status,
PA Number

Results: the information shown on this report is largely dependent upon the options chosen
from the Summary drop-down. The following fields may contain data:

Writer |Proposed
Facility |Granted
Therapist|Hrs/WeekK
Patient |[Used
Payor Unused
Service |Util
Status

Report Example: this report shows Therapist and Service summary information for approved
authorizations from January 1, 2015 through June 1, 2015.

Eligibshfy | Moteletml | Clasmiembatail | B& | Procduth © Acthlketad [ AethSemmary |

Tharapist | “ANY, TAHY |v| Sanvice | “AHY AN -
Facility |'Am" |--| Patient [arer_=anr [2<] wayor [ =sev -
L
Slalms  Approved [ = Emective start [0rc1018 ]| Emective stop [cain1i2018 [
Summary Therapast, 5arvice || Expires start [ | Expires Stop | lﬁ
lnore | BOTH || P& staiue  |Fisal | = Pa Haimber
| Search || Defauiis | Clear | PrnvExpon Detaded
Resuliz . |
witer | Facliy | Toerspist]  pevent | payor | Senice cuale | Proposed | Granted | Mook | Uses | Unuses L
AT AN ERALILEY. |20 &N Faychatnerzay ME - Indmidual Telamedicne [ |Aaprovan ol @0 221 [ 300 00|~
AT A |BRADLEY...|"AMY™ AT \Targetsd Case Management MH (Chlld Master_ |Approvad | 3650 £5.00) 387 0.ca 65.00 0.00]
“AMYS *BMY ERADLEY...[*AMNY* A Targeted Ceze Menagemant MH (Adult Bachel... |Approved 4867 39.00 227 0.od 31.00 20.85
W kL | |HEMRY, . [=AMY* g\ Ll |Targeted Case Management MH (Child Bachel... |faproved | 45281 444.00] 25.51| 144.00 100.00 41.3¢
AR Bt i BRADLEY... =AMy et UL Peychalherzoy MB - Indaidual Telemedicne (4. |Sgproved 1017 B.00 0 4E D00 2.00 .00
TR “RHIT BRATILEY |-rdr™ A Faychoineraay ME - Inferadive [Ghild) (0004 _|Aaproves &0 1000 0 5F [ 1000 [ET
AN AN ERLIWH AN Feychoinerzgy MF - Indmidual Telamedicns [ |Soprovan 1580 w100 114 .07 10 0.0
“AMY" AR |\ERCWHL ... |"AMY" LU Targeted Case Manzgement MH (Clld Master._ |Approvad | 15.33 20.00) 113 0.0a 20.00 0.0
LAY g ERADLEY...|" e Fsyenainersay MH - Indnidual (Child) (HI004 ... [Aoprovss 47317 558.00( Had oo 1s@on 40,19
Kok L | |BRIOWWHL ... [=ANY™ “ANY |Targeted Case Managerment MH (Child Bachel... |faproved | 18,67 15.00] oA 15.00 1.00 10644,
b L “AMYE BRADLEY...[*AMY* b L Trealrmesl Plar MH - Low Complesity (Sdull) (5....|Approved 00| 0.001 0ac 0.0 0.00 .00
i “AhIE ERATI Y 3 =AH Foychatnerzay Me - Famiy [Ghild Bresenly (F_ |Raproees AZZAN_ aeann FPOF_ raba] wRO00 EER
CAMT™ B il _|ERADLEY g [ANY™ i argetad Case Managament ME (L) [T01. fsgproved | 12433]  85.00) 434 2 000 8500 CED =
AT “AMY |ERADLEY. i L Faychoineragy MH - Family {Adult Mot Fresend).. |Aoproved ZT l:l[li 38.00) 216 12.00 26.00 2001
“ANYS gk Lig |FRAZCR,... AN Targeted Caze Managdemant WH (Cnlld Dachel. | Aapraved 230.00| 230.00| 13.31 180.00 50.00 151
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NoteDoubleBill Report

This report shows instances where two individual progress notes overlap. The Force button
allows the administrator to override the system and submit progress notes with overlapping
times.

Filters: Therapist, Service, Program, Facility, Patient, Date Type, Status, Start, Stop

Results: This report will display the following information:

Note ID Status

Rv (Revision number)|Start (date, time)
Facility Flags

Therapist Minutes

Patient Type (Overlap type)
Service

Report Example: this report shows a progress note for April 20, 2015 that overlapped with
another note on that same day.

Acfions  Sysrem Aamin Baporis  Halp

Ehgiabty | Holeletnl [ Clambembetal | K& | HoleOosbiet)

Tharupisd | AN, “AHY" | = g....-i;;..| Y |- Program | *AH |
—
Facity  WGC S Facirty |1" Patiemd | "ARYT, “AHYT | L. DatcType | Ferformed |
Stams AR v| start  [nasERNIsCA e P [ ston NRFRFNE 414 FW B
Scarch | Dodauks Lhear | ErimbExpert
Resulis
o Hi Faully I herapizt Fshem SErace Halus il | fags | mnules I lip=
ARR34SS A[WGES Fanlk REps, L ara F Coales RHIEMND  |Faechatfiesapy RE - Rdidiz] (Shia ] nng) REachad F5-04-200 1447 S0T) : !'u.'l-.'l'.iTHFE:F' AT
ARNTIE0 A[GEE Fardlb Raps, Lara B ohnsan, Darman |=snrH.'r'-' fzzassmand KH iChlld Final F06-04-5 15 30 S0T|S ah CC[THEREPIST
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NoteBarCode Report

This report is used with a barcode scanner to quickly and easily approve, reject, delete, view,
or reprint a stack of printed progress notes. Contact Milan support for more information. This
report can also be used to search for a note by Note ID.
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NoteDetail Report

This report lists individual progress notes that viewed and edited. This is a common report
used to move progress notes along their natural processes. This report SHOULD NOT be used
to view financial information - use the Claim reports for accurate information.

Filters: Therapist, Service, Program, Facility, Patient, DateType, Status, Start, Stop, Order,

Setting

Results: This report will display the following information:

Note ID Start

Rv (Revision number)|NextAppt

Facility Flags

Therapist Setting

Program Minutes

Patient Units

Service Paid (seen by Admin staff only)
Status Unpaid (seen by Admin staff only)

Report Example: This report shows all progress notes for therapist Kimberly Graves from
January 1, 2016 - February 8, 2016 (it also shows the Next Appt date for a patient with the last
name of Warren).

| Flighility | Hateletail | Clamitemiei | 8 |

Imarapist |'.'1h'"'-':3. KINMBEELY WASHEM

Faciity | JACHSON Facity

| [~ ] sarvica | ANY

i | Fragram |F||El1!ﬂ| Health

B

"| Pabant | "ANY", "ANYT

k. Datelypa

Partarmed

I a

Status  ["AHY |=| st ov01z0E 1200 AN 1[EE son  [ozoiee: B

Order  |Start |v| Setiing | “AMY" [+

Include [Ow [CJF OOn-CJr []s M Exclude v TJF [N IR [18 [IM

| Eparch || Delaulls || LChear | PrinUExpart
Hamis

a A Fachy  |Therap.] Frogram | Fanemt anics gtawe | =tan | Fiags | setng [mimues| umitz | Pz [unpai

A0EIED 1[AGKEON F[GRAVE . [Menlsl Hea  [WARREM, .. [Far information Daly Drafl [2046-02-03 1 CHhar 100 100 [ T
104744, 1ACHION F. GRAVE... [Menbal Hea... [WALTON, ... [Renzb MH - Group (Adult) Finz 2016-01-04. |3 Ofce 36000 24.00 62.56) 272
104745, 1HACKEON Fo |[GRAVE... |Menlal Hea . |BRADLEY....|Rehah MH - Grawg (sdull) Firis 2016-01-04 E Ofice 360.00( 2400 A2.56 2725
104745 TLACKEDN F_|GREVE_|Menlsl Hes | CES0M_J_|Fehas M- Graup (sdul) Fnal (20100104 5] Ofics _ 36000] 2400 Gazs| _ oaaf
104745... 1 ACHION Fo. GRAVE... [Menbal | |E'E...I5".".'.-"|T$|:|H. Rehzl MH - Group (sdult) Fing 2016-01-D4. |2 Office JE0.00)  24.00 62.56) 272
104747 1HACKEON F_|GRAVE... |Menlal Hea . |PHILLIPS, ... |Rehab MH - Grawg (hdull) Firas 2016-01-04 = Ofice 3A0.00[ 2400 A2.86 272
104747 ... 1ACKSOMN F_|GRAVE... |Mental Hea... |FARKER. ... |Rehah MH - Group (sdult) Finz |20 6-0 114 | Othce 36000 24.00 G256 272
104747... 1ACKSON P GRAVE... [Menbal | leg... |BUTICRR... [Reha MM - Groug (sdult) Fing |2016-01-D4. E Office 360.00, 2400 G62.56) 272
104745 TLCKESOM FO|GRAVE | [Menlal Hza :Fl."IE'FR_ Refah MH - Growg (hadully Firia 2O1E-01-04 = Office JR0M0| 2400 [ 000
104743... 1ACKSON F_|[GRAVE... |Mental Hea... |MORALES. |Rehsh MH - Group (sdult) Finz 2016-01-14 I=: Ofce 360.00(  24.00 B2.56) 272
104750 1[J4CKE0N F_|GRAVE... [Wentsl Hea.. [ELLIOTT, .. [Rehzb MH - Graws (4dull) Fnzl  [2016-01-D4. le OMice  360.00 2400 6258 272
10475 1UAGKEON F|GRAVE  [Menlal Hea  [WASOM R |Rehah MH - Graup (adull) Finz 2IHE-01-04 |5 L (1] FHL 10 A4 010 i B 20
104751... 1HACKION F | GRAVE... [Ments "|E'5...;F-'-lq}'{3. 3. |Rehzh MH - Group (sdult) Finz 2016-01-D4. |2 Offce 360,00  24.00 62.56) 272
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Note Summary

This report lists summary information for groups of progress notes. This report SHOULD NOT
be used to view financial information - use the Claim reports for accurate information.

Filters: Therapist, Service, Facility, Patient, Date Type, Status, Start, Stop, Summary, Include
(check boxes), Exclude (check boxes)

Results: Note, the information shown on this report is largely dependent upon the options
chosen from the Summary drop-down.

Facility |[Status

Therapist|Notes

Patient |Hours

Service [Units

Date Paid (seen by Admin staff only)
Setting |Unpaid (seen by Admin staff only)

Report Example: This report shows progress notes written on or after May 25, 2015 and is
filtered by Therapist and Service.

[ Efigibility  MoteDetail | ClaimltemDetail [ R | HoteSummary |

Therapist | “ANY*, “ANY* | +| service | “any: -
Facillly | PARKS Facility | > | Patient [anv:, sAnve |[2<] patetype |Performeds -
Stalus  |“AMY* w | Start  [0525/2015 02.47 PM | = swp | |
Summary | Service, Therapist + | Include By CIF N QR &5 W Exclude W LF LN IR 2 LM
| Search | Defaults Clear Print'Export | Dretailed |
Facility Therapist | Patient | Service Date | Sefing | Stalus MNotes Howrs | Unitz | Paid | Unpaid
FARKS Facilify COLLIMNS, HA, [FAMY* | Targeted Case Managemeant MH (Child Bachelars) "ANY® ;"-‘C-]"I"‘ TANY® 4. 4,00 16.00 167 68 .00
FARKSE Facility COLLIMNG, HA, [AMNY* | Targeted Case Managemeant M (Child)y TAMNYT [=ARY™ TAMYE [1: E.00 24,00 178,32 o0

Faychatheragy MH - Indradual (Adult) TANY™ ;"-‘-."-H"‘ TANYE “. 12.00 48,00 61848 20516
hatherapy MH - Indradual {Chld) TAMNYT |FAY= TAMYE !-\-3; 5300 21200 268008 96208
FARKS Facility |RICHARDSO.,, [FAMNY™ hatheragy MH - Family (Child Preseant) TANY™ ;“-‘-.‘-H" “ANY™ ?I:i: =21.50) 206,00 257700 96208
PARKS Facility  RICHARDSO.., [FANY® hatherapy MH - Interachve (Child) TAMNYT i“-‘-.“-]\" |TANY= E: 600 2400 412 32 0.00
PARKS Facility  RICHARDSC.. [FANY*  |Psychatherapy MH - Family (Child Mot Present) "AMNYT |ARY* "ANY™ | 1200 4800 68720 13744

FARKS Faciily  RICHARDS0, |"AMY™
PARKE Facilify  RICHARDEOD., |"AMNY™
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ClaimDetail Report

This is the go-to report for printing and/or billing claims for external payors. This report can
also be used to manually post Approved notes.

Filters: Facility, Patient, Date Type, Status, Start, Stop, Order, Include (check boxes), Payor,
Invoice, FacRegion, TherRegion

Results: This report will display the following information:

Claim ID Status

Rv (Revision number)|Start

Payor Stop

FacRegion Paid

Facility Adjust

Patient Pend (pending amount)

Report Example: This report shows all claims in Approved status - these can be selected and
manually posted.

Eligibility | HoteDetail [ ClaimitemDetail | RA [ ClaimDetail

Facility RDH.H‘«ISAZIHFacii'tjlv Patiant *ANIY®, *ANIY* || . | DateType |pEﬂurrnEd

Status |Approved | start | [EE| stop [

Order |Biled |~|imciude  TPAY [JoP Clcow Tlwo CIWP [10ED [IcP [ICI Payor | ANV

Invaice | *ANY* |v|Far:F!egH:m MY |v§rnemegm MY

| Learch | Defaults | Clear | Prnt'Expor

Result=z
W | R | Payer | FacRegion Farility Patient Staws | Stat | Swep Paid Adjust Pand
7346428 Z NONE ROBINSON .. |ROBINSON Facilmy|WASHINGTON, C_.. |Approved | 2015-06-09 [2015-06-09 0.00 .00 0.00
7354000 ZNONE ROBINSON .. |ROBINSON Faciliy|MARSHALL, CHA... |Approved  |2015-06-15 |2015-06-15 0.00 0.00 0.00
7365529 1 NONE [ROBINSON .. |ROBINSORN Facility ANDERSON, KAIT.. | Approved | 2015-06-11 |2015-06-11 0.00 0.00 .00
7366914 1 NONE [ROBINSON .. |ROBINSON Facily MARSHALL, CHA._|Approved |2015-06-16 |2015-06-16 0.00 0.00 0.00
7367013 1/ NONE ROBINSON .. |ROBINSON Facilfy|FLORES, KATELY.. |Approved  |2015-06-16 |2015-06-16 0.00 0.00 0.00
7367068 1/NONE ROBINSON .. |ROBINSON Facilily|SHELTON, GALE.. |Approved  |2015-06-16 [2015-06-16 0.00 0.00 0.00
7367507 1/NONE ROBINSON .. |ROBINSON Facilty|WATSON, KIMBE... |Approved | 2015-06-17 |2015-08-17 0.00 0.00 .00
7370260 1 NONE [ROBINSON .. |ROBINSON Faciliy[FLORES, KATIE D |Approved | 2015-06-16 |2015-06-16 0.00 .00 0.00
71370532 1NONE _|ROBINSON . [ROBINSON Facim|STEWART, VICTO. |Approved |2015-05-17 2015-06-17 | 000 000 000
7370578 1/NONE ROBINSON .. |ROBINSON Facilly|HOPKINS, BAILEY... Approved  |2015-06-18 [2015-06-18 0.00 0.00 0.00
7371008 1INONE ROBINSON .. |ROBINSON Faciliy|BURNS, JAMIE W1, Approved  |2015-06-17 |2015-06-17 0.00 0.00 0.00
7371349 NONE [ROBINSON . |ROBINSON Facility ALEXANDER, CH... |Approved |2015-08-17 |2015-06-17 0.00 .00 0.00
7371372 1 NONE [ROBINSON ._|ROBINSON Facilty|WEAVER, SYDNE. .| Approved  |2015-06-16 |2015-06-16 0.00 0.00 0.00
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ClaimSummary Report

This report is useful as an overview of claims to be billed or being billed.

Filters: Facility, Patient, Date Type, Status, Start, Stop, Summary, Include (check boxes),
Payor, Invoice, FacRegion, TherRegion

Results: the information shown on this report is largely dependent upon the options chosen
from the Summary drop-down. The following fields may contain data:

Payor Status

TherRegion|Items

FacRegion Paid

Facility Adjust

Patient

Pend (pending amount)

Report Example: This report shows claims performed on or after May 29, 2015, summarized

by Patient and Status.

Eligibility | MoteDetail [ ClaimitemDetail | RA | ClaimDetail | ClaimSummary [ Claimitemaging [ ClaimitemResult | ClaimitemSummary |

Therapist | “ANY®, “ANY*
Facility ~|ROBINSOM Facility

w | Start

| = | service | =any* ANy

'|

|v| Patient [ALEXANDER, CHRIS DILLOR

| | = DateType | Performed

v|

Status  |"ANY [o1iz015 | [ Stop | i
5ummar-_.-|Fuciliw. Payor = mcude [Jray [Jop [CJcon CJwo [CJwe [Joeo Cop [Jo  Payor | “ANY* -r|
| [Search || Defaults | Clear PrintExport || Detailed | Hotes |
Resulis

Pajor |FacRegl | Therme..|  Facmy | Therapist| Patem | Senice Status | Mems | units | Paid | Adust | Pens
D MEDL_["ANY*  [ANY"  [ROBINSOMF..["ANY*  |Al EMANDE . [*AHYY ALY 21 106.00[ 135122  10.48 0.00
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ClaimItemAging

This financial report is used for showing 30-60-90-120 outstanding revenue - geared towards
accounting personnel.

Filters: Payor, FacRegion, Facility, Summary, DateType, Start
Results: Payor, FacRegion, Facility, Items, 30Days, 60Days, 90Days, 120Days, 120+Days, Total

Report Example: This report shows all OK Medicaid claims that have not paid (and are in
UserWait).

| Elighirty | MobeDodail ClemiemDatal | RA Chalmitamdgping
Payist *RA ;1- FacKegics | KEYS Regon | = | Faciily | KEYS Facmty
Syrnimar 'y | P | = | DareType | Perfommed |'r Samnl |8
Sesarih [wafimiin || Clhear il E st T tavil=ad
Pavor FacReglon Faciiy tar-x S0 s dBars ] Mfars {H+Bays Tata

Paae 61 of 94



ClaimltemDetail Report

This report is useful when the user needs to know what service was provided. This is also the
go-to report to Void claim items.

Filters: Therapist, Service, Facility, Patient, DateType, Status, Start, Stop, Invoice, Include
(check boxes), Payor

Results: This report will display the following information:

Claim ID |Performed

Payor Billed

FacRegion Flags

TherRegion|Name (tracking name for the claim item)

Facility Units

Therapist |Paid

Patient Adjust

Service Pend (pending amount)

Status

Report Example: This report shows all claims for Targeted Case Management (Chil

Bachelors) performed between 01/01/2015 and 03/31/2015.

| Eigibility | MoteDetail | ClaimitemDetail [ RA | ClaimDetail | ClaimSummary | ClaimitemAging |

Therapist | “ANY*, “ANY* |v' Service |Targeled Case Management MH {Child Bachelors) T1017HEHN

Facility |nomumr| Facility F: Patient | TANY®, “ANY || s | DateType |Performed

Status  |"ANY* |v|start  [o1n0112015 |[EE stop  |panu201s I
Invoice | *AMY* |v||nuuua PaY [Jorp [Jcon [Jwo [JNp [JpED [ICP []JC1  Payor | “ANY™

| || Defaults || Clear | | ErintiExport || Result
Results

id | Payor |FacReg. | Them .| Facility [Therap. | Patient genice | Siatus | Performed | Billed | Flags | Mame | nits | Paid [ad. | F. |

77561..|OK ME... ROBINS.. |ROBIN... |ROBIN... |WELC... |BURNE, J. [Targeled Case Man..|Final _[2015-01-06 |2015-01-13 [DVNS... 20.96 0.00[0.00
77860, |OK ME... |ROBINS. [ROBIN... |ROBIN. |WELC.. FLORES, ..[Targeted Case Man.. [Final _[2095-01-13 |2015-01-20 [DVNS. | 400 4192/000[0.00
77900._[OK ME... [ROBINS. [ROBIN.. |ROBIN.. [WELC . BURNS, J. [Targeted Case Man.. [Final__ [2015-01-15_|2015-01-21 DVNS. | 400 4192 0.00/0.00
77900._|OK ME.. |ROBINS._|ROBIN... |ROBIN... |WELC... |STEWAR. . [Targeled Case Man._|Final__[2015-01-15_|2015-01-21 DVNS._ | 4.00 41.92 0.00/0.00
77910._|OK ME.. |ROBINS._|ROBIN.. |ROBIN.. |WELC... |BURNS, J. [Targeled Case Man..[Final __[2015-01-22 |2015-01-23 DVNS._ | 200 2096 0.00/0.00
7B150._|OK ME... |ROBINS. [ROBIN... |ROEIN._ |WELC. . STEWAR... [Targeted Case Man.. [Final _ [2095-01-23 |2015-01-27 [DVNS.. | 400] 4102 0.00/0.00
78159, |OK ME... |ROBINS. |[ROBIM.. ROBIN... WELG... |BURNS, J.. Targeted Case Man.. [Final  [2015-01-23 |2015-01-27 [DVMNS.. | 600 6288 0001000
78159._|OK ME.. |ROBINS.._|ROBIN... |ROBIN... |WELC... |CARTER, .. [Targeled Case Man._|Final __[2015-01-24 |2015-01-27 [DvNS._ | 6.00 6288 0.00/0.00
78159._|OK ME.. |ROBINS. |ROBIN... |ROBIN..|WELC... [FLORES. . [Targeled Case Man..[Final __[2015-01-17 |2015-01-27 DVNS._ | 6.00 6288 0.00/0.00
78150._|OK ME.. |ROBINS._|ROBIN.. |ROBIN. [WELC.. HARRIS, . [Targeled Cass Man..|Final  [2015-0124 |2015-01-27 [DVNS.. | 800 B384 0.00/0.00
78159_[OK ME... |[ROBINS. [ROBIN... |ROBIN. [WELC . WILLIAMS. |Targeted Case Man.. [Final _ [2015-01-24 |2015-01-27 |[ovns. | 600 6288 0.00/0.00
78159._|OK ME... |ROBINS.. |ROBIN... |[ROBIN... |WELC... |COPELA_. [Targeled Case Man..|[Final __[2015-01-23 |2015-01-27 DVNS._ | 6.00 6288 0.00/0.00
78743._|OK ME.. |ROBINS. |ROBIN.. |ROBIN. |WELC.. WEAVER, . [Targeled Case han..[Final _[2015-01-31 |2015-02-10 [DVNS._ [ 4.00 41.920.00/0.00
78743_|OK ME... |ROBINS._|ROBIN... |ROBIN.|WELC.. SHELTO.. [Targeted Case Man..|Final _[2015-02-08 |2015-02-10 [DVNS.. | 400] 41.02 0.00/0.00
78743_|OK ME... [ROBINS. [ROBIN... |[ROBIN. . WELC . |CARTER, . |Targeled Case Man.. [Final _ [2015-01-28 |2015-02-10 [Dvns. | 6.00] 6288 0.00/0.00
78743._|OK ME.. ROBINS.. |ROBIN... |ROBIN... |WELG... FLORES. ...[Targeted Case Man..|[Final _ [2015-01-28 |2015-02-10 DVNS.. | 6.00 6288 0.00/0.00
78743._|OK ME.. |ROBINS. |ROBIN... |ROBIN... |WELC... |HERRER... [Targeled Case Man..[Final __[2015-01-31 |2015-02-10 DVNS. | 6.00 6288 0.00/0.00
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ClaimltemResult Report

This report can be used to find out additional payment details such as whether claims were

paid, adjusted or written off. You can also find Paid claims’ ICN numbers here.

Filters: Therapist, Service, Facility, Patient, DateType, Status, Start, Stop, FacRegion, Include

(check boxes), Payor

Results: This report will display the following information:

Claim ID (Billed

Payor Reconciled

Facility |[Name (Claim tracking name)
Therapist [Type

Patient Result

Service |Amount

Performed|PayorID

Report Example: This report shows all claims in Final status.

| Efigibility = MoteDetail | ClaimitemDetail | RA = ClaimDetail |~ ClaimSummary | ClaimitmAging | ClaimitemRasult |

Therapist | *ANY", *ANY* |"ll'I Service | *ANY" *ANY"

Faciity  |ROBINSON Facilty |+ | Patient [=any=, waniv: DateType [Performed

Status | Final Zv| Start | [EE] stop |

FacRegion | “ANT* :-| mciude [ JPAY [JoP [JcoM [Jwo [ NP [JDED [JcP []CI  Payor *ANY*

| || Defautts || Clear | | Erint/Expoi
Results

Id [ Payor Facility |Therap..| Patient Senice Perfar...| Billed |Recon...| Mame Type Result .ﬁ.muurrtl PayaoriD

7083434/0K ME... |ROBINSOM...WARR... |[MCDONA.. |Psychotharapy MH - Individual (Ch... [2015-0.._[2015-D...[2015-0._[DVNSO0... [Payvor  [approv..| 103.08/2015069416514
7983435/ 0K ME... |ROBINSON.. [WARR... |WASHIMNG... [Psychatherapy MH - Family (Child ... |2015-0.._{2015-0.._|2015-0.[DWNS0... [Payor  |JApprov.. | 137.44|2015069416527
TOB3436/0K ME.. [ROBINSOM. [MORGA. |WASHING. . Targeted Case Management MH (. [2015-0, (2015-0, [2015-0, [OVHED,. |Payor  |Approw..| 62 88/2015069416519
T283437 0K ME... |ROBINSON.. [WARR... |FULLER, ... [Psychotherapy MH - Family (Child . [2015-0._[20158-0._|2015-0._|OWNS0... [Payor  |JApprov.. | 137 44/2015069416535
7983433 0K ME... |ROBINSON.. [MORGA.|FULLER, ... [Targeled Case Management MH (... [2015-0...[2015-0...|2015-0.. [OVNSD... [Pavor  |ADDrov... 62.83[2015069416533
7283439/ 0K ME... |ROBINSON. [MORGA.|WATSORMN, .. [Targeled Case Managemant MH (... [2015-0.._[2015-0...|2015-0.. [DWNSD... [Pavor  |Approv... G2.83{2015069416541
?-33344IJIDK ME... |ROBINSON. [WARR.. |JONES, R... [Psychatherapy MH - Family (Child ... |20415-0.. (2015-0,. |2015-0.. [DWNS0... [Payor  |Approv..| 103 DE.QU1EGEQ41EE-4?
1983441/0K ME... [ROBINSON. |MORGA._LJONES, R... Targeted Case Management MH (.. [2015-0._[2015-0. [2015-D. |DVNSO.. [Payor _|Approv...| 62 8820506941652
7883442 OK ME... |ROBINSOMN.._[WaARR... |FLORES, ... [Psychatharapy MH - Family (Child ... |2015-0.._(2015-0...|2015-0._|DWVNS0... [Pavor  JApprov.. | 137 44|2015069416559
7283443 0K ME... |ROBINSON. [MORGA_|FLORES, ... [Targelaed Case Managemeant MH (... [2015-0.._(2015-0._|2015-0._[DWNSD... [Pavar  |Approv... G2.83[20150694 16555
7953444 0K ME... |ROBINSON.. [MORGA._[MONTGO... [Targeled Case Management MH (... [2015-0.._[2015-0.|2015-0.. |DVNSD... |Payor  |JApprav... 53.84[20150694 16563
TER3I445 /0K ME. . |ROBIMNSOMN, |WARR.. |ANDERS . |Psychotherapy MH - Family (Child . [2015-0., [2015-0. |2015-0. |DVNS0. |Payor  |Approv.. [ 10308 [2015069416568
7283446/ 0K ME... |ROBINSON.. [MORGA_|ANDERS... [Targeled Case Managerment MH (.. |2015-0.._[2015-0.._|2015-0.. [DWNSD... [Pavor  |ADDrov... 83.84[2015069416573
TEE34TIOK ME.. |ROBINSOM.. (MORGA.|ALEXAND... [Targeled Case Management MH (... [2015-0...[2015-0...|2015-0...|DVHSD... |Pavor  [Approv... 62.83[2015069416577
7083448 OK ME... |ROBINSON._[WARR... [MORALES.|Psychaiherapy MH - Individual (Ch... [2015-D..[2015-D..[2015-0._|DVNS0...[Payor _|Approv.. | 103.08/2015069416583
?933449_(}!( ME. . [ROBINSON, |MORGA. [MORALES, [Targeied Case Management MH (.. [20415-0, [2015-0, [2015-0, |OWHED,.. [Payor  |Approv 62 EEI?MSGEQ“HBEEI
3010590/0K ME... |ROBINSON._[WARR... |WEAVER. ... [Psychatherapy MH - Individual (Ch... |2015-0._(2015-0..|2015-0._|OWNS0... [Payor  JApprov.. | 103.08|2015076421533
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ClaimltemSummary Report

This report is useful as an overview of claims to be billed or being billed, especially when

therapist and service information is important.

Filters: Therapist, Service, Facility, Patient, Status, Start, Stop, Invoice, Include (check boxes),

Payor

Results: This report will display the following information:

Claim ID |Performed
Payor Billed
FacRegion Flags
TherRegion|Name
Facility Units
Therapist |Paid
Patient Adjust
Service Pend
Status

Report Example: This report summarizes claims for patient Chris Dillon Alexander from

March 1, 2015 and after.

Eligibility | MoteDetail | ClaimitemDetail [ RA | Claimbetail | ClaimSummary | ClaimitemAging [ ClaimitemResult | Claimitem Summary |

Therapist | "ANY®, “ANY"

Facility  |[ROBINSOM Facility

|v! Service | “ANY* “ANY*

|v| Patient |ALEXANDER, CHRIS DILLON

| |~ | DateType |Performed vl
Status  |"ANY lw|start  [oamiz015 | B stop | &
5ummar-_.-|Fuciliw. Payor w mciwgde  [JPay [JoP [CJcon CJwo [CIwe [CJoep [CJce [JC1 Payor “ANY* v|
| Delaulls | Clear PrintExpodt || Defailed | Hotes |
Resulis
Payor | FacReql. .[Tneq-a A Facility | Theraplst|  Patient | Samice Status | Hems Units Paid | ﬁ-muml Fand
OH MEDL...|*ANY* *ANY* ROBINSOR F...[*AMY* ALEXANDE... [*ANY* ANY* 24  105.00] 1351.22 10.48 0.00
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Billing Report

This report shows information for claims that were sent via electronic batch (EDI).

Filters: Payor, Start (date), Stop (date)

Results: This report will display the following information: Payor, Date, Batch (number) Items
(number of claims in the batch, Due

Report Example: This report shows batch information beginning June 1, 2015.

" Eligibility | NoteDetail | ClaimitembDetail | RA | ClaimDetail | ClaimSummary | Claimitemaging | ClaimitemResult | ClaimitemSummary | Billing |

Fayor | “ANY* w | start [06/01/2015 | stop |

[ ][ e || com [ omweaer
Payor Dt Batch termis Dus |

DK MEDICAD 2015-06-02 2108 R 274104

DK MEDICAID 2015-06-09 3118 29 2028.16

0K MEDICAID 2015-06-09 3120 9 459.40)

DK MEDICAID 2015-05-16 3131 1] 1185.42

0% MECHCAID 2015-06-16 3130 56 161556
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RA Report

This report lists electronic remittance advises received from supported payors or generated by
the system for external payors.

Filters: Payor, Facility, Invoice, Start, Stop

Results: Remit ID (Milan), Payor, PayorID, Facility, ProviderID (NPI), LegacylID, Invoice, Claim,
Recovered (recoupment etc), Paid

Report Example: This report shows all remittance advices from OHCA on or after January 1,
2016. Admins are able to double-click any RA to view the raw data related to that particular
remittance.

Ebgitiley | HobeCetail | Claimhembetan [ R4 |

i
Pagor | AN [ = Facuy [murpey Facamy [=
Imrokce | "ARYT |» s |msazos |EE| ston i
Seach | Dofasts | char | PrmcExpertall | Copnan [ commarmean |
< [ P FayrC FunDze | Faciny [ vz | Clamed Recowered | Fad

ERE3HNEDCAD  TIAETED FHELAAT [P Fary Fre R 053 T
MR MEDICAD  e0onszidn 2040 04 26 [P Faiily b [ D245 0.03 0303
BAAUOH MELICAD  B4TEIRED 211y MUY Pl uiie 51300 TR 513200
BOTRICW METEAD  FAT119505 | B AR il FRE RIS 50 [ E 56
Wew || Detsies | summary | Resube- & Claimed: 3550085 Recovored L Fake 2642735

Detailed Button: when a remittance is selected the user can click the Detailed button, which
will open a ClaimItemDetail report for that particular remittance.

Summary Button: when a remittance is selected the user can click the Summary button,
which will open a ClaimltemSummary report for that particular remittance.
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Payroll Report

This report is used to view timesheets that were previously posted.

Filters: Facility, Effective Start, Effective Stop, Therapist, Expires Start, Expires Stop

Results: The report will display the following information:

Payroll number

End

Provider (Milan acronym)|Posted By

TherRegion Posted On
Therapist WDays
Payscale Items
Begin Amount

Report Example: This report shows all payrolls for the month of June, 2015. Users are able to
double-click any line on their own payroll to get details related to that particular timesheet.

[ Engivility | NoteDetail | ClaimitemDetal | RA [  Payron |

| Facility | =AHY* v| Effective Start | EE| Effective Stop | [

| Therapist | *ANY*, “AHY" | | Expires Start [06/26r2015 [ expires stop |

| Search | Defaulls | Clear | PrinVExport

' Id | Provider | TherReglon |  Thersplst | Payscale | Begn | End | PostedBy | PostedOn Whays | fems Armaunt
415631/4221 ALISTIN Reg..| SPENCER, BRIT... AUSTIN Paysc...|2015-06-22 |2015-06-27 |SPENCER, .. |2015-06-27 10 o 66320
415712/4221 ALETIN Req..|GILBERT, DEREK, |AUISTIN Paysc.. 20160622 [2015-06-20 |SPENCER, . |2015-06-29 Al B 401,16
415713/422 ASTIN Reg..| HOWARD, JOSE_. AUSTIN Paysc...|2015-06-22 |2015-06-29 |SPENCER, . |2015-06-29 Al ] 171.80
415714]4221 ALETIN Reg..|POWELL, DEREK |AUSTIN Paysc.. |2015-06-22 |2015-06-20 |SPENCER, . |2015-06-20 i 7 463.86
4157154221 ALISTIN Reg..|REEVES. MASON AUSTIN Paysc.. |2015-06-22 |2015-06-29 |SPENCER, . |2015-06-29 10 Il 23133
4157 17]4221 ALUETIN Reg..WALKER, CHEL . |ALJSTIN Payse...|2015-06-22 |2015-06-20 |SPENCER, .. |2015-06-20 10 I 0.00)
4157 16/4221 AIISTIN Reg..| SPENCER, BRIT_. AUSTIN Paysc... 2015-06-27|2015-06-29 | SPEMCER, . |2015-06-29 10 I 0,00
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PayrollDetail Report

This report shows what timesheets, if any, a service showed upon for a given date range. The
results show the full dollar amount paid and does not include payroll percentages paid to

therapists.

Filters: Therapist, Service, Program, Facility, Patient, DateType, Status, Start, Stop, Payroll,
Include (check boxes), Exclude (check boxes)

Results: The report will display the following information:

Claim ID

Rv (Revision number)

Therapist

Payrolls

Patient

Service

PayUnits

Status

PayAmt

Report Example: This report shows payroll details for all claims performed by therapist

Joseph Bradley Howard.

" Fligibliy " Kosalamall | Claimbamessl [ RA T Bayroifamil |

Therapist [HOWARD, JOSECH BRADLEY | » nwul'm\"

?vl Proqram |unrm||unan

Facibiy |hli!l|ll Facily

Sdxtus |'AH'|""

|T Pale=al |'M\'r'. “ANT

'.,_| uul.elgpe|r-le|1mm

|!'|J'.'EE-'JI'I1 51200 20

papt | GV of CW ER Es On LY CF C# Ca Cs EM
Search || Didaues FrintiExp
Resulis

Id | Sren Staius Paynls Taml
123242 1/ALSTIN [ O, L |- Lis Somplesily iadull Miasit]  Fias 1511 ] 20 1 TRa3
1 24i3EE HALSTIR Cac i 0. .. Pepchuderagy Wi - rdieicus] (Adul) [Fina 150 ] S E 05.25
128557 A|ALSTIR I O, . Pepchoireragy Wi - iedisiduel Sdul Presuth) 3 750 ] g5, 1 B0T2
130517 2AUSTIR I O, . T Ik maion Doy Fina 1507 53] [] Q. i)
153312 C, [.. PepchoFecan Wi - rdisides] Sdul Fresuth ) Fina 5 ] 3 20 & 0003
155 C. . . Pepchoreragy M - individiazl Aduly Fina IS ] 3 0. 1 [T
184424 D, . . Mepchoreragy W - iedieicsl Aduly Fina T 5121 ] i 23 i .35
13311 D, .. . Mepchoierany B - iedisicsl Aduly Fing T 0121 5 ! 20 & 003
PR ] D .. . Mepchineer sy W - izl Aduly NEE] * B2 ] 3 75 5 30
FrEal P 0. Pepchofrerany WH - rdwidus] Sdul Presuthy [Fina 75021 ] 4 55 1 72
245401 2ALSTIR O, Pepchoireraoy W - Tamis (Chid Hol Magen 3 150234 ] 3 0. 1 iy
TN 2AUSTIR I O, Pepchoierany W - ediidus] Bdul Fresuth ) Fina 750D ] 4 T 5 0
2TaS ! C, Pepchoireragy W - rdisid] Adul Fina 750 B 3 0, 1 i
20507 | C. |11 - Kodarale Sompeaiy (Aiuk Mras . Fina AT ] 3 120 1 105.53
KREIE] ! . Pepchinireragy W - rdiiduE] Adul) Fina 7 el =1 ] 3 5 5 2
JOAHE | O, rer Indor mation Jny Fing T E-010-1 [ [¥] o 22
JOAEED 2 | [ Pepchinirgdady W - Pl Sl NEE] " -1 G = 3 5154
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HistoricalSummary Report

This report provides historical data for the or previous month(s) - (this report is refreshed on
the 2nd day of each month for the previous month)

Filters: Region, Start Date, End Date

Results: This report will display the following:

* Region

* Report Date - date when report was refreshed

* Active Pts - total number of active (non-discharged) patients as of the report date
* Admd - number of patients that were admitted

* Disd - number of patients that were discharged

* Svcs - number of services provided

* Needy Pts - number of patients that had some type of warning

* Needy Claims total number of claims that were not in Final status

* Needy Pas - total number of PriorAuths that were not in Final status

* Needy Notes - total number of progress notes that were not in Final status
* Race Breakdown

Report Example: This report shows an agency’s historical data for the previous month
including a race breakdown.

" Chigibiily * HoweDeiod  ChimismDetod | RAC NistoricolSummarny

Ralon |F.F\'s Raqlon w | Stast Dade |0GOTE015 EH Endmate oTaTEcs il
| Ecarch || Delaulis Llear Defaiked PratExport
Rezulls
Fegiun Appori Dale | Adew Pz | Adomd Ciied Sz | sy Pl Mlgsdy Chzima Mesoy Tag | Mg N | e Dreaadosn
FET3 Regan 0150702 tal 9 El 1E?| 4% a7 4| SiElads: I; Cther 3 Whika: 71; White Amcrinad 11; Wehibe HiEganlc 1; WWhike, Ober 2; Whits, Pac
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HistoricalDetailed Report

This report provides month-by-month historical data for a requested time period.

Filters: Region, Start Date, End Date, Age Range, PA Status, Note Status, Gender, Claim

Status, Warning, Race (check box)

Results: This report will display the following information:

* Region
* Report Date (date that the report was refreshed)

* Age

* Gender
* Warning

* PA
* Note

* Claim

* Race

Report Example: This report shows a monthly total

| Engibiity | MoteDetail | ClaimitemDetail | RA | HistoricalSummary | HistoricalDetailed

| Region

|HE"|’S Region

| Age Range |Llrlﬂer6

|T PA Status ||=nuw

| | start Date

01/01/2015

of data based on chosen criteria. Start
date is January 1, 2015, so the report begins on February 2 and continues on the 2nd of the
month until July (report for June). Age chosen is “Under 6”, PA Status is “PAUW”, Gender
chosen is “Female”, Race chosen is “Hispanic”, all other fields are set to “Any”, the results
show any matches based on my filters for every month in this time span.

|| End Date

v Note Status |'ﬁN‘f"

| Gender |Female |v Claim Status [“ANY* !v ¥Warning |'AN‘|" |v

| Raca ] White [] asian Hispanic [ pacific [] other

;| Search Defaults | Clear EBrintExport

| Results

Region Report Date Age Gendsr Warning Pa Naote Claim Race

KEYS Region 2015-02-02 3 18 50 2 a 0 D
KEYS Repgion 2013-03-02 3 22 33 2 3 0 0
KEYS Region 2015-04-02 3 30 35 12 27 15| 0
KEYS Ragion 2015-05-02 1 34 32 8 35 0 0
KEYS Region 2015-D6-02 3 47 45 ] B3 B 1
KEYS Ragion 2013-07-02 3 b} bl ] B 7 1
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LetterofTerm Report

This report lists patients for which a Letter of Termination was sent along with the status and

reason (if given)

Filters: Patient, Start Date, End Date, Payor, Therapist, Status, Reasons

Results: This report will display the following:

Patient

Date

Status

PriorAuth number
Therapist
Reasons (if given)

Report Example: This report shows all LOTs sent along with the reason (if given)

Esgibility |~ MoteDetail | ChaimbemDetsil | RA | LetterfTenn |

Patient ' [] start pate & Enonate prizizis 017 PR
Payor | K MEDICAID |v | Therspist | “ANF", *alye w| ctaius  [Finad

L] Poor lpcationinours ! Sarvice quality concemms. | Poor stadf relationship | Unaware of ether agancy
Reasons

[] Proaer lacked seraces [ Mosedinew provider closer [ Declined to resposd [ Other

Saarch ” Defaults ” Chear

Resulls
=aliant Caln Sralus =rorauT ] Tharaplst Ragsons
Taylor, Danie 0140428 Final 2?3533|S: w5k, Linda
Taylar, Danie: 20140428 Fimal az
Carler, Marlon 0140730 Firal Prowvicer daes not offer all desires sonaocs
Enepppard, Melinda 1402 Firal
Larinr, Marlon A114-15-00 Firal
Cimrdar, Marguay A14-1-00 Firal
Cartar, Mardaesnn F014-12-04 Final :‘.H!i'l)!‘tlHi-Rskl_ inda
Cartar, Trasans 14-12-04 Firal 33612 -'|H.: w5k Linda
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LetterofCollab Report

This report lists patients for which a Letter of Collaboration was sent along with the status and

services provided at each agency

Filters: Patient, Start Date, End Date, Source, Therapist, Status, Services (This Agency),

Services (Other Agency)

Results: This report will display the following:

* Patient
* Date
* Status

* Bundle

* PriorAuth (Milan PriorAuth number)
* PANumber

* Therapist

* Source

* Services (This Agency)

* Services (Other Agency)

Report Example: This report shows all LOCs received that are in a Final status.

[“Frginiity | MntaDedail [ ClaimBamDerail AA | Lamaniodah |

Paticnt | | #h| SgartDac | ER| end pate |oriziecis pe2a F i
Sourca [amr | Therapist | e, an |~ | status  [Finan |-
Sarvicas (This Apancy) [ IstividuniPaych [ GroapPsycs | FomiyPaych [ IndvaduniAshoh [ Groupfishoh [ Casai
Sardnas (Cdker Aqancy) [ IsdividualPesyeh [ GroapPeye® | FamiyPsych [ IndsdualAshah [ GroopRahah [ Casa
e ” Disdarsitz Clean Reouns
Reasiilia
FzHun Dama Eralus Aunda 2l nra PaMumbier Tharapls: auncs Aardlcak Ths Soeny) Sardcas (2har Anency)
(eIl ERILLS 20400 Fing BT ER T EEE S (T Eurew, Kan Ll Indrdua Pspdinhereps - sl srdiberaey Pt saciciieapy
NG, DR&NDY 2140821 [RHES Pl J12002)251 4058085 Cedll, Mhsle izl Indrdua Mspdiheizps el srdbeiaey GroupPansclhsapy ndsidos Relal Cesebly.
R TR R Y 2014-07-14 Tina i 454104 TnoampEcn, Dilis I imimnal A Mepcholiaraps Canablan=gsrsnl
CILEVIE, CEDREZ B Fina FeIAn 35313 Fraaman P=liicia [ETET diaPrchoarzps Cazablanagsmenl
_[POHACEE Fina REED AEEATA[STATRANGE  |Feans- i & ~[Framal IndkAdE PR chrharaps Farmlyasthitersey | CasaWanacsrent
2a14-11-08 Finz EeET S5 ES14MAN4RT Fraaman Pzhdcda Fulama IndkdduaPryp-hrharspy Casaanagersnt
I 214-11-10 Flni FoOdE ITEATT W aaahn, Tamney I~famal
EEGRTHH'E? ABEHLEY 22141112 Finiz FOO4E ITTCES Calsndre, Tersss I~temal IndriduaPopchoharspy CaseManzzerent
[LAASE ANAETASLN 221502 18 Finiz FCO48 I:TAT Thxnpscn, Bill: I~temal IndraduaPrpchoherpy CaseManzgorent
\WLFCRE, JEMELLE 2215 03 30 Fin FO047 472420 Miler, Tem I~temal IndraduaPrpchoherzpy CaseWanzgorent
FAOFCUES JOFELYH |[2015-04-0 Fina FLN45 FEICEIA4334205 Frsal Hubi Edema FamiliP spchoberapy IndwdazlPaycctherapy
|FISHHE, BEANT 211 _hing L I EA Fozzey-Uwens, Henay  |Iiemal _Indraduaksphmherzpy [drcupkhctherapy CaseManagemerl
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PATermination Report

This report lists patients for which either a Courtesy Termination or a Contest Termination was
sent along with the status

Filters: Patient, Start Date, End Date, Type, Status

Results: This report will display the following:

Patient
Date
* Type

* Status
* PriorAuth
e SubmitComments

Report Example: This report shows Terminations that were either contested or courteously
submitted.

Elgibiity | HoteOotad | Clamitembetil KA | PATemanabon |

Pulisnl | =] Sturt ute | [ (BBl End ute [07izzren s G o m 1|
Type AN [=| Stams AN
Zearch || Delaulis || ear | Hesul
Hesulls
Haaenl : Lrsle | ype Salus Friorduth Sl mimenls

Alhpt-Hirfrran, ChElon |#N7 40519 DS Cdnh |Canlwsr Fasbrnibed ZOANA? [Auhmira s o CETOMH on 200 An51 8ontasl Termirsinn cmatsd hp Sriffin, Kandls on 201 4-05-18
Alhpt-Hirfrran, CrElnn |#N=a405-19 DR COnh  |Canlrsr |Fh.l’-r“‘l|1.'-i.‘| ZHANA? [Auhmiras o CRTMH on 20 ans1alonmasl Terminsinn crmatsd hp Griffie, Kandls on 201 4-05-19
RAminar, Tressen AN AN5-F DS CONN |[CandRsh Fasbrnibed ZFSFNA[AnRmEaa o CROMH or 2 ANS2ESoem sl Termirsinn crmated e Shavss 1sonuaym Dnn 01408558
Aminar, Tresen NTANE-FA DS 00NN [Canass Fa.Eribed SFEENG[Fuhmitad 1o GETIWH on A0t ANRRESmal Terminahnn craatsd g Shaver 1sonuasm Dan s014-08-57
Protynsd Onanda |07 40529 DRCONN [Coamssb Ca.bribed 203974 Fuhmiee @ 10 CEOWH on 20t AnRSaS e sl Termicahnn craatad s Shaves 1=cquasn Dnn S0405-50
Protynsd Oandn |07 A-N5-79 DSCOND [Camlasb A0393A | Fuhmie d 10 CEOIWH o0 A0t AN sl Termicshnn eraated s Shaver 1=5oquasm Dnn 5040850
RAazser Sams B e e e e T T AA455|F nalred Fy.ahn Danels 5n 2n94nRN4Suhmibad 4o CKOMH oo 207 ANRDSS nkas] Tarmirahnn eraates by Tk
Frassr Sama M A-NR05 DS OONN [(Canesk AAA4RR|Finalimed Fy.lehn Dansls on Mi-4ANRNRnhmbtad 3o GEOWH on 20406055 nobas] TermiraHnn eraaded by Tick
Fala, Ca'adnn |#N7AA-19 DS 00NN |[Candaey ZFSAMNSnotEsy Tamingdan ascsphai By DHH nn ST44ANRT ASuEmiRad In CHNHH oo S044067 B nodasy Tamrinaton |
Fala, Canisha [#n=dR-19 DR AN [Candaey ZFsFAR[S sy Tamminadan acscsphad By DHH nn 54407 ASuEmiRad In CHDHH o 044061 RS nodRsy Tameinaiaon |
Fala-l awiz Comisha |27 dnh-19 DR 0O NN [Candaey ZEARRA S noEsy Tamminadan ascsphad By DHH nn 5044067 ASsEmiRed In CHDHH o 14067 RS nodssy Tamrinaton |
| swir. Fahart NTAA-1A DS COND [Candagy
| swir. Eankis e T E I o il OO [T T [
Aminks, Te'mes |20 A-NR-19 DS OO0 |Cnndaey nortesy Taminginn acesphad B DWH o0 S0AANRT BRREmIRed In CROMH on Z04404A7 BT
RArnks, Teonia |0 A-NR-19 DS OO0 |Canacy AfonoteEy Tamninaian ascsptad By THH on S044N0R ASEEmIR2A 10 CHOHH a9 5094007 BE ey Tameinafan |
Simazor, Donna (A= A07-50 DS 0000 |[Coaodaey 2EATE Ruhmirad dn CKOMH oo 200 40T 288 nonesy Tarminadan craalad by Bhasar, . ke Cion 2014-07-2R
Sinaeon, Dnnns |27 A07-FA DS 00NN |Caudaey 2FATE| Fuhimire 8 40 CETWH o0 20 ANT 20 noEsy Tarminadnn craalad By Shagar, larmialys Don 2014-07-2R
Iz, Shatioia e e i v e T E I [T Y F2ATAN Fuhmitan 10 CEOMH o 20 anEN Soocesy Tarmination craalan By Shaear, Jarguakes Don 2014-05-01
Allgr, Kamerad |20 A-08-08 D50 Candaey 2ISATAI 0 sy Taminainn acesphad fy DWH on S0ANANASLEmIRSS In ORDHH o0 S0 ANANRS nd&sy Tameinaton |
RArninks, wnng L i o vl O [T SRARAT | Ruhimitan 10 CEOMH o0 200 AN aSn nesy Tarminatan srealad By Ehaear, .| e G 2014-03-26
Fil=rd Chadata |20 A1210 0 (T ETT 21364 Suhmitad 10 CEOMH o0 20741 1 3 nnesy Tarmination crealad By Ehaear, . e G 2014-12-10
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DMH Notices

This report lists all current notices received from DMH. When a user double-clicks the notice

on the TxPlans tab this will mark the notice as

“read”,

the green colored warni

disappear from the patient’s name within 24 hours and the notice will no longer be available

on this report.

Filters: Patient, Start Date, End Date

Results: This report will display the following:

Patient

* Date
NoteType
Note Text

Report Example:

" Ebgibdlity | MoteDetail | ClaimttemOetail | RA | PATermination | DMHNotices

Patient | Start Date [05/0E2015 01:40 FI End Date [07/22/2015 01:40 P4
Search | | Defsulls | Claar | Resulls: 14
Results
Fatient [iate HoteTypd Mot Text
Willson, Brian 2015-08-03 | G|Collaboration proposal submitted by other agency
Wrenn, Paden 2015-08-10 B|Termination ended your PA
Franklin, Jamarien 2015-08-10 18|P4 adjustment was completed for comect
Thomp=on, Ethin 2015-08-11 9|Caollaboration cancelled, other provider terminated
Willson, Brian 2015-06-19 G|Callaboration proposal submitted by other agency
IEnglish, Krystian 2015-08-20 G|Collaboration proposal submitted by other agency
|Littejohn, KeeWantas 2015-08-22 3|Level PA at anather agency, collaboration nesded
English, Krystian 201 5-08-23 6|Callaboration proposal submitted by other agency
English, Krystian 2015-06-23 _B|Callaboration proposal submitted by other agency
English, Krystian 2015-08-23 _16|Collaboration proposal has been accepted
Graves, Myco 2015-08-27 3|Level PA at anather agency, collabaration nesded
Eldridge, Maflie 2015-08-30 _2|Customer has a level P4 at anather agency
Willson, Erian 2015-07-02 15|Callaboration will nat be neaded )
Eldridge, Mefie 2015-07-04 14|Level P4 at anather agency, collzboration nesded
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Opening Milan

If you are having trouble opening Milan, and getting an error reading "Unable to launch
application," follow these steps to correct it:

* Go to your Start menu (bottom left hand corner) and go to Settings>Control Panel, or
straight to Control Panel

* If you see a lot of smaller icons, double-click on the one that says Java. If you see maybe
10 larger icons, you are in Category View and you must switch to Classic View. You can
find the link to switch on the upper left hand side of the toolbar in Windows XP, and on the
upper right hand side inside the empty space where the icons are in Windows Vista/7.

* Once double-clicking on the Java icon, a window will pop up, and you need to click the
Settings button near the bottom.

* Once that window pops up, click the Delete Files button.

* Make sure that both of the smaller checkboxes in the pop-up window are checked, then
click OK.

* Once that window goes away, get out of everything and restart your computer.

* Your shortcut for Milan will be missing from your desktop, so you will need to log in
through our website to refresh Java and restore the icon for Milan.

If you try and open Milan and it says "You appear to already be running Milan," restart your
computer and try again.

If you are able to open Milan, but unable to log in, and it is not a username/password issue,
follow the steps below. If you use our offline feature, make sure you don't have notes ready to
submit, otherwise the last step of this process will delete those.

* Get out of everything Milan related and re-open the log in window.
* Type in your username and password.
* Click the Delete Offline button.
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Progress Note Troubleshooting

When you are unable to find the service you are wanting in the drop-down menu and/or
perhaps you only find the For Information Only option, the patient may not be authorized and/
or eligible to receive services. You can see if they're authorized for services by going to the
latest treatment plan on the TxPlans tab and double-clicking on it to view the date ranges for
individual services. You can check their eligibility at the bottom of the Patient tab on their
chart. If Milan says they're ineligible for the Main Payor, but you have checked online and they
are listed as eligible, double-check that their Payor ID, DOB and SSN are all correct in Milan.

The second most common problem when writing a progress note is that you've run out of units.
Most of the time, you might have more units available than you originally budgeted for, and
you or your Admin can go in and simply hit a + button (x) amount of times to add units. You
can do this by double-clicking on the note's line and hitting the +/- button next to "Units
Usage," or you can double click on the treatment plan line on the TxPlans tab, highlight a
service authorization and go to the window below that and double-click on the month you want
to edit and play with the units there.

If you are writing a note and the appropriate (Child) service does not appear, and you have
checked the Patient tab to a) make sure the patient is eligible for their payor, and b) checked
to make sure you as a therapist are listed on that patient's chart, then check the patient's birth
date. If they have just turned 18 (Rehab Group), 19 (Psych Group) or 21 (All other primary
services), an internal Modification needs to be done in Milan to switch from (Child) to regular
(Adult) services. Create a Modification, change nothing on the treatment plan, and when you
come to the PriorAuth screen change only the Effective Date to one day after one of the above
respective birthdays. Then, take the Modification all the way to Final, Save, Refresh the Chart,
then Finalize the CDC 41 Milan has generated at the bottom of the TxPlans tab.
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Admin Intro

This section is for administrators wanting to learn about finalizing treatment plans, claim
billing, UserWaits, and adding new employees with all of the correct roles and permissions.
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Finalizing Treatment Plans

Once you have finished the Draft TxPlan, Completed the Initial request and obtained the
patient's signature, it needs to be Submitted. Here's where the therapist's role ends and the
Administrator or Clerk takes over. If the patient is covered by an external payor (insurance,
self pay etc.), these next few steps happen manually.

* An Admin will select the TxPlan and click the Submit button. For Medicaid/DMH requests,
this queues a CDC to upload.

* Once we get the CDC back as approved, we move the request to Preapproved or Final
status, depending on agency defaults.

* If the request comes back in Preapproved status the Admin or Clerk needs to select the
request in the TxPlans tab and click Finalize. Note: if your agency has specific unit
requirements (if the client requires more sessions with the BHRS and not as much with
the LPC for example) the Admin could go ahead and make those unit adjustments prior to
Finalizing the treatment plan.

What if it ends up in PAUW status?

After submitting a request to a third party for approval, the request status is set to PAUW if
they have an issue with it and possibly reject your request. If this happens, we recommend you
check the CDCUW rejection reasons as well, as further information will be provid
ODMHSAS.
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Claims Billing

Automatic vs. Manual Billing

The billing process through Posted, Billed and Paid statuses happens automatically for your
electronic payors (Medicaid, DMH etc.) The first step in the billing process is approving the
note. All Approved notes are uploaded once a week.

If you are on this fully automatic process you are used to seeing claims in Billed, UserWait and
Final.

Some payors are set to be fully manual. Notes will work the same way they always do, namely
that they need to be approved, but the billing and marking as paid can be a manual process
(ex: insurance claims).

There is an option in Milan under the Admin drop-down labeled Edit Payor Rates. For those of
you who bill payors outside of Medicaid, this can be really useful. Call us to set up a custom

rate set, and with this you can actively edit amounts receivable for individual se:
specifying the amount you would like billed for each service.

Setting up a Custom Rate Set for Manual Billing

The first step to set up a manual payor source is to create a custom rateset. A rateset is a list
of services, with the minutes per unit and the rate per unit listed for each service. For those of
you who bill payors outside of Medicaid, this can be really useful. This tool allows you to
actively edit amounts receivable for individual services, specifying the amount you would like
billed for each service. Normally a single rateset is created for most manual payor sources,
which matches the "Retail" rates that the organization feels that a service is worth, regardless
of a payor source's contractual price list.

Call us to set up a custom rate set, and with this you can actively edit amounts receivable for
individual services, specifying what amount makes your services think they are paid or not.

Manual Billing
Once the rate set is set up for a payor source, you may then begin billing your manual payors.

Treatment Plans for Manual Payors:

The treatment plan process for manual payors is similar to Medicaid txplans, the
difference is that the electronic steps must be performed manually. Here is a brief summary on
how to complete the process manually:

Please follow the steps found in the Making a Treatment Plan section for completing a txplan.
Once you have brought your Treatment plan to "Submitted" status, you should proceed with
the following steps for Manual payors:
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At the top of the TxPlan tab of the Patient chart, highlight the initial Request.
Click "Preapprove"

This will direct you back to the Request page.

Be sure the Effective and Expires dates fill in correctly. This will be your last chance to
change these dates.

Click "OK" at the bottom of the request.

Click "Save" at the bottom of the txplan tab.

Once your Initial is in "Preapproved" status you need to finalize it.

Highlight the initial Request again at the top of the txplan tab

Click "finalize" button.

Click "Save" at the bottom of the txplan tab.

B wN -

CoONow

Billing Manual Payors

Writing notes for manual payors is identical to writing notes for Electronic Payor:
difference occurs AFTER the note has been approved.

Once the progress note has been approved:

From the Cockpit:

Reports: Claim Detail (hit clear)
Patient: Choose the name of Patient you are billing for.
Status: ANY
Payor: ANY
Click Search
Highlight all Notes that are in Approved status that you want to bill
Click Post
At this point you may highlight each Claim separately, and hit the print button. This will
generate a HCFA-1500 form.
(on the "Choose Background" dialogue box, choose "Black" to print the form all in black
ink, "Red" to print the fields in Red ink and the responses in black ink, and "None" to only
print the responses on a pre-printed HCFA-1500 form)

9. After you have submitted your billing to the payors, highlight all services you have billed
10. Click Bill (this status was designed to be the holding state while you're waiting for a

response from the Payor)

11. You can print HCFA-1500 forms from either "Posted" or "Billed" status. There is a cockpit
line for claims in Posted and Billed statuses.

PN R L=

Once you have received payment from your payor, you must inform Milan of this payment.

To inform Milan of payment

Double-click Billed line in cockpit

Payor: INSURANCE, SELFPAY or NOPAY

Click Search

Highlight each claim separately

Click Paid (enter any applicable data into window) OR
Click Partial (enter any applicable data into window) OR

SOl
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7. Click Denied (enter any applicable data into window)

Paid claim items will have their status changed to Final, while denied and partially paid claim
items will have their status changed to UserWait where you can Rebill the item or Adjust off
the Pending amount. UserWait claim items are handled the same way for all payor sources.
There is a cockpit line available to facilitate this process. For help with the Userwait process,

see the Userwaits section of this document.

A fictitious Remittance Advice will be created every week for manual payor sources.
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UserWaits

UserWaits are items that have been denied payment or partially paid, and are holding up the
rest of the overall claim from moving to Final status. These need special attention from
administrators and/or accounting staff. The frustrating thing about UserWaits is tha
reasons why they were partially paid or denied are often too vague to warrant confident action
on your part. The process for navigating UserWaits is laid out below.

The bottom Cockpit line is for UserWait data. Double-click on it to bring up a report of all
the claim items stalled in UserWait.

Double-click on a claim item, and near the bottom of the pop-up window there is a

Reports pane with one or two lines containing the words Denied or Approved, where
Approved really means partially paid since it, being in UserWait in the first place, means it
wasn't paid in full.

If you double-click on the Denied/Approved line we give you all of the reasons OHCA tells
us it was denied/partially paid. These reasons are usually vague. To get a be
understanding, try looking up the claim on the OHCA website where you will find more
detailed information. Also, there is a helpdesk of sorts you can call to get more specific
answers. The number is 1-800-522-0114. When you call, you will need a number called

the ICN#. You find this number by double-clicking on the claim item and looking at the
bottom right of the window. You will see a column labeled PayorID, and the number in that
column is the ICN#. This will assist the OHCA Helpdesk in finding the claim item in their
system.

Once you have figured out why it stalled, there are two paths to follow. If the claim item
was fully denied, fix the problem and Rebill it by highlighting the claim item and clicking
Rebill. You do not want to write off claim items that were completely denied, as they can
usually be fixed and rebilled.

If your claim was partially paid, most of the time that means that the therapist asked for
more units than the daily limit allows, so they paid for all the units that are allowed, and
none of the extra. Sometimes it is due to a specific error that the claim was partially paid,
but most of the time you will end up writing off the unpaid amount, as painful as it may

be. To do this, you highlight/single-click the claim item and click the Adjust button that
appears at the bottom. It automatically fills in the Write-Off check box, and the Unpaid
amount, so hit OK, and the amount is written off, moving the claim to Final and out of
UserWait.
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New Employees

Each person that writes progress notes needs their own log in, as it is against the law to
access confidential information under another user's identity.

If the new users are going to be writing progress notes, they need to be added as both a
Therapist and a User. Otherwise, they only need to be added as a User. When adding a
Therapist and a User (the same person), add them as a Therapist first. To do this, click on the
Admin drop-down menu at the top of the Milan window and click on New Therapist.

She N Therapit o T — T
Therapist Information
First Mame [Michaz| | Migdie Hame |0z epn | Last Mamea [1ackson |
SSH 222002222 |BirthDate  p5021954 Gender  |Male -
Region iEOCIPER Region 1 * Cliznt Payscale |EOGPER Payscale 1 | =
Effective  [0/01/1800 | ﬂ Expires  [12731/2999 |
Therapist Facilities
: Facility Effectiva Expiras [ Add
COOPER Facility 0000 12r31/9999 >
| Remove
Therapist Payors
' Payor i Effeciive [ Expires Rendering NPI 7IP Code | Taxonamy e
OK MEDICAID [01/041200 [1231/8899 1234567890 80210 | R |
|l R
(4] [ [+]
Therapist Credentials |
' Credential | Defunct Effectiva Expiras | | Add
LPG - Licenzed Professional Gounsslor I L1 1011900 129988 |
Remave
Ok Cancel

The most important thing to see in the New Therapist window is the section at the bottom for
the credentials. Make sure that all of the therapists' credentials are properly added, as missed
ones can cause problems later on for certain services. The second most important thing is
filling out the Therapist Payors field. The NPI, Taxonomy, 9-digit Zip code, and Legacy ID
(therapist's personal provider number) in Milan must match what the OHCA has on file for that
therapist. Fill it out appropriately, click OK, then go back to the Admin drop-down and click on
New User.
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[) JACKSON, MICHAEL |0SEPH

Usear
First Mame |M CHAEL Middle Name JOSEFPH | Last Mame JBCKSON | New Password
User Name  [kingofpep | Phone 202-567-0923 | address1 |
Email ||-:i'|g-:;-l'pr.;|.;@g|||ai|.-;'-::urr| Main Role Admin |'v | Address2 |
City | State Oklahoma |v|£ip |
Effective 01/01/1500 [ETi| Explires FEERVEEEE] |ﬁ ACCESS By Facllity =
Commenls ‘
User Facilities
Farility Effectie Expires | Add
Remowve
User Therapists
Theraplst Effect e Expires Add
Jacksan, Michael 01001,/1500 123159999
Remove
Other User Roles
[ Role I Effective Expires Add
Remove
Ok | Lancel

Fill it out left-to-right, top-to-bottom, paying close attention to the Main Role and Access fields.
These two selections greatly affect what the user will be able to do or not do in Milan. For
example, if you want them to be an Admin, but you or they don't want to see all of the
organization's information in their cockpit, just their facility, you can assign them the Main
Role of an Admin and then under Access select By Facility, as seen in the example above. Then,
under User Facilities, Add the different facilities to which they require access. If you are
adding a therapist it is much easier. Simply add their Main Role as Therapist and their Access
as By Therapist, and then under User Therapists add ONLY their name. Once you've entered
the information, click the New Password button. This creates a temporary password. Then call
the new user, tell them their User Name and their temporary password, and when they log in
they'll be forced to change the password to something different (since not even you are
supposed to know their password).
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Main Roles and Other Roles

The following guide describes the access by main user role. Access is (usually) granted by the

main administrator.
Therapist.

Main Roles include:

Admin, Clerk, Director,

Please note that access can be granted for each user by the following:

By therapist - use

when entering roles for a therapist,

their own patients.

None - this takes

away access to Milan.

By facility - view information for a particular facility or facilities.

Front Desk,

Intern

this will only give them access to

All - gives the ability to view all patients within the practice.

Other user roles may be added at the discretion of the main administrator. Please contact
Milan support for help with the "Other User Roles" panel of the Add/Edit User Window.

Admin - this user has access to the following:

Location Access Notes
. View access to the entire Cockplthe only user with the access to
Cockpit . . : .
including Miscellaneous lines post payroll.
Reports View/Print Access to all reports
Patient View, Edit, Add new
Scans View, Add new
Referrals View, Add new
TxPlans View/Edit, Submit, Add new, Print
Notes View/Edit, Approve, Add new, Print
all notes
Letter ofl; . . The only user with access to
Collaboration View, Add new, Accept Incoming LOCLetter of Collaborations.

Letter of Termination

View, Add new, Print

The only user with access to

Letter of Terminations

DMH Notifications

View

Clerk - this user has access to the following:

Location Access Notes

View access to the entire
Cockpit Cockpit including|Clerks cannot post payroll.

Miscellaneous lines

. . Clerks have access to the top 10 reports on the

Reports View/Print drop down menu, from Patielzlt to NI())te Detail
Patient View, Edit, Add new
Scans View only
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Referrals View only

TxPlans View/Print only
Clerks can edit notes that are in Signed status -

Notes View/Edit, Approve, Prinjthis sequ the note(s) bacl; to Draft. Clerks can

all Notes also Reject notes that are in Approved status.

Clerks cannot add new notes.

Letter ofj

Collaboration No Access

Letter ofj

Termination No Access

DMI._I : View

Notifications

Director - this user has access to the following:

Location Access Notes
Cockpit View access Vi‘ew of Miscellaneous line is limited to the Credentials line.
to the Cockpit|Directors cannot post payroll.
. . Directors have access to the top 11 reports on the dro
Reports View/Print down menu, from Patient to Nol?:e SumFI)nary. ’
Patient View only
Scans View only
Referrals View only
TxPlans View/Print
only
Directors can edit notes that are in Signed status - this
. . action sends the note(s) back to Draft. Directors have view

Notes View/Edit .

only access to notes in Approved status and by def

cannot add new notes.
Letter of]
Collaboration No Access
Letter of]
Ternelination No Access
DMH Notifications [View

Frontdesk - this user has access to the following:

Location Access Notes
Cockpit View access to theView of Miscgllaneous section is limited to the
Cockpit Credentials line.

Reports No Access

Patient View/Edit, Add new

Scans No Access

Referrals No Access

TxPlans No Access

Notes No Access

Letter of Collaboration [No Access
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Letter of Termination

No Access

DMH Notifications

No Access

Intern - this user has access to the following:

Location Access Notes
Cockpit View access toView of Mi'scellaneous section is limited to the
the Cockpit Credentials line.
Interns have access to the top 9 reports on the drop
Reports View/Print down menu, from Patient to Note Detail (excludes the
NoteBarCode report)
Patient View only
Scans No Access
Referrals View only
TxPlans View/Print only
. . Interns can edit notes that are in Signed status - this
Notes View/Edit sends the note(s) back to Draft. 0
Letters of]
Collaboration No Access
Letters of]
Termination No Access
DMH Notifications |View
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Therapist - this user has access to the following:

Location Access Notes
Cockpit View access to th¥iew of Mi.scellaneous section is limited to the
Cockpit Credentials line.
Therapists have access to the following reports:
. : Patient, PatientAging, Eligibility, CDC, Prior Auth
Reports View/Print AuthDetail, gut%SumIgary, i NoteDoubleBill,
NoteDetail, Payroll, PayrollDetail
Patient View only
Scans View only
Referrals View, Add new
Add new, Complete,
TxPlans Edit p
Add new, Sign, Edit,
Notes Print their own
notes only
Letter ofj
Collaboration No Access
Letter of|Print an LOT that is
Termination already in Final
DM.H : View
Notifications

Other User Roles

Other user roles may be added at the discretion of the main administrator. These roles can be
found in the “Other User Roles” panel of the Add/Edit User window. Please contact Milan
support for help with these roles:

* VIEWONLY - makes a user unable to add or modify any information

* BILLING - allows the user access to financial reports and information

* NOTEAUTO - automatically approves progress notes entered by the user that do not get
rejected by the system

* NOTECLONE - enables a clone button that allows the user to create a new progress note
based on an existing progress note for the same patient

* NOTEEDIT - enables the user to create/edit/delete unsigned progress notes

* NOUSEREDIT - removes the ability for an administrator to add or modify other users (you
must call us for this permission).

* PATIENTEDIT - grants Therapists and Clerks the ability to edit basic information on the
Patient tab of their clients' charts.

* PAEDIT - allows the user to create prior authorizations and take them to Completed status

* PAQA - allows the user to submit and finalize prior authorizations.

The system is very configurable, and looks and behaves differently to a great degree based on
the providers' wishes. Each user of the system is assigned certain roles and permissions that
further determine how the system looks and behaves for them. Every user should be assigned
to only one main role. As many additional permissions can be assigned to each role as desired.
Permissions are a la carte roles. For instance, you can have a user with the main role of
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CLERK, and if you want them to be able to finalize prior authorizations (not the best idea), you
can assign them the PAQA permission.
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Posting Payroll

Payroll and timesheets are customizable to fit your organization's needs.

1-866-773-3867.

Call us ¢

When therapists enter notes, they fall into a virtual bucket until they are entered into payroll.
Posting payroll, or timesheets, is the way they are tallied and pay is calculated. Later, you and
your therapists can view all postings if needed.

When you "Post Payroll," Milan gathers all the notes that haven't been on a timesheet and/or
notes that have been on one before but have gone through a timesheet-affecting change. Some
examples of this are billing with an incorrect number of units, revising it, and billing it again,
or if a claim denies and is rebilled.

-

B Post Payroll E
Provider h
End Date | | Iﬁl
Therapist | Region | Payscale Last End Date
Payscale (5., [10/2 172009 -
FPayscale (5., [10/2 172009
FPayscale (5., [10/2 172009
FPayscale (5., [10/2 172009
FPayscale (5., [10/2 172009
Payscale (5., [10/2 172009
Payscale (5., [10/2 172009 L
FPayscale (5., [10/2 172009
FPayscale (5., [10/2 172009
Payscale (5., [10/2 172009
| Payscale (5., |10/21/2009
| Payscale (5., |10/21/2009
FPayscale (5., [10/2 172009 —
FPayscale (5., [10/2 172009
Payscale (5., [10/2 172009
Payscale (5. |10/21/2009
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
Payscale (5. |10/21/2000
| Payscale (5..|10/21,2000 =
Payroll Close

Here is how you post payroll:

Click on Post Payroll

* Ignore work days

Go to the upper-left corner to the Actions drop-down menu

Put in an end date (customizable as far as what this means)

-,
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* Select one or more therapists
* Click the Timesheet/Payroll button

Now all your timesheets are displayed and ready to print out. You can come back later and look
at them using the Payroll report.

Payroll Report

The payroll report is there for you to view all timesheets/payrolls you have posted. You as
administrators can edit certain things. You can add notes to a timesheet, you can adjust
services that are there, or you can add extra entries (like paid time off) that don't tie to any
notes. For things like that or just supervisory purposes there is a history button that shows you
the edits that have been made.

There is also the PayrollDetail report for further examination.
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Editing Payroll

Pull down the Reports menu and click on Payroll. Select the therapist and click Search. Single-
click the timesheet you're looking for and you can view it and its history, or you can edit it, or
repost it after editing it, all using the buttons at the bottom of the window. Let's focus on the
Edit button.

When you click the Edit button, it will bring up a window showing all of the sessions and
services performed for that selected payroll period. If you select one and click the Service
Adjustment button on the bottom of the window, you can edit the totals of units, mileage,
amounts (what this means is customizable for you) and hours. If you want to increase or
decrease the totals of any of these you put in positive or negative (-) numbers respectively into
the red text boxes and a new adjustment line is created with the numbers you put in, where
positive numbers bring totals up and negative ones bring the totals down.

If you click the Add Extra Entry button instead of Service Adjustment it will let you do just
that, if, for example, you wanted to put in a new note's services, or if you wanted to add
something in there that doesn't tie to notes or anything, like paid time off, or paying a therapist
back for letting you borrow $15 at lunch. You put in a Description, Quantity (how many...), of
Units(...of what?) and the Amount of whatever that it comes to (usually dollars). I know it
seems contradictory to put in Mary Kay Payment, 80, Dollars, and then 80 again, but the
"Amount" field is what generates the pay for that person on the payroll.
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Payroll Options

Some payroll options can be edited by accessing the Admin drop-down menu and selecting
Edit Payscale Rates. Using this you can customize a lot of payroll, but we strongly recommend
that you call us first.

Here are the different customizations and a short description of each:
Q: When do you want to pay the therapist for providing a service?

A: You can pick a "trigger" for crediting the note to the therapist. The possible status triggers
(or attributions) are:

Signed

Approved

Billed

Promised (for Medicaid and DMH payors)
Paid

Q: Who can post payroll?

A: By default only admins have this permission, or any user with the BILLING role.

Q: What does the Post Payroll End Date mean?

A: The end date is the latest date through which billing (progress notes) must be triggered to
go on the timesheets.

Q: Do you want a "Timesheet" button (timesheets order the details by service date), a "Payroll"
button (payrolls order the details by payor and service)?

Q: What do you want to show up on the timesheet? (all optional)

Duration
Units

Mileage
Facility

* Patient name
Signature line
$ Amount

A: To setup and/or change any of this, call us at 1-866-773-3867.
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