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1. System Requirements.

Hardware and Software Requirements
Mobile Device Management Requirements

The Mobile Caregiver+ software application is a web based SAAS solution that is
supported on the current and two most recent versions of the most popular web

browser platforms, as long as the developer continues to provide support such that the
platforms meet EVV security requirements.

Mobile Caregiver+ Provider Portal User Guide
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1.1. Hardware and Software Requirements

The Mobile Caregiver+ (MCG+) mobile application is supported on mobile devices
running iOS and Android operating systems; the Mobile Caregiver+ Claim Console and
the Mobile Caregiver+ Provider Portal are web-based applications that are supported on
common Internet browsers, such as Edge, Chrome, Firefox, etc.

Mobile Caregiver+ software applications are supported on the current and two most
recent versions of the following software platforms, as long as the developer continues
to provide support to ensure that the application meets EVV security requirements.

EVV Hardware and Software Requirements

Supported PC Operating o Windows OS (32 or 64 bit).
Systems
Supported Mobile Operating| © 105
Systems o Android.
Supported PC & Mac o Microsoft Edge.
Browsers o Google. ‘

o Apple Safari.

o Motzilla Firefox.
Supported Mobile Browsers | © Google Chrome.

o Apple Safari .

Form Factor: Tablet or Smart Phone.
Operating System: Android or iOS (see above.)
Bluetooth required: No.

GPS required: Yes.

Voice support required: No.

Min memory of phone: No minimum.

Min storage of phone: 50 MB.

Mobile Device Requirements

O 00 O0OOOO

Mobile Caregiver+ Provider Portal User Guide
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1.2. Mobile Device Management Requirements

If the Mobile Caregiver+ app is going to work with a mobile device management (MDM)
solution, the MDM solution must be configured to allow access to the app.

Note: If listed as Optional below, EVV will still be possible. If listed as required, EVV will
not function effectively without the privilege. Cellular data or Wi-Fi data is required, but
a User does not need both.

Camera

Face ID
(when available)

Fingerprint ID
(when available)

Location Services

Photo Library

Mobile Data

Wi-Fi Data

File Storage

Required/Optional

Optional

Optional

Optional

Required

Optional

Required (unless User
accesses internet only via Wi-
Fi network)

Required (unless User
accesses internet only mobile
network)

Required

Mobile Caregiver+ Provider Portal User Guide

Reason

For User to take avatar picture.

For biometric app login.

For biometric app login.

For geo-location of visit check-in /
check-out.

To allow User to select avatar picture.

For internet access.

For internet access.

For local encrypted storage of working
data.

>
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2. Overview

Terminology

Acronyms

Commonly Used Icons and Controls

Configuring Time Entries using the Clock Icon
Configuring Date entries using the Calendar Icon

On December 13, 2016, the 21st Century Cures Act was signed into law. Section
12006(a) of the bill directs states to require the use of an EVV (Electronic Visit
Verification) system for Medicaid-provided personal care services and home health
services.

The technology required by the 21st Century Cures Act for personal and home health
care must be able to electronically record:

Date of service.

Time the service begins and ends.

Location where the service starts and ends.
Type of service that is rendered.

Name of the individual providing the service.

Name of the individual receiving the service

Providers can use the Mobile Caregiver+ Provider Portal and mobile application to
electronically schedule visits and record service data required by the 215t Century Cures

Act.

Mobile Caregiver+ Provider Portal User Guide
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2.1. Terminology

The following terms are used throughout the application and this User Guide:

Provider Administrator (Admin): A Mobile Caregiver+ User role that grants a
User full access to all available features and functions of the Provider’s Mobile
Caregiver+ Provider Portal. The Fiscal Agent and Fiscal Intermediary roles also
grant Users the same access privileges as an Administrator. Users assigned the
role of Provider Admin, Fiscal Agent, or Fiscal Intermediary will have access to
data for all Users and Recipients that are enrolled in a common Provider Agency.
Depending on the Payer and Program, Provider Admins may have access rights to
Manage some, or all, objects in an agency’s Provider Portal.

Note: Multiple User roles can be assigned to a single User account. For example, if
a User works in an office as a Provider Admin and assists in providing coverage for
Caregivers, the User must be assigned both the Provider Admin Role and the
Caregiver Role.

Billing: A Mobile Caregiver+ User role that grants a User limited access to the
claims processing features and functions of an agency’s Mobile Caregiver+
Provider Portal. The Biller Role can be assigned to contractors to allow them to
effectively process claims, while limiting access to other confidential data.

Caregiver: A limited Mobile Caregiver+ User Role that allows Users to install and
login to the Mobile Caregiver+ app to complete scheduled visits. The Caregiver
User role is usually assigned to the following: Live-in Service Providers, Rendering
Providers, Billing Providers, Home Health Aides, Adult Daycare Providers,
Providers, Community Mental Health Providers, Agency Providers, PDS
Employees, Independent Providers, Service Providers, Participant-Directed
Service Providers, Personal Care Providers, Group Home Providers, Direct Care
Workers, Direct Service Providers, Non-Agency Providers, Self-Directed.
Healthcare Common Procedure Coding System (HCPCS): HCPCS is a standardized
healthcare coding system that is used primarily to identify services provided, also
known as Service Description, Billing Codes, Procedure Codes, and Codes.
Service Code: A code, which can be a combination of letters and numbers, which
represents a healthcare service conducted (see also HCPCS codes). Payers assign
Service Codes to represent billable healthcare.

Modifier: Supplement to the HCPCS Codes/Service Codes) A two-character code
that can be added to standard HCPCS codes to provide additional details about a

Mobile Caregiver+ Provider Portal User Guide
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service (when applicable) provided by a Caregiver; modifiers can be used to
identify non-standard services, such as group therapy. Not all Service Codes have
modifiers.

Agency: A business that is established and which employs individuals to render
care, e.g., a traditional Home Health Agency, a Fiscal Management Agency (FMA),
a Provider Agency, or a Billing Provider.

Payer: The health Plan or organization that provides payment to the Caregiver or
Agency for services provided to Recipients by Caregivers.

Prior Authorization/Service Authorization: A method through which health Plans
authorize care for a Recipient for a specified period, for a specified unit (time
increment for a Service Code), or for a specified number of visits.

Recipient: An individual receiving services or care is also known as a Client,
Participant, Individual, Family Member (child, parent, spouse, etc.), PDS
Employer, or Beneficiary.

Schedule: A Plan for rendering services, which includes pre-planned visits. Visits
can be planned/scheduled by Administrators for Caregivers to provide services to
Recipients. In some environments, Caregivers may be responsible for scheduling
visits.

Visit: A scheduled date, time, and place for a Caregiver to provide services to a
Recipient.

Note: The screenshots included in this user guide display mock data and do not
include any PHI.

Mobile Caregiver+ Provider Portal User Guide
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2.2. Acronyms

Acronym Definition

EVV Electronic Visit Verification.

HIPAA Health Insurance Portability and Accountability Act.
HCPCS Healthcare Common Procedure Coding System.
LTC Long-Term Care.

PA Prior Authorization / Approval.

SA Service Authorization / Approval.

MCG+ Mobile Caregiver+

Mobile Caregiver+ Provider Portal User Guide
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2.3.  Commonly Used Icons and Controls

Conventional Icons Used in this Document:

Icon  Description

expand the menu to see the full list of options; click it again to collapse the menu so
that only icons display.

E Main Menu: Click the Main Menu icon, sometimes called the “hamburger icon,” to

View Only: Indicates that an object is read-only; Users cannot or have limited
capability to modify the object’s properties or settings.

/« Edit: Indicates an object is editable. Users can modify the object’s properties or
settings.

Actions: Click the Actions icon to view a list of available submenu options
(shortcuts).

Search: Allows Users to perform Keyword searches. Click on the Search icon to open
a search field.

Reload: Refreshes the active screen or sub-screen with the most current EVV data.
Some screens have multiple Reload icons, which are used to refresh individual
C subsections.

Refresh times for the Dashboard, Users, and Schedule can be set using the Settings
option.

Clock: Allows Users to enter and/or edit values in time data fields. Click the Clock
@ icon to enter or edit field values. See Confiquring Time Entries using the Clock
Icon for detailed instructions on setting time using this icon.

Mobile Caregiver+ Provider Portal User Guide
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2.4. Configuring Time Entries using the Clock Icon

Fields that require a time entry have a clock icon to the right of the field label.

1. Click the clock icon, ®, to open the Set time dialog box.

09 : 55 AM

Cancel 0K

2. Use the up and down arrows to enter/set the time.
3. Click AM or PM to toggle between morning and afternoon.

4. Click OK to complete the entry and close the Set time dialog box.

Mobile Caregiver+ Provider Portal User Guide
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2.5. Configuring Date entries using the Calendar Icon

Fields that require a date entry have a calendar icon to the right of them.

1. Click the calendar icon, ¥, to open the edit Calendar dialog box; it defaults to the
current year, month, and day.

Select Date And Time 5 05/05/2020 ) 11:00 AM

MAY 2020 ~ < >

12

Select Visit Recurrence - 3 4 ° ¢ 7 & 9
0 M 12 13 14 15 16

17 18 19 20 21 2 23

24 25 26 271 28 29 30

2. To change the year, click the current month and year to display a list of years.

me

20162039 4 < > hutes
2016 2017 2018 2019
| L
@‘ 2021 2022 2023
N

Select Visit Recurrence
2024 2025 2026 2027

2028 2029 2030 2031

2032 2033 2034 2035

2036 2037 2038 2039

3. Click on the year you want to select. You may have to use the left or right scroll
arrows to navigate to the correct year.

10

Mobile Caregiver+ Provider Portal User Guide
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Select Date And Time 5 Choose start date * Choose Start Time
08/21/2021 o) 5:35PM
ration minutes *
2025 - < >
2025 L
Select Visit Recurrence | 6 JAN FEB MAR APR
MAY JUN JUuL AUG peat Every
SEP oCcT NOV DEC
ter occurrences
oose end date
}/21/2021
4. Click on the month to select it.
Choose Start Date * Choose Start Time *
Select Date And Time 05/05/2020 (] 11:00 AM
[ 5
MAY 2020 ~ < > hutes *
- MAY 1 2 -
Select Visit Recurrence 6 3 4 @ 6 7 & 9
» 10 1 12 13 14 15 16
17 188 19 20 21 2 23
24 25 26 271 28 29 30
31
5. Click on a date to select it.
11

Mobile Caregiver+ Provider Portal User Guide
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3. Getting Started

Registering your Provider Account

Entering Provider Demographic Details and Designated Provide Amin Email
Address

Post-Registration

First Time Logging in to the Mobile Caregiver+ Provider Portal

Mobile Caregiver+ Designated Provider Admin User Account

Mobile Caregiver+ User Account Access Rights

Logging In

Resetting Forgotten Password

Logging Out

12

Mobile Caregiver+ Provider Portal User Guide
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3.1. Registering your Mobile Caregiver Provider Account

In order to use the Mobile Caregiver+ Provider Portal, all Provider Agencies must
register their accounts with Netsmart; all Users must have registered Mobile Caregiver+
User accounts to log in to the Mobile Caregiver+ Provider Portal.

To register your Provider Agency:

1. Open your Internet browser and navigate to the website
mobilecaregiverplus.com.

2. Either click on the state you work in on the map or scroll down and click on the
tile for your Payer.

TRAINING AND IMPORTANT LINKS

Heaﬂhkeepers Ptla-;}markma

Plus Virginia Wholecare

VIEW PAGE VIEW PAGE

13

Mobile Caregiver+ Provider Portal User Guide
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3. Locate and click on the Registration tab.

& Mobile Caregiver+" RESOURCES -

OVERVI REGISTRATION

YOUR PAYER'S MOBILE
CAREGIVER + WEB PAGE

Caregiver+ to launch electronic visit verification (EVV) in 2020 . Mobile
Caregiver+ is a national EVV company that has successfully launched EVV with
multiple states, managed care organizations, and thousands of providers. NTST

has implemented EVV for their Home Health program

How Do | Register For Mobile Caregiver+ EVV For  installing Mobile Caregiver+
AHCA Home Health? Access the links below for information on how to remove the Tellus eVV app

- " . " ’ " . and install the new Mobile Caregiver+ app.
Billing providers are required to register online to gain access to the Mobile ! 9! PP

Caregiver+ system. Click REGISTER to begin £pple Insitichons

Android instructions

The NTS EVV System may allow the use of EVV third-party integration for
Does EVV Apply To Me? apprIved systems. Third-party integration means that home health providers

ho h EW t ti t it t t d d EVV

Click here to see the list of waivers and services in scope for EVV. whosradn systefly May contilo 10056 1D captis anc sen

data to the EVV Claims system for billing. Providers who are interested in

EVV third-party integration should contact the NTS EVV Customer Support
How Do | Get Signed Up For Training? Line toll-free at (1-833.2422-389) or via email: |

. . . . . . . ahcaevv@mcbilecareaiverplus com
Provider Admins can register on the mobilecaregiverplus.com/training site for
. For more information, visit mobilecaregiverplus.com/training
provider admin portal training

The training materials will cover functionalities of the NTS EVV system
including T Why EVV?
« How to schedule services using the NTS EVV Dashboard

 Checking in and out using the NTS IEVV Smart Phone Mobile
T 21st Century Cures Act which requires states to implement EVV for Medicaid-

The use of EVV is a Federal Law! In December 2016, Congress enacted the

Application

financed Personal Care Services and Home Health Care Services
« Billing for services rendered using NTS EVV Claims Portal ' ! et i IS

T

4. Enter your billing Provider account information in the Self-Registration form.
Depending on the Payer and state you work in, you will need the following
information to self-register your agency:

Provider Tax ID #* U Billing Provider Tax ID#
U Provide Medicaid ID

Provider ID # L CLS/PSS Provider ID#*
L Payer Provider ID#

Zip #* U Payer Provider ID#*

14
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g Mobile Caregiver+"

Mobile Caregiver+ Self-Registration

Getting Started: Self-

Registering System

Admin Guide

PAYER EVV Self-Registration

For self-registration, please fill out the form below.

Provider Tax ID ?f Add Provider Tax ID #* mp| O Billing Provider Tax IDA*

O Provide Medicaid ID
Provider ID# | Add Provider Medicaid ID #* =) O CLS/PSS Provider ID#*
O Payer Provider ID#*

Zip#t* Add Zip #* | O Payer Provider ID#*

| I'm not a robot e

reCAPTCHA
Frivacy - Temms.

Submit

5. Clickin the “I’'m not a robot” CAPTCHA box.
6. Click the blue Submit command to verify your billing Provider account:

Warning: For Provider Agencies that have already been registered, the system
will display the error message, “cannot self-register Provider as it already has at
least one admin created.” Please tcontact Contact the Client Support Team for
further assistance.

Add Provider Tax ID# *
Provider Tax ID #* 987654321 d

Add National Provider Identifier (NP1) #
National Provider Identifier 1234567890

Add Zip#*

Zip#* 12345

\/I‘mnotarobot e

reCAPTCHA
Privacy - Terms

Can not self-register provider as it already has at least one admin created

15
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3.2. Entering Provider Demographic Details and Designated Provider Amin
Email Address

1. Enter your agency’s information in the Provider data form.

Note: The email address that is entered in the field labeled Admin Email will be
used for the Designated Provider Admin account. Login credentials will be sent to
the Designated Provider Admin via this email address.

2. Click the blue command button labeled Submit.

Provider Name @ GeorgiesNDHHProvider

Provider Short Name | Georgies Enter your agency’s
Active information:
Default Time Zone
e Name
Address Line 1 | 1671 Woodbridge Lakes Circle ° AddreSS
Address Line 2 ® Clty
West Palm Beach y State
Cit 'est Palm Beacl .
v e Zp
State | Nebraska e Designated Provider

Admin Email Address

Zip# 33406

*Admin Email | Add Admin Email *

Submit

3. Registrants will be directed to the Mobilecaregiverplus.com website and receive
a success message for registration.

v Mobile Caregiver+" RESOURCES

THANK YOU

Thank You For Registering

Aconfirmation email has been sent to you

Please check your inbox and spam folders for the confirmation email, sent from Mobile Caregiver+ (noreply@mobilecaregiverplus.com).

@ OPEN SUPPORT TICKET

16
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4. Two emails will be sent from the email address “no-reply@ntst.com” to the
Designated Provider Admin’s email address that was entered in the Provider
Information form. One email will contain the Designated Provider Admin’s User
ID and the other will contain the Password. You will have 36 hours to activate the
invitation by logging in to your Provider Portal. The invitation will expire after 36
hours.

5. If you do not see the email invitation, check your Spam or Junk email. Please
follow the instructions provided in that email to complete your registration and
access the application.

17
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3.3. Post-Registration

After successfully registering, you will be able to log in to the Provider Portal by clicking
the following link: mobilecaregiverplus.com.

Alternate Path — Registrants may exit out of the Self-Registration at any time, resulting
in no registration and the inability to log in to the Provider Portal.

If a registrant enters invalid or incorrect data in one or more of the given fields, resulting

in an error message when selecting "Submit," the registrant must correct this error or
contact the Netsmart Client Support Team at 833-483-5587.

18
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3.4. First Time Logging in to the Mobile Caregiver+ Provider Portal

The Mobile Caregiver+ Claims Console is a web-based application. Providers can access
the Mobile Caregiver+ Claims Console using the most common Internet browsers, i.e.,
Chrome, Edge, Firefox, etc.

Open your web browser. The best practice recommendation is for Providers to use
Google Chrome.

1. Type mobilecaregiverplus.com in the address bar of your Internet browser and
press the Enter key.

2. Click the orange EVV LOGIN command located in the upper right corner of the
screen.

V Mobile Caregiver+" RESOURCES -

RESOURCES

TRAINING AND IMPORTANT LINKS

Training Kentucky Nebraska
Webinars CHFS DHHS
@ VIEW WEBINARS VIEW PAGE VIEW PAGE

3. Enter your Mobile Caregiver+ User ID and Password.

g Mobile Caregiver+

Warning! This application provides access to HIPAA Protected Health
Information (PHI). Unauthorized access to or improper use of PHI may
subject you to criminal prosecution and/or civil penalties.

Username *
TestUser

Forgot Password Forgot Username
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4. Click Login.

Users logging in for the first time with temporary passwords will be prompted to
create new passwords.

5. If prompted to change your temporary password, enter your Mobile Caregiver+
User ID, the temporary password, a new permanent password, and then re-enter
the new password.

9 Mobile Caregiver+

Use this screen to change your password. Enter your current password and then
your new password twice

Enter usemame *
tuser 1

~
Enter current password * fZ >

A\

Enter new password * @
Confirm new password * @

Change Password

6. Click the blue Change Password command.
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3.5. Mobile Caregiver+ Designated Provider Admin User Accounts

All Users must have registered Mobile Caregiver+ User accounts to log in to the Mobile
Caregiver+ Provider Portal.

Each agency must designate at least one Provider Administrator (Provider Admin) during
the registration process. Depending on the Payer and the Program, Provider Admins
may be responsible for one or more of the following:

e Creating and Managing Mobile Caregiver+ User Accounts.

e Creating and Managing Mobile Caregiver+ Recipient Accounts.

e Task management for billable services.

e Scheduling, monitoring, and management of visits.

e Running reports.
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3.6. Mobile Caregiver+ User Account Access Rights

Mobile Caregiver+ User access rights are based on the role(s) assigned to User accounts;
multiple roles can be assigned to a single User Account. For example, assigning a User
the Provider Admin Role will grant the User access rights to view all PHI data, including,
but not limited to, Recipients, Caregivers, and Provider Agency data.

A best practice recommendation is that Users be assigned roles that grant them the
minimum access rights needed for their job role. For example, it is recommended that
Providers who outsource billing to third parties assign those Users the Billing role; the
Billing role grants Users limited access rights to EVV resources necessary for claims
processing.

While Multiple roles can be assigned to a single account, Users should only have one
MCG+ account. For example, if a User works in the Office as an Administrator and assists
in providing coverage for Caregivers, the User will have to be assigned both the Provider
Administrator role and the Caregiver role.

User Role Description: Rights and Permissions

Provider Admin Users that are assigned the role of Provider Admin will have access
rights to features and functions of their agency’s Mobile Caregiver+
Provider Portal.

***Users that are assigned the role of Provider Admin will have access
to all PHI data in a Provider Agency.***

Billing Users that are assigned the role of Billing will have limited access
rights to their agency’s Mobile Caregiver+ Provider Portal; the access
rights granted to Users assigned the role of Billing will be limited to
the features and functions required for claims processing, i.e., to view
the Visits List, Work List items, Claim Review items, Prior
Authorizations, and to process claims.

Caregiver Users that are assigned the role of Caregiver will have limited access
rights to log in to the Mobile Caregiver+ app and complete visits
(record rendered services).

Caregivers will only have access to PHI data for Recipients that have
been assigned to them. To assign a Recipient to a Caregiver, a Provider
Admins must schedule an initial visit with the Recipient and the
Caregiver from the Provider Portal.
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3.7. LoggingIn

Note: Be sure pop-up blockers are turned off before logging in to the Mobile Caregiver+
Provider Portal.

You can access the Mobile Caregiver+ Provider Portal with most common web browsers.

1. Type mobilecaregiverplus.com in the address bar of your browser.

V Mobile Caregiver+" RESOURCES

RESOURCES

TRAINING AND IMPORTANT LINKS

Visit this page for links to all your client resources, including training webinars, user guides, and state-specific information.

Training Georgia Kentucky Nebraska
Webinars DCH CHFS DHHS
@ VIEW WEBINARS VIEW PAGE VIEW PAGE VIEW PAGE

2. Click EVV LOGIN in the upper right-hand corner to display the Mobile Caregiver+
Provider Portal Login dialog box.

3. Enter your Username and Password.

g Mobile Caregiver+

Warning! This application provides access to HIPAA Protected Health
Information (PHI). Unauthorized access to or improper use of PHI may
subject you to criminal prosecution and/or civil penalties.

Usermname *

TestUser
Passwor d*
Forgot Password Forgot Username

4. Click Login.
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3.7.1. Resetting Forgotten Password

Users can reset forgotten passwords via the Mobile Caregiver+ Provider Portal web-
based application.

To reset your User ID:
i. From the Mobile Caregiver+ login screen, click Forgot Password.

Note: If you do not remember your User ID, click Forgot Username.

9 Mobile Caregiver+

Warning! This application provides access to HIPAA Protected Health
Information (PHI). Unauthorized access to or improper use of PHI may
subject you to criminal prosecution and/or civil penalties.

Username *
TestUser

Eorgot Password Eorgot Username

P

ii. Enter your Username, email address, or phone number listed in your Mobile
Caregiver+ User Profile.

g Mobile Caregiver+

Enter username, email or phone number *

Login

iii. Click Reset Password.

Note: If you enter a cell-phone number, the system will send a temporary
password via a SMS text message. If you enter an email address, the system
will send a temporary password via email. If you do not find the email in your
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inbox, check your junk and spam folders for the email from the Mobile
Caregiver+ System.

iv. From the login screen, log in with your temporary password.

9 Mobile Caregiver+

Warning! This application provides access to HIPAA Protected Health
Information (PHI). Unauthorized access to or improper use of PHI may
subject you to criminal prosecution and/or civil penalties.

Username *

TestUser

Password *

Eorgot Password Forgot Username

Note: You will be prompted to change your password.

Enter your Mobile Caregiver+ User ID, the temporary password, a new
permanent password, then re-enter the new password.

9’ Mobile Caregiver+

Use this screen to change your password. Enter your current password and then
your new password twice

Enter usemame *

tuser

Enter current password * @

Enter new password * @

Confirm new password *

Change Password

v. Click Change Password.
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3.8. Logging Out

If you are not actively using the system, it is best practice recommendation to log out.
Logging out helps to ensure the security and protection of your organization’s
information, as well as the information of your Recipients and Caregivers. The system

will automatically logout the active User after 30 minutes of inactivity.

There are two ways to log out of the Mobile Caregiver+ Provider Portal:

e From the Main Menu, click Logout.
Or

e Click on your name in the upper right corner of the screen, then click Logout.

& Mobile Caregiver+ S———— —
@ MyProfie
@ 5] Logout
Scheduk
- . Visit Status on 05/25/2023 - 05/25/2023 ,
= Visits
]

THIS WEEK LAST WEEK 2 WEEKS AGO

= Work List
© Claim Review

() Prior Authorizations

'  Reports
&  Users
Weekly Visits on 05/21/2023 - 05/27/2023 Viewas: Chart Table
22 Recipients
B Provider LAST WEEK 2 WEEKS AGO ]
(3] Training %
£ setiings -
? Pr—
2 wod ) @ T ——
Privacy Policy Copvriaht ® 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use
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4. Layout and Navigation

Navigation Bar
Main Menu
Main Window

The Mobile Caregiver+ Provider Portal is made up of three sections:

e The Navigation Bar
e The Main Menu
e The Main Window

I DEShbDard

B schedule Visit Status on 08/02/2021 - 08/02/2021

= Visits
THIS WEEK LAST WEEK 2 Wi 0 c

m Prior Authorizations

22 Recipients

0

&% Users

COMPLETED, LATE

A Reports
e
[3] Training .
Weekly Visits on 08/01/20248 - /21 Viewas: Chart Table
£ settings
LAST WEEK EKS s, c
5] Logout

NUSIAN UlEA

Legend
10 B isced
B Mot Started
1
P !

Privacy Policy Copyright @ 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use
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4.1. Navigation Bar

The Navigation Bar allows Users to view and configure application settings such as:

Navigation Bar

°El

Username Displays the first and last name of the active User. Users can click on

() E] the active User’s name to access the My Profile option, where they can
update their Mobile Caregiver+ User profiles or Log Out of the Mobile
Caregiver+ Portal.

User Role Displays the assigned User role(s) of the active User; the system will

display “Case Manager” if a Case Manager is logged into the Mobile
Caregiver+ Portal.

Agency Name

‘M

Displays the name of the active agency/location. A white drop-down list
arrow indicates that the active User’s account is linked to more than
one agency. Users can click on the active agency to switch locations.

Active Language

Displays and allows Users to select the active display language for the
application.

Main Menu Button

The Main Menu button allows Users to expand and collapse the Main
Menu. The Main Menu will display submenu option labels when
expanded.
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4.2. Main Menu

The Main Menu, located on the left side of the screen, provides access to all of the
features and functions of a Mobile Caregiver+ Provider Portal. User access to sub-menu
options, as well as application features and functions, will vary based on the assigned
role(s).

Note: Provider Admins have access rights to all menu options. Users assigned the
“Billing” role will have restricted access to the Claims Console menu options, i.e., Visits,
Work Lists, Claim Review, and Prior Authorizations.

The Main Menu icon, B, appears on the top left side of the Mobile Caregiver+ Claims
Console. Click the Main Menu icon, sometimes called the “hamburger” icon, to expand
the menu and see a description of all options. Click it again to collapse the Main Menu
so that only the icons are visible.

S Engich  LeawoodAgency ¥ Bl Provides v () Brat Phillips

Dashboard

Visit Status on 06/25/2021 - 0612512021 Inbox Qa = & c

I8 >

THIS WEEK LAST WEEK 2WEEKSAGD c From Bradiey Caregiver

To. Brad Phillips
0
msszD ipgocress.

Weekly Visits on 06/20/2021 - 06/26/2021 View 3z Chan  Table

1 have complsted all of my visits fo the day

Srovider LAST WEEK 2 WEEKS AGO &

Fmacy Policy Copyngnt s 2021 Netsmart Technologles. Inc. All ngn's reserven Terms of Use

The available Main Menu options for the Provider Portal are listed in the table below:

Main Menu Option Description

Dashboard Displays real-time and near-real-time EVV analytic data for scheduled

BE Dashboard visits.

Schedule Displays a calendar chart, which depicts all scheduled visits in a

= Schedule Provider’s Mobile Caregiver+ Portal. Providers can customize the
calendar, review scheduled visits, and add new visits to the Provider
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Main Menu Option Description

Portal. The Schedule menu option allows Providers to view existing
schedules, check for availability, and add new visits.

Visits List Display all scheduled visits in a Provider’s Mobile Caregiver+ Portal. The

Visits menu option can be used to search for and manage visits.

The system will display all completed visits that have been completed
using Mobile Caregiver+ as well as all visits sent from Alternate EVV

Systems.
Work List Displays service records available to be processed and released for
= Work List claim submission. The Work List menu option can be used to locate,

review, remediate, and release services for claim submission.

Claim Review Displays a list chart that depicts status and remittance data for all
service records that have been released from the Work List. Providers
will use the Claim Review menu option to obtain status and remittance
data for released service records, as well as adjust, void, and add Third
Party Liability, (EOB) entries for Paid, and Partially Paid claims.

o Claim Review

Prior Authorizations [Displays a list chart that depicts Prior Authorizations that have been
added to a Provider's Mobile Caregiver+ Portal. Providers can use the
Prior Authorization menu function to locate and review Prior
Authorizations in their Provider EVV Portals. Depending on the Payer
and Program, some Providers may be able to add and/or edit Prior
Authorizations in their Provider Portals.

m Prior Authorizations

Reports Displays a list of EVV Analytic Reports available in the Mobile

A Reports Caregiver+ Provider Portal. Providers can use the Reports Menu
Function to select, configure, run, and export reports from their Mobile
Caregiver+ Portals.

Users Allows Providers to locate, add, edit, and manage Users in their Mobile

2% Users Caregiver+ Portals. Depending on the Payer and Program. Providers
may have full or limited capability to manage User settings/properties
in their Provider Portal.
Allows Providers to locate, add, edit, and manage Recipients in their

298 Recipients Mobile Caregiver+ Portals. Depending on the Payer and Program,

Providers may have full or limited capability to manage Recipient
setting/properties in their Provider Portals.
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Provider Displays Provider Agency Settings; Depending on the Payer, some

B Provider Providers may have access rights to edit their agency details, enter
custom negotiated rates, and exercise other administrative rights.

Training Displays a hyperlink that Providers can click on to access the MCG+

(3] Training Training Resources, including, but not limited to, signing up for
webinars, user guides, video tutorials, etc.

Settings The Settings menu option allows Providers to configure how often the

£  Settings system automatically refreshers data displayed on the Dashboard,
Users, and Schedule screens. Providers can enter the amount of time
the system will wait before refreshing, updating data on the respective
screens.

Logout
Logs you out of the Mobile Caregiver+ Provider Portal.

2] Logout
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4.3, Main Window

The Main Window, the largest pane located on the right side of the screen, is the
workspace in which Users will interact with the application. The Main Window is used
for inputting data and reviewing outputted data.

& Mobile Caregiver+ =—=English  SunshineCare(FL) v  Bll|Provider v @ Test User v
B schedule Visit Status on 08/02/2021 - 08/0 e
= \Visits
THIS WEEK LAST WEEK

E Prior Authorizations

o
o

22 Recipients

S . .
COMPLETED, LATE
A’ Reports
[] Training .
Weekly Visits on 08/01/2021 - 08/07/20‘ View as: Chart Table
€2 Settings
T W 2 WIKS AGO c
5] Logout
jend
10 Missed
z ) Not Started
8
| i
g ! =
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use
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5. Dashboard

Accessing the Dashboard

Visit Status Report

Reviewing the Weekly Visits Report

Reviewing the Inbox

Reviewing the My Claims Work Queue Report

Reviewing the Released Claims Pending Submission Report
Reviewing the Claims Report

Viewing/Printing Visit Detail

The Mobile Caregiver+ Provider Portal displays an overview of near real-time and/or
real-time EVV analytics data in the Dashboard; for more information about the data
displayed in the Dashboard, see the numbered items described in the table below the
screenshot.

The following screenshots represent sections of the Dashboard and are displayed in the
order in which they appear, from top to bottom.

Dashboard

®  schedule Visit Status on 06/20/2023 - 06/20/2023 e Inbox e Q 8 @ c ~
- T —— c From: Isabella Khatri Schissler A ump
To: Dale Carr
& Work List
. 1 stred he i e e fo the Reciiet reuenting 0
r Sargntives
Joim Revk .
© claimReview 4 From: Test User A 6/6/23
2azbm
@  Prior Authorizations sassen ¢ To: Dale Carr
~ Reports 4 Recipient refused care.
i From: Test User A 5/23/23
2 users Weekly Visits on 06/18/2023 - 06/24/2023 Viewas: | Chart | Table To: Dale Carr 10:0744
22 Recipients Recipient refused care.
LSTWEX  2WEEKSAGO c
B  Provider From: Test User A 5/23/23
Legend To: Dale Carr Lot
Vi cambe added oy scheduod i N
& setings . N— F—
L
— :
& Logout
) !
—
.
i s — — - . o
My Claims Work Queue o viewas: [Ga) Tavie Claims @ view s: R Table
owters
Legend Todsy . e
e .
B it 4
- = il Legend
Released Claims Pending Submission
Q12209 | 5
E3
Privacy Policy Copyright & 2021 Netsmart Technologies, Inc. Allrights reserved. Terms of Use

The Dashboard will display real-time and near real-time information for the items listed
in the table below:
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Item

g Mobile Caregiver+

Description

The Main Menu button allows Users to expand and collapse the Main
Menu. See Viewing the Main Menu for more information on the menu
options.

The Language icon allows Users to select the display language for the
Provider Portal.

UAT Netsmart Demo VvV

The Agency Name displays the name of the active agency/location. Users
can click on the current active agency to switch locations.

Al Provider v

The User Role displays the assigned User Role of the active User; the
system will display Caregiver if a Caregiver logs into the Provider Portal.

eTest User v

The Username displays the name of the active User. Click on the active
User’s name to access the My Profile option, where Users can update
their Mobile Caregiver+ User profiles or Log Out of the Provider Portal.

@Iel I@E@ me

The Visit Status section displays near-to real-time status information for
scheduled visits. Users can choose to view status data for scheduled visit
for one of five date ranges: Today, This Week, Last Week or 2 Weeks Ago.
The total number of visits for each visit status will be displayed in the
respective colored tile. The colored tiles contain hyperlinks which provide
direct access to the corresponding visits within the Visits List. Users can
choose between a chart or table display.

The Weekly Visits section displays daily EVV visit information for one of
three weekly time ranges, This Week, Last Week, or 2 Weeks Ago. The
colored stack chart contains hyperlinks, which provide direct access to the
corresponding visits within the Visits List. Users can choose between a
chart or table display.

The Inbox displays HIPAA compliant messages that are sent to, and
notes/alerts that are received from, Caregivers. The Inbox also displays
alerts and notifications from Netsmart. Notes/Alerts contain a hyperlink
to view visit details. Users cannot respond to messages in the Inbox but
can send messages to Caregivers from the Users page.

®

The My Claims Work Queue section displays analytic data for completed
visit by statuses, New, Matched, and Unmatched. The chart contains
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Item
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Description

hyperlinks which provide direct access to the Work List. Users can choose
between a chart or table display.

Disclaimer: This feature is only available for Providers that have Mobile
Caregiver+ Claims Console Subscriptions.

o

|ait

Released Claims Pending Submission

$10268.75

The Released Claims Pending Submission section displays the total
estimated payment amount for all unsubmitted billable service records
that have been released to Claim Reviews. The display contains a
hyperlink which provides direct access to Claims Review.

Disclaimer: This feature is only available for Providers that have Mobile
Caregiver+ Claims Console Subscriptions.

®

W bl

The Claims section displays status and remittance data for all billable
service records that have been Released from the Work List. Providers can
configure reporting parameters, including selecting the chart type and
date range. Users can choose between a chart or table display. The report
contains a hyperlink which provides direct access to Claims Review.

Disclaimer: This feature is only available for Providers that have Mobile
Caregiver+ Claims Console Subscriptions.
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The Dashboard displays various EVV visit and claims analytic data for the active agency.
The Dashboard screen is divided into horizontal sections. Each section displays EVV

analytic data for the active agency.

To access the Dashboard:

1. From the Main Menu, click the Dashboard option.

= Movile Caregivers

s

() Schedule

Visit Status on 08/11/2023 - 08/11/2023

= \Visits
THIS WEEK
= Work List
© Claim Review
(2 Prior Authorizations
A Reports
&% Users
22 Recipients
LAST WEEK

B  Provider

(& Training

£ Settings

3] Logout

S e e o L B R

LAST WEEK

Weekly Visits on 08/06/2023 - 08/12/2023

2 WEEKS AGO

Coovriaht © 2021 Netsmart Technologies. Inc. Al rights reserved. Terms of Use
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English  SunshineCare(FL) v BlllProvider v @ Dale Carr v
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5.1.1. Visit Status Report

The Visit Status Report displays near real-time-to-real-time overview analytic status
data for scheduled visits. There are eight colored tiles that display summary data for
each type of visit status. Providers can select one of four date ranges, TODAY, THIS
WEEK, LAST WEEK, or 2 WEEKS AGO, to view summary status data for all visits

scheduled for the selected period. The example below shows visit statuses for visits
scheduled for Today.

Visit Status Report

B 30 Date

S oo Visit Status on 08/25/2021 - 06/25/2021 Inbox a B & Cc -
- | Ranges [
Status N ookt i e B
Tiles e

Weekly Visits on 06/20/202

Srovaer LASTWEEK  2WEEKSAGO c

Legend
[
s
9 Cumpied, Lits
9 st > Compioe
8 et staes

F—

- -
Neraa Torsear e, Txesder Foar =

Surcer S

& B o §

®

The “reload” icon, €, allows Users to refresh the Visit Status chart with current real-

time data. The system will display real-time and near real-time status data for scheduled
visits.

Status Description

In Progress The light blue tile displays the total number of scheduled visits that
are currently in progress and estimated to be completed within the
scheduled time, the scheduled end time has not passed.

Unable To Complete The purple tile displays the total number of scheduled visits

- that have been canceled.
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Status Description

Missed

MISSED

-

The burgundy tile displays the total number of scheduled visits that
were not completed on the Mobile Caregiver+ Mobile Application.
All visits that are completed without using the Mobile Caregiver+
Mobile Application will be labeled as Missed visits i.e., visits where
the Caregiver forgot to log in, did not have the device, the device
was broken, etc. Provider Admin can manually complete visits that
occurred without the use of the Mobile Caregiver+ Mobile
Application.

Not Started

The gray tile displays the total number of visits that are scheduled
for future dates, i.e., later in the current day, the next day, next
week, etc.

Not Started, Late

The orange tile displays the total number of scheduled
appointments that have not been started at the scheduled Start
Time, visits that are currently late (that should have already
started).

In Progress, Late

0

IN PROGRESS, LATE

The yellow tile displays the total number of scheduled visits that
are still being completed (in progress) past the scheduled End Time.

Completed

The light green tile displays the total number of scheduled visits
that were completed within the scheduled time.

Completed, Late

The dark green tile displays the total number of scheduled visits
that were completed after the scheduled End Time.

Users can click on any of the eight (8) colored status tiles to view a list of the
corresponding visits in the Visits screen. The example below shows a list of Missed visits
for Last week. Users may have to scroll down to see all visits.
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Dasrlmard

B8

©
el

Schedule

Visits

Work List
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TODAY
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9 Mobile Caregiver+
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TestUser  Pole Punt
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sebect W statn

Visit Status  Missed
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o
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Coovrioht £ 2021 Netsmart Technoloaies. Inc. All riohts reserved
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N Claim Select Visit 10 Claim Status
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2]
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Note: See Viewing Visit Details for more information on the Visits page.
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5.1.2. Reviewing the Weekly Visits Report

The weekly visit report displays daily analytic data for weekly time periods, i.e., THIS
WEEK, LAST WEEK, 2 WEEKS AGO. Users can use the View tab to select a Chart or Table
display for the report.

The Chart report depicts a stack chart with colored stacks representing the total number
of daily visits based on the visit status.

Users can click on a colored stack to view the list of the corresponding visits in the Visits
screen. The example below shows the list of corresponding Not Started, Late visits for
Thursday of THIS WEEK that will be displayed in the Visits screen. Users may have to
scroll down to view all visits in the Visits list.

= n}’ Mobile Caregiver1 ~=English  SunshineCare(FL) v BllProvider v @ Dale Carr v

[E)  Schedule
= Visits
Weekly Visits on 09/10/2023 - 09/16/2023 View as: Chart Table
= Work List
o o R LAST WEEK 2 WEEKS AGO c
aim Review

(X Prior Authorizations

A~ Reports
&% Users 2
&2 Recipients Visits +
G Training
Vistip  Enter VisitID Visit to Claim S
@ Settings From® or
StartDate  09/12/2023 ©  EndDae 091272023 ®
8 Logout O —— sy
PrivacyPol 1 .. viaro o f Gl Peplecki  Praosdern Corg Sebwdded Vit St A Ve Bl Aokl Vit Bt Asiod Vi Bnd = Terms of Use
Isabella Knatr Haiany
07 a5 . Buggs 92T BOSPM /12123, 850PM
Schissler TR
Isabella Knatr
02 a0 prsenon ss1s0 000 S22 44SPM S/12/23, 545 PM
g
O35 nemson PR o ssis0 oo 223, 545 PM
Schissier
o o [ T o <eren
Copyright © 2021 Netsmart Technologies, Inc. All ights reserved Terms of Use

Note: The Weekly Visits report displays a stack chart depicting daily status data for the
selected weekly option (this week, last week, or 2 weeks ago). From the Weekly Visits
report, you can click on any of the colored stacks within a day to view a list of the
scheduled visits on the Visits List.
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& Mobile Caregiver+ . English  SunshineCare (FL) v Bl Provider v @ Dale Carr v

Weekly Visits on 09/10/2023 - 09/16/2023 Viewss: chort |
B schedule LAST WEEK 2 WEEKS AGO ¢
= Visits

= Work List 5 - v Not Started Mot Started, Late In Progress, Late  Completed

Completed,
Late

° Claim Review

Sunday

(2 Prior Authorizations Monday
A Reports Tuesday
&b Users Wednesday
22 Recipients Thursday
B  Provider Friday
(3] Training Saturday
£ Settings
3] Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The Table report depicts a list chart which displays the total number of visits by
status for each day of the selected week. See Viewing Visit Details for more information
on the Visits detail screen.
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5.1.3. Reviewing the Inbox

The Inbox displays the following HIPAA compliant data:

e Text messages that Administrator(s) have sent to Caregivers.
e Recipient notes/alerts that Caregivers have sent to the Provider Admin.
e Notifications and Alerts sent from Netsmart.

Note: Visit notes created via the mobile app, where Caregivers check off the Alert My
Administrator option, will appear in the Inbox on the Provider Portal. Administrators can
click a note to read the full text.

= & movile Caregiver+ i English  Sunshine Care (FL) v B3| Provider v

83  Dashboard
B  Schedule
= Inbox Q 8 C -
= Visits
= Work List From: Test User A 713/23
8:19 AM
© Claim Review 16:Dale Carr
Online note w/alert
() Prior Authorizations
From: Isabella Khatri Schissler A 32/:‘;‘3
o Repory To: Dale Carr
an  Users una nota que quiero que mi administrador lo revise.
22 Recipients From: Isabella Khatri Schissler A 373';';2;
To: Dale Carr
B Provider
nota para revisar en la bandeja de entrada
Training o
From: Isabella Khatri Schissler A 37;?‘:”‘3
37
£ Settings To: Dale Carr

Una nota agregada como alerta
5] Logout 2

Privacy Policy Copyright © 2021 Netsmart Technologies. Inc. All rights reserved. Terms of Use

Data displayed on the Dashboard, including the Inbox, automatically refreshes every six
hundred seconds by default. Users can change how frequently the Inbox refreshes by
using the Settings menu option to configure the Message Auto-Refresh Timer. Users can

manually refresh the Inbox data at any time by simply clicking the refresh icon, C .
Users can configure the following Inbox settings:
e Filter to display only unread messages, the default view, by clicking the closed
envelope icon, &,
e Filter to display only opened messages, by clicking the open envelope icon, &,
e Search for messages by clicking the magnifying glass icon, &.

e Change the number of messages per page, by clicking the Items per page drop-
down list box. Users can scroll through pages by clicking the forwards arrow or
the backwards arrow.
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Inbox Q = c A
PN
From: Test User A 7/13/23
8:19 AM
To: Dale Carr

Online note w/alert

From: Isabella Khatri Schissler A 7/6/23
3:38PM
To: Dale Carr

una nota que quiero que mi administrador lo revise.

From: Isabella Khatri Schissler A 7/6/23
3:37PM
To: Dale Carr

una nota para revisar en la bandeja de entrada

From: Isabella Khatri Schissler A 7/6/23
3:37PM
To: Dale Carr
Una nota agregada como alerta. A
0 b4 >

Note: A yellow triangle with an exclamation mark, 4, indicates that the corresponding
message is a note, an alert, which was sent by a Caregiver. Click a message to open it.

| From: Test User

|

‘ Online note w/alert.
|

Close

Read the message and then click Close to return to the message list or click Visit Details
to display the Visit Details screen shown below.

43

Mobile Caregiver+ Provider Portal User Guide

>



g Mobile Caregiver+

Visit X
Status: Unable to complete Visit Status OTHR, Other =
Caregiver: Test User Detail: ‘ N
Notes: Note required. ; Recipient refused care.
Recipients: Peter Parker
Missed Reason
Missed Visit Other Missed Visit Note required.
Reason: Reason
Note:

Missed Visit Rescheduled Different Day Missed Visit -
Action Action
Taken: Taken Note:
Claims: (1item(s)) ~

Claim Status Invoice ID # Recipient

Peter Parker

Completed Tasks: (1 item(s) ) A

HCPCS Code/Mods HCPCS Description Tasks Description

$9122- Home health aide or certifie Supervision Personal Care - General
Addresses:
Scheduled Visit Start: May 23, 2023, 6:10:00 AM Scheduled Visit End: May 23, 2023, 7:10:00 AM
Actual Visit Start: May 23, 2023, 10:06:01 AM Actual Visit End: - v

Print

Note: The Visit Details form displays scheduling details for all scheduled visits; the form
also displays actual visit data, including signature details, for completed visits.
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5.1.4. Reviewing the My Claims Work Queue Report

Disclaimer: This feature is only available for Providers that have Mobile Caregiver+
Claims Console Subscriptions.

The My Claims Work Queue Report displays relevant EVV service data and is intended
for Providers that have Mobile Caregiver+ Claims Console subscriptions.

The My Claims Work Queue report displays screening and pre-adjudication results for
billable service records in the Work List. Users can configure the system to display a Pie
Chart or a Table of New, Matched, and Unmatched service records in the Work List.

e Hover the cursor over any section of the pie chart to see the actual number of

claims represented by a slice.

e Click on a data series in a Chart/Table to view the corresponding list of billable
service records in the Work List.

My Claims Work Queue View Viewas: Chart Table
Tabs

Legend

Matched Matched B vew
19
) Matched

@ unmatched

Unmaxchedﬁ-—/
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My Claims Work Queue View Viewas: Chart Table
Tabs

New 0 0.00%

Matched 19 368%

Unmatched 325 62.98%

5.1.5. Reviewing the Released Claims Pending Submission Report

Disclaimer: This feature is only available for Providers that have Mobile Caregiver+
Claims Console Subscriptions.

The Released Claims Pending Submission Report displays relevant EVV service data and
is intended for Providers that have Mobile Caregiver+ Claims Console subscriptions.

The Release Claims Pending Submission Report displays an estimated payment amount,
which is obtained by adding the Calculated Payment Amounts of each service record
currently in Claim Review that is labeled as Released.

Click on the total estimated payment amount displayed to view the corresponding list of
released service records in the Claim Review screen.

a1l

Released Claims Pending Submission

$10877.75
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5.1.6. Reviewing the Claims Report

Disclaimer: This feature is only available for Providers that have Mobile Caregiver+
Claims Console Subscriptions.

The Claims Report displays relevant EVV service data and is intended for Providers that
have Mobile Caregiver+ Claims Console subscriptions.

The Claims Report displays status and remittance data for all billable services that have
been released from the Work List. Users can configure the system to display Chart or a
Table report depicting all billable service records that have been released from the Work
List i.e., Released, Submitted, Accepted, Rejected, Paid, Partially Paid, and Denied
claims.

e Use the drop-down list arrow, located in the top left corner of the Claims section,
to select a time range for the report, i.e., Today, This week, Last week, This
month, Last month, or Custom. Users can select Custom, which will allow Users
to configure custom start and end dates for the report; use the drop-down list to
select a date range, and then click the refresh icon at right.

e Hover the cursor over any data point on the report to view a list of visits by
status.

Claims View as: Chart Table

Date Range

This month v C

Legend

Released: 294

A ) . Released
Submitted: 0
- Submitted
£ a0 @ Paid:0 @ raid
2 Paid Partial:
g aid Partial: 0 @ Paid Partial
2 Rejected: 0 B Rejected
-
g 1o @ Denied: 0 Denied
= j 5
@ Adjusted: 0 Adjusted
Voided: 0 @ Voided
Error: 0 @ cor

0
Fri, Sep 1st-S... Sun, Sep 3rd - S... Sun, Sep 10th - ... Sun, Sep 17th- ... Sun, Sep 24th - ...

47

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

6. Schedule Calendar

Viewing the Schedule Calendar
Schedule View

Calendar View

General Navigation for the Schedule Calendar
Adding/Scheduling Visits

Section 1 - Select Recipient(s) Options
Section 2 - Select Caregiver Options
Section 3 - Select Services

Section 4 - Select Location

Section 5 - Select Date and Time
Section 6 - Select Visit Recurrence

Providers can use the Schedule Calendar to check for availability, as well as to view and
confirm scheduled visits.
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6.1. Viewing the Schedule Calendar

The Schedule Calendar displays a calendar chart, which depicts all scheduled visits in an
agency’s Provider Portal. The Schedule menu option allows Providers to view existing
scheduled visits, check for availability, and add new visits to their EVV Portal by clicking
on the Add New Visit command, , located in the top-right corner of the screen.

To view the Schedule calendar:
1. From the Main Menu, click Schedule.

Note: By default, the system will display a daily calendar depicting scheduled
visits for the current day; Users can choose either a Day planner, a Week planner,
or a Month planner for the calendar.

= English  Sunshine Care (FL) v B3| Provider v @ Dpale carr v

L Planner Options

a .. i =] )=)

(=]
o @u' Row Label Radio Button
a]

Scheduled Visit
(oot Name \ﬁ\mm 12am  1am 2am 3am 4am Sam 6am 7am 8am 9am |0|r; 11am  12pm 1pm 2pm 3pm \
Carr Dale 1 -
R
[
Q2
©
-
3
o}
o
Q‘n Schissler Isabelia /& 3rooke Re

Privacy Policy Copyright ©® 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: There are two views for the Schedule: Schedule View and Calendar View.
Each is described in the sections that follow. Navigation is similar for both and is
described in General Navigation for Scheduler or Calendar View.
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6.1.1. Schedule View

Users can configure the Schedule Calendar to be displayed in Schedule View, which
depicts a bar chart of all scheduled visits in an agency’s Mobile Caregiver+ Provider
Portal. Users can switch to Schedule View by clicking the blue calendar icon in the upper
left corner of the Schedule Calendar screen.

= Mobile Caregiver- =S English  SunshineCare (FL) v Blll Provider v @ Dale Carr v

- Schedul .
L S Planner Options
. ‘JWewTabs Schedule View < May21.277 > [m
° E% Row Label Radio Button ' . '
o Scheduled Visits
Gl \/ Wed 5/24
User Name Total Visits
120m|ln2lmMums.mum7.num9un10.m“un|2pm|pmbm3pmdpm5wnﬁpm7pm0w
User Trial 1 -
]
[
o
]
= [caro s
2
(]
o
Khatrl Schissier Isabella 14

e s P

Privacy Policy Copvright © 2021 Netsmart Technoloaies. Inc. All rights reserved. Terms of Use

The Scheduler view chart displays the following:

e Row Label Radio Button: Allows Users to toggle the dimensions of the row labels
between User and Caregiver. If User is selected as the row label, the system will
display the name of the scheduled Caregiver in the Name column; if Recipient is
selected, the Recipient names will be displayed as the row labels.

e Find: This is a search/filter field; Users can search for and select one or more filter
parameter(s). Use the Find field to filter the Schedule Calendar by one or more
Caregiver(s) or Recipient(s).

e Total Visits: The total number of scheduled visits for the selected calendar period
for each User or Recipient.

e Date: The date range for the selected planner or calendar period.

e Time: The time the visit will start; a colored bar indicates how long the visit is
scheduled for.
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6.1.2. Calendar View

Users can configure the Schedule Calendar to be displayed in Calendar View, which
depicts a list chart of all scheduled visits in an agency’s Mobile Caregiver+ Provider
Portal. Users can switch to Calendar View by clicking the green calendar icon in the
upper left corner of the Schedule Calendar screen.

Sunshine Care (FL) v B3l Provider v O pale carr v

Planner Options

E 4 View Tabs: Calendar View ¢ May2t-2r > [mI

° @Ef}m Row Label Radio Button . . '

a Scheduled Visits

7/~ suns2t \ Mon 5722 Tue 5123 Wed 524 Tha 5725 Fri 526 Sat 527 ~N
@ 5a Simone Wig ® Y Buck Rogers ©® 3a Buck Rogers ® 42 Buck Rogers ® 3a Buck Rogers ® 42 Buck Rogers
©5 152 Simone Wig o fa Buck Rogers 62 Brooke Rosa 12 10p Brooke Rosa ® 52 Brooke Rosa ® 12 10p Brooke Rosa
® 2p Brooke Rosa © § 102 Poter Parker 6103 Poter Parker ©56.102 Peter Parker
© 2 30p Brooke Rosa o | 153 Pele Punt 7 152 Pele Punt © 7 153 Pele Punt

D | e3pBrooke Rosa ® |0a Sofia Marie ® 750a Don Diego Vega © & 10a Don Diego Vega

@ | @3 simone wig © |2 100 Brooke Rosa ® 10a Sofia Marie © 9,153 John Snows

0 © | 25p lony Harrison ® 1210p Brooke Rosa © 12.10p Brooke Rosa

E @ | 26p lony Harrison ® 3p Buck Rogers. ® 4p John Snows.

| 260 tony Harrison © 45 John Snows
o]
o

Privacy Policy Copyriaht © 2021 Netsmart Technoloaies, Inc. All rights reserved Terms of Use

The Calendar View chart displays a list report of all scheduled visits for Users and
Recipients within the selected calendar period. The Calendar view chart displays:

e The User/Recipient name and the start time are displayed for each scheduled
visit that appears in the list.
e The days are displayed as column headers for the list.

You can use the Next and Previous buttons at the top of the page to change the time
period. See.
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6.2. General Navigation for the Schedule Calendar

Users can use the icons located in the header to configure the dimensions of the

Schedule Calendar.

Icon Description
Today Reset the calendar to the default view, displaying scheduled visits
B for the current day.
Day Configures the Schedule Calendar to display a daily planner,
= displaying scheduled visits for one day.
Week Configures the Schedule Calendar to display a weekly planner,
i displaying scheduled visits for one week.
Month Configures the Schedule Calendar to display a monthly planner,
us displaying scheduled visits for one month.
Next Allows Users to scroll to the next months, weeks, or days,
> depending on the selected planner.
=
Previous Allows Users to scroll to the previous months, weeks, or days
< depending on the selected planner.
Reload Reloads or refreshes the page with the most recent schedule
C data.
Add New Visit Allows Users to schedule and add new visits to the agency’s
+ Mobile Caregiver+ Provider Portal.

Note: Users can add a visit directly from the Schedule page by clicking the “add visit”

icon, T, in the upper right corner of the screen.
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Adding/Scheduling Visits
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From the Schedule Calendar, Users can add or schedule a visit using the Add New Visit
command, . The system will display the Add New Visit form. The Add New Visit form is
composed of six sections. Users can use the Add New Visit form to schedule non-
recurring (single, one-time) or recurring visits.

To sched

ule new visits:

1. From the Main Menu, click Schedule or Visits.

= ¢ Mobile Caregiver+

—= English

Sunshine Care (FL) v

Bl Provider v @Dale Carr v

%3 Dashboard Visits
B  Schedule

Payer

Visit 1D
= Work List

Claim R Start

o aim Review S
[ Prior Authorizations
'  Reports

0O row
AN Users

(=R
&2 Recipients

a2
B Provider

s
(&) Training .
£ Settings

Privacy Policy

Select Payer

Enter Visit ID

From

Vistip

1606998986

3432933962

0979229062

Copyright ® 2021 Netsmart Technologies, Inc. All rights reserved.

i
Recipients Select Recipient User Select User
W Visit to

isit Select Visit Status Claim Select Visit to Claim Status
Status St

B EndDate To

a

P —

User / Caregiver Recipients

TestUser  Buck Rogers 9122
TestUserTwo  Don Diego Vega 9122
TestUser  Buck Rogers $9122

Scheduled VisitStart o

712124, 8:00 AM

7/2/24,8:00 AM

7/1/24,8:00 AM

page 20~

2. Click the “Add New Visit” icon, *, (the plus sign),
of the screen.

= ¥ Mobile Caregivers

® o=
© CamRevie: 5:— -
B Prior
7 Reports el

Do

an Users
S5 Recipients
B Provider
[ Training

Drivacy Pakiy

Tauviel 2am  tem 2 dan  dem Gem  Gam  7am  Sam  Sem  toem Tiam 1pm  tpm -

—tngish  SwshineCwe(Rl) v BllProvider v @palecar v

Pmuriahe £ 0171 Natemart Tachnalanies fne Al richte rosarvad

7/2/24,4:00 PM
7/2/24,4:00 PM

7/1/24, 4:00 PM

Terms of Use

located in the top-right corner

B = m m C

Torme of lles

3. From the Add New Visit form, follow the directions below to configure the visit
options for adding a new visit.
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6.3.1. Section 1 - Select Recipient(s) Options

Note: Please be sure to adhere to the Payer’s policies and procedures when scheduling
visits.

“ Mobile Caregiver+ = English  UAT NetsmartDemo v Bll| Provider v @ Dale Carr v

Visits > Add new visit

2% Dashboard
@ Schedule . i s
Select Recipient | 1 | yo\ois Reciplent ( Medicad ID:VR123456789, Date of Birth:7/04/1959) @
= Work List FLT1
Authorizations
© ClaimReview B
Select Additional Recipients
/' Edit Diagnosis Codes
(5 Prior Authorizations
tedicaid ID Diag »de: Referring Pl g*  Plan/Program
-/ Reports
| select Different Referring Physi
% Users -
A0100
%2 R ¢ Xi::ﬁcm ; VR123456789 .| Click the Actions icon, the ;
22 ecipients A0104 @ three dots, to:
B Provider @ * View Authorizations.
« Edit Diagnosis Code(s).
(3] Training _ .
Select Caregiver 2 )Select Caregiver * Select Plan/Program.
€@  Settinas « Select Different Referring
Physicians.
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved f Use

4. From Section 1, make the following entries and selections:

i. Select Payer: This field is automatically populated with the default Payer that
has been configured for the selected Recipient. For Recipient that are
enrolled in multiple Payers Plans/Programs, click in the Select Payer field to
select a different Payer Plan/Program.

ii. Select Additional Recipients: Click in the Select Additional Recipients field
and use the drop-down list to select additional Recipient to be scheduled to
receive service(s).

Note: The system will automatically fill in the Diagnosis Code(s) and/or
Referring Physician listed in the Recipient’s Mobile Caregiver+ profile.

Note: The system will retain the billing sequence of Recipients’ Diagnosis
Codes as displayed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis
Codes will be populated into rendered service records in the same order as
they appear in the Recipient’s Mobile Caregiver+ profile.

Not all agencies are authorized to provide services to groups; this option is
determined by the Payer and Program the Recipient is enrolled in.
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iii. Click the Actions icon, i, located to the right of the Diagnosis Code to select
one of the following options:

e Authorizations: Displays a list of all authorizations that are currently
loaded in the Mobile Caregiver+ System for the selected Recipient.

Check authorizations

Full Name Service From Date To Date Authorization Number

Buck Rogers $9122 4/30/21 7/3/24 BR12345678

Buck Rogers T1019 4/30/21 7/4/24 BRT1019012345

e Edit Diagnosis Codes: Allows Users to add/update the Diagnosis Codes for
the selected Recipient.

Edit Diagnosis Codes for Buck Rogers

Enter Diagnosis Code

A009 @ R4 @ R6I D

(A00) CODE: AOO

(A000) Cholera due to Vibrio cholerae 01, biovar cholerae

(A001) Cholera due to Vibrio cholerae 01, biovar eltor
(A0102) Typhoid fever with heart involvement
(A0103) Typhoid pneumonia

(A0104) Typhoid arthritis

Note: It is dependent on the Payer and Program, whether Providers are able
to edit Recipients’ Diagnosis Codes. All edits made to a Recipient’s Diagnosis
Code will be permanently saved to the Recipient’s EVV file, even if the User
does not complete scheduling the visit.

***The system will retain the billing sequence of Recipients’ Diagnosis Codes
as displayed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis Codes
will be populated into rendered service records in the same order as they

Diagnosis Code

appear in the Recipient’s Mobile Caregiver+ profile, *© & #=e  ***

e Select a Plan/Program: For Recipients that are enrolled in multiple
Plans/Programs with a single Payer, Users can click on the shortcut labeled
Plan/Program, then click in the Select Plan/Program field to view and
select a different Plan/Program that the Recipient is enrolled in with the
selected Payer.
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Plan/Program Buck Rogers

Select Plan / Program *

FLORIDA STATE MEDICAL PLAN | NONE -

e Select Different Referring Physician: Allows Users to change default
Referring Physicians.

Add Referring Physician for Buck Rogers

Charle Darwin (ID:3337777777) @

Charle Darwin (ID:3337777777)

Maria gomezperez (ID:123456789)

Note: It is dependent on the Payer and Program, whether a Recipient requires
a Referring Physician for a service.

6.3.2. Section 2 - Select Caregiver

Select Caregiver

PRODTESTGEORGIE PRODTESTPINK
Madison Durand

Select Services Gregoria Pinkley
robert moser

peter simmon

5. From Section 2, click in the Select Caregiver field and use the drop-down list to
select the Caregiver who will perform the visit to complete the assigned service(s)
and task(s).
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Selelct Service l 3 )
"~ [ 0001 (Total Bed Bath)
Supervision
Hygiene

55150 (Unskilled respite care /15m)

Custom Task for Lunch & Learn
Personal Care - General
[ Transport/Attendance (Social)
[ Prepare Dinner
[J 59122 (Home health aide or certifie)
Laundry
Personal Care - General

Medical Appointments
Supervision

no modifiers -

no modifiers -

no modifiers

Note: The system will display a list of all billable Service Codes for the Payer.

6. From Section 3, select the Services (HCPCS, Procedure Codes/Mods) and Tasks

being assigned.

Note: Depending on the Payer and Program, some Providers may be allowed to
schedule multiple services in a single visit. Payers can also set prerequisite
license/certification requirements for Caregivers being scheduled to complete

services.

Select Service
(] 0001 (Total Bed Bath )

() 5150 (Unskilled respite care /15m)

Service [- 9122 momehnllhmdeovceﬂﬁe)]
® Laundry
& Personal Care - General Tasks
& Medical Appointments

® Supervision

Shopping/Shopping Lis|
[ 59123 (Nursing care in home rn)

no modifiers

no modifiers

Click to Add
= Modifiers

i Select the service(s) that are being assigned by placing a checkmark in the
checkbox(es) next to the respective Service Code(s). The system will
automatically select all Tasks by placing checkmarks in the checkboxes for all

listed Tasks.

ii  Deselect any Task(s) that are not being assigned by clearing the checkmarks

for the respective Tasks.

i Click in the Modifiers field to select any modifiers that are listed in the Prior

Authorization.
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6.3.4. Section 4 - Select Visit Locations

The 21% Century Cures Act requires that EVV visit data include the locations where
Caregivers will start rendering billable services and the locations where billable services
end; by default, the Mobile Caregiver+ System will automatically load the Recipient’s
designated primary address as the Start Address and End Address for billable services. if
the default address is the correct location where the visit will start and end, no further
actions are required. Users can replace either the Start Address, End Address, or both.

Users can add new addresses to the Recipient’s EVV record and/or select a stored
address to be used as the Start Address and/or End Address for billable services.

Select Location 4 2590 NORTHEAST 43RD STREET FORT LAUDERDALE FL 33308 Ml Add Address

Click to Add a New Address to the
Start Address

Recipient’s EVV record.
B

} Bay View Park

2 9- 9
- Q A 9
? Resor
& The Joyful Child
O NES: He¢ 4
Gotgle gl Mapdata ©2021 Termsof Use  Report a map eror
Select End Address *
2590 NORTHEAST 43RD STREET FORT LAUDERDALE FL 33308 hi Add Address

End Address

Macy's Fumiture
Gallery

Click to Add a New Address to the -

.| Recipient’s EVV record.

-

7. From section 4, select the Start Address and the Select End Address.

i  Toaddanew address for the Recipient, click on the Add Address command,

Add Address

ii  Find Address: Start typing the new address in the Find Address field; the

system will display a list of verified addresses that match the data being
entered.

Use the Find Address field to Search for and
select a verified address for the Recipient..

i

9000 Woodbridge Drive

Add new address

9000 wood
9000 Woodbine Trail
8000 Woodview Termace

9000 Woodhaven Drive

9000 Woodlark Terrace
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iii  From the list, select the correct address to be added to the Recipient’s EVV
record.

iv  Address Type: Click in the Address Type field to select the type (descriptive
designation) for the service address.

v Primary Phone: Enter the Recipient’s phone number (You are required to
enter a phone number for the Recipient’s address).

vi Set Address As Primary: Place a checkmark in the checkbox to designate the
new address as the Recipient’s Primary Address.

Add New Address

AdQdress LIne Z: FATIOC O EITTS A
City: City *
Zin: le )
Address Type
Address Type: A T r
Adult Day Healthcare Facility
Family Home
County:
Group Home
Home/Residence
Primary Phone: (555) 656-6789 [C] VR Phone Number

Required Field
- Secondary Phone (] IVR Phone Number

Set Address As > 3
L @@ rrimary Address
Primary: Bl }
Primary Address option
Close Save

6.3.5. Section 5 - Select Date and Time

Select Date And Time ( Choose start date * Choose start time *
03/17/2023 B 11:30AM ¢

Duration hours * Duration minutes *

2 v 45 -
I s this a reschedule of a previously canceled visit?

8. In Section 5, configure the following parameters:
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i Choose Start Date: Manually type in or click on the calendar icon, &, to
enter the date the visit will occur.

i Choose Start Time: Click on the clock icon, ®, to enter the start time for the
visit. The time is limited to five (5)-minute increments.

Note: To calculate the end date and time for the visit, Users will enter the
total amount of time the Caregiver will need to complete all assigned
service(s) or tasks.

iii  Duration hours: Enter the total number of hours in the time needed to
complete all assigned service(s). For example, if the total time needed to
complete all assigned services is 7 hours and 30 minutes, the User will enter
“7” in the Duration hours field.

iv  Duration minutes: Enter the total number of minutes needed to complete all
assigned service(s). For example, if the total time the need to complete all
assigned services is 7 hours and 30 minutes, the User will enter “30” in the
Duration minutes field.

v Rescheduled visit: If the visit being created was previously canceled and is
being rescheduled, activate the reschedule switch, ® . The switch will slide
to the right and will change from white to blue when activated.

Note: If the visit is saved with the switch turned on, the visit will be saved and
marked as a ‘rescheduled’ visit. The rescheduled visit will display in the Visits

screen with the ‘rescheduled’ icon, EB_

6.3.6. Section 6 - Select Visit Recurrence

Select Visit 6 ) @@ Is Repeat?
Recurrence
Repeat * Repeat Every *

Daily v 1 b 2

2@ occurrences 1

Choose end date

2 On Date 05/24/2023

E Cance‘
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9. In Section 6, configure the recurring and expiration settings for the visit: To
schedule a visit as a recurring/repeating visit, the visit data being entered in
sections 1 through 5 of the Add New Visit form must be identical, such as:

Recurring visits must start and end at the same location(s).
Recurring visits must start and end at the same time.

Recurring visits must be for the same Caregiver and Recipient(s).
Recurring visits must be for the same services.

Recurring visits must include the same Tasks.

Is Repeat?: Activate the recurrence/repeat option by clicking on the “Is
Repeat?”, “®  switch. The Is Repeat? switch will slide to the right and change
from white to blue when activated.

Repeat: Use the Repeat field to configure/set the repeat patterns for
recurring visits.

Every Monday, Wednesday and Frid...
Every Tuesday and Thursday
Every Weekday (Monday to Friday)

Monthly

Daily: Select the Daily option to schedule a recurring visit for all seven days
of each week.

User Name Total Visits 1W 2T 3F 48 5SS 6M 7T 8W 9T 10F 1S 12§ 13M 14T 15W 16T 17F 188 198 20M 21T 22W 23T 24F 25S 26

e 5 o 5 5 5 3 B 9 o B 90 i o 50 i g 9 500 3 500 0 30 0 v 30 0

Every Monday, Wednesday, and Friday: Select the Monday, Wednesday,
and Friday option to schedule three (3) visits per week on the respective
days.

User Name Total Visits 1W 2T 3F 48 5S 6M 7T 8W 9T 10F 11§ 12§ 13M 14T 16W 16T 17F 18S 198 20M 21T 22W 23T 24F 25S 26

CarrDale = o= o o

Every Tuesday and Thursday: Select the preconfigured Tuesday and
Thursday option to schedule two (2) visits per week on the respective
days.

User Name Total Visits 1W 2T 3F 48 58 6M 7T 8W 9T 10F 11§ 12S 13M 14T 16W 16T 17F 18S 19§ 20M 21T 22W 23T 24F 258

Carr Dale 9 32 5. [ 52 5.
Every Weekday (Monday to Friday): Select the preconfigured Every
Weekday option to schedule weekly recurring visits for the workdays,
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Mondays through Fridays, on a weekly basis.

User Name Total Visits 1W 2T 3F 4S 5S 6M 7T 8W 9T 10F 11S 12S 13M 14T 15W 16T 17F 18S 198 20M 21T 22W 23T 24F 258 26

—— = 80 Buc] 8a Buc|5a Buc) 8a Buc] a Bu]  5a Buc] 8a Buc 8a Buc| 8a Buc| 8a Bu] Buc) 8a Buc| 8a Bus 8a Buc}
e Monthly: Select the Monthly option when scheduling monthly recurring
visits.

User Name Total Visits 1W 2T 3F 4s 58S 6M 7T 8W 9T 10F 11§ 12S 13M 14T 15W 16T 17F 18S 19S 20M 21T 22W 23T 24F 25§

Carr Dale 1

Repeat

Weekly -

Weekdays:

[J Sunday

[J Monday
[ Tuesday
[J Wednesday
[ Thursday

[ Friday

[J saturday
Choose at least one
day of week!

e Weekly: Select the Weekly option to configure custom weekly recurring
visits. The system will display a customizable chart, which allows Users to
randomly select and configure custom combinations of days for scheduling
weekly recurring visits. The Weekly recurring visit option offers the
greatest flexibility for scheduling recurring visits.

e Yearly: Select the Yearly option when scheduling yearly recurring visits.

iii  Repeat Every: The Repeat Every option is a “skip option,” which allows Users
to configure the system to skip one or more of the time intervals selected for
the Repeat option. Users can select a numeric value to configure the
recurring visits to skip one (1) or more day(s), week(s), month(s), or year(s)
based on the selected Repeat option. Please refer to the table below for
additional information:

Repeat Recurring Visit Schedule

Every
Daily 1 Every day.
Daily 2 Every other day (every second day).
Daily 3 Every third day.
Every Monday, 1 Mondays, Wednesdays, and Fridays each
Wednesday, Friday week.
Every Monday, 5 Mondays, Wednesdays, and Fridays of
Wednesday, Friday every other week.
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Recurring Visit Schedule

Every Monday, 3 Mondays, Wednesdays, and Fridays of
Wednesday, Friday every third week.

Every Tuesday and 1 Tuesdays and Thursdays each week.
Thursday

Every Tuesday and 2 Tuesdays and Thursdays of every other
Thursday week.

Every Tuesday and 3 Tuesdays and Thursdays of every third
Thursday week.

Monthly 1 Every Month.

Monthly 2 Every other month (Every Second month).
Monthly 3 Every third month (Quarterly).

Yearly 1 Every year.

Yearly 2 Every other year.

Yearly 3 Every third year.

iv  Configure the recurring visit’s expiration option. The User can select one of
two expiration options for the recurring visit:

e Occurrences: Click on the Occurrences switch to activate the expiration
option; the Occurrence option allows Users to enter the total number of
recurring visits (occurrences) to add to the EVV System.

e Enter Occurrence: Enter the numeric value for the total number of
recurring visits to add to the EVV System in the Enter Occurrence field.

Enter occurrences

@@ Occurrences 1

Or

e On Date: Click on the On Date switch to activate the expiration option; the
On Date option allows Users to schedule recurring visits up to a set date.
Recurring visits can be scheduled up to 1 year (52 weeks) from the Start
Date entered in Section 5.

e Choose end Date: Either manually type or click on the calendar icon and
enter the end date.
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Choose end date

@@ on Date 05/24/2023 -

Note: Users can either choose the Occurrences or On Date expiration option;
Users cannot choose both.

v Click the blue Save, ﬁ, command, located at the bottom of the Add New
Visit form to save the scheduled visit.

Note: The system will use the designated Payer’s business rule to screen the
scheduling entries to ensure that the visit adheres to the Payer’s policies and
procedures. The system will return one of three outcomes:

e No Error: The visit being scheduled has no reported error; the system will
automatically save the visit.

e Critical Error: A Critical Error indicates that the visit being scheduled has at
least one major fault and cannot be saved — Users will only be given the
option to MAKE CORRECTIONS for the displayed error(s)/fault(s).

Errors visit save

Would you like to save visit?

This visit has failed the following business rule validations. You must address any errors before saving the
visit. If there are any warnings then you can still schedule this visit but the claim may later either fail to
match or may be rejected by the pal

Reported Critical Error

ID Message Type

This visit is a duplicate, with the same recipient provider), °

oot HCPCS Code & Modifiers, Start Time, & End Time as anomev visit Please make corrections before sav ing.

MAKE CORRECTIONS | SAVE VISIT WITHOUT CORRECTIONS

Note: Users must click the MAKE CORRECTION command and fix any reported
critical(s) error before a visit can be saved.

Warning Error: A Warning Error indicates that the visit being scheduled violates at
least one of the Payer’s rules, but User can select SAVE VISIT WITHOUT
CORRECTIONS. Users will only be given the option to SAVE VISIT WITHOUT
CORRECTIONS for the displayed error(s)/fault(s).
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Errors visit save

Would you like to save visit?

lidati Ad;

This visit has failed the following business rule 1s. You must any errors before saving
the visit. If there are any warnings then you can still schedule this visit but the claim may later either fail
to match or may be rejected by the payer.

5 @ Reported Warning Errors

615  Payer FLT1 allows maximum only 10 hours per day for caregivers

800  No prior authorization selected for $5150 for recipient Buck Rogers

800  No prior authorization selected for $9122 for recipient Buck Rogers

860 Recipient Buck Rogers is not auto-loaded by Payer

R70  Recinient Ruck Roners has no Referrina Phvsician

MAKE CORRECTIONS SAVE VISIT WITHOUT CORRECTIONS

Note: Users have the option to choose to click the MAKE CORRECTION
command and fix any reported warning error(s) before saving the visit or click
the SAVE VISIT WITHOUT CORRECTIONS command to save the visit and make
corrections later.

Visits that have no reported errors/faults will automatically be added to the
Provider’s EVV Portal; no further actions are required from the User.
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7. Visits List

Managing the Visits List

Changing the Number of Visits Displayed Per Page
Filtering the Visits List

Viewing Visit Details

Manually Completing a Visit

Entering Required Note

Entering the Visit’s Start/End Date and Start/End Time
Entering Service Start/End Date and Start/End Time
Configuring Assigned Tasks

Canceling Missed and Not Started, Late Visits
Editing/Rescheduling Visits

Section 1 — Select Recipient(s)

Section 2 — Select Caregiver

Section 3 — Select Service

Section 4 — Select Location

Section 5 — Select Date and Time

Section 6 — Select Visit Recurrence

Deleting a Visit

The Visits List displays a list chart, which depicts all scheduled visits in a Provider’s
Mobile Caregiver+ Provider Portal. The Visits menu option allows Providers to search
for, view, and manage scheduled visits. Providers can add new visits to their EVV Portals
by clicking on the Add New Visit command, T, located in the top-right corner of the
screen. See Adding/Scheduling Visits for more information.
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7.1. Managing the Visits List

To access the Visits List:

1. From the Main Menu, click Visits.

obile Caregiver+ ~——English  SunshineCare(FL) v  Hl| Provider v Ooale carr v
¥2  Dashboard Visits o
Payer Select Payer Select Recipient User Select User
Visit to
Visit ID Enter Visit ID Visit Status  Select Visit Status 4 Claim Select Visit to Claim Status -
Status
© Cisim Review StartDate From B EndDate T0 fa]
A’ Reports
O Row  vistio ser / Careghee Recipent Procedure Code Scheduled Visit Start  Scheduled Visit End  Actual Visdt Start Actual Visi Enx
ah  Users
- (=] 3432933962 TestUserTwo  Don Diego Vega $9122 7/2/24,800AM  7/2/24,4:00 PM
22 Recipients
Oz 3068108790 TestUserTwo  Don Diego Vega $9122 7/1/24,800AM  7/1/24, 400 PM
B Provider
o3 2706646764 TestUserTwo  Don Diego Vega $9122 6/28/24,8:00 AM  6/28/24, 4:00 PM
(3] Training
& sen O 3970075029 TestUserTwo  Don Diego Vega s9122 6/27/24,8:00 AM  6/27/24, 4:00 PM
ettings -
»
3] Logout
pd > 2l
Privacy Policy Copyright © 2021 Netsmart Technoloaies. Inc. All rights reserved Terms of Use

Note: The system will display a list chart depicting all scheduled visits for the
active agency.

67

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

7.1.1. Changing the Number of Visits Displayed Per Page

By default, the Visits List will display twenty records at a time on the screen.
To change the number of visits or records that are displayed on each page:
i Scroll to the bottom of the Visits List.

i Click the Items per page drop-down list arrow and select the number of
records to be displayed per screen.

*_?' Mobile Caregiver+ English  SunshineCare (FL) v Bl Provider v O oale carr v
Visits +
2% Dashboard
() Schedule P Select Payer jents Select Recipient " Select User
ayer Recipients. Use
bsishes
Visit 1D Enter Visit ID ‘5/‘5“ Select Visit Status *  Claim Select Visit to Claim Status
tatus
= Work List Status
Start Date  From B EndDate TO 8
© Claim Review
A Report
pore 0w Visit 10 er / Can . P are Code Sodded Visk Sart
&b Users
019 4280445077 DaleCarr  Buck Rogers 2 2/28/24,400AM  2/28/24,7:30 AM
&2 Recipients
D2 nerssos TestUser  John Snows 9122 2/26/24,800 AM  2/26/24, 4:00 PM
B Provider
O 21 1442474354 DaleCarr  Buck Rogers 9122 226/24,400AM "7 T AM H
(3] Training 20
022 3206820450 TestUser  John Snows 2 2/23/24,800AM % PM H
£ Settings v
. »
8 togou o >
Privacy Policv Coovriaht © 2021 Netsmart Technoloaies Inc Al riahts reserved Terms of Use

Note: If there are multiple pages, use the navigation arrows (icons) to scroll
through the pages.

Description

Used to set the number of records (visits) to display on the
page (screen). Users may have to scroll down to see all
1 200 Visits-

ltems per page: 20 -

Navigate to the first page of visits.

1-200f854

Navigates back to the previous page of visits.
1-200f854

Navigates forward to the next page of visits.
1-200f 854 >
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Description

Navigates to the last page of visits.

1-200f 854 >l
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7.1.2.  Filtering the Visits List

To filter the Visits List:

i. From the Main Menu, click Visits.

= (24 Mobile Caregiver =c——jsh  SunshineCare(FL) ¥ Bl Provider v O ale Carr v
Filter Parameters

83 Dashboard

B scha Payer Select Payer Recipients  Select Recipient User Select User
) ) visitto -
isit I Enter Visit ID Visit Select Visit Status *  Claim Select Visit to Claim Status
Status
=VC Status

From (a] To a
© Claim Review Start Date End Date
B s % pe——— J
-~/ Reports o]
O row  Visitio Uset / Caregiver Recipients Procedure Codes Scheduled Vist Stat  Scheduled Vis End  Actual Visit Start Actual v
&% Users
[0 156 2583184115 TestUser  John Snows s9122 12/14/23, 800 AM 12/14/23, 4:00 PM
2% Recipients
(] 157 2567707439 TestUser  John Snows 59122 12/14/23, 400 AM  12/14/23,12:00 PM
Provider
(] 152 1106848383 TestUser  JohnSnows §9122 12/13/23, 10:00 AM 12/13/23, 6:00 PM
[3] Treining
0 159 13M706023 TestUser  JohnSnows §9122 12/13/23, 800 AM  12/13/23, 4:00 PM
L3 Settings
3] Logout toms perpage 200w 00 of 16104 > S
Privacy Policy ‘Copyright @ 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: Users can filter the Visits List by using the fields located in the header.
Users can filter the Visits List by entering/selecting one or more search
parameters in one or more of the following fields:

Field Name Filter Description

Payer Display a list of all Payers that are configured for the active
agency. Users can select a Payer to filter the Visits List to only
display visits that are scheduled for Recipients insured by the
selected Payer.

Recipient The Recipient field has a list of all active Recipients that are
enrolled with the active agency. Users can filter the Visits List
by selecting one or more Recipients. The system will only
display visits for the selected Recipient(s).

User The User field will display a list of all Users that are linked to
the active agency. Users can select a User (Caregiver) to filter
the Visits List to only display only visits that are scheduled for
the selected User.
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The Visit ID field allows Users to search for a specific visit.
Users can enter a Visit ID to filter the Visits List to display a
specific visit.

Visit Status

The Visit Status field displays a list of visit statuses for
scheduled visits, i.e., IN PROGRESS, UNALBLE TO COMPLETE,
MISSED, NOT STARTED, NOT STARTED, LATE, IN PROGRESS,
LATE, COMPLETED and COMPLETED, LATE. Users can select a
visit status to filter the Visits List to only display visits whose
statuses match the selected status.

Visits to Claim
Status

The Visit to Claim Status field displays one of two processing
statuses for completed visits, i.e., SUCCESS or ERROR. Users
can select one of the two Visit to Claim Statuses to filter the
Visits List to only display visits that match the selected status.

Start Date

Users can filter the Visits List to only display visits that are
scheduled for a specific date rate. Users must enter the Start
Date in combination with an End Date to filter the Visits List by
the specified date range.

End Date

Users can filter the Visits List to only display visits that are
scheduled for a specific date rate. Users must enter the End
Date in combination with a Start Date to filter the Visits List by
the specified range.

Search Visits

Users must click the blue Search Visits command to see the list
of visits that match the search parameters — Users must click
the blue Search Visit command to update the list after making
any changes to the search parameters.

Search Visit to
Claims
Reconciliation

The Search Visit to Claim Reconciliation function is a tool which
can be used to view current claim status information for
completed visits — The Visit to Claims Reconciliation can be
used to view the status of billable services in the Work List and
in Claims Review. Users must select a Payer to use the Visit to
Claims Reconciliation function.

ii. Click the blue Search Visits command after selecting all filter parameters.

iii. Click on the Actions icon, §, for any visit to view a shortcut submenu with a
list of management options.
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7.1.3. Viewing Visit Details

The Visit Detail screen displays scheduling, status, and service data for scheduled visits.
The Visit Details screen displays management options for all visits in the lower-right
corner of the form. Users can use the Visit Details screen to view the following:

e Details, i.e., Recipient, Caregiver, Scheduled Start/End Time, Services, etc. for
scheduled visits.

e Status information, i.e., Completed, Unable To Complete, In Progress, etc., for
scheduled visits.

e Actual reported data for visits that are currently happening or visit that have
been completed.

There are two ways to access the Visit Status Detail screen:
i. From the Main Menu, click Visits.
ii. Locate and click on the Actions icon, i, for the visit.

iii. From the shortcut submenu, click View Details to display the Visit Status
Detail screen for the respective visit.

= @ Mobile Caregivers = English  Allegheny Home Care (PA) v ElllProvider v @ Dale Carr v
%3 Dashboard Visits +
() Schedule
Payer Select Payer Recipients ~ Select Recipient User Select User
Visit to
Visit ID Enter Visit ID Visit Status  Select Visit Status ~  Claim Select Visit to Claim Status

= WorkList — ———————————————  Staws
© Claim Review StartDate  From B EndDate 1o o]
) Prior Authorizations Search Visit to Claim Reconciliation
A Reports

O re
A% Users

59124
22 Recipients [J1 0291224328  ColinPettibon ~Betsy Roethlisberger 9/14/23,10:45PM  9/15/23, 6:45 AM
T1019

B Provider Isabella Khatri

02 0695543779 Schissler Cadence Alualy T1019 8/26/23,10:40 AM  8/26/23, 10:55 AM
(3 Training

Os 1063559639 Dale Carr Anna Adeniyi $9122 7/13/23,3:20PM  7/13/23,4:20PM  7/13/23,3:220PM  7/13/23,4:20%
£ Settings

™ a 1817402475 Farnand Nurand _ Cadence Alualy _ Tin1a 10711799 R0 AM _10/11/77 10:00 AM 10/11/27 RONAM  10/11/22 100 S
3] Logout

Privacy Policy Copyright ® 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Or

i From the Main Menu, click Schedule.
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= @' Mobile Caregiver+ ~=English  SunshineCare(FL) v Bl Provider v ) Dale Carr v
55 Deshboard Schedule +

 ———— B B8 < oa2023 > B == m m C
= Visits
= Work List .
© Claim Review Yy, cmoe o
(¥ Prior Authorizations
<~ Reports User Name Total Visits. 1S 2M 3T 4W 5T 6F 7S 8S 9M 10T MW 12T 13F 14S 155 16M 17T 18W 19T
e = % 1-
22 Recipients
Bl Provider
[ Training
& Settings
3] Logout

Privacy Policy Copyright @ 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use .

Locate and click on the bar chart icon, B, that represents the visit.

Schedule -+

Rl < Juz021 > B = m = C

Uses Find *
Recipient

v
User Name Total Visits 1T 2F 38 4s 5M 6T 7w 8T OF 108 1S 12M 13T 14W 15T 16F 1

e =

Note: The system will display the Visit Status Detail screen for the respective
visit.
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Visit X
Status: Missed Visit Status
Caregiver: Test User Detail:
Notes:
Recipients: Buck Rogers
Claims: (1 item(s)) A
Claim Status Invoice ID # Recipient
Buck Rogers
Completed Tasks: ( 1 item(s) ) &
HCPCS
HCPCS Description Description
— VSt O Medical Appointments Supervision Shopping/Shopping List Laundry
LS Personal Care - General
Addresses:
Scheduled Visit Start: Aua 1. 2023. 6:00:00 PM Scheduled Visit End: Aua 1. 20, .00. i
Cancel Complete Print P
/

Note: The system will display the available User options in the lower right
corner of the Visit Status Detail screen. Depending on the status of the visit,

Users will have one or more of the following options (please review the Visit

Status Report for descriptions of Mobile Caregiver+ visit statuses):

Status User Options

In Progress

User will can manually complete visits that have an In
Progress status.

Unable To Complete

Users will not be able to modify any visits that have an
Unable To Complete status.

Missed Users will have access to Cancel visit or Complete
options for any visits that have a Missed status.
Not Started Users will only have access to the Edit Visit or Delete

visit options for any visits that have a Not Started
status.

Not Started, Late

Users have the option to, Edit, Cancel or Complete any
visit that has a Not Started, Late status.

In Progress, Late

Users will only be given the Complete option for any
visits that have an In Progress, Late status.
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User Options

Completed

Users will not be able to modify any visits that have a
Completed status.

Completed, Late

Users will not be able to modify any visits that have a
Completed Late status.

Note: The system will display the Print option for all visits in the Visit Status
Detail screen, regardless of the visit status.

All visits that have a “Completed” or “Completed, Late,” status will display a
“Reload” icon, C. Users can click on the Reload icon to reprocess billable
services that were completed during visits. Billable services must be
successfully processed before being transferred to the Work List.

Visit

Status: Completed, L
Caregiver. Test User
Recipients Buck Rogers

Claims: (1 tem(s) )

Claim Seatus

SUCCESS

6304db68-2d6f-42e5-9d61 -a3046l30 k Rogers

Reload Icon X

Visit Status
Detail:
Notes: dss

Iewoice ID # Recpremt

Completed Tasks: ( 1item(s) )

Home health aide or

e

Tasks Descrigtion

Medical Appointments Supervision Laundry Shopping/Shopping List

801225 certifie
Personal Care - General
Addresses:
Scheduled Visit Start Jul 4, 2023, 8:00:00 AM Scheduled Visit End Jul 4, 2023, 12:00:00 PM
Actual Visit Start Jul 4, 2023, 8:00:00 AM Actual Visit End: Jul 4, 2023, 3:00:00 PM
Actual Start Phone Number: Actual End Phone Number.
Start Verification Type: PC End Verification Type: PC
Start Location Variance (Miles): 1 End Location Variance (Miles): 1064.7
Scheduled Start Address: 777 Glades Road Boca Scheduled End Address: 777 Glades Road Boca
Raton FL 33434 Raton FL 33434

Scheduled Start Address Type: -

Scheduled End Address Type:
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7.2.  Manually Completing a Visit

If a Caregiver completes a scheduled visit without using the Mobile Caregiver+ Mobile
Application, the visit will be labeled as a Missed visit. Provider Admins can manually
complete Missed visits using the Mobile Caregiver+ Provider Portal.

Provider Admins can manually complete scheduled visits with the following statuses:
Missed; In Progress; In Progress, Late; and Not Started, Late.

The statuses for manually completed visits will be updated to Completed or Completed,
late.

To manually complete a visit using the Provider Portal:
1. From the Main Menu, click Visits.
2. Locate the record for the visit that you want to complete.
3. Click on the Actions icon, i, located on the right-side record of the record.

4. From the shortcut submenu, click Complete.

= "' Mobile Caregiver
53 Dashboard Visits *
) schedule welen e
Payer Select Payer Veteris Recipient @ User Dale Carr X
Recipients
’
= Work List = SIS I Visit to
Visit ID Enter Visit ID isit Missed ~  Claim Select Visit to Claim Status
Status
© cClzim Review Status
) Prior Authorizations StartDate  From B  endDate TO 8
& ot o ———
- Users
0 o
22 Recipients
(] 2862688376 DaleCarr  Veteris Recipient T1019 5/18/23,11:15AM  5/18/23,1215PM
B Provider
m 1122740419 DaleCarr  Veteris Recipient T1019 5/16/23,11:15AM  5/16/23,1215PM View Details
3] Training
(mE} 0969876094 DaleCarr  Veteris Recipient 581 5/14/23,330PM  5/14/23,415PM Cancel
£ Settings
Oa 0886707089 DaleCarr  Veteris Recipient 660 5/14/23,400AM  5/14/23, 4:30 AM Complete
3]  Logout
Privacy Policy Copyright © 2021 Netsmart Technologies. Inc. All rights reserved Terms of Use

5. Scroll down to the center of the Complete Visit form, just below the map.

6. Configure the values for the following fields:
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7.2.1. Entering Required Note

Provider Admins are required to enter a mandatory note. The note should include any
relevant information related to the visit i.e., the reason the visit is being manually
completed and any other important information about the visit.

== English UAT Netsmart Demo v Bl Provider v eDale Carr vV

Keyboard shortcuts. | Map data 62023 Google, INEGI . Terms of Use.

=
=0
Phone Numbers: (555) 656-6789, (555) 656-6789, (555) 656-6789, (555) 656-6789
S|
= Caregiver: Dale Carr
= Scheduled Visit Start: Thursday, May 18,2023 11:15 AM
o -
Start Verification Type: PC ' (33.45527, -88.84801 )o
End Verification Type: PC ' (33.45527 , -88.84801 )o
N

Enter your Notes *
E Provider Admins are required to enter a mandatory note. The note should include any relevant information related to the visit.

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

i. Enter the required note:

7.2.2. Entering the Visit’s Start/End Date and Start/End Time

The system will display the date/time that the visit was scheduled to occur. If the visit
did not occur on the scheduled start or end date, manually type in, or click on the
calendar icon and enter the actual date the visit started or ended.
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= @ Mobile Caregiver+ ==English  UAT NetsmartDemo v Bl Provider v Opale carr v

Enter your Notes *

Provider Admins are required to enter a mandatory note. The note should include any relevant information related to the visit.

Choose start date Choose start time

05/18/2023 ™ 11:15AM @
Configure Start/End Date and Time
Choose end date Choose end time for the visit.
05/18/2023 M 1215PM @
Procedure Code Tasks
Personal care ser per 15 min (LAUN) Laundry (OTER) Other (SHOP) Shopping/Shopping List (SPRV) Supervision

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

’ mBS!:EBOiiinEI'.'.

i. Choose Start/End Date: The system will display the date that the visit was
scheduled to start as the default start and end date for the visit. If the visit
did not occur on the scheduled date, enter the actual date the visit
started/ended.

ii. Choose Start/End Time: The system will display the time that the visit was
scheduled to occur. If the visit was not started at the scheduled time, click on
the clock icon, and enter the actual time the visit started/ended.

7.2.3. Entering Service Start/End Date and Start/End Time

The Start/End Date and Start/End Time will be used to calculate the estimated number
of units and the estimated payment amounts for "time-based services" (services that
are billed based on the amount of time that Caregivers perform services).

The system will display the date/time that the visit was scheduled to occur. If the service
was not started on the scheduled date, enter the actual date/time the visit
started/ended.
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= @7 Mobile Caregiver+ == English  UAT NetsmartDemo v  H|| Provider v eDaIe Carr v

Procedure Code Tasks

Personal care ser per 15 (LAUN) Laundry (OTER) Other (SHOP) Shopping/Shopping List

min (T1019) (SPRV) Supervision (TGEN) Transportation (General)
Choose start date * Choose start time *
05/18/2023 B 11:15AM ®©
Configure Start/End Date and Time
Choose end date * Choose end time * fOI' the SEI‘VICE.
05/18/2023 B 1215PM @
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The Start/End Date and Start/End Time configured for the service(s) will be used to
calculate the number of billable units:

i. Choose Start/End Date: The system will display the date that the service was
scheduled to occur as the default start and end date for the service. If the
service did not occur on the scheduled start or end date, manually type in or
click on the calendar icon and enter the actual date the service
started/ended.

ii. Choose Start/End Time: The system will display the time that the service was
scheduled to occur as the default start and end times for the service. If the
service did not occur at the scheduled time, click on the clock icon, and enter
the actual time the service started or ended.

7.2.4. Configuring Assigned Tasks

For each assigned Task, Provider Admins are required to use the respective radio
buttons to indicate whether the task was Completed, Not Completed, or if the Client
Refused.
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I : :
\Q' Mobile Caregiver+ —=English  UAT Netsmart Demo ¥  Bl| Provider v Opale carr v

Procedure Code Tasks

Personal care ser per 15 min (LAUN) Laundry (OTER) Other (SHOP) Shopping/Shopping List (SPRV) Supervision
(T1019) (TGEN) Transportation (General)
Choose start date * Choose start time *
05/18/2023 ® 1115AM ®©
Choose end date * Choose end time *
05/18/2023 B 1215PM o
Completed Not Completed Client Refused
@® O O (LAUN) Laurde For each assigned Task, use the
OTER) Oth ¥ " g
® O O {QTERkOieE respective radio buttons to indicate
SHOP) Shopping/Shopping List
® O O (SHOP) Shopping/Shopping Lt |\ hather the task was Completed, Not
SPRV) Supervisi : .
® o O R Completed, or if the Client Refused.
® O O (TGEN) Transportation (General)
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

i. Click on one of the three radio buttons to indicate whether each
corresponding task was Completed, Not Completed, or if the Client Refused.

Note: Depending on the Payer and Program Recipients are enrolled with, you
may be required to select a Manual Entry Reason Code and/or a Manual
Entry Action Taken Code for each manually completed visits. Depending on
the Reason/Action Code selected, you may also be required to enter a note to
provide additional details for manually completing the visit.

Disclaimer: The Manual Entry Reason option is only applicable for Providers
who do not have a Mobile Caregiver+ Claims Console subscription. If you do
not see this option, skip to step 7.

ii. Click in the Missed Visit Action Taken field and select an Action Code for
canceling the visit.

iii. Depending on the selected Action Code, you may be required to enter a note
to provide additional information for canceling the visit.

iv. Click in the Note field to enter a note providing additional details.

Click the blue Save command to save the data and to exit the Complete Visit
form.

Note: Clicking the Cancel command will discard all entries and exit the Complete
Visit form.
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7.3. Canceling Missed and Not Started, Late Visits

The Mobile Caregiver+ Provider Portal allows Users to cancel scheduled visits with
Missed or Not Started, Late statuses. The system allows Users to delete future visits
with Not Started statuses.

To cancel a Missed or Not Started, Late visit:

1. From the Main Menu, click Visits.

= ’-Af Mobile Caregiver+ s English  Sunshine Care (FL) v 3| Provider v @ pDale Carr v
%3 Dashboard Visits +
) Schedule
Payer Select Payer Recipients  Select Recipient User Select User
e —
s Enter Visit ID s Missed - \Visitto Select Visit to Claim Status
. ekt Visit ID Visit Statu k) Stadne
From® To®
© Claim Review StartDate  05/01/2023 ®  EndDate  08/31/2023 =
A Reports
0=
a%  Users
Isabella Khatri :
2, Recipients 08 0089905178 Schinater | BrOOKe Rosa 9122 5/20/23, 800 AM  5/20/23, 8:30 AM Missed
B Provider 0o 1085456604 TrislUser  Brooke Rosa 9123 5/19/23,345PM  §/19/23, 445 PM Missed @
1sabella Khatri
(&) Training 0w 1219568148 e Brooke Rosa TI019TF §/19/23,1210 PM  5/19/23, 1:10 PM Miss:  View Details
£ Settings Oon 0893682624 Test User Anna Adenty! $5150 5/19/23,11:50 AM  5/19/23, 12:05 PM Miss:  Cancel
5 Logout [ 12 3378862807 DaleCarr  Buck Rogers sn22 5/19/23, 400 AM  5/19/23,7:30 AM Miss: Complete
[ 13 2457146697 TrislUser  Brooke Rosa $9123 5/18/23,345PM  5/18/23, 5:00PM Missed
2w
Privacy Policy Copvricht © 2021 Netsmart Technoloaies. Inc. All riahts reserved Terms of Use

2. Find the visit you want to cancel and click the Actions icon,

3. From the shortcut submenu, click Cancel.

o Cancel visit

Are you sure that you want to cancel this visit?

Cancel visit Close

4. From the Cancel visit confirmation dialog box, click Cancel visit.

Caregivers are required to select a Missed Visit Reason Code for canceling visits.
Depending on the Reason Code selected, Caregivers may be required to enter a
note to provide additional details for canceling a scheduled visit.
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Cancel visit

Reason

Missed Visit Reason =

Field is required

Missed Visit Reason Note

Action

Missed Visit Action Taken -

Missed Visit Action Taken Note

m Cancel

5. Click in the Missed Visit Reason field and select a Reason Code for canceling the
visit.

Depending on the selected Reason Code, you may be required to enter a note to
provide additional information for canceling the visit.

6. Click in the Note field to enter a note providing additional details.

Note: Depending on the Payer and Program Recipients are enrolled with, you may
be required to select a Missed Visit Action Taken Code for canceling a visit.
Depending on the Reason/Action Code selected, you may also be required to enter
a note to provide additional details for canceling the visit.

Disclaimer: The Missed Visit Action Taken option is only applicable for Providers
who do not have Mobile Caregiver+ Claims Console subscriptions. If you do not
see this option, skip to step 8.

i. Click in the Missed Visit Action Taken field and select an Action Code for
canceling the visit.

ii. Depending on the selected Action Code, you may be required to enter a note
to provide additional information for canceling the visit.

iii. Click in the Note field to enter a note providing additional details.
7. Click Save.

Note: If the visit is a recurring visit, the system will display the Cancel recurring
visit dialog box. Users will have the option to cancel the selected visit (ONLY THIS
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VISIT), or to cancel the selected visit all other upcoming visits in the series (THIS
VISIT AND REOCCURRING AFTER).

Cancel recurring visit

Would you like to change only this visit or this and all the following visits in the series?

CANCEL ONLY THIS VISIT THIS VISIT AND REOCCURRING AFTER

. Choose a Cancel recurring visit option:

e Click ONLY THIS VISIT to only cancel the selected visit.

e Click THIS AND RECURRING AFTER to cancel all scheduled recurring visits
that currently have Missed or Not Started, Late statuses. Also, the system
will automatically delete all recurring visits scheduled afterward that
currently have Not Started statuses.

Warning: Choosing "This Visit and Reoccurring After" will cancel the selected visit
and all other scheduled visits that currently have Missed or Not Started late
statuses. Furthermore, the system will delete all scheduled visits that currently
have Not Started statuses.

****Note: Canceled visits that have Missed or Not Started, Late statuses will be
displayed in the Visits List and Schedule Calendar with a status of “Unable to
Complete.”***

***Canceled visits that had Not Started statuses will be Deleted and removed
from the Caregiver’s schedule on the mobile application, as well as from the Visits
List and the Schedule Calendar on the Provider Portal. Deleted visits can be
viewed in the Visit Report.***
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Providers can edit scheduled visits to modify one or more of the following:

e Recipient data, i.e., Diagnosis Code and/or Referring Physician.

e The assigned Caregiver.

e The assigned Services, Tasks, and Modifiers.
e The scheduled Start/End Address(es).
e The scheduled Start Date and/or Start Time.

e Recurring visit settings and expiration.

Users can edit scheduled visits that have a Not Started or Not Started Late status.

To edit scheduled visits, Users can access the Visit Detail and click the Edit option or:

1. From the Main Menu, click Visits.

= Mobile Caregiver+

Visits
23 Dashboard

() Schedule Payer lect Py

Visit ID Enter Visit ID
= Work List
©  Claim Review o A
(M) Prior Authorizations
A Reports

0=
- Us:

[ 151 2940760208
2, Recipients

0 152 2481286037
B Provider

02 09m3any

Training

[0 15¢ 3098051481
& Settings

[ 155 3061426178
3]  Logout

[ 156 3114796475

Privacv Policy

Brooke Rosa

Brooke Rosa

Brooke Rosa

Sofia Marie

Coovriaht © 2021 Netsmart Technolocies. Inc. All riahts reserved.

= English  Sunshine Care (FL) v Bl Provider v @ Dole Carr v
+
Recipients  Select Recipient User 1U:
Visit Status ot Started Visit to Select Visit to Claim Status

End Date

Ti019 62022, 700 AM  6/20/23, 8:00 AM Not Started
sz €/28/23,400AM  6/28/23, 730 AM Not Started
iz €27/23,345PM 6/27/23, 5:00PM NotS  View Detoils
TI019TF €/27/23,1210PM 627723, 1:10PM
Fhadioid o 6/27/23,10:00 AM  6/27/23, 11:00 AM Not§ Delete
oz 627723, 915AM  6/27/23,10:15 AM Not§ Complete
»
> I

Select V
Claim Status

08/31/2023 n

—

Terms of Use

2. Search for the Not Started visit and click the Actions icon, :.

3. From the shortcut submenu, click Edit to view the Edit visit form.
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Note: The Edit Visit form is identical to the Add New Visit form. The Edit Visit form
allows Provider Admins to make corrections and update scheduled visits by

editing/rescheduling data entries that were made in all six (6) sections of the Add
New Visit form.

All changes can be applied to a single visit (the selected visit) or to the selected
visit and all scheduled recurring visits that follow.

4. From the Edit Visit form, configure the following:

7.4.1. Section 1 - Select Recipient(s)

Users can edit one or more of the following entries in Section 1:

e The Payer Plan/Program.
e Select or remove additional Recipients.
e Edit/update the Recipient’s Diagnosis Code.

e Select a different Referring Physician.

7.4.2. Section 2 — Select Caregiver

e Used to switch the scheduled Caregiver.
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7.4.3. Section 3 — Select Service

Users can edit the following entries:

e Edit/update the assigned services and Tasks.

e Edit/update Service Modifiers.

7.4.4. Section 4 — Select Location

Users can edit the following entries:

e Edit/update the scheduled Start and End Address(es).
e Add additional addresses and change Primary Address

7.4.5. Section 5 — Select Date and Time

Users can edit the following entries:

e Edit/update the scheduled Visit Start Date and/or Duration.
Note: Visits that are rescheduled to start on a different date will be saved as
"rescheduled" visits and will display the "rescheduled" icon, @, to the left of the visit’s
new Scheduled Start Date in the Visits List.

7.4.6. Section 6 — Select Visit Recurrence

Users can adjust the following entries:

e Edit/update the Repeat pattern.
e Edit/update the Repeat Every, skip, interval.
e Change the expiration option.

e Edit the expiration date. Users can extend the expiration date by activating the
On Date switch and entering a later date that is within 1 year of the Start Date.
The system will automatically reset the Start Date to the current date, thereby
allowing Users to extend the date by one year from the current date.

5. Users should review all scheduling entries and then click the blue Save command
to update the scheduled visit(s) in the Provider EVV Portal.
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Edit recurring visit

Would you like to change only this visit or this and all the following visits in the series?

CANCEL ONLY THIS VISIT THIS VISIT AND REOCCURRING AFTER

Note: If the edited visit being saved is one in a series of recurring visits, the system
will display the Edit recurring visit dialog box. The system will offer Users one of
two options when saving updates for recurring visits:

e |[f the changes made are only being applied to the selected visit, then click
the blue ONLY THIS VISIT command.
Or

e |[f the changes are to be applied to the selected visit and all other recurring
visits scheduled afterwards, click the THIS VISIT AND RECURRING AFTER
command.

The system will then use the designated Payer’s business rule to screen the
scheduling entries to ensure that the visit adheres to the Payer’s policies and
procedures. The system will return one of two outcomes:

e No Reported Violations: Visits that have no reported errors/faults and do
not violate any of the Payer’s rules are automatically added to the Provider
Portal.

e Reported Violations: Visits that have one or more reported errors/faults
(violating one or more of the Payer’s rules) will generate one or more
warnings and/or one or more critical error message(s).

e Critical Error: Critical Error message indicates that the visit being scheduled
has at least one major violation and cannot be saved. Users will only be
given the option to MAKE CORRECTIONS for Critical Errors.

87

Mobile Caregiver+ Provider Portal User Guide

>



g Mobile Caregiver+

Errors visit save

Would you like to save visit?

This visit has failed the following business rule validations. You must address any errors before saving the
visit. If there are any warnings then you can still schedule this visit but the claim may later either fail to

match or may be rejected by the payer.

D Message

001 This visit is a duplicate, with the same recipient (member), caregiver (attendant, rendering provider),
HCPCS Code & Modifiers, Start Time, & End Time as another visit. Please make corrections before saving.

MAKE CORRECTIONS

Note: Users must click the MAKE CORRECTIONS command and fix
reported critical errors before a visit can be saved.

e Warning Error:
A Warning Error indicates that the visit being scheduled violates one or
more of the Payer’s rules but does not have any major violations. Users
have the option to SAVE VISIT WITHOUT CORRECTIONS.

Errors visit save

Would you like to save visit?

This visit has failed the following business rule validations. You must address any errors before saving
the visit. If there are any warnings then you can still schedule this visit but the claim may later either fail
to match or may be rejected by the payer.

Payer FLT1 allows maximum only 10 hours per day for caregivers
No prior autharization selected for $5150 for recipient Buck Rogers
No prior autharization selected for §9122 for recipient Buck Rogers
Recipient Buck Rogers is not auto-loaded by Payer

Recinient Rick Rooers has no Referrinn Physician

MAKE CORRECTIONS SAVE VISIT WITHOUT CORRECTIONS

Note: Users have the option to click the MAKE CORRECTION command and fix
reported warning errors before saving the visit or click the SAVE VISIT WITHOUT
CORRECTIONS command to save the visit and make corrections later.

6. For Critical Errors, click MAKE CORRECTIONS to edit any reported errors and try
to resave the visit, or for visits with warnings, click SAVE VISIT WITHOUT
CORRECTIONS to save the changes.
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7.5.  Viewing/Printing Visit Detail

Users can print visit details for any visit, regardless of its status.

To print a visit’s details:

1. From the Main Menu, click Visits.

¥ Mobile Caregiver-

Visits
83 Dashboard

™  Schedule Payer Select Payer

_ Visit ID Enter Visit ID

= WorkList -

©  Claim Review WaiOwe, V21201
ey

()  Prior Authorizations
~

Reports

a%  Users

[ 151 2940760208
S, Recipients

0152 2481286087
B  Provider

05 oomanasy
(3 Training

[ 154 309081481
& Semings

[ 155 3061426178
3] Logout

0 156 3114796475

Privacv Policy

Isabella Khatri
Schissler

Dale Carr

Trial User

Isabella Khatri
Schissler
Isabella Khatr!
Schissler

Test User

English  Sunshine Care (FL) v B3l Provider v @ ale Carr v
i
Recipients  Select Recipient User Select User
Visit Status  Not Started Visitto Select Visit to Claim Status
Claim Status
=
©  EndDate  08/31/2023 ]
==
Brooke Rosa T019 620723, 700AM 6128723, 800 AM Not Started
Buck Rogers sz 672823, 400 A 6/28/23, 730 AM Not Started H
Brooke Rosa N2 6/27/23, 345PM  6/27/23, 500 PM
Brooke Rosa TIN9TF S/27/23, 1210 PV 6/27/23,1:10PM Not§ Edit
Sofia Marie Sl 6/27/23,1000AM 627723, 1100 AM Not§ Delete
Joha Snows sz 627720, 915 AM 627723, 1015 AM Nots Complete
’
P
Coowriaht € 2021 Netsmart Technoloaies. Inc. Al riahts reserved Terms of Use

2. Locate the visit you want to view details for and click on the Actions icon, :.

3. From the shortcut submenu, click View Details. The system will display the Visit

Status Details screen.
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4. From the Visit Details screen, click Print.

Visit X
Status: Missed Visit AStatus - -
Caregiver: Test User Detail:
Notes:
Recipients: Buck Rogers
Claims: ( 1item(s) ) ~
Claim Status Invoice ID # Recipient
Buck Rogers
Completed Tasks: ( 1 item(s) ) A
HCPCS
HCPCS Description Tasks Description
Code/Mods
— Siome health aide oc Medical Appointments Supervision Shopping/Shopping List Laundry
certifie iy |
Addresses:
Scheduled Visit Start: Aua 1.2023. 6:00:00 PM Scheduled Visit End: Aua 1.2023. 9:00:00 PM N
Cancel Complete

Note: The system will display the HIPAA Privacy Rule dialog box.

5. Review the HIPAA Privacy Rule notification, then click OK.

@ TheHIPAA Privacy Rule

The HIPAA Privacy Rule requires appropriate safeguards to
protect the privacy of personal health information, and sets
limits and on the uses and that may be
made of such information without patient authorization.

This may contain
and/or heaith (PHI)

If you are not the employee or agent responsible for this
document, you are hereby notified that any review,
dissemination, distribution, printing and copying of this
document and its content is strictly prohibited.

oK Cancel
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6. Click in the print Destination, Pages, and Layout fields to configure any other
optional settings.

D about:blank
o 2 Print 1page
Visit

Destination B SevessPOF -
itatus:
laim Status:
laim Status. Pages Al -
aregiver
tecipient(s).
ICPCS CodeMod(s): Layout Portran -
icheduled Start Time: Movs sistegs v 1AM

\ctual Start Time:

\ctual Start Phone Number:
start Verifi a Ty,

itart Locat
icheduled Start Address:

»rt, Boca Raton, Florida, plac

icheduled Start Address Type:

tecipient Phone Numbers
iigner
Jnable to sign reason:

7. Click the Print command (or Save to generate a PDF file) to print/save the visit
details.
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7.6. Deleting a Visit

Users can only delete visits that have a Not Started status (future visits).
To delete a visit:

1. From the Main Menu, click Visits.

H
H
i
i
i
]
&
2
';;:1:;
i
i
5 55 5 3% 33

o voam A wnarm
na 0 ot Startet

2. Find the visit you want to delete.
3. Click the Actions icon, i, for the visit you want to delete.

4. From the shortcut submenu, click Delete. The system will automatically delete
non-recurring visits.

5. For recurring visits, the system will display the Delete recurring visit dialog box.

Delete recurring visit

Would you like to change only this visit or this and all the following visits

in the series?
CANCEL ONLY THIS VISIT THIS VISIT AND THE RECURRING AFTER

6. Click ONLY THIS VISIT to delete the single visit that was selected.

7. Click THIS VISIT AND THE RECURRING AFTER to delete the selected visit and all
recurring visits scheduled afterward.

Note: Deleted visits will be removed from Caregiver’s schedule on the mobile
application, as well as from the Visits List and the Schedule Calendar on the
Provider Portal. Deleted visits can be viewed in the Visit Report. Reports.
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8. Managing Users

Viewing Users

Changing the Number of Users Displayed per Page
Searching for a Specific User

Viewing User Profile Details

Viewing Provider Specific User Identifiers

Editing User Profile Details

Manually Adding New Users

Inviting/Linking Users with Existing User Accounts to an Agency
Importing/Adding New Users via CSV File

Completing the New User Spreadsheet

Importing Users From a CSV Template

Sending a Message to a User

Messaging Users from the Recipient Linked Users Tab
Unicast — Texting Individual Linked Caregiver

Multicast — Texting Multiple Linked Caregivers
Resetting User Password

Unlinking Users From an Agency and Reassigning Tasks
Updating User Profile Details

Editing User Roles

All Users must have registered Mobile Caregiver+ User accounts to log in to the Mobile
Caregiver+ Provider Portal.

Each agency must designate at least one Provider Administrator (Provider Admin) during
the registration process. Provider Admins will be responsible for creating and managing
additional Mobile Caregiver+ User Accounts for their Provider Agencies.
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8.1. Viewing Users

To view a list of Users that are linked to the active Provider:

1. From the Main Menu, click Users to open the Users List.

= @ Mobile Caregiver- HEngish  SunshineCare(FL) v Blll Provider v @ Dale Carr v

53 Dashboard Users test X C & +
() schedule

=~ Visits ! wser2 Test UserTwo 1234567890 testuse@us.net Caregiver Tvited

Work List ! TstUser Test User 5556566789 dale.cam@4telius.com Caregiver  Billing  Accepted

© Claim Review
(XY Prior Authorizations
N~

Reports

ah  Users

22, Recipients
B Provider
(& Training
Q@ Settings

3] Logout

Privacv Policv Coovright © 2021 Netsmart Technoloaies. Inc. Al riahts reserved. Terms of Use

2. The Users List will display the following information for all Users.

e Avatar.

e Username.
e First name.
e Last name.

e Phone.
e Email.
e Role.

e Invite Status.
e AnActionsicon, i, that offers shortcut submenu options for User
management:
o Send message to User.(Used to send HIPAA complaint messages to
Caregivers).
o Reset User password.
o Unlink User (Unlinks User from the current agency and reassign their
tasks).
Details (view or update User profile details).
o Edit User Roles.
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8.1.1. Changing the Number of Users Displayed per Page

To change the number of Users that appear on each page:

i. From the Main Menu, click Users.

5
%/ Mobile Caregiver+ S English  SunshineCare(FL) v Bll| Provider v @Dale Carr v

23 Dashboard Biling.
() schedule , ekappes3 Elizabeth Kappes 9545312189 ekappes@ntstcom  Provider Admin Accepted
= Visits Provider Admin
hpatterson12 Hannah Patterson 4174597084 HPATTERSON@NTS... Accepted
Caregiver
= Work List
Caregiver
© Claim Review ! TstUser Test User 5556566789 dale.carr@4tellus.co. Accepted
Billing
Py h
(™) Prior Authorizations Caregiver
, dearr Dale Carr 5556566789 dearr@ntst.com Accepted
-/ Reports Provider Admin
ah  Users Provider Admin
ipedre Ivana Pedre 5555555555 ipedre@ntst.com Accepted
Carcgiver
&2 Recipients
Provider Admin
B Provider , chris.pernicano@ate...Chris Permicano 9548887878 cpemicano@ntst.com Accepted
Caregiver
@ o E=
, ndontuse Nicki Dontuse - abc@abe.com Admin Invited
0
£ Settings
! mruhiman Mary Grace Ruhlman 9139402182 mruhiman@ntst o, e Admin Accepted H
3] Logout
2 >
Orirarms Bnlioes Prnurinkt #9091 Matemart Tanhnnlnniae tnn All inkte racans: -ct Tarme Afllea

ii. Scroll to the bottom of the page.

iii. Click the Items per page drop-down arrow and select 20, 50, 100, or 200
Users per page. The Users as well as the counter at the bottom of your
screen are updated to reflect the range of records presented (for example, 1-
20 of 74 records).

iv. If there are too many Users to display on a single screen, then use the
navigation icons, located at the bottom right corner of the screen, to scroll
between pages.
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8.1.2. Searching for a Specific User

To search for a specific User:

i. From the Main Menu, click Users to view the Users List.

Y Mobile Caregiver+
53 Dashboard Users ® & &
B Schedule A . — " o nole .
T Visits , Joery Jon Berry 2 Pery@ntstcom | Pederadmn | Assapied
= WorkList , Iucas michele-00. LUCAS MICHELLE . . Cuepn Accepted
©  Cloim Review , dejosus-maris-03_. DEJESUS MARIA . eroedy@dtelus  Caregver Accoptne
() Prior Authorizations ! rivera-marie-0212__ RIVERA MARIE mymad@mail.com  Caregiver Acceptec
~  Reports ! colon-laury-00115_COLON LAURY . . Coregrver. Acsepted
. 2 - - - —— D @B
2 Recipients , cownch-acey-00.. COWITCH TRACEY Caregrrer Aoceptoa
B Provider ! Ihatri-schissiont  Izabella Whatri Schissler 9132426139 Whatrkschissler®  Providec Adrn  Accepted
[ Training , Karen-givens-020_ KAREN GIVENS . - Caregiver Acceptee
O sutnos , wiler rebekah 01 WILLER REBEKAM Corvarer Acseptes
5] Logout ! papciak-elaine-00.. PAPCIAK ELANE - . Cor i oo
, tester-three-0002_ TESTER THREE TESTEROGNTST.. | caregrver Accepted

ii. Click the search icon, &, located in the top-right corner of the screen.

iii. Enter all or part of a Username, first or last name, or all or part of an email
address in the Search User field that displays and press the Enter key.

The system will display a list of Users that match the search parameter.

iv. Users can sort the list by clicking on any of the following column labels:
Username, User First Name, User Last Name, Phone Number, or Email.

v. Click “X” to clear the search parameter.

3 =
5 Mobile Caregivers —SEngish  UATNetsmartDemo v B Provider v @ Dale Carr v

53 Dashboard Users et @ o +

) Schedule

Visits , yvettetowne Vuettetowne 5555555566 Accepted

Work List ? ONUmunz e Moz J0SBIINIG ONUettemunsS). powter kb Aceeped

Claim Review

]
() Prior Authorizations
~;
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8.2. Viewing User Profile Details

To view the details for a Mobile Caregiver+ User account:

1. From the Main Menu, click Users.

2. Locate the Mobile Caregiver+ User profile that you want to view.
3. Click the Actions icon, i, located to the right.
4

From the shortcut submenu, click Details.

& Mobile Caregiver+ = English  Sunshine Care (FL) v B3Il Provider v @ Dale Carr v
23 Dashboard Users foct X c o +
) schedule Avatar Userame User First Nan User Last Nam User Phone Number  User Email
= Visits ! tuser2 Test UserTwo 1234567890 testuse@us.net Caregreer nited
= WorkList ! Tstuser Test User dale com Caregiver  Biling  Accepted

©  Claim Review 0 - &4 Send Message (o Use
) Prior Authorizations B Reset User Password
~

GD  Unlink User

&% Users

22 Recipients "
/' Edit User Roles

B Provider
(3 Training
£ Settings
5] Logout

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: By default, the system will automatically display the Details tab.

= Englsh  Allegheny Care v [Bl] Provider v @posieCar v

22 Recipients

B Provider T
Teing —
° o Providers — ~
5] Logowt W4 UAT Netsmart DEMO ( UAT Netsmart Der @
List of Providers that are Q THE MEDICAL TEAM ( THE MEDICAL TEAM o
currently linked to the User. S CLAMS TEST PROVIDR 99122 (CLARKS T (859 14 =

Privacy Policy Coovricht © 2021 Netsmart Technoloales. Inc. Al richts reserved. Terms of Use
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5. The Details tab of the User's profile screen displays the following information:

e Mobile Phone Number.

e Email Address.

e Username (this will be the
ID that Users use to log in.

e |VR pin (Only User that
have Payer approval will
receive IVR Pins).

o Date of Birth

e Employee ID.

e Employee Start Date.

e Employee End Date

e SSN.
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Gender

Address Line 1.
Address Line 2

City.

State.

Zip Code.

Caregiver Type.
Rendering Provider ID.

Provider (Displays a list of
Providers that are currently
linked to the User).
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8.3. Viewing Provider Specific User |dentifiers

Disclaimer: This option will ONLY be available for Mobile Caregiver+ Users that are
employed by Providers who have Netsmart CareRecord subscriptions.

To view the Provider Specific User Identifiers for a Mobile Caregiver+ User account:

1. From the Main Menu, click Users.

2. Find the User whose detail/profile you want to view.

3. Click the Actions icon, i, located to the right of the User’s record.

4. From the shortcut submenu, click Details.

= & Movile Caregiver+

DOB
83 Dashboard

Member ID

s English  Overland Park Agency v

Inactive

BilProvider v @ Dale Carr v

Schedule
= \Visits
= WorkList
2 Erie Tester FEMALE 222244445 10/1/82 ® 7
Claim R
©  Ciaim Review Tester Judy FEMALE mm 272/50 ® 7
Prior Authorizations 4
8 Test JIRA six one one eight MALE 824382383 427128 ® 7/
A Reports
vo Mary Tester MALE 999999999 21277 ® 7
- Users
Bob Tester MALE 999999999 11780 ® 7
&2 Recipients
_ test test MALE 9013 12115782 ® 7 :
B Provider
Tester Peter MALE nm © Detis
(3 Training
Janette Test FEMALE 000099988 12355 11798 / Edt
@ Settings
Nicki Test MALE 81419 [0 Deactivate Recipient
3] Logout
Brivars B #9091 Natemars Tartinstanios lnn AN abte candr ~ Tacrne Aflion

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

5. From the Recipient Details screen, click on the Identifiers tab.

'3' Mobile Caregiverd

53 Dashboard Recipients » Recipient Details
B schedule Recipient: test test
= Visits
< ses Payer Subscriptions Hotes Document ts Referring Physician Linked Users Designees GareRecord Data
= WorkList
Recipient Information
@ Claim Review
Recipient First Name: test
B Prior Authorizations Retipient Last Name: test
A Reports SON (Last 4y 9013
a2 s Recipient Medicaid ID
Region:
&2 Recipients
Gender: MALE
B Provider
Date of Birth: 21511982
[ Training Netsmart CareRecard
Chart Number:
X Seuings
Bl wesbur Emergency Contact
A Bl Copyright © 2021 Netsmart Technalogies, Inc. All rights reserved Terms of Use

6. The Identifiers tab of User Profile screen displays the following information for
each User:

e Type.
e Value.

e + (Add User Identifier).
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8.4. Editing User Profile Details

To view profile details for a specific User:
1. From the Main Menu, click Users.
2. Find the User whose detail/profile you want to view.
3. Click the Actions icon, i, located to the right of the User’s record.
4

From the shortcut submenu, click Details.

& Mobile Caregiver+ Sunshine Care (FL) v Blll Provider v @ Dale Carr v

25 Dashboard Users test X C ©& +
) Schedule Avatar Username

= Visits ! tuser2 Test UserTwo 1234567890 testuse@us.net  Coregiver Invited

= WorkList ! TesterT Test Tester & Test@gmallcom | Caregiver Invited

Claim Review
o FPromderd Send Message 1o User
(¥  Prior Authorizations , TstUser Test User 5556566789 temp@temp.com  Billing
@  Reset User Password

A~ Reports

G Unlink User

o Users
E

&2 Recipients

/' EditUser Roles

B Provider
(& Training
& settinas
Privacy Policy Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved Terms of Use

5. From the User Details screen, click the edit icon, @, to update the User’s profile,
i.e., email address, phone number, etc.

= 7 Mobie Caregiver ~Sengish  AlleghenyCare v | Provider v (@)Dale Carr v

23 Dashboard Users » User Details

) Schedule Details Identifiers.
T Visits

General
= Work List

Dale Carr °

Provider Admin  Caregiver

© Clom Review

) Prior Authorizations

A Reports Addr
cry

a5 Users .
2 Code:

% Recipients ) .

B Provider Rencenng Provder 1D

(3] Training

Settings
-] g -

5 Logout
Providers

v -_—
W UAT Netsmart DEMO ( UAT Netsmart Deme
€ e MEDICAL TEAM (THE MEDICAL TEAM @

Privacy Paliey Comumoht & 9071 Neteman Tachnolonias Ine Al rohte resarved Torme of lies

6. Make all necessary changes.
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Edit User

Enter First Name * Enter Last Name * -
Test User

Enter Phone Number Enter Email

(555) 632-1963 dcarr798@gmail.com

Enter Caregiver Type *

Other v Date of Birth =

Enter Rendering Provider ID

123456789 Enter SSN
Roles *
Direct Service Provider Billing - Enter Gender M
Enter Employee ID Employee Effective Start Date )
Username *
Employee Effective End Date aal TstUser
Enter IVR Pin Enter Third Party IVR PIN
Enter Address Line 1 Enter Address Line 2 N

7. Click the blue Update command to save the changes.

Note: Provider Admins will not be able to edit all profile information for Users that
are linked to multiple agencies. Users that are linked to multiple agencies may
have to log in on the Mobile Caregiver+ Mobile Application and edit their own
profiles.

102

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

8.5. Manually Adding New Users

All Users must have a Mobile Caregiver+ User account in order to use Netsmart Mobile
Caregiver+ software applications.

Warning: Each User should only have one Mobile Caregiver+ User account. Users can
work for more than one agency using a single account. Do not create new accounts for
Users that have existing Mobile Caregiver+ accounts. Users with existing accounts can be
invited to link to other agencies.

When a Provider Admin adds a new User to the Mobile Caregiver+ Portal, the system
sends two email invitations to the email address listed in the User’s profile. One email
will contain the new User’s login ID and the other will contain a temporary password.
The system will automatically link the new User account to the Provider Agency.

Provider Admins can link Users with existing Mobile Caregiver+ User accounts to their
agencies.

Provider Admins have two options when adding new User to the Mobile Caregiver+
Provider Portal. Provider Admins can either manually add individual Users, or import
users from a CSV file.

To manually add an individual User to the Mobile Caregiver+ Provider Portal:

1. From the Main Menu, click Users.

Invite user to provider

Search on full matching email and complete phone number
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2. Click the Add user to provider command, *, to display the Invite user to provider
dialog box.

3. Enter the new User’s email address or phone number.

4. Click the blue Search command.

Invite user to Billing Provider X

° Users found based on the Search parameters
Choose user for sending an Invite

A blue button labeled Invite User,
indicates the User is not currently
linked to the agency.

dale.carr@4tellus.com

Search .
A gray button labeled Invited
N N ' o indicates that an invitation has
already been extended to the
Test User 155565***89 dale*****@***llus.com -
® mé] User
o et

Note: Providers are required to search for an existing User account, even if the
User does not have an existing account, before adding a new User to an agency.

If there are no matching entries, the system will automatically display the Invite
user to provider form (please refer to step 5).

The system will display a list of all existing Mobile Caregiver+ User accounts that
have a matching email address or phone number in their profiles.

Note: If there are matching entries, carefully review the list to determine if the
User has an existing account. Do not create duplicate accounts (view the
instructions for Inviting/Linking Users with an Existing User Account to an Agency)

If the User does not own any of the listed accounts, click the blue Invite a
Different User command to create a new User account. The system will display
the Invite user to provider dialog box. Remember, while Users may have a
common email address or phone number, no two Users can have the same email
address and the same phone number in their Mobile Caregiver+ profiles.
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Invite user to provider X
0 Users found based on the Search parameters
Choose user for sending an Invite.

Search on full matching email or complete phone number *

5556566789

5. Enter the new User’s information in the Invite user to provider form:

e First name: (Required) Enter the new User’s first name.

e Last name: (Required) Enter the new User’s last name.

e Username: (Required) Enter the new User’s preferred Username. This is
the Username: that will be used as the User’s login ID.

e Mobile Phone Number (required if no email address is entered): Enter the
new User’s phone number. This can also be used for notification and
password reset purposes. Only numeric characters can be entered, i.e., 0-9.
It is not necessary to add parentheses or hyphens; the phone number is
formatted automatically as numbers are entered.

e Email (required if no Mobile Phone Number is entered): Enter the new
User’s valid email address. This can be used for notification and password
reset purposes.

e IVR Pin: (Optional) The system will automatically generate a seven-digit
numeric personal identification number.

e Caregiver Type: (Required) Click on the drop-down list arrow to see the
available types. Users can only be assigned one Caregiver Type.

e Date of Birth: (Optional) Enter the User’s date of birth.

e Rendering Provider ID: (Optional) Caregivers such as Home Health Aides

and Personal Assistants usually do not have a NPl number; Caregivers with
professional and paraprofessional licenses and certifications, such as
Licensed Practical Nurses, Behavioral Analysts, etc., usually have an
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officially registered NPI number. If the Caregiver does have an NPl number,
enter the NPl number.

e SSN: (Optional) Enter the Caregiver’s nine-digit Social Security number.

e Roles: (Required) Roles are used to assign access rights and permissions to
Mobile Caregiver+ User Accounts; each role grants Users a specific set of
access rights and permissions to certain features, functions, and objects in
Netsmart’s Mobile Caregiver+ software applications.

6. Click on the drop-down list to view and/or to select one or more of the following

User roles:
User Role Description: Rights and Permissions
Provider Users that are assigned the role of Provider Admin will have access
Admin rights to all billing Provider features and functions of their agency’s

Mobile Caregiver+ Provider Portal. Provider Admin Users can manage
all Users and objects, including creating new Users, objects and
assigning roles. Provider Admin Users must also be assigned the
Caregiver role in order for an Admin User to be able to do visits. ***

Billing Users that are assigned the role of Billing will have limited access
rights to claims functions and features, i.e., to view Visits, Work List
items, Claim Review items, Prior Authorizations, and process claims.

Caregiver Users that are assigned the role of Caregiver will have access rights to
log in to the Mobile Caregiver+ app and complete visits (record
rendered services).

Caregivers will only have access to PHI data for Recipients that have
been assigned to them. To assign a Recipient to a Caregiver, a
Provider Admins must either schedule an initial visit with the
Recipient and the Caregiver from the Provider Portal, or link t.

Note: A User's assigned role will determine which features and functions the User
will be able to access. Multiple User roles can be assigned to a single account.

7. Click the blue Invite New User command to save the account and send an
invitation to the new User.
Note: The User’s information will be saved, and the system will return to the Users

page.
An email will be sent to the User to activate their account. The User will have 36
hours to activate the invitation before it expires; to resend an invitation for one
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that has expired, Provider Admins can reset the User’s passwords.
Click the Cancel button to discard all entries and exit the Invite user to provider
form. The new User information will not be saved.
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8.6. Inviting/Linking Users with Existing User Accounts to an Agency

Users should only have one Mobile Caregiver+ User account. A single Mobile Caregiver+
User account can be linked to multiple agencies. Provider Admins can link/add Users
with existing accounts by following the instructions below:

To invite/link existing Mobile Caregiver+ User accounts to other agencies, follow the
instructions below.

1. From the Main Menu, click Users.

Invite user to provider

Search on full matching email and complete phone number

2. Click the “Add User” icon (+) in the upper right corner of the screen to open the
Invite user to provider dialog box.

3. Enter the User’s email address or phone number in the Search on full matching
email and complete phone number field.

4. Click the blue Search command.

The system will search for and display all existing User accounts with a matching
phone number or email address in the User profile.
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Invite user to provider

. Users found based on the Search parameters
Choose user for sending an Invite.

Search on full matching emad and complete phone mumber

dale.carr@4tellus.com

5. Click in the Role field for the User you want to invite to your agency.
6. Choose the User role by clicking on the drop-down list arrow in the Roles field.

7. Select the role(s) you want to assign to the User. Users can be assigned one or
more roles.

8. Click the blue Invite User to link the User to your agency.

Note: An email will be sent to the User to join your agency. The User will have 36
hours to accept the invitation before it expires. Provider Admins can resend a new
invitation by resetting the password for the User’s Mobile Caregiver+ Account.
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8.7. Importing/Adding New Users via CSV File

The Mobile Caregiver+ Solution allows you to upload User (Caregivers) and Recipient
information, details as follows.

Note: If you have a smaller number of Users, then you may wish to simply enter them
using the screens provided in the EVV Provider Portal. If you have a larger number of
each, then you may wish to use file upload. You only need to upload Users who will be
overseeing EVV needs for your organization. Users may include administrative staff,
scheduling, billing, and the field staff performing EVV visits.

The template that we provide is in comma-separated-value (CSV) format, you can edit it
with either Microsoft Excel, Google Sheets, or a notepad application. It is important that
you follow the instructions below carefully, and that you do not change any of the
fields/columns in the template.

Warning: Please contact Netsmart Client Support to obtain vital instructions and
resources.

Note: Each User should only have one Mobile Caregiver+ User account; Users can work
for more than one agency using a single account — Do not create/upload new accounts
for Users that have existing Mobile Caregiver+ accounts. Users with existing accounts
can be invited to Link to other agencies.

To import Users from a CSV file:

1. Contact Netsmart Client Support to obtain a copy of the
EVVUsersUploadTemplate.csv file.

Note: Each column in the CSV file has specific rules about what is an acceptable
entry, the rules are explained in more detail below.

2. Read the instructions contained in the PDF file.
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Completing the New User Spreadsheet

Remember, when you edit this template in Excel or Google Sheets, you must save the

file as a CSV file before uploading.

To upload multiple Users via the CSV template, Providers add profile data for all
accounts being uploaded to the New User Spreadsheet.

Enter the profile data for all Users being uploaded into the CSV template:

COLUMN A — USERS FIRST NAME

A B C D E F
FirstName |LastMame |UserMame |Email PhoneMumber |IvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111
| 23]
FirstName is a mandatory field.
FirstName allows for letters and spaces only (no numbers or special
characters).
FirstName can be up to 255 characters in length or less.
COLUMN B — USERS LAST NAME
A B C D E F
FirstName |LastMame |UserMame |Email PhoneMNumber |lvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111

1
2
3
A

=
=1

LastName is a mandatory field.
LastName allows for letters and spaces only (no numbers or special
characters).
LastName can be up to 255 characters in length or less.
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A B C D E F
FirstMame [LastMame |UserMame |Email PhoneMNumber |IvrPin
Jane Doe Janel2 JaneDoell@gmail.com 5555555555 1111111
UserName is a mandatory field.
UserName allows for letters, numbers, and special characters.
UserName can be up to 255 characters in length or less.

COLUMN D - EMAIL

A B C D E F
FirstMame [LastMame |UserMame |Email PhoneMumber |lvrPin
Jane Doe lane12 JaneDoel2@gmail.com 5555555555 1111111

E— TR R I S I
I

Email is a conditional field. Either Email or Phone Number must be
populated.
Email must have an “@” and a “.”

Email can be up to 255 characters in length or less.

Example: Johndoel2!@gmail.com.

COLUMN E - PHONENUMBER

R I S I

A B C D E F
FirstMame |LastMame |UserMName |Email PhoneMNumber |lvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111

Phone Number is a conditional field. Either Email or Phone Number must

be populated.
Phone Number must contain only numbers.

Phone Number must be 10 numeric characters in length.
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COLUMN F — Users IvrPin

A B C D E F
FirstName |LastName |UserMName [Email PhoneNumber |lvrPin
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111

W R

e |vrPinis an optional field.
e |vrPin allows for numbers only, (no spaces, or special characters).
e |vrPin must be seven (7) numeric characters in length.

COLUMN G — Users MedicaidlD

A B C D E F G
FirstName |LastName |UserName |Email PhoneMumber |lvrPin MedicaidlD
Jane Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111|M3412234560897

B WM
|-

e MedicaidID is an optional field.

e MedicaidlD must be 9 - 13 digits in length, and allows for numbers and
letters only, (no spaces, or special characters).

e There should not be any spaces BEFORE the MedicaidlD number starts, for
example: “123456789” is valid, and “123456789” is not valid because
there is a space before the “1.”

e If MedicaidlID starts with zero, add the letter “M” in front to keep leading
Zero. Some applications remove zero after saving as a CSV file, our
application will remove the letter “M” after import is successful.

COLUMN H - UserRole

B C D E F G H
LastName |UserName |Email PhoneNumber [lvrPin MedicaidlD UserRole |t
Doe Janel2 JaneDoel2@gmail.com 5555555555 1111111|{M3412234560897 CARE I

e UserRole is mandatory.

e UserRole may only contain the specific 4 letter code for the following:

o PRAD (Provider Administrator)
o CARE (Caregiver) *note mobile login only.
o PMON (Provider Monitor) *note Admin permission with read only access.
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COLUMN | — UserStatus

B C D E F G H 1
LastName |UserName |Email PhoneNumber |lvrPin MedicaidlD UserRole |UserStatus
Doe Janel2 JaneDoel2@gmail.com 5555555555 11111171 |M3412234560897 CARE ACTIVE

e UserStatus is a mandatory field.
e UserStatus may only contain one of the following specific values:

o ACTIVE (Can login).
o INACTIVE (Not allowed to log in).

COLUMN J — CaregiverType

C D H E G H | J
UserMame [Email PhoneMNumber (lvrPin MedicaidlD UserRole |UserStatus |CaregiverType
Janel2 JaneDoel2@gmail.com 5555555555 1111111(M3412234560857 CARE ACTIVE RNS

e CaregiverType is a mandatory field.
e CaregiverType may only contain one of the following specific 3-4 letter codes:

CNA (Certified Nursing Assistant).
LPN (Licensed Practical Nurse).
RNS (Registered Nurse).
ABA (Assistant Behavior Analyst).
RBT (Registered Behavior Technician).
LA (Lead Analyst).
o OTHR (Other).
ii. Make sure you have deleted the sample row from the Users list you just

finished creating.

0O 0 0O0OOO O

iii. Make sure you have saved the document as a CSV file.
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8.7.2. Importing Users From a CSV Template

Now that you have entered the information for your Users in the template, you are
ready to load your Users into the Mobile Caregiver+ Provider Portal by following the
steps below:

i. From the Main Menu, click Users.

\'?’ Mobile Caregiver+ =HEnglish  SunshineCare(FL) v Bl Provider v @ Dale Carr v/
23 Dashboard Users st x < @ +
() schedule Avatar User First Name et Last Name scr Phone Number  User Email Role nvite Status
= \Visits , tuser2 Test UserTwo 1234567890 test.use@us.net Caregiver Invited
= Work List , TstUser Test User 5556566789 dale.camr@4tellus.com Coregiver  Billng  Accepted
© Claim Review

20

(5  Prior Authorizations
- Reports

Recipients

3

Provider

Training

¢ & m

Settings

]

Logout

Privacy Policy Copyright ® 2021 Netsmart Technoloaies. Inc. All rights reserved. Terms of Use

ii. Click the Import users from csv-file icon, @, located in the top right corner of
the screen. The system will display the Open File Explorer dialog box.

¥ Open 53

T « Documentation Admin > User Guide > Managing Users v O  Search Managing Users »

Organize > New folder =~ O @
B Desktop # " Name Date modified Type Size

& Downloads #

63 TellusEwUsersUploadTemplate 20190815 9/11/2 Mic el Co
= Pictures  # B9 TellusEwUsersUploadTemplate Upload  9/16/2019 507 AM Microsoft Excel Co.
= Documents

Getting Started

Managing Recip

Managing Users

User Guide
33 Dropbox
@ OneDrive
= This PC

v o<
File name: | TellusEwUsersUploadTemplate_Upload ~|  Microsoft Excel Comma Separa

o

iii. Locate and click on the CSV file you want to upload.

iv. Click Open.
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o Import Error

Value at line #1, column #10 is not valid. CaregiverType is a y field. RBT (| Behavior Te ), HHA (Home Health Aide), RNS (Registered Nurse),
ABA (Assistant Behavior Analyst), LA (Lead Analyst), CNA (Certified Nursing Assistant), LPN (Licensed Practical Nurse), RNS (Registered Nurse), OTHR (Other)

Note: If the import is successful, a green File successfully uploaded message will
display in the lower right corner of the screen.

= ‘Y Mobile Caregiver S English  SunshineCare (FL) v Bl Provider v O Dale Carr v
%3 Dashboard Users test X ¢ & +
() sSchedule Avat . Frst N or Last N Phane Numb €m

Ve , tuser2 Test UserTwo 1234567890 testuse@us.net Caregiver imvtted

- WokLet , Tstuser Test User 5556566789 dale.cam@4tellus.com Caegiver  Biling  Accepted

© Claim Review 0 -
(X  Prior Authorizations

~  Reports

28 Recipients

B Provider

(3] Training

£ Settings

5]  Logout

e,
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. Al rights reserved. Terms of use

If any errors are identified, a message containing the exact row(s) and column(s)
of the error will be shown on your screen.

Please refer to the guide above to troubleshoot the exact error(s).

Note: If there are any errors detected by the system, no records from your file will
be uploaded; the entire file must be error-free before any User records will be
uploaded.
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8.8. Sending a Message to a User
The Netsmart EVV Solution allows Providers to send HIPAA compliant text message to
Users. Follow the directions below to send text message to Users:

1. From the Main Menu, click Users.

2. Locate the User you want to send the message to, then click Actions icon, £,
located on the right side of the User’s record.

3. From the short-cut submenu, click Send Message to User.

& Mobile Caregiver+ il Enghl 5= cmaine Core (1) 8 KM Provider B S © Dola Corr
53 Dashboard Users test X C ©& +
) schedule
= Visits ! tuser2 Test UserTwo 1234567890 testuse@us.net Careguer Invited
= Work List .
TstUser Test User 5556566789 dale cam@4tellus.com Coregiver  Bilng  Accepted H
© Claim Review
(¥  Prior Authorizations
@  ResetUser Password
A Reports
o G Unlink User
_ © Details
22, Recipients X
/' EditUser Roles
B Provider
(3] Training
£ Settings
3]  Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

4. Type the text message to be sent in the Add Message for User field; at least one
character must be entered to enable the Send Message to User command.

Send Message to User: Shelby Saal

Add Message for User

Send Message to User Cancel

5. Click the Send Message to User command to send the message.

If you click Cancel, the system will return to the Users page and the message will
not be sent.

Note: Users assigned the Caregiver role will receive messages on their Mobile
Caregiver+ app.
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8.9. Messaging Users from the Recipient Linked Users Tab

The Mobile Caregiver+ Provider Portal allows Provider Admins to send HIPAA compliant
messages to Caregivers from the Linked Users tab, located in a Recipient’s profile.

8.9.1.

Unicast — Texting Individual Linked Caregiver

i. From the Main Menu, click Recipients.

ii. From the Recipients screen, locate and click on the Actions icon, i, for a
Recipient that is linked to the Caregiver you want to message.

iii. From the shortcut submenu, click Details.

= (‘?} Mobile Caregiver+

_=English  SunshineCare(FL) v  Bll|Provider v @ Dale Carr v

2§ Dashboard Recipients
Schedule )

Recipient
— First/Last buck
= Visits Name
= i Recipient
= Work List e
© Claim Review
[ Prior Authorizations

R Firs

A/ Reports ccwzw::‘(e irst
= Users ik
B Provider
(3] Training

& Settinas

Mobile Caregiver+ Provider Portal User Guide

S+
Recipient i
X Medeaid Reciplent
D SSN
Recipient Active / Active .
Member ID Inactive -
Gend Reciplent Medicald  ecipient ssn Payer Member ID Date of Birth GPS  EditableActive
MALE  BR123456789 2521 7/4/45 & 7 H
/'  Edit
[0 Deactivate Recipient
262318611 vi ies, Inc. All rights reserved. Terms of Use
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iv. From the Recipient Details screen, click on the Linked Users tab.

& Mobile Caregiver+ —=Engish  SunshineCare(FL) v BlllProvider v (@ Dale Ca

BT Dashboard Recipients > Recipient Details

) schedule Recipient: Jill Buggs

= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users

Work List
User Role Phane Email

Claim Review

(2]  Prior Authorizations doarr 5556566789 dearr@ntst.com v
N~

Reports Provider Admin

TstUser 5556566789 dale.carr@4tellus.com v
an Users Caregiver

22 Recipients

4D Audit History
B Provider

Send Message to Us
[3] Training

& Settings

5] Logout

Note: The system will display the Linked Users table with a list of all Users
that have been linked to the selected Recipient.

o The Linked status field will display the Linked icon, ¥, if the Recipient
has a current-active link to the User.

o The Linked status field will display the Unlinked icon, *, if the User is
not currently, but was previously, linked to the selected Recipient.

o Click the Message icon, & , located in the top-right corner of the
screen, to send a message to one or more linked Caregiver(s).

v. From the Linked Users table, click the Actions icon, i, located to the right of
the Caregiver’s record.

vi. From the short-cut submenu, click Send Message to User (52 send Message to User)
command. The system will display the Send Message to User dialog box.

Send Message to User: Test User

Type unicast message here| @

vii. Type the text message to be sent in the Add Message for User field; at least
one character must be entered to enable the Send Message to User
command.
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viii. Click the blue Send Message to User command to send the message.

8.9.2. Multicast — Texting Multiple Linked Caregivers

i. From the Main Menu, click Recipients.

ii. From the Recipients screen, locate and click on the Actions icon, i, for a
Recipient that is linked to the Caregiver you want to message.

iii. From the shortcut submenu, click Details.

/ Mobile Caregiver+ nglish  Sunshine Care (FL) v Il Provider v @ pale carr v

il Recipient Recipient -
First/Last s
¥5  Dashboard Name Medicald D SsN
Recipient ® Recipient Active / Active v
[ schedule DOB —— Member ID - Inactive _—
= Visits
CSE  Clear
= Work List
© Claim Review Recipient First Name  Recipient Last Name ~ Gender pient ) pi fember 1D Date of Birth GPS  Editable Active
(5 Prior Authorizations Simone Wig MALE 9090909090 888888888 9/27/00 ® 7
A Reports tom thumb MALE 5699 8/15/62 ® 7
ah  Users Brooke Rosa FEMALE 9876543 2/9/99 @ Details
22 Recipients Pele Punt MALE BPPG566556 3132 10/23/40 /' Edit
B Provider Buck Rogers MALE BR123456789 2521 7/4145 [ Deactivate Recipient
(3] Training Sofia Marie FEMALE 85971325 850674258 4/5/86 ® 7
L settings John Snows MALE 555555556 5555 BC2221111222 8/2/20 ® 7
2] Logout Provider Q-A Recipient FEMALE  PQA12345 568211111 7/4/45 ® 7
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use
iv. Click on the Linked Users tab
= T Mobile Caregiver+ ~SEngish  SunshineCare(FL) v  BlllProvider v @)Dale Carr v
53 Dashboard Recipients > Recipient Details

() schedule Recipient: Jill Buggs

= visits
General Addresses Payer Subscriptions Notes Documents Referring Physician @
= Work List ~—

er Role Phone Emal

© claim Review

Tstuser 5556566789 dale.cam@4tellus.com v

(2 Prior Authorizations
Caregiver

' Reports Provider Admin

dearr 5556566789 dearr@ntst.com v
&% Users Careglver

*
B Provider
(3] Training
£ Settings
5]  Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use
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v. The system will display the Linked Users table with a list of all Users that have
been linked to the selected Recipient.

e The Linked status field will display the Linked icon, v, if the Recipient has a
current-active link to the User.

e The Linked status field will display the Unlinked icon, *, indicating that the
User is not currently, but was previously, linked to the selected Recipient.

e Click the Message icon, 8, located in the top-right corner of the screen, to
send a message to one or more linked Caregiver(s) (please view Texting
Multiple Users).

vi. From the Linked User screen, click the Message icon, & , located top right
corner of the screen.

vii. The system will display the Send Message to User dialog box.

Send Message to User(s)
Click the Users drop-down list
arrow to select Users.

+ Dale Carr (dcarr@ntst.com)

viii. Click in the Select Users field to view and select one or more Users that are
linked to the Recipient. Users will be able to select multiple Users; at least
one User must be selected.

Send Message to User(s)

Select User

TestUser  Dale Cam -

Add Message for User(s)

Type multicast message here,

®

ix. Type the text message to be sent in the Add Message for User field; at least
one character must be entered to enable the Send Message command.

X. Click the blue Send Message command to send the message to the selected
Caregiver(s).
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8.10. Resetting User Password

To prevent passwords from expiring, Provider Administrators can proactively reset their
own password as well as any User’s by following the steps below:

1.
2.
3.

From the Main Menu, click Users.
Find the User whose password you want to reset.
Click the Actions icon, i, located to the right of the User’s record.

From the short-cut submenu, click Reset password.

& Mobile Caregiver- ==Englsh  SunshineCare FL) v Bl Provider v @ Dale Carr v

- test
83 Dashboard Users X c & +
() schedule Avotar Usemame User First Nome User Last Nome User Phone Number  User Email Role nvite Status
= Visits , wser2 Test UserTwo 1234567890 testuse@us.net Caregiver Invited
B WorkList ! TstUser Test User 1 dale. com Biling  Caregiver Invited
© claim Review

ltems perpage 20 ¥ Send Message to User |
E Prior Authorizations

8 (Reset User Password

'  Reports

@ Unlink User

m @ Details

= Recipients
2 P /"  EditUserRoles
E Provider r

@ ResetPasswor
(3] Training

Ave You sure you want to reset password for user *Shelby Saal'?
O Ssettings

Reset UserPassuord. Cancel
5] Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

From the Reset Password confirmation dialog box, click Reset Password.

o Reset Password

Are You sure you want to reset password for user "Forgotten Password"?

Reset User Password Cancel

The system will email a temporary password to the User. The next time the User
attempts to log in, they will be prompted to change the temporary password.
The system will return to the Users List.
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8.11. Unlinking Users from an Agency and Reassigning Tasks
Unlinking a User from an agency revokes the User’s access to the agency. Providers
should unlink all Users who are no longer a part of their agencies.

Note: Provider Admins cannot unlink themselves; unlinking a User with the Provider
Admin role must be done by a different Administrator.

To unlink a User and reassign their tasks to another User:

1. From the Main Menu, click Users.

= 14 Mobile Caregiver: English  Sunshine Care (FL) Vv Bl Provider v end-c-v .

%3 Dashboard Users test X C & +

) schedule

Visits ! tuser2 Test UserTwo 1234567890 test use@us.net Caregiver invited

Work List , TstUser Test User 5619008421 dale car@4tellus.com Biing  Caregiver  lnvited

Claim Review
Send Message 1o User

£ Reset User Password

(2 Prior Authorizations
~;

Reports

0]

P
ah  Users
Details

&2 Recipients
o /  EditUser Roles
B Provider
(3] Training
£ Settings

5] Logout

2. Find the User you want to unlink and click the Actions icon, :, located to the right
of the User’s record.

3. From the short-cut submenu, click Unlink User.
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Send Message to User: Bradley Phil

Info
° Choose user for reassigning tasks of user that you want 10 unknk

Search © ser t reamagn oo

o wns
Nicki Grose (ngrose@ntst.com)

-

4. From the Send Message to User dialog box, start typing the Username or email
address to find the User that the unlinked User’s tasks will be reassigned to.

Note: Providers must choose a User to whom the selected User’s tasks will be
reassigned; the system will reassign all scheduled visits to the chosen User.

5. Click Reassign Tasks and Unlink User. That User will be unlinked from the agency.

Click Cancel to exit without unlinking the User from the agency; the system will
return to the Users screen.
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8.12. Updating User Profile Details

Provider Admins can update Users profiles from the Users screen.

Note: Provider Admins have limited access rights to update profile details for Users that
are linked to multiple agencies; Users that are linked to multiple agencies should update
their own profile via the Mobile Caregiver+ Mobile Application.

The instructions below are for updating User profile details from the Provider Portal:
1. From the Main Menu, click Users.

2. Find the User whose profile you want to update, then click the Actions icon, ¥,
located to the right of the User’s record.

3. From the short-cut submenu, click Details.

Users test X C © +

T Vists , oer2 UserTwo 1234567890 test une@us net Comgrer e
Work List ! —— User 819008421 dale cam@itellon com By Camgrer  Wvaed i
Clam R
@ ClamRevi Sand Mesaage 1o User
) Prior Authorization
@ Feset User Passward
~ Reports > UniinkUser
2% Users
Recipents
/€ User Rokes
@ Provider
(5 Teining
Settings

echrolomes Inc Al rohts reserved Terms of Use
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5. Make any necessary changes to the User’s profile.

Edit User

Enter First Name *

Shelby

Enter Last Name *
Saal

Enter Phone Number

Enter Email
ssaal@ntst.com

Enter Caregiver Type *
Other ~ Date of Birth
Enter Rendering Provider ID Enter SSN

Roles *

Admin

Employee Effective Start Date

Enter Employee ID

Employee Effective End Date

Enter Address Line 1

Enter Address Line 2

Update Cancel

6. Click the blue Update command to save any changes.

Mobile Caregiver+ Provider Portal User Guide
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8.13. Editing User Roles

You can edit a User’s role from the Users List.
1. From the Main Menu, click Users.

2. Find the User whose role(s) you want to update, then click the Actions icon, ¢,
located to the right of the User’s record.

3. From the shortcut submenu, click Edit User Roles.

= "3‘ Mobile Caregiver+ ~=English  SunshineCare(FL) v B3Il Provider v @ ale Carr v

83 Dashboard Lees et EECIO R
() schedule
= Visits ! tuser2 Test UserTwo 1234567890 test use@us net Caregwer ivited
= Work List ! TetUser Test e 1 dal com Biing  Caregiver lovited
© Claim Review
Send Message 10 User
(9 Prior Authorizations
B  Reset User Password
A Reports
por GD  Unlink User
_ © e

Recipient:
ecipients /' EditUser Roles

Provider

Training

¢ 0 o

Settings

®

Logout

4. From the User Roles dialog box, click in the Roles field and edit the User’s role(s);
multiple roles can be assigned to a single User account. Place a checkmark in the
checkbox for each role you want to assign to the User.

Test User

Roles

Caregiver 5] ® Provider Admin

[ Billing

m Ca [ caregiver

5. Click the blue Save command to save the changes.

Note: Click Cancel to exit the User Roles dialog box without saving the changes;
the system will return to the Users List.
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9. Managing Recipients

Searching for and Viewing Recipients

Changing the Number of Recipients Displayed Per Page
Searching for a Specific Recipient

Manually Adding Recipients to the Mobile Caregiver+ Provider Portal
Entering Recipient Information

Entering Emergency Contact Information

Entering a Recipient Address

Entering Payer Subscription Information

Linking Recipients with Existing MCG+ Profiles to an Agency
Importing Recipients From a CSV-File

Entering Recipient Profile Data

Importing Recipient Into the Mobile Caregiver+ Portal

Linking Caregivers to Recipients from the Linked Users Tab
Unlinking Caregivers from Recipients via the Linked Users Tab
Relinking Caregivers to Recipients via the Linked Users Tab
Reviewing Caregivers Link Audit History

Viewing Designee Information

Editing a Recipient’s MCG+ Profile Data

Editing a Recipient’s General Profile Data

Adding a New Service Address to a Recipient’s Mobile Caregiver+ profile
Updating a Recipient’s Service Address

Switching a Recipient’s Primary Service Address

Deactivating a Service Address from a Recipient's Mobile Caregiver+ Profile
Adding New Payer Subscriptions

Adding Programs/Plans to Existing Payer Subscriptions
Editing Existing Payer Subscriptions

Updating a Recipient's Recipient Diagnosis Code(s)

Viewing a Recipient's Voided Diagnosis Codes

Deactivating a Recipient's Payer Subscription

Reactivating a Recipient’s Payer Subscription

Adding Notes to Recipients’ MCG+ Profile

Viewing Notes in a Recipient's MCG+ Profile

Adding Documents to a Recipient's MCG+ Profile

Managing Documents in a Recipient's MCG+ Profile
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Adding a New Referring Physician to a Recipient's MCG+ Profile
Linking a Recipient to an Existing MCG+ Referring Physician Profile
Deactivating a Recipient’s MCG+ Profile

Activating an Inactive Recipient’s MCG+ Profile
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Searching for and Viewing Recipients

To locate and view Recipients’ Mobile Caregiver+ profile data:

1. From the Main Menu, click Recipients.

2. From the shortcut submenu, click Details.

@' Mobile Caregiver+ Sunshine Care (FL) v Bl Provider v Opoale carr v
52 Dashboard Recipients o +
) Schedule " ;
ecipien .
First/Last jill X ':fi;?‘”f:j‘ 5 Recipient SSN
= Visits Name edicai
= Work List = Recipient Active / Active
oML Reclelent,DOB Member ID Inactive
© Claim Review
(¥  Prior Authorizations
'  Reports Raclplent Last Name Gender Reclpient Medicald 1D Reciplent SSN Payer Member ID Date of Birth
5% Users Jill Buggs FEMALE 1111110010 0010 7/9/30 ® o
Bici
(3] Training 7 e
Setti
£ Settings [J Deactivate Recipient
5] Logout

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. Al rights reserved. Terms of Use

The Recipients List opens and displays the following information for all

Recipients:
e First name
e last name
e Gender
e Date of birth
e Actionsicon, i- click on the Actions icon to access the following submenu

options:

o The Editicon, 7, indicates that the Recipient’s profile details can be
edited.

o The read-only icon, @, indicates that the Recipients was uploaded by a
Payer; Provider Admins will have limited access rights to edit a
Recipient’s profile i.e., adding additional address, managing emergency
contact, managing diagnosis codes, etc.

o Active: A checkmark in the checkbox indicates that the Recipient is
currently enrolled with and is actively receiving services from the
Provider Agency.
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Note: The Recipients List can be sorted by clicking on any of the list header label,
i.e., Recipient First Name, Recipient Last Name, Gender, or Date of Birth; click the
same column title again to reverse the order.

3. Click the Actions icon, {, located to the right of the Recipient’s record, to see a
shortcut submenu list of management options, i.e., Details, Edit, and Deactivate
Recipient.
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9.1.1. Changing the Number of Recipients Displayed Per Page

To change the number of Recipient records that are displayed on each page:

i. From the Main Menu, click Recipients.

= & Mobile Caregiver+ SEngiish  SunshineCare(FL)v Bl Provider v @ Dale Carr v
Peter Parker MALE PPSM123456789 0313 8/15/62 ® 7
23 Dashboard
John Snow MALE 555555555 5555 BC2221111222 8/2/20 ® 7
) Schedule
Oliver Simone MALE nnnm nmmm 219/81 ® 7
= \Visits
Don Diego Vega MALE ZOR0123456789 3303 7/4/59 ® 7
= Work List
Linking Reciplent MALE LR3334444 02568 8/15/62 ® 7
© Claim Review
NewRcpnt Recipient FEMALE  NR1234789 0313 10/1/51 ® 7
(2 Prior Authorizations
Anna Adeniyl FEMALE 1111110003 0003 10/3/83 ® e
A Reports
Betsy Roethlisberger ~ FEMALE 1111110004 0004 1ns/s ® O
% Users
Cadence Alualy FEMALE 1111110005 0005 3/31/55 ® o
B
Della Berry FEMALE 1111110006 0006 89 ® o
E Provider S0
Eisa Monroe FEMALE 1111110007 0007 1o 9 ® o
[ Training -
Can O
£ Settinas ————— > >l
Privacy Palicy Canvrinht ® 20121 Netemart Tachnnlaniee Ine All rinhte rocarved Torme of lleo

ii. Scroll to the bottom of the page and click on Items per page.
iii. Select the number of records to be displayed on each page.

iv. Click the Items per page drop-down arrow and select: 20, 50 or 100
Recipients per page.

If the total number of Recipients exceeds the amount that can be displayed
on one page, you can view additional Recipients by using the scroll arrows
located at the bottom of the screen.
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9.1.2. Searching for a Specific Recipient

The Mobile Caregiver+ System allows Providers to manage the Recipients List by using
the fields located in the header. Providers can filter the list by entering search criteria in
one or more of the fields located in the header; Providers can enter data values in
multiple fields to further narrow their search results.

To manage the Recipients List:

i. From the Main Menu, click Recipients.

e f’ Mobile Caregiver+ =S English  UAT Netsmart Demo v

53 Dashboard Recipients o +

() schedule .
lecipient
Flrsv?\.asl veteris x Recipient Recipient

= \Visits Name Medicaid ID SSN

Recipient - Recipient Active Active
DOoB Member ID Inactive

= Work List

© Claim Review

() Prior Authorizations
A Reports

&% Users Vetens Recipient MALE VR123456789 012345678 71459 ® 7

Privacv Policv Coowrial iht © 2021 Netsmart Technoloaies. Inc. Al riahts reserved Terms of Use

ii. Enter partial or complete data values in one or more data fields located in the
header — Recipient Name/Last Name, Recipient Medicaid ID, Recipient DOB,
Recipient Member ID, and/or Active/Inactive.

iii. Click the blue Search command to see a list of Recipients that match the
search parameter(s).
Click “X” in any field to clear the search parameter.

Note: The Active/Inactive field defaults to “Active.” Providers must select
Inactive to view inactive Recipients, or All to see both active and inactive
Users. See Deactivating a Recipient and Activating an Inactive Recipient for
more information.
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9.2. Manually Adding Recipients to the Mobile Caregiver+ Provider Portal

Depending on the Payers and programs Recipients are enrolled in, some Payers will
automatically load Recipients’ profile data into the Mobile Caregiver+ System, while
some Providers may be allowed to add Recipients to their Mobile Caregiver+ Provider
Portal. For Providers that are allowed to add Recipients to the Mobile Caregiver+ Portal,
the system will display the Add Recipient command, +, located in the upper right of the
screen, and/or the Import recipients from csv-file command, ©.

To manually add a Recipient to an agency:
1. From the Main Menu, click Recipients.

2. Click the Add Recipient command, +, located in the upper right of the screen.
The system will display the Add Recipient form.

= @ Mobile Caregiver+ _=English  SunshineCare(FL) v B[l Provider ¥ @ Dale Carr v

55 Dashboard Recipients » Add Recipient
=

= e ° o ) o ®
= \Visits Recipient Search Recipient Information Payer Subscription Emergency Contact Address
Optional
= Work List
Switch search type: By Medicaid ID: By Name & Gender

© Claim Review

[ Prior Authorizations
Medicaid ID: Enter Medicaid ID *

A/ Reports

an Users Date of Birth: Date of Birth * o)
seeren clexr

B Provider

[3] Training

€& Settinas

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

3. Click the blue Add a different Recipient command. The system will display the
Add Recipient form.
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9.2.1. Entering Recipient Information

4. Enter the Recipient’s information. All fields that display an asterisk, *, are
mandatory. You must enter information in the mandatory fields. Follow the
directions below to fill in the Recipient’s Mobile Caregiver+ EVV profile data in
tabs two through five of the Add Recipient form.

i. Recipient First name*: Enter the new Recipient’s first name.
ii. Recipient Last name*: Enter the new Recipient’s last name.

iii. SSN (Last 4): Enter the last 4 digits of the new Recipient’s social security
number.

iv. Gender: Select the gender using the radio buttons. The default selection is
male.

v. Date of Birth*: Enter the Recipient’s date of birth by typing the date or
clicking and selecting a date from the calendar.

_Sengieh  OverlandPukAgency [l Provider v @) Nicki Grose v
55 Dashboard
) Schedule o o o o o
© Claim Roview
)  Prior Authorizations
a5 Users
B Provider 8846
@ Taining
& Settings

5. Click Next. The system will display the Emergency Contact Information tab (the third
of five tabs).

Note: Clicking Next does not save your entries. You will save on the last tab, Payer
Subscription. Do not use your browser’s Back button at any point while you enter
Recipients. If you do, you will return to the main Recipients page, and your entries
will be lost.
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9.2.2. Entering Emergency Contact Information

6. You have the option to enter the Recipient’s Emergency Contact information.
i. Contact Name: Enter the Emergency Contact’s Name.
ii. Enter Phone Number: Enter the Emergency Contact’s Phone Number.

iii. Enter Relationship: Use the drop-down list to select the Emergency Contact’s
relationship to the Recipient. Choose None, Child, Friend, Other, Parent,
Sibling, Spouse, or Unknown.

=englsh  OverlandParkAgency Bl Provider v (@) Nicki Grose v

Recipients > Add Recipient

7. Click Next to display the Address tab (the fourth of five tabs).

Note: You can select one or more addresses from the list of addresses in a
Recipient’s Mobile Caregiver+ profile when scheduling visits.
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9.2.3. Entering a Recipient Address

Providers are required to enter validated addresses into the Mobile Caregiver+ Provider

Portal.

8. Enter one or more addresses for the Recipients.

Vi.

Find Address: To add new addresses to the Mobile Caregiver+ Provider
Portal, Providers must type the Recipient’s address in the Find Address field.
The system will display a list of matching validated Google Maps validated
addresses.

Select the correct address from the list. The system will automatically fill in
the city, state, and zip code.

Note: If the address you are entering is not found in Google Maps, open
another browser window and use Google to search for the address (to see
how it appears in their database). For example, Google may have NE as
Northeast or vice versa, or Lakepoint as Lake Point or vice versa.

Address Type: Some Payers may require that certain services be performed
at designated locations (places of service). Click in the Address Type field to
select the appropriate type of service location.

Primary Phone: Enter the Recipient’s Primary Phone number. You are
required to enter the Recipients phone number.

Set Address As Primary: Click on the switch to set the address as the
Recipient’s default address; the Recipient’s Primary Address will
automatically be loaded into the address fields when scheduling visits.

Click the Save command to add the new service address to the Recipient’s
Address List.
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Engish  OverlendPurk Agency Bl Provider v @ Nicki Grose

Recipients > Add Recipient

28 Dashboard
Bl i ° ° ° o ()
o g s i ey s -
e
Claim Review e
° 800 Falrway Drive, Deef
() Prior Authorizations ¥ 00 Pabrwy Oubenox
g it
~  Reports U 800 Faleway Drtve

1800 Faieway Drive
200 Fairway Drive -

Users

»”

¥
2

o 3
9
o=

@ Tainng S By FLORIDA -\ L@ ¥
& Semngs -

Go gle A4 i Vi e 353 S 9 T e
3 Logont

AddressLine2. A

P
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9. Click Next. The system will display the Payer Subscription tab (the fifth of five
tabs).
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9.2.4. Entering Payer Subscription Information

10. Enter Payer Subscription information:

Payer*: Select the Payer from the drop-down list.

Plan: Click the Add New Plan icon, *, to select the Recipient’s Plan name,
Program name and Jurisdiction.

Case Number: Enter the case number.

Member ID: Enter the Member’s ID.

Eligibility Effective Date: Enter the date that eligibility became effective.
Eligibility End Date: Enter the date that eligibility ends.

ii. Authorization Effective Date: Enter the date that the prior authorization

becomes effective.
Authorization End Date: Enter the date that the prior authorization expires.

Diagnosis Code*: Provider must enter at least one diagnosis code.

Mg mig ung

Note: The system will retain the billing sequence of Recipients’ Diagnosis
Codes as displayed in the Recipient’s Mobile Caregiver+ profile; Recipients’
Diagnosis Codes will be populated into rendered service records in the same
order as they appear in the Recipient’s Mobile Caregiver+ profile. ***

11.Click the Save command to add the Recipient to the Mobile Caregiver+ Provider
Portal; the system will automatically link the Recipient to the agency.
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Note: At this point, you can also choose to click the Back command to go back
and review or edit data on the previous tabs.

Do not use your browser’s Back button. You will return to the Recipients page,
and all information will be lost.

If the Recipient requires a Referring Physician, please review Editing a Recipient
and/or Entering a Referring Physician.
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9.3. Linking Recipients with Existing MCG+ Profiles to an Agency

Recipients are the individuals who will receive services from Caregivers. Depending on
the Payers and programs Recipients are enrolled in, some Payers will automatically load
Recipients’ profile data into the Mobile Caregiver+ System, while some Providers may
be allowed to add Recipients to their Mobile Caregiver+ Provider Portal. For Providers
that are allowed to add Recipients to the Mobile Caregiver+ Portal, the system will
display the Add Recipient command, +, located in the upper right of the screen, and/or
the Import recipients from csv-file command, ©.

Some Recipients may already have existing Mobile Caregiver+ profiles; they might have
previously received services from Providers that use the Mobile Caregiver+ System.
Recipients that have existing Mobile Caregiver+ Recipient profiles can simply be linked
to other agencies.

To link a Recipient to an agency:
1. From the Main Menu, click Recipients.

2. Click the Add Recipient command, *, located in the upper right of the screen.
The system will display the Add Recipient form.

Q Mobile Caregiver+ ==English  Sunshine Care (FL) v HHll Provider v

3 Dashboard Recipients a @

) schedule " i
Fﬁgme;s‘ Recipient Recipient
= visits b Medicaid ID SSN
= Recipient a Recipient Active /
= Work List " Active
okt 00B Member ID Inactive
© Claim Review
(5  Prior Authorizations
A Reports Recipient First Nas Recipient Last Name Re tMedicaid D Recipient SSN Payer Member 1D Date of Birth
&% Users Simone wig MALE 9090909090 888888888 9/27/00
22 Recipients tom thumb MALE 5699 8/15/62

B Provider Brooke Rosa FEMALE 9876543 2/9/99

[z Training Pele Punt MALE BPP6566556 N3 10/23/40

® © ® 0 0
N IS IS NS
[ <]

<}

§ settings Buck Rogers MALE BR123456789 2521 7/4145

3] Logout Sofia Marie FEMALE 85971325 859674258 4/5/86 ® 7

<]
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3. Enter the Recipient’s Medicaid ID.
4. Enter the Recipient’s date of birth.

5. Click the blue Search command. The system will display any existing Mobile
Caregiver+ Recipient record.

vﬁ" Mobile Caregiver+ —=English  Overland Park Agency vV Bl Provider v eDaIe Carr v

BE Dashbosrd Recipients > Add Recipient

) Schedule Y ) o
= Visits Recipient Search Recipie Payer Subscription Address
= Work List
Switch search type: By Medicaid ID: By Name & Gender
© Claim Review
5] Prior Authorizations Enter Medicald ID *
Medicaid ID: BR123456789
' Reports
Date of Birth *

&% Users Date of Birth: ~ 07/04/1945 "
B Provider

Recipient First Name Recipient Last Name Gender Date of Birth Medicaid ID Actions
(3] Training

Buck Rogers MALE 7/4/45 BR123456789 Add Recipient
£ Settings

Add a Different Recipient >
3] Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

6. Click the blue Add Recipient command located to the right of the existing record.
The Recipient will be linked to the current agency.

Note: If the Recipient does not have an existing Mobile Caregiver+ Recipient
account, click the blue Add a Different Recipient command to manually add the
Recipient. Instructions follow for “Manually Adding Recipients to the Mobile
Caregiver+ Provider Portal.”
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9.4. Importing Recipients From a CSV-File

Recipients are the individuals who will receive services from Caregivers. Depending on
the Payers and programs Recipients are enrolled in, some Payers will automatically load
a Recipient’s profile data into the Mobile Caregiver+ System, while some Providers may
be allowed to add Recipients to their Mobile Caregiver+ Provider Portal. For Providers
that are allowed to add Recipients to the Mobile Caregiver+ Portal, the system will
display the Add Recipient command, +, located in the upper right of the screen, and/or
the Import recipients from csv-file command, ©.

Providers that are adding a large number of Recipients to the Mobile Caregiver+ Portal
should use the Import recipients from csv-file function to expedite the process.
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9.4.1. Entering Recipient Profile Data

To enter a Recipient’s profile data into a CSV file:

Contact the Netsmart Client Support Team to obtain a copy of the
EvvRecipientUploadTemplate.csv template and the Upload Instructions
Guide.

Read the instruction guide.
Open the EvvRecipientUploadTemplate.csv with Excel or another application.

Using the instruction guide, enter the Recipient’s profile data into the
EvvRecipientUploadTemplate.csv file.

Note: This file includes one row of sample data for an example to work for
you to follow. Please remember to delete this row before uploading.

Each column in the excel file has specific rules about what is an acceptable
entry; the rules are explained in more detail below.

Keep in mind that, when you edit this template in Excel or Google Sheets, you
must save the file as a CSV file before uploading.

COLUMN A — Recipient First Name.

& = | E O [ E [ F | [
1 F|_rstNamE_ LastName Gender DateOfBirth S=nlLazt4 MedicaidlD  StreetAddr
2 |George .Smithyr M 1/8/1966 9846 7961596473 22702 5W 1
3 P
g4 | =]
5..
E._

TellusEvvRecipientUploadTemplat )

FirstName is a mandatory field.

FirstName allows for letters and spaces only (no numbers or special
characters).

FirstName can be up to 255 characters in length or less.
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Column B — RECIPIENT Last Name.

N oy A = o B N

TellusEvvRecipientUploadTemplat

e LastName is a mandatory field.

b E | C [ ] [ E [ F |
|FirstMame | LastName |Gender DateOfBirth Ssnlastd Medicaidll | Street
George Smithy .I'u'l 1/8/1966 9846 7961596473 22702

®

e LastName allows for letters and spaces only (no numbers or special
characters).

e LastName can be up to 255 characters in length or less.

COLUMN C - Gender.

& B C ] E F

Jomon R L
| |

TellusEvvRecipientUploadTemplat

e Recipient Gender is a mandatory field.

FirstName LastMame |Gender |DatelfBirth Ssnlast4 MedicaidlD Streett
George Smithy M . 1/8/1966 9846 7961596473 22702

®

e The following single-character codes are the only acceptable entries:

o

O 0 0O

M = Male.

F = Female.

N = Non-Binary.
O = Other.

U = Unknown.
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Column D - Recipient Date of Birth.

b [ E [ X ] | E [ F [

1 ] FirstName LastMame Gender _D_atED'FI_ﬂEtj S=znlast4 MedicaidlD StreetAdc
2 |George Smithy M WEEE. 9846 7961596473 22702 5W
3

9 |

5..

E..

TellusEvvRecipientUploadTemplat )

DateOfBirth is a mandatory field.

DateOfBirth must be in MONTH/DAY/YEAR format, and allows for
numbers, and “/” only, (no letters, spaces, or special characters other than
(/).

o Example: 01/15/1965.

Column_E — Recipient Last 4 Digits of Social Security Number.

= [ E [ I3 [ ] E F | [
1 |FirstMame LastMame Gender DatelfBirth |Ssnlast4 |[Medicaidll | StreetAdd
2 |George Emithy M 1/8/1966 9346. 7961596473 22702 5W
3
il
5 —
E —

TellusEvvRecipientUploadTemplat )

SsnlLast4 is an optional field.

SsnlLast4 must be four digits in length, and allows numbers only (no letters,
spaces, special characters).

If a Recipient’s Last 4 digits starts with a zero saving the CSV file will
remove the zero but our system will pad a leading zero to keep it four
digits.

Example after saving CSV file SSN is 123 => after import SSN is 0123.
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? Mobile Caregiver+

b [ E [ C [ ] [ E F (]
FirstName LastMame Gender DateCfBirth Ssnlastd|MedicaidlD |StreetAddre
George Smithy M 1/8/1366 G248 ?9615954?3.22?-52 5wl

®

MedicaidID is a conditional field. Either Medicaid ID or Payer Member ID
must be populated.

MedicaidlD must be 9 - 13 digits in length and allows for numbers and
letters only (no spaces, or special characters).

There should not be any spaces BEFORE the MedicaidlD number starts, for
example, “123456789” is valid, and “123456789” is not valid because
there is a space before the “1”.

If MedicaidlD starts with zero, add the letter “M” in front to keep leading
zero. Some applications remove zero after saving as a CSV file; our
application will remove the letter “M” after import is successful.

TellusEvvRecipientUploadTemplat

Column G = Recipient Street Address Line 1

e StreetAddressl is a mandatory field.

b [ E [ C [ ] [ E [ F (] H [

1 |FirstMame LastMame Gender |DateCfBirth SsnLastd4 MedicaidlD StreetAddressl  |StreetAddress2  Ci
2 |George Smithy M 1/8/1966 9846 7961596473 22702 5W 125th Ave .P.p-tz M
3

1

5 |

E._

TellusEvvRecipientUploadTemplat )

e StreetAddressl can be up to 40 characters in length or less.

e StreetAddressl may only contain:
Letters.

Numbers.

Spaces.

These special characters:

o
(o)
o
(o)

= # (number sign).

= ‘(apostrophe).
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. (period).

, (comma).

- (hyphen)

/ (forward slash).

v. Be sure to save the document as a CSV file.
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9.4.2. Importing Recipient into the Mobile Caregiver+ Portal

To import Recipients from the CSV file:

i. From the Main Menu, click Recipients.

44 Mobile Caregiver English  Sunshine Care (FL) v Bl Provider v ewcw v
%2 Dashboard Recipients @+
() schedule A
F;:;‘/"L:"s“ Recipient Recipient

= Visits o Medicaid ID SSN

- Recipient n Recipient Active / Active

- iWrcLio OB Member 1D Inactive

© Claim Review

(5 Prior Authorizations

A Reports Reciplent First Name  Reciplent Last Name Recipient Medicaid 1D Recipient SSN Payer Member (0 Date of Birth o Editable Active

&% Users Simone. wig MALE 9090909090 888888888 9/27/00 ® 7
- St i o Wi © 7

B Provder Brooke Rosa FEMALE 9876543 2/9/99 ® 7

(2 Training Pele Punt MALE BPPES66556 3132 10/23/40 ® 7

& settings Buck Rogers MALE BR123456789 2521 7/4/45 ® 7

3] Logout Sofia Marie FEMALE 85971325 859674258 4r5/86 ® 7

Privacy Policy Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved Terms of Use

ii. Click the Import recipients from file icon, ©, located in the upper right
corner of the screen. The system will display the Open File Explorer dialog

box.
b e
- v 1 « User Guide > Managing Recipients v O  Search Managing Recipients P
Organize ~ New folder = ™ @
I Desktop » & Name Date modified Type Size
¥ Downloads  # 0 ipientUploadTe , 2019..  9/11/2019 1:15 PM Microsoft Excel Co...
= Pictures »
%] Documents
Getting Started
Managing Recip
Managing Users
User Guide
&% Dropbox
@ OneDrive
% This PC
v <
File name: {TelIuszRecipientUpIoadTemplate_Zm90814 v | Microsoft Excel Comma Separa v

iii. Locate and click on the CSV file.
iv. Click Open.

Note: The upload process will begin once the file is selected.
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Upon successful upload, a small green box in the bottom right corner of your
screen will quickly show, saying ‘Success’.

Your screen will also update, and you should see your Recipients populated
below the headers:

nnnnnn

: =
m o
2% Users ot - . v osu . ® 7 o
: S e
8 Provcer ) 4 Green highlighted message|
D Ty ) — o indicates success.
G Swe - . Az s pravesen . ol » 8
2, Logout <o Sonap FEVALE Ny a0z . ; 7 -
. . - oo — poes ol » =
o - p— e B
Povacy Polcy R S T R R R i T

If any errors are identified, a message containing the exact row(s) and
column(s) of the error will be shown on your screen.

Please refer to the guide above to troubleshoot the exact error(s).

Note: If there are any errors detected by the system, no records from your file
will upload; the entire file must be error free before any Recipient records will
upload.
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9.5. Linking Caregivers to Recipients from the Linked Users Tab

Caregivers can only view PHI data for the Recipients they are assigned to work with and
have been linked to by their Provider Admins.

A Caregiver must be linked to a Recipient in order to view the Recipient’s Mobile
Caregiver+ profile. Provider Admins can link Caregivers to Recipients by one of two
methods:

e Linking the Caregiver to each Recipient from the Linked Users tab in each
Recipient's Mobile Caregiver+ profile.

e By scheduling the first visit for each Recipient that is assigned to the Caregiver
using Add New Visit function.

This chapter provides instructions on how to link Caregivers to Recipients from the
Recipient’s Linked Users tab; please refer to Adding/Scheduling Visits for detailed
instructions on scheduling visits.

Warning: Linking a Caregiver to a Recipient will grant the Caregiver access rights to view
PHI data for the Recipient.

To link a Caregiver to a Recipient from the Recipient’s Linked Users tab:
1. From the Main Menu, click Recipients.

2. From the Recipients search list, locate, and click on the Actions icon, ¢, for the
Recipient you want to link to the Caregiver.

3. From the shortcut submenu, click Details.

= 4] Mobile Caregiver+ i English  Sunshine Care (FL) v Bl Provider v en.lecm v
3 Dashboard Recipients o +
() Schedule
Recipient & .
/ il X

= Visits L‘;sm":“‘ L Medicaid ID Recipient SSN
e - Recipient Active /
= Work List Gl Active

e Réclpient 008 Member ID Inactive
© Claim Review
(2 Prior Authorizations
' Reports ecipient First Name Name ende eciplent Mk Re N Member
&% Us il Buggs FEMALE 1111110010 0010 7/9/30 ® o H

ainin
© ining /e
£ Settings O s
3 Log

Privacv Policv Coovricht © 2021 Netsmart Technoloaies. Inc. All richts reserved Terms of Use
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4. From the Recipient Details screen, click on the Linked Users tab.

& Mobile Caregiver+ = English  SunshineCare (FL) v Blll Provider v O psle carr v

52 Dashboard Recipients > Recipient Details

) Schedule Reciplent: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List
Recipient Information

© Claim Review
Recipient First Name

B Prior Authorizations Recipient Last Name: Buggs

A Fegorts SSN (Last 4)
an Users Recipient Medicaid 10: 1110010
Region
22 Recipients
Gender FEMALE
B Provider
Date of Birth: Ao
(3 Training
Emergency Contact
@ Settings
3] Logout

Note: The system will display the Linked Users table with a list of all Users that
have been linked to the selected Recipient.

e The Linked status field will display the Linked icon, v, if the User currently
has an active link to the Recipient.
e The Linked status field will display the Unlinked icon, *, if the User is not
currently, but was previously, linked to the selected Recipient.
5. From the Linked Users table, click the Link User to Recipient icon, *, located
below the list of linked Users.

‘\‘ Mobile Caregiver+ _=English  Sunshine Care(FL) ¥ Bl Provider ~ 3 Dale Carr v

: - ’ —
B Dashboard Recipients » Recipient Details =
B schedule Recipient: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= Work List
User Name Usec Role Fhone Eamail Linked Payer
© Claim Review
Caregiver
; o dearr 5556566789 dearr@ntst.cam v AT
) Prior Authorizations iy
A Reports Provider Admin
pstoykabishop pstoykabishap@ntst com v FIT1
an  Users Caregiver

T e Provider Admin
BCIESR 1N TstUser 5556566789 temp@temp.com v FLT1

Billing  Caregiver
E Provider
& Training

£ Settings

3] Logow

e ——— Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use
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6. From the Link User to Recipient screen, enter the Caregiver’s full name, phone
number, or email address in one or more of the search fields in the header.

7. Click the blue Search command.

Link User to Recipient

User Full Name

Test

User Name

Note: The system will display a list of all existing Netsmart EVV User Accounts
that have a matching name, email address, or phone number in the respective
profiles.

8. Locate the User’s record and click the blue Link command, to link the Caregiver to
the Recipient.

Note: The system will link the current Recipient to the Caregiver by creating a new
User/Recipient link record. An audit record will be created with the link date.

9. Click the close command, the “X” in the upper right corner, to close the Link User
to Recipient screen.
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& Mobile Caregiver+ English  Sunshine Care (FL) v Bl Provider v O pale carr
85 Dashboard Recipients > Recipient Details M
B schedule Reciplent: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= WorkList

© Claim Review

() Prior Authorizations dear 5556566789 dearr@ntst com o

A’ Reports Provider Admin
TstUser dal o
&% Users Caregiver

*

B Provider

(3 Training
£ Settings
3] Logout

Drivary Daliry Panurinht & 9021 Natemart Tachnalaniac Inn Al rinhte racanad Tarme nf llea

Note: The system will display a green checkmark in the Linked status field,
indicating that the Caregiver has an active link to the selected Recipient.
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9.6. Unlinking Caregivers from Recipients via the Linked Users Tab
Provider Admins have access rights to Link and Unlink Caregivers to Recipients from
each Recipient’s Linked Users tab.

Warning: Unlinking a Caregiver from a Recipient will cancel the Caregiver’s access rights
to view PHI data for the Recipient. The system will automatically cancel all future visits
that the Caregiver has scheduled with the Recipient.

To unlink a Caregiver from a Recipient from the Linked Users tab:
1. From the Main Menu, click Recipients.

2. From the Recipients search list, locate and click on the Actions icon, i, for the
Recipient that you want to unlink from the Caregiver.

3. From the shortcut submenu, click Details.

‘cf" Mobile Caregiver+ —=English  SunshineCare(FL) v KBl Provider v O estuser v
®2  Dashboard Recipients o +
(=] schedule —
ecipient - s :
First/Last jill X Recipient Recipient
= Visits Name Medicaid ID SSN
= i Recipient Recipient Active / "
= Work List (5] Active
oL poB Member ID Inactive

© claim Review

(¥ Prior Authorizations
A Reports Recipient First Name Recipient Last Name Gender Recipient Medicaid D Recipient SSN Payer Member ID Date of Birth GPS  Editable Active
&% Users Jil Buggs FEMALE 1111110010 0010 7/9/30 ® o
28 %
- Bugge FEMAE Hihiene oore 75130 e
B Provider
e 20 w @ Details
Training
3} 9 /it
Settings
] g [0 Deactivate Recipient
5] Logout
Privacv Policv Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

4. Click on the Linked Users tab.
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& Mobile Caregiver+ ~=English  SunshineCare(FL) v Bl Provider v @ Dale Cai

¥2  Dashboard Recipients > Recipient Details

() Sschedule Recipient: Jill Buggs

Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users

= Work List

© claim Review
Provider Admin
B Prior Authorizations ol s v
Caregiver
' Reports Provider Admin
TstUser dale. com v
&% Users Caregiver

©  Unlink User
22  Recipients +

£)  Audit History
E Provider

Send Message to Us
[#] Training

£ Settings

5] Logout

The system will display the Linked Users table with a list of all Users that have
been linked to the selected Recipient.

e The Linked status field will display the Linked icon, v, if the Recipient
currently has an active link to the User.
e The Linked status field will display the Unlinked icon, *, if the User is not
currently, but was previously, linked to the selected Recipient.
5. Click on the Actions icon, i, located to the right of the linked Caregiver’s record.

6. From the shortcut submenu, click Unlink User.

o Warning

Unlinking this user and recipient will cancel ALL future visits for this user and
recipient. Are you sure you want to proceed? All visits will be permanently
removed. This cannot be undone.

Proceed Cancel

7. From the Unlink User warning confirmation dialog box, click Proceed to unlink
the Caregiver.

Note: The system will unlink the Caregiver from the selected Recipient. An audit
record will be created with the unlinked date.

Warning: Unlinking a Caregiver will automatically revoke the Caregiver’s access
to PHI data for the Recipient and cancel all future visits that have been scheduled

156

Mobile Caregiver+ Provider Portal User Guide

>



g Mobile Caregiver+

with the Recipient. If you want to reassign scheduled visits to a different
Caregiver, you must reschedule the visits prior to unlinking the Caregiver.

‘ Mobile Caregiver+

83 Dashboard
E Schedule
= Visits

= Work List
© Claim Review
B Prior Authorizations
-~ Reports

- Users

E Provider

[3] Training

£ Settings

3]  Logout

Recipients > Recipient Details

Recipient: Jill Buggs

General Addresses Payer Subscriptions

User Name User Role Phone
Provider Admin

dearr 5556566789
Caregiver
Provider Admin

TstUser 5556566789
Caregiver

Notes

+

= English

Documents

dcarr@ntst.com

dale.carr@4tellus.com

Sunshine Care (FL) v

Bl Provider v O ale Caf

Referring Physician Linked Users

Linked

X<

Note: The system will display a red “* ” in the Linked status field, indicating that
the Caregiver does not have an active link to the selected Recipient
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9.7. Relinking Caregivers to Recipients via the Linked Users Tab
Provider Admins have access rights to Link and Unlink Caregivers to Recipients from
each Recipient’s Linked Users tab.

Warning: Linking a Caregiver to a Recipient will grant the Caregiver access rights to view
PHI data for the Recipient.

To relink a Caregiver to a Recipient from the Linked Users tab:
1. From the Main Menu, click Recipients.

2. From the Recipients search list, locate and click on the Actions icon, §, for the
Recipient that you want to relink to the Caregiver.

3. From the shortcut submenu, click Details.

ﬁ‘ Mobile Caregiver+ SEnglish  SunshineCare(FL) v Bl Provider v @ TestUser v
23 Dashboard Recipients o +
Schedule
E Recipient il Recipient Recipient
First/Last jity X Mediceid ID e
= Visits Name edical
= i Recipient " Recipient Active / Active =
= WorkList DOB — Member ID Inactive

© Claim Review

m Clear
(2 Prior Authorizations

~/  Reports Recipient First Name Recipient Last Name Gende Recipient Medicald ID  Recipient SSN Payer Member ID Date of Birth GPS  Editable Active

2% Users lony Harrison FEMALE 1111110009 0009 1172371 ©® © H
Jill Buggs FEMALE 1111110010 0010 7/9/30 ® e

B Provider 0 - 1 @ Details

(3] Training /' Edit

£ Ssettings [J Deactivate Recipient
3] Logout

Privacv Policy Coovriaht ® 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use
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4. Click on the Linked Users tab.

&7 Mobile Caregiver+ __Engiish  SunshineCare(FL) v BlllProvider v @ Dale Carr v
52 Dashboard Recipients > Recipient Details
Schedule Recipient: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= WorkList
© Claim Review
Caregiver
B Prior Authorizations decamr 5556566789 dcarr@ntst.com v Amn
Provider Admin
A Reports Provider Admin
pstoykabishop pstoykabishop@ntst.com v FLT1
an  Users Caregiver
Provider Admin X
Ttlser o 7 o
Biling  Caregiver
B Provider
+
(2] Training
2
£ Settings
3]  Logout
Canvrinht @ 2071 Natemart Tachnalaniae Ine Al rinhte recarvad Tarme af lilea

Note: The system will display the Linked Users table with a list of all Users that
have been linked to the selected Recipient.

e The Linked status field will display the Linked icon, ¥, if the Recipient
currently has an active link to the User.
e The Linked status field will display the Unlinked icon, *, if the User is not
currently, but was previously, linked to the selected Recipient.
5. Torelink a Caregiver to a Recipient, click on the Actions icon, i, located to the
right of the unlinked Caregiver’s record.

6. From the shortcut submenu, click Link User.

d’ Mobile Caregiver: ~=English  SunshineCare(FL) v Blll Provider v @ Dale Carr v

B2 Dashboard Recipients > Recipient Details
B schedule Recipient: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= Work List
User Name User Role Phone Email Linked Payer
© Claim Review
Caregiver
. dearr om v FLT1
5 Prior Authorizations o
A~ Reports Provider Admin
pstoykabishop pstoykabishop@ntst.com v LTI
an  Users Caregiver

] Provider Admin
Tltiens ) B

Billing Caregiver

E Provider
+ /

T
(3] Training [ 0~ £ AuditHistory |
€2 Settings Send Message to User
3] Logout

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use
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7. From the Link User confirmation dialog box, click Ok to relink the Caregiver to the
Recipient.

o Link User

Do you really want to link this user from the recipient?

OK Cancel

Note: The system will relink the Caregiver to the selected Recipient. An audit
record will be created with the linked date.

The system will display a green checkmark “~” in the Linked status field,
indicating that the Caregiver currently has an active link to the selected Recipient.
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9.8. Reviewing Caregiver’s Link Audit History

Providers have access rights to the Link Audit History reports for Recipients.
To review the Link Audit History for a Caregiver:
1. From the Main Menu, click Recipients.

2. From the Recipients search list locate and click on the Actions icon, ¢, for the
Recipient you want to review the link Audit History.

3. From the shortcut submenu, click Details.

& Mobile Caregiver+ English  Sunshine Care (FL) v Bl Provider v O osle Carr v
55 Dashboard Recipients o +
() Schedule
feckio Recipient
First/Last jill X Pt Recipient SSN
= Visits Name Medicaid ID
- - Recipient Active /
= WorkList ] Active
s Reciplent DOB Member ID Inactive
© Claim Review
() Prior Authorizations
A Reports
&% Users ] Buggs FEMALE 11110010 0010 79730 ® o
(5] Training /e
8 setings (] Oeactivate Recipient
5] Logout
Privacy Policv Coovriaht © 2021 Netsmart Technoloaies. Inc. All richts reserved Terms of Use

4. From the Recipient Details screen, click on the Linked Users tab.

= & Mobile Caregiver+ ==English  SunshineCare(FL) v BlllProvider v @ DaleCarr v
52 Dashboard Recipients > Recipient Details
B schedule Recipient: Jill Buggs
= Visits
General Addresses Payer Subscriptions Notes. Documents Referring Physician
= WorkList
Recipient Information
© Claim Review
Recipient First Name:
() Prior Authorizations Recipient Last Name: Buggs
A Reports SSN (Last 4); 0010
N Users Recipient Medicaid 1D: 1111110010
Region
&2 Recipients
Gender: FEMALE
B Provider
Date of Birth: 07/09/1930
D Training
Emergency Contact
Q@ Senings
2] Logout
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The system will display the Linked Users table with a list of all Users that have
been linked to the selected Recipient.

e The Linked status field will display the Linked icon, v, if the Recipient
currently has an active link to the User.

e The Linked status field will display the Unlinked icon, *, if the User is not
currently linked but was previously linked to the selected Recipient.

5. Click on the Actions icon, , located to the right of the record for Caregiver whose
link history you wish to review.

6. From the shortcut submenu, click Audit History.

& Mobile Caregiver+ _=English  SunshineCare(FL) v BlllProvider v @ Dale Carr v
52 Dashboard Recipients > Recipient Details
B Schedule Reciplent: Jill Buggs
= \Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Linked Users
= Work List

Phone
@ Claim Review

Caregiver
. dearr 5556566789 deam@ntst.com v AT
P
(¥ Prior Authorizations TR
A~ Reports Provider Admin
pstoykabishop pstoykabishop@ntst.com v AT
&% Users Caregiver

5 Provider Admin
(Tattionr Seeseeney Taenpdpteme.com W e

Billing Caregiver
B Provider

+ G Unlink User
(3 Training P &
L Settings Send Message to User
3] Logout

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. Al rights reserved. Terms of Use

Note: The system will display the Link Audit History for the Caregiver.

Audit History X
Recipient Name User Name User Role Date Linked Date Unlinked Unlinked By
Caregiver
Jill Buggs dcarr 10/6/2021

Provider Admin
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9.9. Viewing Designee Information

A Provider Administrator has the ability to view designee information that is passed

from the CareRecord.

Disclaimer: This option will ONLY be available for Mobile Caregiver+ Users that are
employed by Providers who have Netsmart CareRecord subscriptions.

To view designee information:

1. From the Main Menu, click Recipients.

2. Find the Recipient and click on the Actions icon, i, for whom you want to view

designee information.

3. From the shortcut submenu, click Details.

& Mobile Caregiver+

2% Dashboard Recipients
() Schedule
Recipient Recipient
First/Last pele X
= Visits Nerme Medicaid ID
= Recipient
= ; a
Work List Recipient DOB fieciient
© Claim Review
=) o
(2 Prior Authorizations
A Reports
&% Users Pele Punt MALE BPPES66556 nxn
E Provider
& Training
L Settings
3]  Logout
Privary Paliry Canurinht & M21 Natemart Tarhnnlnniae Ine Al rinkhte racarvad

wi English

Sunshine Care (FL) v

Recipient SSN

Active /
Inactive

10/23/40

BllProvider v @ Dale Carr v

Active

©® 7 a

/s Edit

[  Deactivate Recipient

Tarme afllea

4. Click on the Designees tab.
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= & Mobile Caregiver+ —=English  UAT NetsmartDemo v || Provider v @ 1sabella ikhatri Schisaler v

5% Dashboard Recipients > Recipient Details

8% Dashboard Recipients > Recipient Details

B schedue Recipient: Roberto Gil
= vasts
Genera adoresses Payer Subscrptons Notes Documents Reverng Prysican Linkea sers
= WorkList —
© Claim Review
Frank G PARENT sgp@rockmai com 2022-11-08T21°16:50,000400°00 2022-11-08T21:16°50.000500:00
f9 Prior Authorzations
Hector G SIBUNG Pa@rockmal com 2022.11.0872116:50 00040000 2022.1.08721:16:50.000+00:00
~ Repotts
-
2 Users
22 Recipients
I
Q¢ Settings
3] Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. Allrghts reserved. Terme of Use

Note: All active and inactive designees’ information will be displayed. The
information includes the first and last name, the relationship, the email, the
effective date, and the end date.
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9.10. Editing a Recipient’s MCG+ Profile Data

Depending on the Payers and Programs Recipient are enrolled in, some Providers may
have limited access rights to update profile data for Recipients that are automatically
loaded into the Mobile Caregiver+ Portal, such as adding additional addresses, while
other Providers may be allowed to manually add and modify all Recipient data.

To update a Recipient’s profile data:

1. From the Main Menu, click Recipients.

2. Locate and click on the Actions icon, i, for the Recipient whose profile you want

to edit.

3. From the shortcut submenu, click Edit; the system will display the Edit Recipient

form.

“ Mobile Caregiver+

23 Dashboard Recipients
(=)  Schedule B

Recipient

First/Last buck
= \Visits Name

Recipient

= Work List DOB

© Claim Review

(5 Prior Authorizations

A Reports e o

&% Users Buck

a Provider

Rogers

(3] Training

€ Settinas

L SUE S 3 - 4474 2400 604~ ALcca310C:

_=English  SunshineCare (FL) v |l Provider v @O Dale Carr v
[+
Recipient .
X Medicaid Recipient
SSN
D
Recipient Active / Active
8 Member ID Inactive
Search Clear
Ger Recipient Medicald  cigient SSN Payer Member 1 Oate of Birth GPS  EdtableActive
MALE BR123456789 2521 7/4/45 Q7
age 20 - @ Details
¢ /' Edit 3
[0 Deactivate Recipient
A manna *hnologies, Inc. All rights reserved. Terms of Use

4. From the Edit Recipient screen, Providers can edit one or more of the following:

Edit Recipient Tab

Editable Profile Detail(s)

General

Recipient’s demographic and emergency contact information.

Address

All Providers will be able to add, remove, and manage Recipient’s
list of address(es).

Payer Subscriptions

Review Payer(s) information and edit Recipient’s Diagnosis Code(s).

Mobile Caregiver+ Provider Portal User Guide
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***Note: The system will retain the billing sequence of Recipients’
Diagnosis Codes as displayed in the Recipient’s Mobile Caregiver+
profile; Recipients’ Diagnosis Codes will be populated into rendered
service records in the same order as they appear in the Recipient’s
Mobile Caregiver+ profile.***

Notes Add notes to Recipient’s EVV record and review Caregivers’ notes.
Recipient notes can be viewed by Caregivers.
Documents Add Documents to Recipient’s EVV record — Recipient document(s)

can be viewed by Caregivers.

Referring Physician

Add and manage the Recipient’s list of referring physicians.
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9.10.1. Editing a Recipient’s General Profile Data

The General tab displays the Recipient’s basic information and emergency contact

information.

Depending on the Payers and Programs Recipients are enrolled in, some Providers may
have limited access rights to update demographic data for Recipients that are
automatically loaded into the Mobile Caregiver+ Portal, while other Providers may be
allowed to manually add and modify all Recipient data. All Providers will have access
rights to add and edit Recipient emergency contact information.

To edit a Recipient’s General profile data:

i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, for the Recipient whose profile you

want to edit.

iii. From the shortcut submenu, click Edit.

= mobile Caregivers

Recipients

Recipient
— First/Last
Visits Name

buck

Recipient
X
Medicaid 1D

- Recipient
Member 1D

MALE BR123456789 28

Copwriaht © 2021 Netsmart Technoloaies. Inc. All richts reserved

wEnglsh  SunhineCare (FL) v Bl Provider v @ Dale Carr v

o +

Terms of Use

iv. Edit the Recipient’s profile data listed on the General tab:
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E"‘ Mobile Caregivert ==English  Sunshine Care (FL) ¥ Bl Provider ¥ Boale Carr v

B2 Dashboard Recipients > Edit Recipient

Bl schedule Recipient: Buck Rogers
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physiclan
= WorkList
Recisont Fiest N
© clzimReview Recipient First Name: ~ Buck
(¥ Prior Autharizations

A/ Reports Recipient Last Name;  Rogers

2% Users
Entor Reciphent SSN

Reencats: 280
B P cciplont Medicaid 1D
Recipient Medicaid 10:
[*] Training
@ Settings
Region:  Enter Region
2] Logout

~ - A~ o~

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved Terms of Use

Note: The system will automatically display the General tab of the Edit
Recipient screen.

Depending on the Payer Recipients are enrolled with, Providers may have
limited access rights to edit demographic data points displayed in the General
tab of a Recipient’s Mobile Caregiver+ profile.

Recipient First Name
Recipient Last Name
Recipient SSN
Recipient Medicaid ID
Region

Gender

o Date of Birth

All Providers will have access rights to add and manage Recipients’
emergency contact data:

O 0O 0O 0O OO

o Contact Name

o Phone Number

o Relationship
Click Save to update the Recipient’s Mobile Caregiver+ profile data, click
Reset to clear all data from the Add New Address form, or click Close to
discard all data and exit the Add New Address form.
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9.10.2. Adding a New Service Address to a Recipient’s Mobile Caregiver+ Profile

All service addresses on file for a Recipient are listed on the Address tab of the
Recipient’s Mobile Caregiver+ profile. A yellow star indicates the primary address. All
Providers will have access rights to add new addresses and edit Recipients' address
information.

To add a new address for a Recipient:
i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, for the Recipient whose profile you
want to edit.

iii. From the shortcut submenu, click Edit.

S Erghsh  SunshineCare () v Bl Provider v @) Dale Carr v

3 Dashboard Recipients o +

Schedule i

tecipient
Fst/Last buck X T Recipient SN

Visits Nome icaic
= W - Recprent Act

Work L Recipient DOB Member ID =
© Claim Review

= -
() Prior Authorizatios
A Reponts - odes
% Uses Buck Roger AL sm23es6789 257 s @ 7
22 Recipients
_ - @ owan
G T P
() Training [0 Ovactvate Recipient
R Seuing
3] Logout
Driar Dediry Conmricht € 171 Matemant Tachnninnins ine A rinhte racarvad Torme nftien

—=Enghsh  SunshineCare(FL) v BlllProvider v @) Dule Carr v

A Reports Recipient Last Nome:  Rogers
A% Users
I =
B o -
. Recipient Medicaic ID;  BR123456789
(@ Training
£ Setting:
Region  E
8 Log
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Note: The system will automatically display the General tab of the Edit
Recipient screen.

v. To aadd a new service address, click on the Add New Addresses icon, ™,
located at the bottom of the list.

Recipients > Edit Recipient

Recipient: Buck Rogers

General Addresses Payer Subscriptions. Notes Documents Referring Physician
Address city State zip Phone GPS  Address
1313 Mockingbird Lane Mebane Narth Caralina 27302  (555) 555-6566 @‘ *
4745 South Berkeley Lake Road Northwest Norcross Georgia 30071 (555) 656-6789 @' *
800 Fairway Drive Deerfield Beach Florida 33441 (555) 656-6789 @ *

0

b/l /adbreses Copyright @ 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

vi. Enter the Recipient’s address information in the Add New Address form:

Add New Address
Find Address * -
777 gld
' 9 777 Glades Road Boca Raton, FL, USA
§ 777 Gladwin Avenue Fresh Meadows, NY, USA
@ 777 Glassboro Avenue Queens, NY, USA
| @ 777 Glassboro Road Woodbury Heights, NJ, USA
. § 777 Glasco Turnpike Saugerties, NY, USA
) ) powered by Google
SR L Nations§) & ‘ ' L.
Dollar General g
Distribution|Center
+ irk
jcal'803 Acorn Stairlifts 9
Wav
Iit&%%@ ' Keyboard shortcuts | Map data ©2023 Terms of Use Report a map error
Address Line 2: Address Line 2
-
= -
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Note: Start typing the Recipient’s address in the Find Address field. The
system will display a list of matching validated Google Maps addresses. The
system will only allow Providers to add validated addresses via Google Maps.

If the address you are entering is not found in Google Maps, please refer to
Google Maps Help Center for information on how to fix missing address or

wrong pin location.

o

Find Address*: Start typing, then select the matching Google Maps
validated service address.

Address Line 2: This field is optional and can be used to enter an
identifying apartment or suite number.

City*: Data is automatically filled in based on the selected validated
address.

Zip*: Data is automatically filled in based on the selected validated
address.

Address Type: Some Payers may require that certain services be
performed at designated locations (places of service). Click in the
Address Type field to select the appropriate type of service location.
County: This is an optional data field; if applicable, enter the county.
Primary Phone*: This is a mandatory data field enter the Recipient’s
phone number that is associated with the service address.
Secondary Phone: This is an optional data field, if applicable enter a
secondary phone.

Set Address as Primary: Click the Set as Primary switch to set the
current address as the primary address. The designated Primary
Address will automatically be selected when scheduling new visits.

vii. Click Save to add the new service address to the Recipient’s Mobile
Caregiver+ profile, click Reset to clear all data from the Add New Address
form, or click Close to discard all data and exit the Add New Address form.
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All addresses on file for the Recipient are listed on the Address tab. The yellow star

indicates the primary address.

All Providers will have access rights to add new addresses and to edit existing service

address in a Recipient’s Mobile Caregiver+ profile.
To update the address information for a Recipient:

i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, , for the Recipient whose profile you

want to edit.

iii. From the shortcut submenu, click Edit.

5 Dssnboar e
B Schecule

Recipient Reciprent

FirstLast buck x Meds
= Vais Name -

WorkL " — - Recprent
= Work List Recipient DO Member ID
© Claim Review
= -

) Prior Authorizations
A Repons o v o
a5 Users Buck Rogers MALE BR123456789 2521
B  Provder
(3 Training
B Setting
3] Logout

Braacy Priicy

Conriaht £ 5001 Nateman Tachnalonios inc All ikt rossrved

G Engish  SusshineCare (L) v Bl Provider v

Qsiecar v

Recipient SSN

Taas ® 7 =

iv. From the Edit Recipient screen, click Addresses.

—=Englsh  SumhineCare(FL) v BlllProvider v @ Dale Carr v

23 Dashboard Recipients > Edit Recipient
B  Schedue Bosphist: Dok Aogs
- foe P ahe—. Wetes Documents Referring Physician
= Work List e —
@ cuninedss Recipient First Name:  Buck
() Prior Authorizati
A Reports Recilent Lost Nome:  Rogers
A% Users ‘
B Provider o
@ Troining Recipient Medicaid 1D BR123456789
@ setings

Region:  Enter Regy
3 Logout

— R R .
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v. Locate and click on the service address that you want to update.

Recipients > Edit Recipient
Recipient: Buck Rogers
General Addresses Payer Subscriptions Notes Documents Referring Physician
Address city State Zip Phone GPS  Address
1313 Mockingbird Lane Mebane North Carolina 27302 (555) 5556566 ® *x
4745 South Berkeley Lake Road Northwest Norcross Georgia 30071 (555) 656-6789 @ *
1283 York Avenue New York New York 10065  (555) 656-6789 @ *
800 Fairway Drive * Deerfield Beach Florida 33441 (555) 6566789 ® *x
+
fonT e Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The system will display a list of active services addresses which have
been added to the Recipient’s Mobile Caregiver+ profile.

vi. Update the Recipient’s address information:

Add New Address

»

Find Address *
777 gid
' 9 777 Glades Road Boca Raton, FL, USA

@ 777 Gladwin Avenue Fresh Meadows, NY, USA
@ 777 Glassboro Avenue Queens, NY. USA
| @ 777 Glassboro Road Woodbury Heights, NJ, USA

;. § 777 Glasco Turnpike Saugerties, NY, USA
powered by Google

(8 -

—vgv—zzﬂmgd ChTisUF oA ationsv

1q Joud)

£
0(,«/6
e Distribution|Center;

irk

Acorn Stairliftso +

ical'803

Wav
'it‘-G\?d%@ l Keyboard shortcuts | Map data ©2023 Terms of Use Report a map error
Address Line 2: Address Line 2

v

Note: the system will display the details for the service address.
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Note: If you are updating an invalid service address, erase the current address
and then start typing the correct address in the Find Address field. The system
will display a list of matching validated Google Maps addresses. The system
will only allow Providers to add validated addresses via Google Maps.

If the address you are entering is not found in Google Maps, please refer to
Google Maps Help Center for information on how to fix missing address or
wrong pin location.

o Find Address*: Start typing, then select the matching Google Maps
validated service address.

o Address Line 2: This field is optional and can be used to enter and
identifying apartment or suite number.

o City*: Data is automatically filled in based on the selected validated
address.

o Zip*: Data is automatically filled in based on the selected validated
address.

o Address Type: Some Payers may require that certain services be
performed at designated locations (places of service). Click in the
Address Type field to select the appropriate type of service location.

o County: This is an optional data field; if applicable, enter the county.

o Primary Phone*: This is a mandatory data field enter the Recipient’s
phone number that is associated with the service address.

o Secondary Phone: This is an optional data field, if applicable enter a
secondary phone.

o Set Address as Primary: Click the Set as Primary switch to set the
current address as the primary address. The designated Primary
Address will automatically be selected when scheduling new visits.

vii. Click Save update the service address, click Reset to clear all data, or click
Close to discard all changes and exit the details screen.

174

Mobile Caregiver+ Provider Portal User Guide

>



g Mobile Caregiver+

9.10.4. Switching a Recipient’s Primary Service Address
The system will automatically enter the primary address as the start and end addresses
for visit that are being added for a Recipient.
To switch (set) the primary service address for a Recipient:

i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, for the Recipient whose profile you
want to edit.

iii. From the shortcut submenu, click Edit.

s Ength  SusshineCare () v ElliProvider v @) Dule Carr v

8% Dashboars Recipients o o+
B schecule "
FrvLen buck X Recipler Recipient SSN
Visi Name Medicaid 10
Rec prent Active
Work List Cipie L) Active
o Recipient D08 Member 0 Inactive

A% Users Bk Rogers AL B123456780 20 s ® 7 9

Pruvacy Policy Comriabt © 2071 Netaman Tachnalonies Inc All richts ressrved Torme of Liss

—=Engish  SunshineCare(FL) v Bl Provider v

Recipients > Edit Recipient

-
I3
g
d

Reciplent: Fucx Rogers

oo Powsbupans e boomets g o

a @ =
&

Recipient First Name:  Buck

© Claim Review
()  Prior Authorizations
' Ragorts Recipient Last Name:  Rogers
oy Users
feepemE =
B Provider .
Recipient Medicaid ID:  BR123456789
(3  Training
£ Settings
Region:  Enter Region
3] Logout

Privacy Policy Coowrioht © 2021 Netsmant Technalocies Inc All riahts reserved Terms of Use

Note: The system will automatically display the General tab of the Edit
Recipient screen.
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v. To change a Recipients Primary service addres, click on the Actions icon, i,
for the address that you want set as the new default addres.

vi. From the shortcut submenu, click Set Address As Primary.

Recipients > Edit Recipient
Recipient: Buck Rogers
General Addresses Payer Subscriptions Notes Documents Referring Physician
1313 Mockingbird Lane Mebane North Carolina 27302 (555) 5556566 ® *x
4745 South Berkeley Lake Road Northwest Norcross Georgia 30071 (555) 6566789 ® %
800 Fairway Drive Deerfield Beach Florida 33441 (555) 656-6789 ® * H
1313 Mockingbird Lane The Villages Florida 32163 (555) 656:6789 ® % @
+ t Address As Primary
Deactivate Address
Coovriaht © 2021 Netsmart Technoloaies. Inc. Al riahts reserved Terms of Use

Note: The system will automatically display a list of active service addresses
in the Recipient’s Mobile Caregiver+ profile.

The system will display a green confirmation message, indicating that the
service address has been updated.
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9.10.5. Deactivating a Service Address from a Recipient's Mobile Caregiver+
Profile

The Mobile Caregiver+ Provider Portal allows Providers to edit or deactivate outdated
service addresses from Recipients’ profiles.
To deactivate a service address from a Recipient’s Mobile Caregiver+ profile:

i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, for the Recipient whose profile you
want to edit.

iii. From the shortcut submenu, click Edit.

S SumhieCae(R) v BllPowder v @uieCar v

& Mooile Caregivers _SEnglsh  SunshineCare(F) v Bl Provider v @ Dale Carr v

83 Dashboard Recipients > Edit Recipient

B Schedule Reciplent: Buck Rogers

= e - st e Docmts g o
= WorkList -

©  Cisim Review RecpentFirstName.  Buck

B Prior Authorizations

A Reports Recipient Last Name:  Rogers

a% Users R

B Provider

— Recipient Medicaid 1D, BR123456789
[ Training -

Settings

B &

Logout

Privacy Pricy Conrioht © 9171 Neteman Trchnainnies Ine ANl iohts mascved Terms of lien

Note: The system will automatically display the General tab of the Edit
Recipient screen.
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v. To deactivate an outdated service address, click on the Actions icon, i, for
the address that you want to deactivate.

vi. From the shortcut submenu, click Deactivate Address.

Recipients > Edit Recipient

Recipient: Buck Rogers
General Addresses Payer Subscriptions Notes Documents Referring Physician
1313 Mockingbird Lane Mebane North Carolina 27302 (555) 5556566 ® *
4745 South Berkeley Lake Road Northwest Norcross Georgia 30071 (555) 656-6789 ® *
800 Fairway Drive Deerfield Beach Florida 33441 (555) 656-6789 ® * H
1313 Mockingbird Lane The Villages Florida 32163 (555) 656:6789 ® % @
3 t Address As Primary

Coovriaht € 2021 Netsmart Technologies. Inc. All riahts reserved. Terms of Use

Note: The system will a list of active service addresses in the Recipient’s
Mobile Caregiver+ profile.

vii. From the Deactivate Address confirmation dialog box, click OK to deactivate
the service address.

0 Deactivate Address

Are you sure you want to deactivate this address?

OK Cancel

Note: The system will display a green confirmation message, indicating that
the service address has been updated.
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9.10.6. Adding New Payer Subscriptions

Warning: Providers must contact Netsmart Client Support.

Depending on the Payer, a Recipient may be actively enrolled in multiple waiver
programs offered by a single Payer. The Mobile Caregiver+ Claims Console’s Payer
Subscriptions tab allows Providers to add multiple Plan/Program for a Recipient’s
Mobile Caregiver+ EVV profile.

Disclaimer: This option will NOT be available for Recipients whose MCG+ profile data are
"auto-loaded" to the Mobile Caregiver+ Provider Portal via "inbound data feeds from a
Payer."

The Payer Subscriptions tab displays a list of all Payers the Recipient is enrolled with.
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To Add a new Payer Subscription to a Recipient’s Mobile Caregiver+ profile:
i. From the Main Menu, click Recipients.

ii. Find the Recipient and click on the Actions icon, :, for the Recipient whose
profile you want to edit.

iii. From the shortcut submenu, click Edit.

& Mobile Caregiver: == Engli Sunshine Care (FL) v Bl Provider v @ Dale Carr v

%3 Dashboard Recipients o +
B schedule

Recipient ikient

First/Last buck > ¢ RO Recipient SSN
= Visits Name Medicaid ID
= . Reciplent Active / Active -
= Work List Recipient DOB n MenbertD e

© Claim Review

() Prior Authorizations

A Reports ecipientFusiNome  Recipient LostName  Gondes acpiont Medicad D Racipl .
&% Users Buck Rogers MALE BR123456789 2521 74045 ® 7

2 - ®_ Dk

@ Taining O Desctivate Recipient
£ Settings
3]  Logout

Privacv Policv Coovricht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

iv. Click on the Payer Subscriptions tab.

T
¥ Mobile Caregiver+ ==English  SunshineCare (FL) v  Blll Provider v O oale car v

8% Dashboard Recipients > Edit Recipient

B schedule Recipient: Buck Rogers
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List
© Claim Review Recipient First Name: ~ Buck

[  Prior Authorizations

A Reports Recipient Last Name:  Rogers
&  Users
tor Recipient SSN
Fecpentssi =
E Provider ok i
Recipient Medicaid ID: ~ BR123456789
(3] Training
@ Settings
Region:  Enter Region
3] Logout
Privacy Policy Copvriaht © 2021 Netsmart Technologies. Inc. All rihts reserved. Terms of Use

Note: The system will automatically display the General tab of the Edit
Recipient screen.
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v. From the subscription tab, click on a Payer’s record to view the details.

7 Mobile Caregiver+ Englsh  SunshineCare(FL) v BlllProvider v @Dale Carr v

%3 Dashboard Recipients > Edit Recipient
B Schedule Recipient: fuck Rogers
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List
© Claim Review
Statewide Medicaid (Claims Support) Floida  FLT1 BR123456789 19450704 R69  RS4  A009  AOI00  AG21
() Prior Authorizations
+
A Reports
&% Users

Click the “Add New Payer Subscription” icon, *, at the bottom of

B P the list of Payers to open the Add New Payer Subscription form.
[ Training
R Settings
3] Logout
S WSS SR TR SES S A S Coovricht € 2021 Netsmart Technologies. Inc. All rights reserved. Terms of Use

Note: The system will display a list of all Payers that the Recipient is enrolled
with.

vi. Click the “Add New Payer Subscription” icon, ¥, at the bottom of the list of
Payers to open the Add New Payer Subscription form.

Add New Payer Subscription

Select Payer *

FLT1

Payer subscriptions already exists, please modify existing payer subscription.

Plan/Program StartDate  EndDate  SetDefault  Notes

No Records Found

Case Number: ~ Case Number

Internal Recipient  |yternal Recipient Reference
Reference:

vii. Click in the Payer field to select a Payer.

viii. Click the Select Plan/Program icon, ¥, to select a Plan/Program in which the
Recipient is enrolled.
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ix. Click in the Plan field to select the Recipient’s subscription Plan for the
selected Payer.

Plan X

Plan

Plan is required!

Choose start date [l Choose end date B

[ Set Default

X. From the list, select Plan/Program in which the Recipient is enrolled.

Plan X

Plan

Plan: FMSP | Program: NONE | Jurisdiction: FL m
( Effective Date: 08/31/2014 | Expiration Date: 12/30/3999 ) ﬂll

Plan: SMMA | Program: PACE | Jurisdiction: FL
( Effective Date: 12/31/1899 | Expiration Date: 12/31/2098 )

Plan: SMMA | Program: NULL | Jurisdiction: DE
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 ) |

Plan: SMMA | Program: NULL | Jurisdiction: NO
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 )

Plan: SMMA | Program: NULL | Jurisdiction: GA
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 )

xi. Enter any other optional subscription data i.e., Case Number, Payer Member
ID, etc.

Add New Payer Subscription

Gt rayer

Payer.  AHCABA -

b

p Start End Set
Plan/Program Date. Date Dofadit Notes

Plan: Plan: None | Progran'_l: F.Ior‘ida Model Waiver
(40166.R05.00) | Jurisdiction: FL 9/1/23 9/6/25 ]

No Records Found

Case Number

Case Number: 123456789

Internal Recipient  |nternal Recipient Reference
Reference:

Payer Member ID
Payer Member ID: ~ HH123456

Close m Save
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xii. Scroll down to the bottom of the Add New Payer Subscription form and enter
the Recipients Primary Billing Diagnosis and any secondary codes.

Note: The system will retain the billing sequence of Recipients’ Diagnosis
Codes as displayed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis
Codes will be populated into rendered service records in the same order as
they appear in the Recipient’s Mobile Caregiver+ profile

xiii. Click Save when you finish making your entries, or, to clear your entries, click
Reset.
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9.10.7. Adding Programs/Plans to Existing Payer Subscriptions

Depending on the Payer, some Recipient may be enrolled in multiple Programs/Plans
with a single Payer. The Payer will upload all subscription data for Recipients that are
enrolled in multiple Programs/Plans to the Mobile Caregiver+ Provider Portal. The
Mobile Caregiver+ Provider Portal allows Provider Admins to select and configure a
Recipient’s Mobile Caregiver+ EVV profile with multiple Plans/Programs enrollments for

a single Payer.

To add a Plan/Program to an existing Payer Subscription:

To edit an existing Payer Subscription Plan:

i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, for the Recipient whose profile you

want to edit.

iii. From the shortcut submenu, click Edit.

‘7 Mobile Caregiver+

2% Dashboard
() Schedule
= Visits
= Work List
© Claim Review
() Prior Authorizations
A Reports
- Users
B Provider
(& Training
£ Settings

3]  Logout

Privacv Policy

Recipients

Recipient
First/Last buck
Name

Recipient DOB

Buck Rogers

X Recipient
Medicaid ID

0 Recipient
Member ID

MALE BR123456789 2521

Coovriaht © 2021 Netsmart Technoloaies. Inc. All rights reserved.

== English  Sunshine Care (FL) v B3Il Provider v O Dale Carr v

o o+

Recipient SSN

Active /
Inactive

Active

714/45 ® 7

@ Denails

[0 Deactivate Recipient

Terms of Use

iv. From the Edit Recipient screen, click on the Payer Subscriptions tab.
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A -
¥ Mobile Caregiver+ == English  UAT Netsmart Demo v B3Il Provider Opale carr v

B2 Dashboard Recipients > Edit Recipient
B  schedule Recipient: Buck Rogers
= \Visits
< General Addresses Payer Subscriptions Notes Documents R >

= Work List

Payer Jurisdiction Internal Recipient Reference Payer Member 1D Diagnosis Codes Active
o Claim Review

Fm Florida FLT1-BR123456789-19450704 R54 R69
(2 Prior Authorizations

+
- Reports
&% Users
E Provider
Privacy Policy Copyright ® 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The system will automatically display the General tab of the Edit
Recipient screen.

v. From the subscription tab, click on a Payer’s record to view the details.

;:',v Mobile Caregivers = English  SunshineCare (FL) v B3Il Provider v O vale carr v

%2 Dashboard Recipients > Edit Recipient
B schedule Recipient: Buck Rogers
= Visit
e General Addresses Payer Subscriptions Notes Documents Referring Physician
= WorkList

© Claim Review

()  Prior Authorizations

Click on the Payer’s record to view the details.

A Reports

&% Users

22 Recipients

B Provider
@ Training
£ Settings
3] Logout

aaed martdacan Mbathic anslacmidacloasiaiantot taddeaseas Copvyriaht © 2021 Netsmart Technoloaies. Inc. Al rights reserved. Terms of Use

vi. Click on the Select Plan/Program icon, *, to select a Plan/Program that is
offered by the selected Payer (Providers can add multiple Plans/Programs
that a Recipient is enrolled in with the selected Payer).
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Recipients > Edit Recipient

Recipient: Buck Rogers

General dd Payer i Notes Documents Referring Physician
Payer urizdiction  Intornal Reciplent Reference Payer Member 1D
Statewide Medicaid (Claims Support) Floida  FLT1-BR123456789-19450704 - R69 RS54  AD09  A0100  A021
General Share Of Costs
Solect Paye
payer.  Statewide Medicaid (Claims Support)
Plan/Program StartDate EndDste SetDefault Notes
Plan:
Plan: Florida State Medical Plan | Program: None | Jurisdiction: FL SN2 21224 - H
CaseNumber:  Case Number
wermal Recipient Reference
Copyright ©® 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

vii. Click in the Plan field to select a Plan.

Plan X
Plan

Plan is required!

Choose start date a] Choose end date a]

[ Set Default

viii. From the list, select the Plan/Program you want to add to the Recipient’s
Mobile Caregiver+ EVV profile.

Plan X

Plan
Plan: FMSP | Program: AKCM | Jurisdiction: FL

Plan: NONE | Program: NONE | Jurisdiction: FL
( Effective Date: 08/26/2021 | Expiration Date: 08/26/2039 )

Plan: FMSP | Program: AKCM | Jurisdiction: FL
( Effective Date: 01/17/2022 | Expiration Date: 01/17/2043 )

[ set Default

=3
ix. Enter the start date and end date for the Plan.

X. Click the blue Submit command.

xi. Repeat steps 6 through 10 to add any additional Plan/Program that the
Recipient is enrolled in with the selected Payer subscription.

9.10.8. Editing Existing Payer Subscriptions

Warning: Provider must contact Netsmart Client Support.
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To edit an existing Payer Subscription Plan:
i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, for the Recipient whose profile you
want to edit.

iii. From the shortcut submenu, click Edit.

& Mobile Caregivers —SEngish  SunshineCare(FL) v  EMliProvider v (@ Dale Carr v

5 Dashboors Recipients o +
B)  schedule
Recipient Recipient
- First/Last buck X M.: o Recipient SSN
= Visits Name s
= Recipient Active /
isf 8 Active
Work List Recipient DOB Member ID Inactive e

Claim Review

) Prior Authorizations
~; o< bl Nome Recipient Last Name orda: o pran’ Mo aud o e x

Reports

& Users Buck Rogers MALE BR122456789 2521 4145 ® 7

2= S

Traini =
© ng Deactrvate Recipient

0 Settings

3]  Logout

Privacy Policy Convriaht © 7021 Netamart Tachnoloaies Inc All richts reserved Terms of Use

iv. From the Edit Recipient screen, click on the Payer Subscriptions tab.

a

Mobile Caregiver+ —=English  SunshineCare (FL) v  BlllProvider v @ Dale Carr v

Recipients > Recipient Details

Dashboard

Schedule Reciplent: Suck Rogers

Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician Uinked Users
= Work List =

© Claim Review

() Prior Authorizations Statewide m

i@

Medicaid (Claims  Florida State Med... None FLT1-8R1234567.
A Reports Support)

&% Users

B Provider
(3 Training
0§ Settings

3] Logout

Orivvams Dtims Pmurinhe # 9071 Natemar Tashanianias Inn All rinkee rasanad Tarme afllea

Note: The system will automatically display the General tab of the Edit
Recipient screen.

v. From the subscription tab, click Payer’s record to view the details.
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55 Dashboard Recipients > Edit Recipient

B schedule Reciplent: Buck Roger
= Visits

Geners Addres:
= Work List

© Claim Review

B prior

Statewide Medicaid (Claims Support)

A Reports

&L Users

Click on the Payer’s record to view the details.

g Mobile Caregiver+

= English  SunshineCare (FL) v Bl Provider v [

Payer Subscriptions Notes Referning Physician

Floida  FLT1 BR123456769 19450704 R6Y RSS  AD09  A0I00  AO21

B Provicer
@ Training
0 Settings

8]  Logowt

Coovriaht © 2021 Netsmart Technoloaies. Inc. All riohts reserved Terms of Use

vi. From the General tab of the Plan details, click on the Actions icon, i, for the
existing Plan you want to edit.

Vii.

Recipients > Edit Recipient

Recipient: Buck Rogers

General Addresses Payer Subscriptions Notes Documents Referring Physician
Statewide Medicaid (Claims Support) Florida  FLT1-BR123456789-19450704 - R69 RS4  AD09  A0100  A021 /]
General Share Of Costs
Statewide Medicaid (Claims Support)
Edit
Delete

Plan: Florida State Medical Plan | Program: None

Case Number.  Case Number

Coovricht © 2021 Netsmart Technologies. Inc. All riahts reserved.

From the shortcut submenu, click Edit.

e ot
Jurisdiction: FL S22 2224 . O

Terms of Use

viii. Click in the Plan field to select a different Plan.

Plan

Plan

X

Plan: Florida State Medical Plan | Program: None | Jurisdiction:

Choose end date *

02/12/2024

Choose start date *

05/01/2022 B

B

Set Default

ix. From the list, select the Plan.
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Plan

Plan: FMSP | Program: NONE | Jurisdiction: FL
( Effective Date: 08/31/2014 | Expiration Date: 12/30/3999 )

Plan: SMMA | Program: PACE | Jurisdiction: FL
( Effective Date: 12/31/1899 | Expiration Date: 12/31/2098 )

Plan: SMMA | Program: NULL | Jurisdiction: DE
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 )

Plan: SMMA | Program: NULL | Jurisdiction: NO
( Effective Date: 12/31/1899 | Expiration Dale: 12/31/1899 )

Plan: SMMA | Program: NULL | Jurisdiction: G4
( Effective Date: 12/31/1899 | Expiration Date: 12/31/1899 )

9 Mobile Caregiver+

X. You can edit the start date and/or end dates for the Plan.

xi. Click the blue Submit command.
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9.10.9. Updating a Recipient's Recipient Diagnosis Code(s)

To edit a Recipient’s Diagnosis Codes:
i. From the Main Menu, click Recipients.

ii. Find the Recipient and click on the Actions icon, i, for the Recipient whose
profile you want to edit.

iii. From the shortcut submenu, click Edit.

= & Mmovile Caregivers —=English  UATNetsmartDemo v Bl Provider v O pale carr v

53 Dashboard Recipients o +
() Schedule
Reciplent Recipient
First/Last vet X P Recipient SSN
= Visits Naitie Medicaid ID
- o Recipient Active /
= WorklList i £ Active
lork List Recipient DOB Member ID Inactive
© Claim Review
() Prior Authorizations
A~ Reports
&L Users Veteris Recipient MALE VR123456789 012345678 7/4/59 ® 7

2= © Dise

Traininy
o " [0 Deactivate Recipient
£ Settings
3] Logout
Privacy Palicy Convrioht & 2021 Netsmart Technolonies Inc. All richts reserved Terms of lise

iv. From the Edit Recipient screen, click on the Payer Subscription tab.

= & movile Caregiver+ s English  UAT NetsmartDemo v Bl Provider v/ Ooale carr v

52 Dashboard Recipients > Edit Recipient
B schedule Reciplent: Veteris Recipient
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List

© Claim Review Recipient First Name:  Veteris

() Prior Authorizations
A Reports Recipient Last Name:  Recipient

- Users

ki foly;  TEARD

B Provider R
Recipient Medicaid ID: ~ VR123456789
(3 Training
¢ Settings
Region:  Enter Region
3 Logout
Orivers Ot Cremrinb £ 9171 Matemart Tanhaninniae lnn All ikt racanad S P

Note: The system will automatically display the General tab of the Edit
Recipient screen.
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v. Locate and click on the record for the Payer subscription for which you want
update the Recipient’s Diagnosis Codes.

= @ Movile Caregivers =sifngish  UATNetsmariDemo v BlllProvider v @Dale Carr v
83 Dashboard Recipients > Edit Recipient
()  Schedule Recipient: Veteris Recipient
T Vs General Addresses Payer Subscrptions Notes Documents. Referring Physician
= Work List
® clainhniew Florida Medicaid (AHCA) Bohavior Analysis s ACBAVRI23456780-19590704 - 840
() Prior Authorizations

Kentucky Department for Medicaid Services (DMS) 009
A~ Report

mn Floida  FLTI-VR123456789-19590704 RS4  R69  ADOD  ADI00  AO104
- Users ) ) — =
22
- Locate and click on the record for the Payer subscription for
— which you want to update the Recipient’s Diagnosis Codes.
QO Settings
3] Logout

Privacv Policv Coovrioht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

vi. Enter the Recipients Primary Billing Diagnosis and any secondary codes.

vii. Use the Additional Billing Diagnosis code field if you need to enter more than
four Diagnosis Codes.

= T Mobile Caregivers wdi English  SunshineCare (FL) v Bl Provider v @) Dale Carr v

23 Dashboard Egibiity Effective Date
B)  Sched:
b d Date € L)
= Visits
= Work List 2 -
@ Claim Review
)  Prior Authorizations — -
A  Reports
- Users z
Diagnosis (Bil Order 3 | e[tam! zagngss CQdE Dagngss !B QI:.dEE 3) I
B Provid z -
(3 Training
Q& Setting . .
ssssnwssns oo |Additional Billing Diagnosis Codes Jrew oot coses
3] Logout
No Signature Reason »
= -
Privacv Policv Coowrial ht © 2021 Netsmart Technoloales Inc. Al riahts reserved Terms of Use

Note: The system will retain the billing sequence of Recipients’ Diagnosis
Codes as listed in the Recipient’s Mobile Caregiver+ profile; the Diagnosis
Codes will be populated into rendered service records in the same order as
they appear in the Recipient’s Mobile Caregiver+ profile.
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viii. Click Save when you finish making your entries, or, click Reset to clear the
changes you have made.

a Update Diagnosis Codes

Would you like to also save this change to all unreleased claims?

Yes No

Note: The system will prompt you to save the change(s) “to all unreleased
claims.” Clicking “Yes” will automatically update the Diagnosis Code(s) for all
unreleased service records that are currently in the Work List.
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9.10.10. Viewing a Recipient's Voided Diagnosis Codes

The Mobile Caregiver+ Provider Portal will automatically void and will not allow
Providers to add any invalid and/or non-ICD10 Diagnosis Codes to Recipients’ Mobile
Caregiver+ EVV profiles.

To view Diagnosis Codes that have been voided for a Recipient:
i. From the Main Menu, click Recipients.

ii. Find the Recipient and click on the Actions icon, i, for the Recipient whose
voided Diagnosis Codes you want to view.

iii. From the shortcut submenu, click Edit.

& Mobile Caregivers ~=éEnglish  UATNetsmatDemo v  ElllProvider v (@ Dale Carr v
55 Dashboard Recipients o +
E) Schedule
Recipient Fuckitiok
First/Last vet X acipe Recipient SSN
= Visits iy Medicaid ID
Work List Recipient DOB (5] Recipient Active / Active
Member ID Inactive

© Claim Review
() Prior Authorizations
A Reports N e Lot ian P D  RecipientSSK

&% Users Veteris Reciplent MALE VR123456789 012345678 /4159 ® 7

= he ) _twie
P

Trainin
3] Training [0 Deactivate Recipient
£ Settings

3] Logout

Privacy Palicy Coanuricht 9021 Netemar Tochnaloaios Ine Al rihte recarved Torme of lise

iv. From the Edit Recipient screen, click on the Payer Subscription tab.

= Mobile Caregiver: == English  UATNetsmartDemo v BlllProvider v @ Dale Carr v

83 Dashboard Recipients > Edit Recipient

) Schedule Reciplent: Veteris Recipient
= Visits
General Addresses Payer Subscriptions Notes. Documents. Referring Physician
= Work List
© Claim Review Recipient First Name:  Veteris
() Prior Authorizations
A Reports Recipient Last Name:  Recipient

&% Users

Fackhenssi: TR

B Provider o )
Recipient Medicaid ID: ~ VR123456789
) Training p
0§ Settings
Region:  Enter Reg
3 Logout
o Batimi  Pamieht #9071 Mateman Tashnatanian Ina All iskts ranans ot i
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Note: The system will automatically display the General tab of the Edit
Recipient screen.

v. Click on the Payer Subscriptions tab.

vi. Locate and click on the record for the Payer subscription for which you want
to view voided Diagnosis Codes.

= & Mobile Caregivers == Engish  UATNetsmartDemo v BlllProvider v @ Dale Carr v

Recipients > Edit Recipient

23 Dashboard

(5 Schedule Recipient: Veteris Recipient
= Visits
- admoss ppbentyns s Gososets nebeng s

= Work List
o Shlm gk Flonda Medicaid (AHCA) Bohavior Analysis - ACBA-VR123456789-19590 704 - F840
() Prior Authorizations

Kentucky Department for Medicaid Services (DMS) 009
A~ Reports

mn Floida  FLT1-VR12345678919590704 RS RS9  ADOD  ADI00  AO104
- Users ) ) — =
28
g— Locate and click on the record for the Payer subscription for
— which want to view voided Diagnosis Codes.
Q& Settings
3] Logout

Privacy Policv Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

vii. Click on the View Voided Codes command to view a list of invalid Diagnosis
Codes that have been voided from the Recipient’s MCG+ EVV profile.

= Mobile Caregivers e English  UATNetsmartDemo v BlllProvider v @ Dale Carr v

Primary Biliing Diagnosis RS4 ©
33 Dashboard

() schedule

Diagnosis (Bill Order 2) R69 ©
= Visits
= Work List

Diagnosis (Bil Order 3) 4000 @
© Claim Review
()  Prior Authorizations

Diagnosis (Bil Order 4 A0100 @

A Reports

-  Users rver gy v
Addtional Biling Diagnoses A0104 © @
B Provider

& Training
Setti
% s =3 -

3] Logout

Privacv Policy Coovriaht © 2021 Netsmart Technologies. Inc. All richts reserved. Terms of Use
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9.10.11. Deactivating a Recipient's Payer Subscription

Warning: Provider must contact Netsmart Client Support.

In situations where Providers are no longer authorized to bill Payers for services for
Recipients (for example, they fail to recertify), Provider can deactivate Recipients’ Payer
Subscriptions.

To deactivate a Recipient’s Payer Subscription:
i. From the Main Menu, click on Recipients.

ii. Locate, and click on the Actions icon, i, for Recipient whose Payer
Subscription you want to deactivate.

iii. From the shortcut submenu, click Edit.

= " Mobile Garegivar+ _Zenghsh  Sunshine Care (FL) ¥ Bl Provider v @) Dale car

58 Dashboard Redniats o+
[El  Schedule .
Recipient Reclpient
First/Last buck X eoplen Recipient SSN
= Visits ity - Medicaid ID e
= i - Recipient Active / Al -
Work List Recipient DOB ) Member |0 Inactive

@  Claim Review
[ Prior Authorizations
A Reports Recipiat First Name Recipient Last Kame Bendes Recipient Medicaid 10 Recipient SSH Payer Member 0 Déte of Sirth 6PS  Editable Active

<% Users Buck. Rogers MALE BR123456789 2521 764748 ® 7

botinmetll & @ Dea (i

[2]  Training [  Desctivate Recipient
X Settings

3] Legowt

Privacy Policy Copyright © 2021 Netsmart Technolagies, Inc. All ights reserved Terms of Use

iv. From the Edit Recipient screen, click on the Payer Subscriptions tab.

= Mobile Caregivers _CEngish  SunshineCare () v BlllProvider v @Dale Carr v

Work List

83 Dashboard Recipients > Edit Recipient
() Schedule Reclplent: Buck Rogers
T Visits
. R ———

©  Claim Review Recipient First Nome:  Buck
() Prior Authorizations
~

Reports Recipient Last Nome:  Rogers

b Users

Rocient it 281

B Provider )
Recipient Medicaid ID: ~ BR123456789
(&) Training
£ Settings
Region:  Enter Region
3] Logout
Privacy Policy Coovricht © 2021 Netsmart Technoloaies Inc. Allriohts reserved BT
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v. From the Payer Subscriptions tab, located and click on the Actions icon, i,

for the Payer whose Subscription you want to deactivate.

vi. Click in the Deactivate Subscription checkbox to deactivate the Recipient’s

subscription for the selected Payer.

Recipients > Edit Recipient

Recipient: tom thumb

General Addresses Payer Subscriptions Notes Documents Referring Physician

Payer Jurisdiction nternal Recipient Reference Payer

Statewide Medicaid (Claims Support) = a = RS54

Copyright @ 2021 Netsmart Technologies, Inc. All rights reserved

[] Deactivate Subscription

Terms of Use

Note: The system will display a green confirmation message in the lower-right
corner of the screen, indicating that the subscription was successfully

deactivated.

The system will display a checkmark in the Deactivate Subscription checkbox

for any Recipient whose subscription has been deactivated.
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9.10.12. Reactivating a Recipient's Payer Subscription

Warning: Provider must contact Netsmart Client Support.

When a Payer is no longer authorized to bill Medicaid (for example, because they did
not recertify) or if your agency no longer accepts a Payer, you can delete the Payer:

From the Main Menu, click on Recipients.

Locate, and click on the Actions icon, §, for Recipient whose Payer
Subscription you want to reactivate.

From the shortcut submenu, click Edit.

a = :
= ¥ Mobile Caregivery

L=English  SunshineCare(FL) v B3| Provider v O pale Carr v

B3 Dashboard Recipients.
[E  Schedule 3
Recipient
First/Last buck
= Visits Narie
= Work List Recipient DOB
@ Claim Review
[ Prior Authorizations
7 Reports Recipient First Name Recipient Last Name Gender

- Users

B Provider
3] Training
I Settings

3] Logow

Privacy Policy

Copyright & 2021 Netsmart Technolagies, Inc. All rights reserved

[+ I
Recipient :
X Medicaid ID Recipient SSN

Recipient Active / il

Member ID Inactive

copentMediad D RecigieotL SN oyt Member 0 oeteof B oPs  Edmbie Aot
BR123456789 2521 T14/45 ® 7

n - @ Datails

[ Deactivate Recipient

Terms of Use

iv. From the Edit Recipient screen, click on the Payer Subscriptions tab.

= & Movile Caregivers

Dashboard

Schedule

A @

Visits Qeniral
= Work List

© Claim Review

()  Prior Authorizations

A~ Reports

&% Users

B Provider

(& Training

£ Settings

3] Logout

Privacy Policy

Recipients > Edit Recipient

Addresses Payer Subscriptions Notes

Reciplent: Buck Rogers

Recipient First Name:

Recipient Last Name:

Recipient SSN:

Recipient Medicaid ID:

Region

Coovricht © 2021 Netsmart Technologies. Inc. All richts reserved.

—=Engish  SunshineCare(FL) v BlllProvider v @Dale Carr v
Referring Physician

Buck

Rogers

wn

;Rll;3t;;b7ﬂ-9

Enter Region

Terms of Use
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From the Payer Subscriptions tab, click on the Actions icon, , for whose
Payer whose Subscription you want to reactivate.

Click in the Deactivate Subscription checkbox to deactivate the Recipient’s
subscription for the selected Payer -

= f:' Mobile Caregiver+ —=English  Sunshine Care (FL) ¥ Bl Provider v O nale car v

85 Dashboard Recipients > Edit Recipient
B schedule Reciplent: Buck Rogers
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= WorkList

Claim Review
Statewide Medicaid (Claims Support)  Florida  FLT1-BR123456789-19450704 - ADDS  ADIOD  ADID1  AO1D5  R69 RS54 A021 O

(¥ Prior Autharizations
b Activate Subscription
~

Reports

ah  Users

B Provider
[5] Training
& Semings
5] Logout

Privacv Policy Convriaht © 2027 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

The system will display a green confirmation message in the lower-right
corner of the screen, indicating that the subscription was successfully
deactivated.

The system will display a checkmark in the Deactivate Subscription checkbox
for any Recipient whose subscription has been deactivated.
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9.10.13. Adding Notes to Recipients’” MCG+ Profiles

Provider Admins have can add and manage notes in Recipients’ Mobile Caregiver+ EVV
profiles. Caregivers have access rights to download and view documents stored in
Recipients' Mobile Caregiver+ profiles via the mobile application.

To add a note to a Recipient’s Mobile Caregiver+ profile:
i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, of the Mobile Caregiver+ Recipient
profile to which you want to add a note.

iii. From the shortcut submenu, click Edit.

& Mobile Caregiver: —engish  SuhineCare(R) v BllProvider v @0aleCarr v

Recipients o +

Recipient
First/Last buck X Recipient Recipient SSN
= Visits Nome »

Work List Recipient DOB o Recipient Active/ Active

& Use Buck Rogers MALE BR123456789 £ 21448 ® 7/

iv. Click on the Notes tab.

= T mobile Caregiver: _kngish  SunshneCare () v BlllProvider v @0sleCarr v

Recipients > Edit Recipient

23 Dashooard
B  Schedue Reclplent: Buck Rogers
= W
General Addresses rer Subscriptons Document Refermng Physician

= WorkList
© CisimReview Recipient First Name:  Buck
[ Prior Authorizations
A~ Reports Recipient Last Name:  Rogers
an Users
S S
B Provider sca

Recipient Medicaic ID;  BR123456789
[ Training
& Ssettings

Region:  Enter Region

2] Logow

Privacy Policw Comrinht © 9071 Netemart Technoionies Ine All fichts recsrved Torms of Liss.

Note: The system will automatically display the General tab of the Edit
Recipient screen.
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v. To add a new note, click on the blue Add Note command.

Dashboard Recipients > Edit Recipient

Schedule Reclplent: Buck Rogers

A @

Visits
Work List
Search Notes

Claim Review

Prior Authorizations

B @ i

Reports

&% Users
22

8/8/23,11:21 AM

7113/23, 8:58 AM

7113/23,8:19 AM

7112/23,7:36 AM

L BCH ]

6/6/23,2:42PM

]
3

5123/23,10:05 AM

Privacy Policy

General Addresses

Payer Subscriptions Notes

Start Date

.....

Recipient refused care.

Service notes can only be added to visits that
are scheduled for one Recipient.

..........

Test User

Documents Referring Physician

] End Date

FTITII

Coovriaht & 2021 Netsmart Technoloaies. Inc. All riohts reserved.

Terms of Use

Notes: The system will display a list of notes that have been added to the
Recipient’s Mobile Caregiver+ profile.

Notes displaying a yellow triangle, »~, are Caregiver notes, that were sent as
alerts, from the Mobile Caregiver+ Mobile Application.

Providers can search or filter for note entries by keyword(s) and date range.
Providers can enter keyword(s) in the Search Notes field and/or enter a Start
Date and End Date to filter the list. Providers can sort the list by clicking any

of the column headings.

vi. Enter the new note using the Add New Note dialog box.

Add New Note

Note®
Provider can ENTER NOTES HERE

Mobile Caregiver+ Provider Portal User Guide
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e Note*: Type the note in the Note field. This is a mandatory field (you must
enter at least one character.
e Note Type*: Select the Note Type. This is a mandatory field.

Alert

e Note Priority*: Select the Note Priority. This is a mandatory field.

Bottom
High
Low

Normal

vii. Click the blue Save command to add the new note to the Recipient’s Mobile
Caregiver+ profile.

Add New Note

‘‘‘‘‘‘

Type note here; this is mandatory field (you must enter at least one character.

Note Type *
Normal

Note Priority *
Normal
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9.10.14. Viewing Notes in a Recipients’ MCG+ Profiles

Provider Admins have can add and manage notes in Recipients’ Mobile Caregiver+ EVV
profiles. Caregivers have access rights to download and view documents stored in
Recipients' Mobile Caregiver+ profiles via the mobile application.

To add a note to a Recipient’s Mobile Caregiver+ profile:
i. From the Main Menu, click Recipients.

ii. Locate and click on the Actions icon, i, of the Mobile Caregiver+ Recipient
profile to which you want to add a note.

iii. From the shortcut submenu, click Edit.

& Mobile Caregiver: —engish  SuhineCare(R) v BllProvider v @0aleCarr v

Recipients o +

Recipient
First/Last buck X Recipient Recipient SSN
= Visits Nome »

Work List Recipient DOB o Recipient Active/ Active

& Use Buck Rogers MALE BR123456789 £ 21448 ® 7/

iv. To view the notes in a Recipient’s Mobile Caregiver+ profile, click on the
Notes tab.

—tngish  Suhnecwe(R) v BllProvder v @oslecarr v

202

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

Note: The system will automatically display the General tab of the Edit

= Mobile Caregiver: s Englsh  SunshineCore(FL) v ElllProvider v @ Dale Carr v
23 Dashboard Recipients > Edit Recipient
() Schedule Reclplent: Buck Rogers
Visit
General Addresson Payer Subscriptions Notes Documents Referring Physician

= Work List
° Search Notes Start Date ®  EndDate Gl
o [ | o R
A Report p—
&b Users

8/8/23,11:21 AM Location Timeout Dale Carr Normal

R 0

B Provider

7013/23, 019 AM Online note w/alert Test User Normal A
(3] Training g

7112123, 7:36 AM Offine note. Test User Normal
£ Setting

6/6/23,2:42 PM Recipient refused care. Test User Normal A
8 Logout Service note ly be added to visits that

5/23/23,10:05 AM Test User Normal

a e Recipient
Privacy Policy Coovriaht & 2021 Netsmart Technoloaies. Inc. All riohts: reserved Tarms of Use

Notes: The system will display a list of notes that have been added to the
Recipient’s Mobile Caregiver+ profile.

Notes displaying a yellow triangle, », are Caregiver notes, sent as alerts, from
the Mobile Caregiver+ Mobile Application.

Providers can search or filter for note entries by keyword(s) and date range.
Providers can enter keyword(s) in the Search Notes field and/or enter a Start
Date and End Date to filter the list. Providers can sort the list by clicking any
of the column headings.
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9.10.15. Adding Documents to Recipients” MCG+ Profiles

Providers can add documents to, and manage documents in, Recipients’ Mobile

Caregiver+ profiles. Caregivers have access rights to download and view documents

stored in Recipients' Mobile Caregiver+ profiles via the mobile application.

To add a new document to a Recipient’s Mobile Caregiver+ profile:

i. From the Main Menu, click Recipients.

ii. Find the Recipient and click on the Actions icon, i, for the Recipient whose

documents you want to manage or view.

iii. From the shortcut submenu, click Edit.

= & Movile Caregivers

53 Dashboard Recipients
) schedule
Recipient
First/Last
= Visits e
Work List Recipient DOB

© Claim Review

() Prior Authorizations
A Reports

&% Users

B Provider

Buck

[ Training
£ Settings
3] Logout

Privacy Poliey

buck

~SEngiish  SunshineCare(F)Y  BlllProvider v @ Dale Carr v

o +
X Raclplent Recipient SSN
Medicaid ID
o Recprent Active / At
Member ID Inactive
BRI23456789 50 4/45 ® 7

Conurioht £ 2071 Netamart Technalonies Ine. All rihts rosorved

Torme of Lise

iv. Click on the Documents tab.

= Mobile Caregiver:

#  Dashboard

Recipients > Edit Recipient

Addresses

B Schedue Reciplent: 5.c Rogers
= Visits
General
Work List

©  Claim Review

) Prior Authorizations
7 Reports

an  Users

B Provider

®
g
b4

Privacy Policy

Recipicnt First Name

Recipient Last Name:

Recipient SSN

Recipient Medicaic 10:

Region

==English  Sunshine Care (FL) v

N .

Rogers
2521
BR123456789

Enter Region

Coovriaht © 2021 Netsman Technoloaies. Inc. All richts reserved.

Bl Provider v

Terms of Use
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Note: The system will automatically display the General tab of the Edit
Recipient screen.

v. Click on the blue Add Document command to add a new document to the
Recipient’s Mobile Caregiver+ profile.

English  Sunshine Care (FL) v Bl Provider v O oale Carr v

L}
() Schedul Recipient: lony Harmison
= \Visits

General Addresses Payer Subscriptions Notes Documents Referring Physician
= WorkList
@ ceim Search Document Q_ Search . + Add Document ’

g e
)  Prior Authorizations Display Name socisted Payer e ChangedBy Changed
A Reports
tems oo page 20

2% Users
B  Provider
(&) Treining
& Setings
2] Logoumt

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The system will display a list of documents that have been added to the
Recipient’s Mobile Caregiver+ profile. Providers can search/filter documents
by keyword(s). Provide can enter keyword(s) in the Search Document field
and click the blue Search command. Provider can sort the list by clicking any
of the column headings.

vi. Add the new note using the Add New Document dialog box.
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e Display Name*: Type the name that will be displayed for the document in
the Mobile Caregiver+ Provider Portal.

e Payer*: Select the Payer that the Recipient is enrolled with. This is a
mandatory field.

FLT1 - Statewide Medicaid (Claims Support)

e Select File*: Click on the upload icon, €, in the Select File field to locate
and select the file to be uploaded to the Recipient’s Mobile Caregiver+
profile.

vii. Click the blue Save command to add the new document to the Recipient’s
Mobile Caregiver+ profile.

Add New Document

Display Name *
Community Access Codes

Payer *

FLT1 - Statewide Medicaid (Claims Support) .2

Select File *

Access Codes.pdf [+

4 »

Close m
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9.10.16. Managing Documents in Recipients’ MCG+ Profiles

Providers can add documents to, and manage documents in, Recipients’ Mobile
Caregiver+ profiles. Caregivers have access rights to download and view documents
stored in Recipients' Mobile Caregiver+ profiles via the mobile application.

To manage or view documents in a Recipient’s Mobile Caregiver+ profile:
i. From the Main Menu, click Recipients.

ii. Find the Recipient and click on the Actions icon, i, for the Recipient whose
documents you want to manage or view.

iii. From the shortcut submenu, click Edit.

& Mobile Caregiver: —engish  SuhineCare(R) v BllProvider v @0aleCarr v

Recipients o +

Recipient
First/Last buck X Recipient Recipient SSN
= Visits Nome »

Work List Recipient DOB o Recipient Active/ Active

& Use Buck Rogers MALE BR123456789 £ 21448 ® 7/

—Senglish  Sunshine Care (RL) v

Recipients > Edit Recipient

53 Dashooard
B  Schedue Reciplent: Suck Rogers
= vists
T e e —
= WorkList
©  Cisim Review Recipient First Name:  Buck

~  Reponis Recipient Last Name:  Rogers

- Users
TRt =
B Provider )
Recipient Medicaic ID;  BR123456789
[ Training
B Setting:
Region:  Enter Region
3] Logowt

Privacy Poliey Comrioht © 9071 Netemart Technoionies Ine. All fichts recerved Torme of Liss.

Note: The system will automatically display the General tab of the Edit
Recipient screen.
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Providers can search/filter for note entries by keyword(s). Providers can enter
keyword(s) in the Search Notes field and click the blue Search command.
Providers can sort the list by clicking any of the column headings.

v. Click on the blue Actions icon, i, next to the document you want to manage.

—Sengish  SunshineCare (L) v Bl Provider v @)Dele Carr v

Addiional Emergency Contacts A documentEmergency Contactlist  DaleCamr o8/21/2021

Drivacy Plicy Conurinkt © 90171 Netemant Tachnalnnies Ine All finhts rasarved Terme of liea

Note: the system will display a list of documents that have been added to the
Recipient’s Mobile Caregiver+ profile.

vi. From the shortcut submenu, Providers can select one of the following
management options:

e Delete — To delete the document.
e Download — To download the document.
e Browser —To view the details for the document.
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9.10.17. Adding a New Referring Physician to a Recipient's MCG+ Profile

Providers can add referring physician data for Recipients that require Referring
Physicians for designated services; the Referring Physicians tab allows Providers to add
new Mobile Caregiver+ Referring Physician profiles to the Mobile Caregiver+ Provider
Portal, as well as select and link Recipients to existing Mobile Caregiver+ Referring
Physicians profiles.

To add a new Mobile Caregiver+ Referring Physician profile to the Mobile Caregiver+
Provider Portal:

i. From the Main Menu, click Recipients.

ii. Locate the Mobile Caregiver+ Recipient profile to which you want to add a
Referring Physician.

iii. Click on the Actionsicon, .

ﬂ' Mobile Caregiver+ ==English  SunshineCare (FL) v  Hlll Provider v O pale car v

Dashboard Recipients o +

[

Schedule

Recipient R nt

First/Last buck X o Recipient SSN
Visits Maiie Medicaid ID

Work Lis Recipient DOB B paclplent v A

Claim Review

m Gelr
Prior Authorizations

Reports

2B @ i

ah  Users Buck Rogers MALE BR123456789 2521 /4145 ® 7

&2 Recipients

2T ©_tee

W o
tivate Recipient

£ Senings
3] Logout

Privacy Policy Convrial ht © 2021 Netsmart Technoloaies Inc All rinhts reserved Terms of Use

iv. From the shortcut submenu, click Edit.

Note: The system will automatically display the General tab of the Edit
Recipient screen.

209

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

v. Click on the Referring Physician tab.

& Mobile Caregiver: wiii English  SunshineCare(F) v BlllProvider v @ Dale Carr v

%3 Dashboard Recipients > Edit Recipient

B Schedule Reciplent: Buck Rogers

= Visits

= Work List

©  Cieim Review Recipient First Name:  Buck

) Prior Authorizations

A Reponts Recipient Last Name:  Rogers

- User
e =

B Provider jont Medicad
= Recipient Medicaid ID; ~ BR123456789
@ Training

§  Settings

Region:  Enter Region
3]  Logout
Privacy Policy Coovricht © 2021 Netsmart Technoloaies. Inc. Al riahts reserved Terms of Use

vi. To add a new Referring Physician to a Recipient’s Mobile Caregiver+ profile,
you must click the blue Add Referring Physician command.

& Mobile Caregiver+ i English  SunshineCare (F) v BlllProvider v @ Dale Carr v

5% Dashboard Recipients > Edit Recipient
E) Schedule Reciplent: Buck Rogers
= Visits
Genersi Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List
) Ph First N;

You must click the blue Add
Referring Physician command.

© Claim Review
-

Prior Authorizations

b

Reports

I':

Users Charie Darwn 3837777777 2278H0200X »

Recipients Mana gomezperez 123456789 ]

Settings
3]  Logout

Privacy Policy Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

When adding new Referring Physicians to the Mobile Caregiver+ Provider
Portal, the system requires that Providers first search for any existing records.
If there is an existing Mobile Caregiver+ Referring Physician profile record,
Providers can simply link Recipients to existing Mobile Caregiver+ Referring
Physician profiles.

vii. To search for an exisiting Mobile Caregiver+ Referring Physician profile, enter
the Referring Physician’s partail or full first and/or last name.
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viii. Click the blue Search Command.

9 Mobile Caregiver+

Link Referring Physician X
Enter Referring Physician First Name Enter Referring Physician Last Name
exa phy Enter Referring Physician ID

Search

ix. Review the search result to see if there is an existing Mobile Caregiver+
Referring Physician profile; if there is an existing record, ensure that the

profile data is accurate.

Link Referring Physician

Enter Referring Physician First Name Enter Referring Physician Last Name

exa phy

Change Search Criteria Add Different Referring Physician

0 Referring Physician/s found based on the search parameters
Select Referring Physician to be linked with the Recipient

Enter Referring Physician ID

Referring Physician First Referring Physician Last Ref Pk D Referring Physician NPI

Name Name eferring Physictanl Taxonomy

Example Physician 876543211 Link Physician

Example Three Physician 555555555

Example Two Physician 666666666 Link Physician
Warning

Be sure to confirm that the Referring Physician’s information is accurate before linking a Recipient
to an existing Mobile Caregiver+ Referring Physician profile.

Note: The system will automatically display a table listing all Referring
Physicians that have already been linked to the Recipient’s Mobile Caregiver+

profile.

If there is an accurate existing Mobile Caregiver+ Referring Physician profile,
you can simply click on the Link Physician command to link the Recipient to

the Referring Physician.

If there is no existing record for the Referring Physician, they system will
automatically display the Link Referring dialog box to allow the User to enter
a new Mobile Caregiver+ Referring Physician profile (please skip to step xi).

Mobile Caregiver+ Provider Portal User Guide
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X. If there is an existing Mobile Caregiver+ Referring Physician profile that is
inaccurate, click on the Add Different Referring Physican command.

xi. Enter the Referring Phsyicican Mobile Caregiver+ profile data in the Link
Referring Physician form.

Link Referring Physician X

Change Search Criteria A

Referring Physician Not Found
o Add a new Referring Physician. Our system will create the record in DB, and will automatically link the new
Referring Physician to the Recipient

Referring Physician First Name *

Referring Physician First Name can only contain letters and/or spaces if more than one name.
Referring Physician Last Name *

Referring Physician Last Name can only contain letters and/or spaces if more than one name.
Referring Physician ID *

Referring Physician ID must be numeric 9 or 10 digits in length.
Referring Physician NPI Taxonomy

Referring Physician NP| Taxonomy should be alphanumeric and no more then 25 characters

@@ Set Referring Physician as Primary

Save Cancel —

xii. You can click-on (activate) the Set Referring Physician as Primary switch to
designate this record as the primary Referring Physician.

xiii. Click the blue Save command.

Link Referring Physician X

ange Seal riteria Z

Referring Physician Not Found
o Add a new Referring Physician. Our system will create the record in DB, and will automatically link the new
Referring Physician to the Recipient

Referring Physician First Name *
Mobile_CaregiverPlus

Referring Physician Last Name *

Referring_Physician

Referring Physician ID *

123456789

Referring Physician NPI Taxonomy

NPI12345678

@@ Set Referring Physician as Primary

m Cancel
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9.10.18. Linking a Recipient to an Existing MCG+ Referring Physician Profile

Providers can add referring physician data for Recipients that require Referring
Physicians for designated services; the Referring Physicians tab allows Providers to add
new Mobile Caregiver+ Referring Physician profiles to the Mobile Caregiver+ Provider
Portal, as well as select and link Recipients to existing Mobile Caregiver+ Referring
Physicians profiles.

To link a Recipient to an existing Mobile Caregiver+ Referring Physician Profile:
i. From the Main Menu, click on Recipients.

ii. Locate the Mobile Caregiver+ Recipient profile to which you want to link to
an existing Mobile Caregiver+ Referring Physician profile.

iii. Click on the Actionsicon, .

iv. From the shortcut submenu, click Edit.

= ‘? Mobile Caregiver+ ==English  SunshineCare(FL) v Bl Provider v O palecarr v

53 Dashboard Recipients o +
) Schedule
Reciplent Recipient
First/Last pele > o d{’ca'i i Recipient SSN
= Visits Name
- Recipient Active /
= WorkList ) Active
rk Lis! Recipient DOB Member ID Inactive
© Claim Review
() Prior Authorizations
A Reports
&% Users Pele Punt MALE BPP6566556 3132 10723740 ® 7
R t
2 - S v
T
(3] Training [0 Deactivate Recipient
@ Settings

3]  Logout

Note: The system will automatically display the General tab of the Edit
Recipient screen.

v. Click on the Referring Physician tab.
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= & Mobile Caregivers _SEngish  SunshineCare(FL) v  BlllProvider v @ Dale Carr v

82 Dashboard Recipients > Edit Recipient

() Schedule Reciplent: Pele Punt
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician
= Work List
© Claim Review Recipient First Name:  Pele

()  Prior Authorizations

A Reports Recipient Last Name:  Punt
- Users
Packlem S o=
B Provider ey
Recipient Medicaid ID: ~ BPP6566556
[ Training L
¢ Settings
Region: Enter Region
3] Logout

Privacy Policy Coovricht © 2021 Netsmart Technoloaies. Inc. All rights reserved. Terms of Use

vi. To link a Recipient to an existing Mobile Caregiver+ Referring Physician
profile, you must click the blue Add Referring Physician command.

[+ 2 Mobile Caregiver+ _=English  SunshineCare(FL) v || Provider v O pale carr v

Dashboard Recipients > Edit Recipient

) schedule Recipient: Pele Punt
= Visits
General Addresses Payer Subscriptions Notes Documents Referring Physician

= Work List

Enter Referring Physician First Name Enter Referring Physician Last Name

©  Claim Review You must click the blue Add [
R TE—— m Add Referring P Referring Physician command.

A Reports There are no Referring Physicians for this Recipient

&%  Users

B Provider
(3] Training
£ Settings

5] Logout

Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved Terms of Use

Note: The system will automatically display a table listing all Referring
Physicians that have already been linked to the Recipient’s Mobile Caregiver+
profile.

vii. Enter the Referring Physician’s partail or full first and/or last name to search
for an existing Mobile Caregiver+ Referring Physician profile.

viii. Click the blue Search Command.
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Link Referring Physician X
Enter Referring Physician First Name Enter Referring Physician Last Name
exa phy Enter Referring Physician ID

ix. Review the search result to see if there is an existing Mobile Caregiver+
Referring Physician profile; ensure that the profile data is accurate.

Link Referring Physician X
Enter Referring Physician First Name Enter Referring Physician Last Name A
exa phy Enter Referring Physician ID

Change Search Criteria Add Different Referring Physician

o Referring Physician/s found based on the search parameters
Select Referring Physician to be linked with the Recipient

Referring Physician First  Referring Physician Last Referring Physician NPI

Referring Physician ID

Name Name Taxonomy
Example Physician 876543211 -
Example Three Physician 555555555 -
Example Two Physician 666666666 -

Warning

Be sure to confirm that the Referring Physician’s information is accurate before linking a Recipient to an
existing Mobile Caregiver+ Referring Physician profile.

X. If there is an accurate existing Mobile Caregiver+ Referring Physician profile,
click on the Link Physican command.
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Link Referring Physician

Enter Referring Physician First Name Enter Referring Physician Last Name

exa phy

Change Search Criteria Add Different Referring Physician

° Referring Physician/s found based on the search parameters
Select Referring Physician to be linked with the Recipient

Referring Physician First  Referring PhysicianLast — p e oop oo

Name Name
Example Physician 876543211
Example Three Physician 555555555
Example Two Physician 666666666
Example Physician 888888888

Enter Referring Physician ID

(@

Linked

Link Physician

Link Physician

Note: The system will link the Referring Physician to the Recipient and the link
status will change from Link Physician to Linked.
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9.11. Deactivating a Recipient’s MCG+ Profile

When Recipients are added to the Mobile Caregiver+ System they automatically have
the status Active. Providers can deactivate Recipients who they no longer provide
services for, who are no longer eligible for services.

Deactivating a Recipient does not remove the Recipient’s MCG+ profile from Netsmart
EVV System; it simply deactivates the Recipient’s Mobile Caregiver+ MCG+ profile.
Inactive Recipients will no longer appear in the Active Recipients List and cannot be
scheduled in new Visits.

To deactivate a Recipient:
1. From the Main Menu, click Recipients.

2. Locate and click on the Actions icon, §, for the Recipient whose Mobile
Caregiver+ profile you want to deactivate.

3. From the shortcut submenu, click Deactivate Recipient checkbox.

& Mobile Caregiver+ _—Engish  SunshineCare(FL) v B3Il Provider v

33 Dashboard Recipients o+
) schedule N
Fle';p:a“:‘ Recipient Recipient
= Visits Pl Medicaid ID SSN
= Work List Recipient =) Recipient Active / Active
DOB Member ID Inactive
© Claim Review
()  Prior Authorizations
- Reports Re First Name o ast N " ent SSA
% Users Simone wig MALE 9090909090 888388888 9/27/00 ® 7
& Recipients tom thumb MALE 5699 8/15/62 @ Deils

B Provider Brooke Rosa FEMALE 9876543 29/99 /s Edit

(& Training Pele Punt MALE BPP6566556 N2 1023/40 @
B setings Buck Rogers MALE BR123456789 2521 7/4/45 ©® 7 4 H

3] Logout Sofia Marie FEMALE 85971325 859674258 4/5/86 ® 7

Privacy Poliey Coovriaht © 2021 Netsmart Technoloaies Inc All riahts reserved Terms of Use

The system will display a green confirmation message in the lower-right corner of
screen, indicating the Recipient is now inactive. Inactive Recipients will not appear
in the Active Recipients List and cannot be scheduled for visits.
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9.12. Activating an Inactive Recipient’s MCG+ Profile

Inactive Recipients will not appear in the Active Recipients List.

To activate an inactive Recipient:

1.
2.

From the Main Menu, click Recipients.

From the header, click in the Active/Inactive field and select either Inactive or
All.

Click the blue Search command to view a list of Inactive or All Recipients that
have been enrolled with the active Provider Agency.

From the list, locate and click on the Actions icon, :, for the Recipient whose
Mobile Caregiver+ Profile you want to activate.

From the shortcut submenu, click Activate.

==English  SunshineCare (FL} v Bl Provider v O oslecar v

B2 Dashboard Recipients [+
@ Schedule R i
_.emple“ Recipient Recipient
First/Last v il
= \Visits Name edicaid ID SN
= Recipient Recipient Active / i
= Work List a Active
boB —_— Member ID - Inactive
@ Claim Review Inactive
[ Prior Autherizations All
A~ Reports Recipiant First Nams Rucipiont Last Name Gendar Becipient Medienid 10 Recipient SSN Payer Mumber 1D Dateof Birth GPS. Editabls Active
. ,
A% Users Simone wig MALE 9090903090 as888E88E 9/27/00 ® 7
o i HiALE e, Sfitrez ® 7
B Provider Brooke Rosa FEMALE 9876543 2/9/99 ® 7
3] Training
Pela Punt MALE BPP6566556 3132 10723740 ® 7
£ Semings Sofia Marle FEMALE 85971325 259674258 415786 ® 7
3] Logout John Snows MALE 555555556 5555 802221111222 8/2/20 ® 7
Privacy Policy Copyright & 2027 Netsmart Technologies, Inc. All rights reserved. Terms of Use

The system will display a green confirmation message in the lower-right corner of
screen, indicating the Recipient is now active.
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10.Managing Provider Agencies

Viewing Your Mobile Caregiver+ Provider Agency Details
Updating Your Mobile Caregiver+ Provider Agency Details
Managing Payers

Searching for a Payer

Assigning Preconfigured Tasks to a Payer Service Code
Manually Adding a New Task for a Payer Service Code
Deactivating Tasks for a Payer

Adding Medicaid ID at the Payer / Plan / Program Level
Editing Payer / Plan / Program Level Provider Medicaid ID
Deleting Provider Medicaid ID at the Payer / Plan / Program Level
Managing Contractors

Searching for a Contractor

Linking a Provider to a Contractor

Deleting a Contractor

Managing Payer Override Rates

Searching for a Specific Payer Override Rate

Adding a Payer Override Rate

Updating a Payer Override Rate

Deleting a Payer Override Rate

In most cases, Provider Agencies and Payers (including Service Codes and payment
rates) are uploaded to the Mobile Caregiver+ Provider Portal and you will rarely have to
perform the functions discussed in this section. Also, not all Provider agencies have
access rights to edit their Provider settings; the Payer will determine whether Providers
can edit their Provider settings, as well as the settings they can modify. Contact
Netsmart Customer Support if you have questions before changing any Provider
settings.
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10.1. Viewing Your Mobile Caregiver+ Provider Agency Details

To view the Mobile Caregiver+ Details for a Provider Agency:

1. If your account is linked to multiple locations, click on the agency’s name in the

Task Bar to see a drop-down list of all agencies.

THIS WEEK LAST WEEK 2 WEEKS AGO

()  Schedule
Blue Agate Omaha (NE
T  Vists !
V Cardinal Care (KY)
= Work List .
q Case Management Agency

© Claim Review

£)  Prior Authorizations Weekly Visits on 08/27/2023 - 09/02/2023
A inegis 2 WEEKS AGO

a5 Users

&% Recipients

vi

o9 . Jtie 1 Complete
B  Provider wrted

Q& Settings 3

5] Logout

Privacv Policv Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

English  SunshineCare (FL) v Bl Provider v @) Dale Carr v

Allegheny Home Care (PA)

Behavioral Care (FL)

Overland Park Agency

v o (<]
i

Tulip Tree Covington

as: Chart  Table

2. From the list, select the agency/location you want to view the Provider details
for. The system will display the Provider Details tab. If your account is linked to
multiple locations, click the agency name in the Navigation Bar to see a drop-

down list of all agencies.

3. From the Main Menu, click Provider; the system will automatically display the

Provider Details tab.

& Dashboord
) Schedule Detsils Payers Contractors Override Rates

= Visits

Wiork List

Claim Review

)  Prior Authorizstions Updsted At
~

Privacy Poliey Coovriaht © 2021 Neteman Technologies Inc. All fiahts reserved.

—=English  SunshineCare(FL) v Bl Provider v Ooaiccar v

Terms of Use
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Name

Short Name

Default Time Zone

Address Line 1

Address Line 2

City

State

Zip

Region

Phone Number

Email

EIN

Sunshine Care of Florida o

Medicaid ID
Short Name
Sunshine Care (FL)

Created At
Default Time Zone

Updated At
Address Line 1
123 Left Ave. Active

Address Line 2

City
Anytown

State

FL

Zip
33441

Region

Phone Number

14121234444

Email

sunshine@crFL.com

EIN
999990332

Copyright © 2021 Netsmart Technologies, Inc. All rights reserved.

9 Mobile Caregiver+

Medicaid ID
999990333

Created At
Dec 4, 2020, 7:00:00 PM

Updated At
Aug 1, 2022, 3:18:40 PM

/|

Terms of Use

Note: The Provider Short Name is the name that is displayed in the drop-down list.
Users can only see Provider Agencies that they have been invited/linked to. See

Inviting an Existing User to your Agency.

The system will display the Details for the selected agency.
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10.2. Updating Your Mobile Caregiver+ Provider Agency Details

To update a Provider Agency’s details:

1. From the Main Menu, click Provider; the system will automatically display the
Provider Details tab.

—=English  SunshineCare (FL) v B3Il Provider v O 0sie Carr v

25 Dashvoard Provider
) Schedule Details Payers Contractors Override Rates
= Vs [

- NS 0 ..
= Work List hir nar

0t Name Sunshine C. (n e
- ested Al 70000 PM

© Choim Review

Deloult Time Zone Detauh Tirme Zore
) Prior Authorizstions Updsted At
A Reports Address Lire | 123 Leh Ave. Active ]
&% Users Address Lire 2 Address Line
&% Recipients City Anytown

State n
(& Training

79 13441
Q& Settings

Regon Reger
3] Logout

Privacy Policy Coovriaht © 2021 Netsmart Technoloales, Inc. All rights reserved Terms of Use

2. Click the edit icon, @, located in the top-center portion of the screen.

Edit profile

Name * Short Name *

Leawood Agency| Leawood Agency

Address Line 1* Address Line 2

4900 College Blvd Floor 2

City * State *

Leawood KS Region

Zip* Phone Number *

66211 (913) 555-7777
Medican ID

Email * KS12345P

Browse
Logo :

User can edit permissible values in their Provider profiles.
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3. Click Update to save any changes. The system will return to the initial Provider
Details screen.
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10.3. Managing Payers

Note: Not all agencies are authorized to add, link, or delete Payers. Please contact
Netsmart Client Support before changing any Payer settings for your agency.

10.3.1. Searching for a Payer

To search for a Payer:

i. Ifyour accountis linked to multiple locations, click on active agency name to
see a drop-down list of all agencies.

ii. From the list, select the agency/location whose Payer(s) you want to view.

& Mobile Caregivers Allegheny Home Care (PA) v B3l Provider v (@ Dale Carr v

53 Dashboard Provider
v Behavioral Care (FL)
() schedule Details Payers Contractors Override Rates
fr——————— ? Blue Agate Omaha (NE)
= Visits
Name o e g e
= Work List
Short Name All e Care (PA g
S ] CaseManagement Agency (o,
© Claim Review
Default Time Zone An _Yor V Overland Park Agency
(5 Prior Authorizations Updated At t24PM
ooy SOURCE
1 407 S Craig St Active q
A Reports Address Line
ey 7 seonecner
&% Users Address Line 2 Address Line 2
q Tulip Tree Covington (KY)
’ v
22 Recipients cay Pittsburg
B Provider
State PA
(3] Training
zp 15213
£ Settings
Region Region
3]  Logout
Privacy Policy Copyriaht ® 2021 Netsmart Technologies. Inc. All rights reserved Terms of Use

iii. From the Main Menu, click Provider.
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25 Dashboard Provider
()  schedule Detalls
= Visits

= Search
= Work List

© Claim Review

() Prior Authorizations
A Reporls

0
ah Users
ACBA

&2 Recipients

(3] Training
£ settings
3]  Logout

Privacy Policy

g Mobile Caregiver+

= English  SunshineCare (FL) v Bl Provider v O oale carr v

Contractors Override Rates

Enter Payer 1D of Payer Name

Payer Name

Search Payers

AHCA BA

Statewide Medicaid (Claims Support)

Copvright © 2021 Netsmart Technologies. inc. Al rights reserved. Terms of Use

iv. Click the Payers tab to see th

v. Enter all or part of the Payer’

A
¥ Mobile Caregiver+

23 Dashboard Provider

)  Schedule
= Visits
= Work List Search
© Claim Review
() Prior Authorizations
~  Reports
Pay
&b Users
m

22 Recipients

[ Training
£ Senings
3]  Logout

Privacy Policy

e Payer(s) associated with the agency.

s name in the Search Payer field.

_—English  SunshineCare(FL) v Bl Provider v O pale Carr v

Details Contractors Override Rates
o

SearchPayers it

Statewide Medicaid (Claims Support)

Copvricht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

Click the blue Search comma
match the search parameter.

Vi.

Mobile Caregiver+ Provider Portal User Guide

nd. The system will display a list of Payer(s) that
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10.3.2. Assigning Preconfigured Tasks to a Payer Service Code

Depending on the Payer and Program Recipients are enrolled in, some Payers will
automatically upload Tasks (also known as Plan of Care Activities or Daily Living
activities) to the Provider Portal; some Payers allow Providers to add and manage Tasks.

All Tasks should be configured as part of the setup process before Providers begin
adding/scheduling visits in their Mobile Caregiver+ Provider Portals.

Note: Providers can have the option of selecting tasks from a preconfigured list or adding
custom tasks for services.

To assign preconfigured Tasks to a Service Code:
i. From the Main Menu, click the Provider.

ii. Click the Payers tab.

o English  SunshineCare(FL) v Blll Provider v @ Dale Carr v

Search

Privacy Policy Coovricht © 2021 Netsmart Technoloaies. Inc. All riahts reserved Terms of Use

iii. Locate and click on the record for the Payer whose Service Code you want to
configure.
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4‘. Mobile Caregiver+ _SEnglish  SunshineCare(FL) v Bl Provider v O oale Carr v

53 Dashboard Provider
) Schedule Details Payers Contractors Override Rates
= Visits
Search

= WorkList
© Claim Review Search Payers  Enter Payer ID or Payer Name
() Prior Authorizations m
-~ Reports

Payer D Payer Name
&% Users

ACBA AHCA BA

22 Recipients

I Fm Statewide Medicaid (Cloims Support) |
B Provider

R

(3] Training
£ Settings
3] Logout

Privacv Policy Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved. Terms of Use

iv. Scroll down in the Payer’s Details to view the list of Service Codes that are
configured for the Payer.

v. Click the Actions icon, i, of the Service Code to which you want to assign one
or more preconfigured Task(s).

vi. From the shortcut, click Manage Tasks.

P
# Mobile Caregiver+ ~=English  SunshineCare (FL) v Bl Provider v O oale carr v

as a checklist in eVV mobile application once a visit is started.
83 Dashboard

Search Service Enter service name or service code Q o
B)  schedule
All Services(10)
= \Visits
= WorkList
T1030 Rn home care per diem 2
© Claim Review
T01S Clinic service 3
() Prior Authorizations
T1016 Case management 2
- Reports
T1003 Lpn/ivn services up to 15min 3
2% Users
0001 Total Bed Bath 2

&2 Recipients

T1019 Personal care ser per 15 min 3
B  Provider

$5150 Unskilled respite care /15m 5 3
(3 Training

s9122 Home health aide or certifie s = Manage Tasks
& Settings

s9123 Nursing care in home m 2 ¥
3] Logout

$9124 Nursing care, in the home: b 1

B et Al e D Ao Mo b e [EITA KCCARA Copvriaht © 2021 Netsmart Technoloaies. Inc. All rights reserved. Terms of Use

vii. Click the Add New Task icon, EE3.
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= ‘:7 Mobile Caregiver+ wic English  UAT NetsmartDemo v B3|l Provider v O pale Carr v

Provider

Dashboard

Schedule Details Payers Contractors Override Rates

a1 @

Visits Enter HCF

HCPCS $5150
Work List Code/Mods
Service Unskilled respite care /15m

Claim Review
Name

(5)  Prior Authorizations
- Reports

Active Tasks (1)
% Users
22 Recipients Row C Description
' e i
(3 Training bone

£  Settinos

Note: The system will display a list of all active tasks that have been added to
the Service Code.

viii. Start typing the description of the Task in the Description field.

iX.

X.

Xi.

Xii.

Note: The you must type in the same description used by the Payer.

Add - Service Task

Description *

f

FEED - Feeding/Eating Assistance

MFIN - Managing Finances

Payer Code

nd to the payer in the visit data

Cancel “

Note: The system will display the Add — Service Task dialog box.

The system will display a list of preconfigured Tasks with matching
descriptions.

From the list, select the Task that you want to add to the Service Code.
Click the blue Save command to assign the Task to the Service Code.

Repeat steps vii through x to add additional precofigured Tasks.

xiii. Click Done after assigning all preconfigured Tasks.
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Enter HCPCS Code/Mods
Code/Mods

Enter Service Name

Service Unskilled respite care /15m

Name

Active Tasks (5)
Row CSV TypeCode Description
1 CTLL Custom Task for Lunch & Learn :
2 DINN Prepare Dinner
3 FEED Feeding/Eating Assistance E
4 PCAR Personal Care - General
5 TSOC Transport/Attendance (Social)
Done
Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The new Task will now be displayed with the Service Code on the Add
New Visit form. The system does not automatically assign Tasks to previously
scheduled visits. For Previously scheduled visits, Provider Admins must edit an
upcoming visit and select any additional Tasks that are configured after visits
are scheduled.
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10.3.3. Manually Adding a New Task for a Payer Service Code

Depending on the Payer and Program a Recipient is enrolled in, some Payers will
automatically upload Tasks (also known as Plan of Care Activities or Daily Living
activities) to the Provider Portal; some Payers allow Providers to add and manage Tasks.

All Tasks should be configured as part of the setup process before Providers begin

adding/scheduling visits in their Mobile Caregiver+ Provider Portals.
To manually create and add custom Tasks to a Service Code:
i. From the Main Menu, click Provider.

ii. Click the Payers tab.

¥ Mobile Caregiver+ == English  Sunshine Care (FL) Vv

2% Dashboard Provider

) Schedule Details Payers Contractors Override Rates
= Visits

= WorkList Search

© Ciaim Review Search Payers m' o

(2 Prior Authorizations m

A Reports

&b Users o

FLT1 Statewide Medicaid (Claims Support)
22 Recipients

[ Training
Q& Senings
3] Logout

Privacy Policy Copvriaht © 2021 Netsmart Technoloaies. Inc. All rights reserved.

Bl Provider v

Terms of Use

O paie Carr v

iii. Locate and click on the Payer’s record to view the details.
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= § Mobile Caregiver: i English  SunshineCare (FL) v BlllProvider ¥ @ Dale Carr v
5% Dashboard Provider
) Sschedule Details Payers Contractors Override Rates
= Visits
Search

= WorkList
© Claim Review SearchPayers  Enter Payer ID o Payer Name
() Prior Authorizations m
-~ Reports

Poywe Payer Nam
& Users

ACBA AHCA BA
22, Recipients

I AT Statewide Medicaid (Claims Support) I
B Provider
@ Training
£ Setings
3]  Logout
Privacv Policv Coovricht © 2021 Netsmart Technoloaies. Inc. Al richts reserved Terms of Use

configured for the Payer.

iv. Scroll down in the Payer’s Details to view the list of Service Codes that are

v. Click the Actions icon, ¥, of the Service Code you want to add a new Task to.

& Movile Caregivers

vi. From the shortcut, click Manage Tasks.

Bl Provider v

@ pale Carr v

= English  Sunshine Care (FL) v

83 Dashboard

Search Service

B)  schedule
All Services(10)

= \Visits
= Work List

1030
© Claim Review

TS
() Prior Authorizations

T1016
A~ Reports

T1003
an Users

0001

20

22 Recipients

T1019
B Provider

5150
G Training

$9122
@ Settings

s9123
3]  Logout

s9124
Sbeare s A ebsrnecd a3 Ao Al b i T KR AR

as a checklist in eVV mobile application once a visit is started.

Enter service name or service code

Rn home care per diem 2
Clinic service 3
Case management 2
Lon/Ivn services up to 15min 3
Total Bed Bath 2
Personal care ser per 15 min 3
Unskilled respite care /15m 5
Home health aide or certifie 5 = Manage Tasks
Nursing care in home m 2
Nursing care, in the home; b 1

Copvright ® 2021 Netsmart Technologies. Inc. All riahts reserved.

Terms of Use

vii. Click the Add New Task icon, E&.
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= Mobile Caregivers . English  SunshineCare(FL) v  Blll Provider v @ Dale Carr v

%3 Dashboard —
HCPCS $5150

) Schedule Code/Mods
= Visits Service Unskilled respite care /15m
Name
= Work List
© Claim Review
Active Tasks (5)
(5 Prior Authorizations
A~ Reports
ah  Users 1 cTuL Custom Task for Lunch & Learn
22 Recipients a 2 DINN Prepare Dinner
: = Feednysing Aesnes
(& Training 4 PCAR Personal Care - General
£ Setings s Tsoc Transport/Attendance (Social)
3] Logout Done
Privacy Policy Covriaht © 2021 Netsmart Technoloaies. Inc. All rights reserved. Terms of Use

Note: The system will display a list of all active tasks that have been added to
the Service Code.

viii. Enter a description for the new Task in the Description field.
ix. Enter an alphanumeric CSV Code for the Task in the CSV TypeCode field.
Note: The CSV Code can only contain alphanumeric characters.

X. Optional field: Enter the Payer code in the Payer Code field.

Add - Service Task

Description *

New Test Task

CSV TypeCode *
NT123

Payer Code

i to th rin the visit data

Note: The system will display the Add — Service Task dialog box.

xi. Click the blue Save command to add the custom Task to the list of Tasks.

Note: The new task will be added to the bottom of the list and automatically
set as active.

xii. Repeat steps vii through xi to add additional Tasks.
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Enter HCPCS Code/Mods

HCPCS S5150
Code/Mods

Enter Service Name

Service
Name

Unskilled respite care /15m

g Mobile Caregiver+

+ Add
Active Tasks (5)
Row CSV TypeCode Description
1 CTLL Custom Task for Lunch & Learn
2 DINN Prepare Dinner
3 FEED Feeding/Eating Assistance
4 PCAR Personal Care - General
5 TSOC Transport/Attendance (Social)
Done
Copyright © 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Note: The new Task will now be displayed with the Service Code on the Add

New Visit form. The system does not automatically assign Tasks to previously
scheduled visits. For Previously scheduled visits, Provider Admins must edit an
upcoming visit and select any additional Tasks that are configured after visits
are scheduled.

xiii. Click Done to exit the Manage Tasks form.
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10.3.4. Deactivating Tasks for a Payer Service Code

To deactivate a task:
i. From the Main Menu, click Provider.

ii. Click the Payers tab.

& Mobile Caregiver+ oS English  Sunshine Care () v B3Il Provider v

23 Dashboard Provider

B schedule Details Contractors Override Rates
= Visits ~———

= Work List Search

Claim Review Search Payers Enter Payer ID or Payer Name

o
() Prior Authorizations m
~

Reports
Payer 0 Payer Name
&% Users

ACBA AHCA BA
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LTt Statewide Medicaid (Claims Support)
B Provider

@ Training
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Q@ Settings
2] Logout
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iii. Locate and click on the Payer’s record to view the details.

& Mobile Caregivers i English  Sunshine Care(FL) v ElllProvider v @ Dale Carr v

2%  Dashboard Provider
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£ Settings
3] Logout
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iv. Scroll down in the Payer’s Details to view the list of Service Codes that are
configured for the Payer.
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v. Click the Actions icon, i, for the Service Code you want to deactivate Tasks
from.

vi. From the shortcut, select Manage Tasks.

[+4 Mobile Caregiver+ e English  Sunshine Care (FL) v Al Provider v eDale Carr v
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3] Logout
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vii. From the Active Tasks list, locate and click on the Actions icon, §, for the Task
you want to Deactivate.

viii. From the shortcut submenu, click Deactivate.

.
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25 Dashboard

HCPCS 5150

B Schedue Code/Mods

= Visits Service Unskilled respite care /15m
Name
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© Claim Review
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A Reports
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5] Logout sone /
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Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. All rights reserved.

Note: The system will display a green confirmation message in the lower-
right corner of the screen, indicating that the Task was successfully
deactivated and removed from the Active Tasks list.

ix. Click Done to exit the Manage Tasks form.
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10.3.5. Adding Medicaid ID at the Payer Plan/Program Level

Depending on the Payer, the system allows Providers to enter a Provider Medicaid ID

that is associated with a Payer, Plan, and Program. This is an override to the Medicaid ID
associated with the Provider.

To add a Provider Medicaid ID that is associated with a Payer/Plan/Program:
i. From the Main Menu, click Provider.
ii. Click the Payers tab to see the Payer(s) associated with the agency.

iii. Enter all or part of the Payer’s name in the Search Payer field.

—SEnglish  SunshineCare(FL) v Blll Provider v @ Dale Carr v

Coovriaht © 2021 Netsmart Technoloaies. Inc. All riahts reserved

Terms of Use

iv. Click the blue Search command. The system will display a list of Payer(s) that
match the search parameter.

_ - T
Tranng
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v. Select the Payer for which you will enter a Provider Medicaid ID. The system
will expand the Payer’s information.

Mobile Caregiver+

53 Dashboard

() schedule

= Visits

= WorkList

© Claim Review

(5 Prior Authorizations
A~ Reports

A% Users

&2, Recipients

English  Sunshine Care (FL) v Il Provider v Opale carr v

Provider
Details Payers Contractors Override Rates
Search
Search Payers  Enter Payer ID or Payer Name
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vi. Click the Plan/Program Override tab.
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vii. Click the add (+) button to open the Add Plan/Program Override dialog box.
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= 13 Mobile Caregiver+ ~—=English  Sunshine Care (FL) v | Provider v (@ isabella Khatri Schissler v

8 Dashboard Provider
[5) Schedule Details Payers Contractors Override Rates
= Visits
Search

= Work List
© Claim Review SearchPayers  Enter Payer ID or Payer Name
B pror Auorzsons =
A Reports

Payer 10 Payer Name
&% Users

ACBA AHCABA

22, Recipients

FLT Statewide Medicaid (Claims Support)
B Provider

HCPCS/Service Codes Details Contracts Plan/Program Override
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. Plan Medicaid 1D
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5] Logout @

Privacy Policy Copyrigh; 1 Netsmart Technologies, Inc. All rights reserved. Terms of Use

Add Plan/Program Override

Plan

Plan: NONE | Program: FLMW | Jurisdiction: FL

Medicaid ID
Plan: FMSP | Program: NONE | Jurisdiction: FL

Plan: FMSP | Program: AKCM | Jurisdiction: FL

Plan: NONE | Program: NONE | Jurisdiction: FL I

viii. From the Add Plan/Program Override dialog box, click in the Plan field to
select the Plan/Program or program with which the Provider’s Medicaid ID is
associated.

ix. Type the Provider’s Medicaid ID that is associated with the Plan/Program, in
the respective field.

Note: The Provider Medicaid ID field is required. If this field is left blank, the
User will not be able to save changes.

Add Plan/Program Override

Plan Plan: NONE | Program: NONE | Jurisdiction: FL

Enter Medicaid ID *
Medicaid ID 111111111111]

6 Cancel

x. Click Save to save the edits. Click Cancel, to discard any entries made and
close out of the Add Plan/Program Override dialog box.
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Medicaid 1D

L Settings
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3]  Logout

&y
Privacy Policy Copyright 2021 Netsmart Technologies, Inc. All rights reserved Terms of Use

The Plan/Program section will be added to the screen, and the section will
display the Plan(s)/Program(s) with a Medicaid ID override set up for the
selected Payer.
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10.3.6. Editing Payer Plan/Program Level Provider Medicaid ID

To edit a Provider Medicaid ID at the Payer / Plan / Program level:
i. From the Main Menu, click Provider.
ii. Click the Payers tab to see the Payer(s) associated with the agency.

iii. Enter all or part of the Payer’s name in the Search Payer field.
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2] Logout
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iv. Click the blue Search command. The system will display a list of Payer(s) that
match the search parameter.

v. Select the Payer in which you will enter a Provider Medicaid ID. The system
will expand the Payer’s information.
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vi. Click the Plan/Program Override tab. The system will display the Plan /
Program name with the associated Medicaid ID.

&
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L3 Settings
+
2] Logout
Privacy Policy Copyright © 2021 Netsmart Technologies, Inc. Al rights reserved. Terms of Use

vii. Find the Plan that needs to be edited.
viii. Click the actions icon, located to the right of the Plan line.

ix. From the submenu, click Edit.

F Mobile Caregiver-+ ” uns! e()v  BlProvider v @sabella Khatri Schissler v
Provider =
83 Dashboard
& schedde Details Payers Contractors Override Rates.
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Search
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AT Statewide Medicaid (Claims Support)
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£ Settings
3] Logout

Privacy Policy

Plan: NONE | Program: FLMW | Jurisdiction: FL

nmmmm -
=

Copyright ® 2021 Netsmart Technologies, Inc. All rights reserved. Terms of Use

X. Edit the Plan and/or the Medicaid ID.
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Edit Plan/Program Override

Plan Plan: NONE | Program: NONE | Jurisdiction: FL

Enter Medicald ID *

Medicaid ID 22

B Save Q Cancel

The Edit Plan/Program Override dialog box will appear.

xi. Click Cancel to discard any entries and close the Edit Plan/Program Override

dialog box.
xii. Click Save to save the changes.

Note: The updated record will be displayed in the Plan/Program list.
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10.3.7. Deleting Provider Medicaid ID at the Payer Plan/Program Level

To delete a Provider Medicaid ID at the Payer Plan/Program level:
i. From the Main Menu, click Provider.

ii. Click the Payers tab to see the Payer(s) associated with the agency.
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iii. Enter all or part of the Payer’s name in the Search Payer field.

iv. Click the blue Search command. The system will display a list of Payer(s) that
match the search parameter.

v. Select the Payer in which you will enter a Provider Medicaid ID. The system
will expand the Payer’s information.

& Mobile Caregiver G Egish  SunshineCare(FL) v ElllProvider v @) Dale Carr v

2§ Dashboard Provider

() Schedule Detalls Payers. Contractors Override Rates
= Visits
= Work List Search
© Claim Review Search Payers L'
£ Prior Authorizations m
A Reports
&% Users

AT Statewide Medicaid (Claims Support)
&2 Recipients

(& Training
X Settings
3]  Logout

Privacv Policy Coovricht © 2021 Netsmart Technoloaies. Inc. Al riahts reserved. Terms of Use

243

Mobile Caregiver+ Provider Portal User Guide

>



9 Mobile Caregiver+

vi. Click the Plan/Program Override tab. The system will display the Plan /
Program name with the Medicaid ID associated.
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vii. Find the Plan that needs to be edited.
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viii. Click the actions icon, located to the right of the Plan line.

ix. From the submenu, click Delete.

o Delete Plan/Program Override

Are you sure you want to delete this plan/program override?

OK Cancel

Note: A confirmation dialog will appear to verify deleting the override.
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10.4. Managing Contractors

10.4.1. Searching for a Contractor

To find a Contractor:

i. From the Main Menu, click Provider.

ii. Click on the Contractors tab.
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iii. Enter all or part of the Contractor’s name in the Search Contractor field.

iv. Click the blue Search command.
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