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The IMA Desktop Implementation Guide
Client Registration

Introduction

The database of agency clients is one of the most widely used (and therefore,
important) assets maintained with the IMA Desktop. The process of enrollment
and registration can be done by anybody at the agency: receptionists, intake
workers, or clinicians. To start, the list of existing clients with all their
demographics and details, is entered into the IMA Desktop. After the existing
clients have been set up, it becomes an ongoing job to update the system with
current information. As new clients register, old clients terminate, and existing
clients receive services, these events have to be recorded.

If this list is already on another computer system, it might be possible to import
some of the information electronically. Please contact an IMA representative for
details about the practicality and cost of this.
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Prerequisites: Tasks to Complete Before Starting

In order to take advantage of the IMA Desktop client registration process, basic
descriptions of agency programs and the agency profile have been collected and
entered into the system. The Agency Profile section of the Implementation
Manual includes an Appendix, an Excel Spreadsheet that can be used to
assemble this information. The following checklist will help make certain that all
of the necessary information has been provided.

[ The Name of the agency and the address of the primary location

[ Other locations

Q All of the programs operated by the agency

[ Al of the services and groups provided by the agency

[ A basic schedule of these services and groups

L Al of the staff activities that account for time & productivity to capture
Q All of the people who will have access to the system and their roles

Q) staff / service provider billing information for Medicaid, Medicare and
Private Insurance

L Agency Medicaid information: Provider ID, locator code, rate codes,
rates for specific services

[ Agency Medicare billing information: Provider ID, CPT codes, Rates

Q Every private insurance company and managed care company the
agency deals with, including their billing addresses, the CPT codes
billed, and the rates negotiated or expected for each service:

Q All of the necessary regulatory reports that must be completed with
applicable due dates (example: OMH LS3 or OASAS PAS 44 & 45, 46,
48)

Attachments: copies of the following materials

[ A Medicaid Remittance form currently in use.

[ Agency staff and their credentials (MD, Ph.D., MSW, etc.)
[ An encounter form and/or front desk receipt.

[ A copy of each of the data collection forms and assessments

[ A list of clients including their last name, first name, date of birth, sex,
program enrollment, primary clinician, and enrollment dates
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More Tasks before starting:

System Tables

To help fill in the client registration screens, the lookup tables for several
important fields must be defined:

ETHNIC — ethnicity codes

REFSRC - referral sources, the persons or places that are referring the

client to the agency

CENSUS - county of residence, for census tracking

MUNCIP — cities that clients are from

PSYCH — psychiatrists or referring physicians

FEESCH - fee schedules

FINSUM — income sources (wages, SSI, etc.)

SRCREM - reimbursement sources (self, Medicaid, insurance, etc.)

| [[] SYSTEM ADMINISTRATION
| [] System Tables
| >Table Maintenance

] Tables - IMA Mental Health-Linux Development E]@

File Help
<—Back |Addac0de C L0 | Cha ] | Listtable ]

Tahles defined: Codes in tahle ETHMIC

Table | Description |:A_ Code | Description OA5AS Code | County code
DIVSOM  Divisions White (Nat Hispanic) 5

DRGRAC  Drug reactions Black (Mot Hispanic)
EMEYS  EMEYS codes Alaskan Mative
MTSCDS  EMEYS reason codes Asian or Pacific Islander

- N RN

Mative Ametican

Other

Jewish

Litwish

Hispanic

ADDED ON SC0 TO LINUK
African American z

EMPLOY  Employment status

ETHMIC  Ethnic codes

WAITOC  Evaluation outcomes

WAITES  Evaluation skatus

EvaL Evaluators

REFECD _Event end activity code i
Filterby: ¥ Mame W Description
Filter sfring (empty is all):

Tahle group:
Show list < >

MO T @M kW e

Stored Client Information:

The standard IMA registration screens can be used to collect basic data. If more
detailed information is gathered on any agency intake forms, the IMA Desktop
can be adapted to handle virtually any requirement, and the layout of the
registration screens can be customized fully to match agency needs.
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IMA Databases:

The IMA computer system uses ‘databases’ to store information. Each
registration screen displays selected data fields from the databases. They can
be filled and later reviewed or changed according to client information. The client
registration screens of the IMA Desktop are based on three databases that hold
most of the information that will be entered:

Client — name, basic demographics such as address, date of birth, etc.
Program — enroliment information for each program the client attends
Billing Header — the client’s fee schedule, ID’s, and reimbursement data

These databases include the most common data fields used by most agencies,
as well as several customizable fields. When very extensive customization is
required, with a large number of new data fields, a Custom database can be
added. Important items about each client will be collected, stored for agency
use, and presented clearly on the client registration screens.

Basic Information
Certain essential information is needed for each client:
Last and First Name
Date of Birth
Gender
Program Enrollment
Admission Date
Assigned Staff

And, to perform billing functions, there is a minimum required set of information:
Payers and their sequential order
Primary Diagnosis
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Helpful Features

Client Numbers

In the IMA Desktop, clients are each given unique sequential numbers. The
system automatically assigns the next available number when registering a
client. Alternatively, numbers can be assigned manually.

Data Lists

IMA can recall lists to fill in common fields of information. The lists may be
accessed when a field has an arrow button next to it that allows viewing of a
drop-down lookup table. Hover the mouse pointer over the field in order to
activate a pop-up window of the table name.

Some of the lookup tables come from the agency’s specific definitions. Others,
such as Billing Order or Gender codes, are predefined. Tables guarantee that
the data is consistent from client to client, allowing for accurate sorting and
selecting. For example, the “City” table would contain “Brooklyn”, not “Bklyn”,
“Bkin.”

Bold = a Required Field

If information is essential, a field name will be shown in bold letters. Information
must be entered in these required fields before being allowed to move forward
from a particular screen.

Calendar

IMA provides a pop-up calendar to facilitate searching for and entering dates.
With a few clicks of the mouse, the year, month, and day can be selected without
any typing. The calendar can be found by clicking the ‘?’ box on the right side of
a date field.

Collaterals

The client record can contain references to various names and addresses that
are important to the client such Hospital, Referral Source, Relatives, Guardian, or
Other Agencies serving the client. These are called ‘collaterals’. Their names
and addresses can be stored individually in each client record, or, if several
clients share the same collaterals, in the agency-wide Address Book.

Agency Address Book

If a name is already in the IMA Agency Address Book, simply choose it from the
list. If not, a new name can be added in the address book, so that the entire
agency has access to the information. In one of its search modes, the Address
Book works like a Rolodex locating the desired name quickly.
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Several views/modes are available:

The Agency-Wide Rolodex
Clients

Payers and Third Parties
Physicians

Referral Sources
Emergency Contacts

Search Fields

It is easy to look up clients, collaterals, staff members, insurance companies, or
contacts by simply typing a few characters into one of the search fields and
pressing Search. A list will appear with the closest matching names. Double-
click a name to select it.

Before adding a new client, perform a search to make sure the client is not
already registered.

History Fields

If a field has an ‘H’ box next to it, IMA stores the history of changes that have
been made over time. Old addresses, former employers, previous diagnoses,
and insurance information from prior dates are viewable by clicking the History
button.
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Starting Registration

Client reqistration is the process of enrolling clients in programs. If a client is in
more than one program, multiple enrollment follows procedures similar to the
initial registration. The client’s record will then contain information about all of his
or her separate program enroliments.

| [[] CLIENT DATABASE
| - Registration data

The Client Data screen appears with the following options:

(& Client Data - IMA Mental Health - Linux Development !El
File Help

< Back |/ Use Client/Program functions to add new clients, enroll them

T Clent/Pragram in programs, change or print out their registration data.
Add client/program
i Change clienta’progl# |

- Show client/program

. / The Billing Header contains all the information about a client’s payment

=1 Biling arrangements, including third-party insurance coverages.
~ Change billng header

-+ Shiow biling headsr |
- Prirt fee sehedule

& Divisions / Divisions are ways to restrict access to private client
i Manage client divisions information (Optional) .

- Show client divisions
= D.isc:harge

i Transfer a clisnt

.. Terminate a client DIUQI\
= Unique 1D
.. Change client name & |

The Discharge function is used to transfer clients from one program
to another or to terminate their program enroliment.

- ¢opl With Unique ID, the client’s basic information (birth
date, gender, name) can be changed.
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To Complete a New Client Registration:

Client entry, even for new clients, always starts with the ‘Search’ feature
ensuring that the client is not already registered.

Select:
| [-] Client/Program

| - Add Client/Program

Determine if a client is

] Client Data - IMA Mental Health-Linux Development

already registered.

File Help

71

| Back | ; st .
_. {—Back Lastname: | First V.4 Enroll a new client.
=1 ClientfProgram Elinhday:| | 7 ] SISZ| | /
Add client/program
Change client/program | Matching clients: Search
Show client{program | [eyert ™ T et Name [DoB. [ sex| K
Print cientfprogram AU o Enroll the client in
=1 Billing client? .
Change billing header o Re-regish/ ] mu Itlple pI’Og rams.
Show billing header existing
Print Fee schedule clignt?
=1 Divisions
Manage client divisions | Clignt information: l&l
Show client divisions
—I- Admission
Face sheet
=1 Discharge
Open & Close For recor
Transfer a client:
Terminate a cient prog| | Program | Description Skaff | Inkake Termination |
=|- Unique ID
Change client name & I
£ >

On this single screen, a new client can be added, an existing client can be looked
up by program, or an existing client enrolled in another program.

With Add a new client selected, click Next =2,

The ‘Program’ drop-down is a table
that has been defined previously.
The arrow next to this field lists the
agency programs.

Adding a new client

/

N\

[ «Back || Addthe ciient |

'

Last narne: 1A

atson|

/

Fistrame: [FaryJane 7 |
Date of hirth:|09:231978 | %

Sex (" Male  Female

ogramZ]5 -Screening Information

Iv Automatically generate client number

Cl|entnumber:|:|

=

After entering the client's name, enter the
date by hand, in the format mm/dd/yyyy
or, click the date field question mark.
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Select a date

Click the arrow for a drop down list;
then select a month and/or year. Click a
day, click ‘Select’.

4| July b 2004
Sun Mow | Tue | Wed | Thu i
1
4 ] E 7 8
11 12 13 14 15
18 13 20 A 22
25 26 e 28 29
Cancel| Select| ﬁday]

Now click Add the client. This will open up a new client registration screen:

Client/Program for 9074 - Mary Jane Watson - program Screening Information

(8)

(—Back‘ Update |

| coliaterals

GlientyProgram | Brie Biling Info | Referral Notes |

Client Identification

Address:

K]

|H]

Date of birth: Age: 25 City: | jﬂ
Sex: |—4| Zip cods: [00000_|H-
Snumber [ ] catintal 3o il
Alias: l:| Home phone: |:|
Ethnicity: | ﬂ Wark phone: |:|

Primary Dy | ].7|H]
Secondary Dx.; \ | 2 | H}

Referral Date: 2]
Admisslon Date: [02/1872004 | 7| H|

Referral Information

Referral source: ‘

C

&

Location: g1 _Edison Clin *

: [JF - Ferrara, Jessica

Psych: ‘

=7l

Fields in Bold are required:

Referral Date — defaults to today
Admission Date — admission to program, a “History” is available.
Division — appears only if the agency has activated this feature
Counselor — primary staff person assigned
Dates, a pop-up calendar.
Diagnoses, code look up in the DSM table.
Counselors, staff member look up

The ‘H’ to the right of a field opens the ‘history’ window for that field. There are
history windows for old addresses, previous diagnoses, formerly assigned

counselors, etc.
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The second tab is Billing Info.

Client/Program for 9074 - Mary Jane Watson - program Screening Information 57 1)

<-Back | Update [ cheok e e |

ClientiProgram  Brief Billing Info l Referral Notes]

Brief Billing Infarmation
See Billing Header for Full Billing Detail

Client Fee Schedule: [13  _pjan 1234 Sehedule jﬂ Feelevel: [ +| H|
Medicare |D: |:| Eff: 7| B 7]
Medicaid |D; Sequence: Eff: [Dr0Tz0ml | 2| Exp 7]
Insurance Plan-01/02 Account # Group Holder Employet
[1234- Flan 1234 §8 co-pay 7Y | 7| H] [koZ2T114558 | [22 | Jerr = =]
Eff: | | 7| Exp | | 7|
| 2| | | = =
Eff: | | 7| B | 2]

Biling order: [o1 [ H[cL ~[wo =l =l = = =l

The Billing Header is a first step in maintaining the client’s financial information.
Appropriate fee schedules, insurance companies, and other information are
selected here to help the agency obtain payment for services to this client.

Billing Order: choose the coverage in the sequence that applies to the client.
IMA will check the coverages in the order they appear to verify the effective date
and apply the first active coverage in the list. Medicaid should always be
indicated as the payer of last resort. Choices in the drop-down boxes are MC
(Medicaid), MD (Medicare), CL (Client), 01 (Private Insurance #1) or 02, 03, 04
(sequential or coincidental insurance coverages as applicable).
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The third tab is Referral Notes.

Client/Program for 9074 - Mary Jane Watsen - program Screening Information 57 1)

<-Back ‘ Update ‘Checkspelung| ‘;lealerals

ClientProgram ] Brief Billing Info  Refertal Notes I

Referral Motes

CLt referred to screening program after moving from CA. CA local
therapist referred here.

Contact GWV, M3W B 613 555 5833 x123456 for additional info, follow up,
eto.

This available for free-form typing of any useful details about the client that are
not otherwise stored on the registration screens.

Note that Collateral has its own button at the top of the screen.
As mentioned previously, a ‘collateral’ is any person or institution that should be
recorded as having a relationship with the client. For example:

Referring Physician

Guardian

Spouse

Therapist

Employer

To view the list of collaterals for the client, click the ‘Collateral’ button.

Collaterals - IMA Mental Health-Linux Develapment
[Fie 1o
-Back Cotlaterals for Miary Jane Watson

e | Nomjoddross | Pore
#dd 3 colarersl

Cuent [BOTY | 7

Select | Print |

In this example, a new-client, no collaterals have been defined yet.
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Click Add a collateral to choose a collateral type:

Choose a collateral type

| <Back | Mext-= |

TYRES | THE - Therapist |

Click Next.

<—Back| Update |

Address book? © Yes & Mo
Mame: [Cynthia Birm
Address: [123 W .86th Street
[Apartment 333
[Mew York, Mew York 10028
Phone:
Wotkphane: [ |
Relation: |0 - OTHER j
Sex: {7 Male & Female
TaxD:[__ 1 medicarsUPM [ ]
Date ofbith: [ ]2

Camments:

New therapist.

The default is Address book? — No. When this is selected, this form must be
completed with information about a new collateral for this client. Enter the
information and click Update to save the entry.

If Address book? - Yes, is chosen, a name from the agency address book may
be used or a new collateral’s information added into the agency address book,
where it will then accessible to the rest of the staff.
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Address book - IMA Mental Health-Linux Development

File Help
= e [ L [
Usethisaddress | M | n o |ra |[R |8 |1 Juww|xyz|o |
A le Je Jo |Je F e |H Jw |k Jo |
Last name | First name | Phone | s
FEREMCEY PALIL AR 463-7151
FIRE 463-1234
FOUR WINDS HOSPITAL 584-3600
Falco Taony 489-2687
Fam. & Friends of P Supprt Grp. for AT0-1666
Fanmily/Child Service Schenectady F93-1369
Fedulla Ralph 4897411
{ v
search ¢ Rolodex | | oisthamel Eva 489-6389
Feistharnel Sue 433-0691
Feisthamel Susan 433-0691
Finkelstein Madia 4262600
Fitzpatrick, Daniel 452-3951 f
L Elerning Kirn -0530 I

1. The Rolodex option opens by default. Click a letter of the alphabet or a
number, then scroll through the list to find the person or institution that starts with
that letter or number; double-click the name.

Or,
2. Click Search:

Address book - IMA Mental Health - Linux Development

Fil=  Help

<—Back | Last name [ Fitst name | Phone |

Py ry—— In the ‘For’ field, enter a few
¥ Search ¢ Rolodex / .
letters of the name and click

For: H
] Search Now.
Tyne: =]

I jv

Search now |
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Click Use this address to select the collateral; then click Update to save the
collateral information in the client’s record.

Continue to add collaterals as needed.

The initial registration for the new client is now complete.

Existing clients
To work with a client that is already enrolled, click Find to look up the client, then
highlight the client's name and double-click it or click ‘select’.

Check Staff member’s clients for a view of those individuals for whom the
currently selected practitioner is the primary counselor or to see all possible
clients, uncheck ‘Staff member’s clients’.

When a client is selected:
IMA first displays a list of his or her current programs. Double click one of these
programs to update the client registration screens that relate.

One of the three tabs: Client/Program, Billing Info, or Referral Notes can be
selected, in addition to the Collateral button, in order to make changes, Update
saves any changes.

Billing

The Billing Header is the place to store detailed financial information about the
client. This information is held in the Client’s Billing Database, which is common
to all programs that the client is enrolled in.

There are several selections that can be made

| [-] Billing

| - Change billing header
| - Show billing header

| - Print fee schedule

To see the Billing Header screen, highlight Change billing header and double-
click.

There are four tabs on the Billing Header screen: Client, MC and MD, Private
Insurance, and Billing Order/Notes.
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Some of this information duplicates the Billing tab that was completed at initial
registration. Billing information is common to all the client’s program enroliments.

The Client tab:

Billing header for 8915 - Anthony Tiger - program Osboine Associate-

(—Backl Update |Check§pellmg|§"__"_

(DA 1)

Client |MC and MD | Private Insurance | Billj

Responsibility: 'I

Sources of Incame

Entresponsible= 1 - Other pary responsible = 2

aTrderMotes

Client Payment Info

Reimbursement Soutces

The default choice is 1, Client
responsible.

If 2, Other party responsible, is
chosen a Collateral must be defined
for this client, and identify it as a Bill
To Collateral Type. This is the

Sources EEE— |a:w [ Sources Do 'a:‘? person to _W.hom bills get sent;
tyeges /sy No e T e | generally it is on the Collateral
3 Home Rele Ho = 03 Home relet a1 screen of the client’s record, not in
Client Fee Schedule Level Effective Date. Expiration Da§ the AgenCy AddreSS BOOk.
st |U-Zer0 Co-Pay schedule jﬂlh jﬂl [ 2] [ l!
Znd: | =l | =l [ 2] | 2]
ard: | 1 O N [ [ I I

The MD and MC tab:

Billing header for 9015 - Elizabeth Bennett - program Long Beach - Ocean Therapy (LB/ 1)

(—Back| Update | |

| | Calaterals

Client MC and MD l Private Insuranc

B ] Billing Orderiblotes |

Medicare and Medicaid

Medicare
Medicare # Type 2ndary Type Eftective Date  Expiration Date
1. JF123456788J [B =] [12 -working age org -] [0Z0272004 | 2| [02/0172005 ] 7
2 = | = | | 2( | 2
Medicaid
Medicaid # Sequence Effective Date Expiration Date
1. [EE45628E | [ ] [Toiotzong ] 2| D201/2005 | 7|
2| [ | [ g i

Restricted Auth #: 671888
Recerification Date: |01/30/2004 jj
Emergency Semvice: |y -

MD Application Date: 075022001 ﬂ
Visits Authorized:
MD Spend-down: ‘N =

Senice exception |K

-Sves rendered retroactive |j

There are spaces for the ID numbers, exceptions and effective dates of Medicare
and Medicaid. These policies can be temporary, or the client may be covered
under another person’s policy. (The person would, then, be defined as a

collateral).
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The Private Insurance tab:

Billing header for 8995 - Phyllis Thorndomnch - program ACMHC Adult Treatment Program [AT/ 1)

<—Back | Update Checkgpellingl;’
Client | MC and MD  Private Insurance | gilling Orderitiotes |
Private Insurances 01-04

Plan 01: [0X00 - Oxford Insurance wi$0 Co-Pay | 2| H| Effective: [02/01/2000 | 2| Exp: [082052001 | 2]
Ascount | T ——

Folicy halder: |CLT j Employer: I j
Plan 02: [BCS6 - Blue CrossiBlue Shieldaf | 2| Effective: [08/01/2001 | 2] Exp: | 121
Ascount | ] E—

Folicy halder: |CLT j Employer: | j
Plan 03: | | 7| Effective: [ 12| Exp: [ 121
Ascount | ] E—

Folicy halder: I j Employer: I j
Plan 04: | | 7| Effective: [ 12| Exp: [ 121
Account | I —

Folicy halder: I j Employer: I j

IMA stores a primary Private Insurance plan, plus three additional plans if
applicable. By entering an Effective Date for a plan, the system is informed
which plan to bill for services delivered on particular dates. The effective date is
also used on the Billing Order screen, where the order in which to apply the
various forms of reimbursement that cover the client is set:

Billing header for 9015 - Elizabeth Bennett - program Long Beach - Ocean Therapy (LB/ 1)

<-Back | Update |Checkspe|l|ng t |;'_Qo__!lg_tg_rq!s____;

Chent] MC and MD] Private Insurance  Billing OrderMotes I
Billing Order and Notes

Billing Order

sungost o7 < Aoz <lwo < < = =l =

Billing Notes:  Mp iz payer of last resort - please
note.

Services on specific dates are billed to the first payer in the billing order in effect
on the date of service. If there have been changes in the billing order, clicking the
‘H’ button opens a history of the billing arrangements that were previously in
effect for the client. Medicaid is always the payer of last resort.
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Assigning Clients to Divisions (if the agency uses Divisional Security)

This applies if the Divisional Security option is enabled at the agency. As
mentioned in the Privacy and Security section of this Implementation Manual,
Divisions are optional, arbitrary security boundaries between parts of the agency.
Clients can be assigned to particular divisions to make sure that staff from other

divisions of the agency cannot view, change, or access the records of particular
clients.

| [[] CLIENT DATABASE

| [-] Registration data

| [-] Divisions

| —~>Manage client divisions
| or: ->Show client divisions

Manage Client Divisions for 9015 - Elizabeth Bennett - program Long Beach - Ocean Therapy...

(—Backl Update feck | f t Collaterals

Client Divisions

Client Divisions: {mH  -Mental Health CD  -Chemical Dependency

0 -Qutpatient client

1-  -Resident1
28 -Ardicle 28

Lelafela]e

RN BN ER RN K

The client can be assigned to all divisions with the ‘??’ wild card, or as many as

10 separate divisions, based on the program selected, chosen through drop-
down lists.
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Discharge or Transfer

Discharge: the client is no longer active in a program.

Transfer: the client is leaving one program to enroll in another program.
New: enroll the client in a program.

The Discharge/Transfer screen:

4

Transfer for 9015 - Elizabeth Bennett - program Long Beach - Ocean Therapy (LBf 1)

<—Back I Update i Collaterals

Discharge from Originating Program

Transfer Date: [05/28/2004 | 7|

Termination reason: |4

-TACompleted AlliMost Goals Met  +|
-Drug Free Ambulatory Program |
-lmproved Functioning =

Referred to: (g2
Status of discharge: |4

All of the responses on this screen (except for Transfer Date) are table-driven.
These tables are agency-defined.

If a transfer date is entered, IMA automatically opens an Add Program window so

the client can be set up in their new program, the admission date identified and a
primary counselor assigned.
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Unique ID: Correcting Client Names, Birthdates, Gender

The Unique ID function is designed to allow the modification of basic information
about the client. Highlight Change client name and ID, and then search for a
specific client. This is the only locale available for these changes.

@ Client Data - IMA Mental Health-Linux Development Q@

File Help

=I- Client{Program i
add dlient/program Last name: [Flockhardt ‘

Change client/program| First name:
Show clientfprogram Birthday: [09/091970 | 7|

3 Print client/program G e P Eernle
=1- Billing
Change billing header
Show biling header
Frint fee schedule
=1+ Divisions
Manage dlient divisions
Show client divisions
=I- Admission
Face sheet
=I- Discharge
Open & Close for recor|
Transfer a client
Terminate a client prog
= Unique I
Change client name & I

£l >

Completing Client Registration

The information that fills in the registration screens will be used in a number of
ways: documenting the client’s course of treatment, preparing bills and
requesting reimbursement for services, tracking the collaterals involved with the
client, assigning the client to programs and staff, and keeping the history of this
client’s contacts with the agency.
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Managed Care Authorizations

Client Level Information

Managed care is an increasingly important system that controls reimbursement
by insurance companies. The IMA Desktop has specific functions to help
agencies follow managed care procedures, counting the services authorized,
tracking utilization and how many visits the client has remaining, and generating
reminders. One entire client database menu item is devoted totally to managed
care authorizations.

IMA allows the smooth integration of managed care:
- An insurance plan is defined as a ‘managed care’ type
- The client is associated with the company and a primary clinician
- Staff are responsible for obtaining authorization from the company
- The authorized number of services is entered in the client’s record
- As visits occur, IMA tracks the remaining number
- When services approach the limit, the clinician is alerted
- When visits are re-authorized, the number is reset
- Insurance billings are done properly for visits as they occur
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How is a client defined as a managed care case?

Clients appear on the managed care list because their primary insurance plan is
defined as a managed care company.

[-] SYSTEM ADMINISTRATION
—>Billing
—>Insurance plan maintenance

Managed Care tab:

Detail for plan 1234 - Plan 1234 55 co-pay YYY

General ] Billing ] Fees Managed care | Case rates | Managed care swwtching] HCFA printing setup]

Managed care? & Yes O Mo
Managed care visits or duration? © Visits " Duration
Pravider ar staff authorization? & Provider © Staff

Initial authorization procedure:

Medicaid managed care? O Yes & Mo

horization in visits
ReauthonZatsan days

Call DGE Bl2134

The planis
identified as
Managed care

Extension request procedure:

plan iz recquired w/MD signature

Termination procedure:

d/c documents are required
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[-] CLIENT DATABASE
—>Billing
- Show billing header

This window is the Private Insurance tab of the billing header:

Billing header for 5270 - DAFFY DUCK - program D0 ERS TEST oo/ 1)

Client | MC and MO Private Insurance | Billing Ordentiates |

Private Insurances 01-04

Plan O1: [§588 - PLAN 0988 |H|  Effective: [T07T

2000 | B

] Group: [1

Account [T-of—

Folicy holder: IPH1'

&

Plan 02: [
Account: [

Policy HO her j Employer: |
] EffetTmmes
] Group:

The client’s primary

Policy hmder:l Emplover:

I

r plan is company 9999

which is defined as

managed care

Plan 03: | ] Effective: |

Accaunt: [ ] Group: [
Policy holder: I j Emmployer: l_

Plan 04: [ ] Effective: [ ] B
Account: [ ] Group: [ ]

Policy hmder:l Emplover:

]

I =

Working with Managed Care Authorizations

[-] CLIENT DATABASE
—>Managed care authorizations

Or, a clinician with a caseload can just look at hi

s or her To do list:

] The IMA Desktop

[9][=1 %]

File PCapplications  Help

Functions available: IMA Mental

| Health-Linux Development

Client groups

o ACCESSORIES e Staff HomePage for
E-mail I Jessica Ferrara 07/30/2004
My schedul =
e To do list: Change staﬁ| Refresh to do list
Resource dirsctory - -
Images & Filss Task | {double click Far details) [~
File transfer 1.0k
FAEeToH e i
= CLIEMT DATABASE ey 2 missing
Registration data 22 renewals
OASAS data Authorizations 0 missing
PCS data 3 renewals needed s
Mew Inkake-WPA
Bulletin Board:

Collsteral contacts
Managed care authorizations
DT Pragram hours
Client maintenance
Central Registry lookup
# CLINICAL DOCUMENTS
+ CASE MANAGEMENT

3:30 - staff mig

12:30 - IMAYWYrite webinar prep wiGB

- pick up dry ing
- orderipick up dinn;

+ EVENTS & TICKLERS
=1 REPORTS
Ad-Hnr rennrks

Update bulletin board \

~—

Clicking either of the “missing” or “renewals n

to bring up the Managed care authorizations screen. It will show the (

items on a clinician’s managed care caseload.

the Authorizations
task on a clinician’s
To do list

eeded” items allow o
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—
il
{—Back | Managed care clients: Print
| Selection: Client | Clignt name | Problem | # auth, | # used | Expiration | Flan
£ Client J 103 Jackubavich |, Jeannie Wisiks 10 25,50 Mone AETN
| Q017 Darcy, Fikzwilliarm Expiration 15 3,00 0g/12f2005 1234
| ! 9018 Lucas, Charlotte Expiration Mone Mone  Mone Yz
i (v Staff ke
| [JF - Ferrara, Jessica |
|
" Program
| Sub-selection:
f* Plan
|AII plans j
" Plan group
Oroanization: < Y
|Allurganizatians j Totals:
| v Errors anly? Number of clients | Mumber Ok | Number no auth. | Mumber visits | Mumber expirations
3 0 0 1 2

The left side of the Managed Care Authorizations screen defines the criteria for
selecting the clients that appear to the right. In the example above,
The ‘Staff’ button is pressed, and the current clinician is selected.
The ‘Plan’ button is pressed, and ‘All plans’ is chosen. This shows the
clients from every managed care insurance company in that clinician’s
caseload.
‘Errors only’ is checked, to display just the clients who need attention to
their managed care situation. The ‘Problem’ column explains why.

If this clinician wanted to review all of her managed care clients she would
uncheck ‘Errors only’ and click Select.

To change which of the managed care clients appear in the window, simply
change any of the criteria or sub-criteria and click ‘Select’.

The Managed Care Authorizations window
The window contains several columns.
Client — the client’s ID number
Client name
Problem — if any, the current situation with their managed care
Visits — they are running out of authorized services
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Expire — their authorization has expired
No auth — there is no authorization code on file
# auth — total visits currently authorized
# used — up-to-the minute tracking of visits
Expiration — date expired (or ‘none’)
Plan — code and name of their insurance plan

The bottom of the Managed Care Authorizations screen displays a statistical
summary of the clients appearing in the window above. The numbers represent:

Number of clients — total of those meeting the selection criteria on left
Number OK — those without any managed care problems

Number no auth — clients without authorization code

Number visits — clients whose authorized visits are close to running out
Number expirations — those whose authorization has expired

To view managed care details

Simply highlight a specific client and click to bring up the detail window:

Detail for client 9017 Darcy, Fitzwilliam

<-Back | Editthis cliert |

Current |Hi5tgwl
Managed care authorizations: |

Date | Authorization code | Stat | Effective | Expires | # auth. | Freq.‘l/* J

: specific
02/03/04  inmmz 1 02/03/04  06/12/04
02/03/04  inmmz 1 0z/03/04 0 15 N managed care
authorization
|
Detail:

Plan J Organization I CPT Provider tvpe |.A
O1-1234 20301 -Psychiatric Evaluation |

90306 -Reqgular visit |

90853 -Groun Psvchotheram e

WVisgits:

Flan | vear | Mumber of vists | <+— | details of the
1234 2004 11.00 . .
tz34 2004 11.00 highlighted
1234 2004 11.00 H H
i awa i authorization

The Current tab will show presently active authorizations, while the History tab
shows a chronological review of all prior and expired authorizations.
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In the Current authorizations window:

Date — when the authorization was entered into the system
Authorization Code — as provided by insurance company
Stat — the current status of that authorization. Possible codes:
| — initial
E — extended
V — verbal
P —in process
C — closed
U — used up
Effective — effective date
Expires — expiration date
# auth — number of visits authorized
Freq — frequency allowed by insurance company
# used — number of authorized visits already used

If one of the authorization lines is indicated, the center window will reveal further
details about that specific authorization:
Plan — code of insurance company
Organization — subdivision of the agency to deliver services
CPT — restrictions to certain types of service codes (if applicable)
Provider type — permitted providers (if applicable)
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The details displayed in the windows are ‘view only.” To work on this client’s
authorizations, click the ‘Edit this client’ button.

Detail for client 39000 Tiger, Tonp

g Add |Qhange| Delete | Copy |

Current | History | Editing
Managed care authorizations: Options

Date | Autharization code | Stat | Effective | Eupites | ﬂauth.l Freq. | # used |

09/29/03 GD-123E | 09/29/03 12/31/03 15 N 0.00

04/29/03 GO-123 | 04/01/03  06/30/03 5 N 1.00
Detail:

Flan I Organization I CPT | Provider type I

071-AMIC 1 -Psychiatrist

3 -Clinial 5 ocial Wwor...

Wisits:

Flat |Year |Numberofvisits |

Add — insert a new authorization for this client
To work on an existing authorization, highlight it and click:
Change — revise one of the current authorizations on file
Delete — completely erase one of the present authorizations
(note: ‘Keep in historical record (y/n)?’ —if no (‘n’) is chosen, it
will be permanently erased)
Copy — duplicate an authorization to save time making a new entry
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Adding a new managed care authorization
When ‘Add’ is clicked, new information can be entered into the following screen:

Add new authorization

Cancel I Update I
Autharization: | | Effective: | |i| to | |i|
Status: | ~| Status date: I:Ill
# authorized: E Mumber used: Frequency: Im
Flan: I j Organization: I j

CPT: | j Frovider type: | j
CPT: I j Frovider type: I j
CPT: | j Frovider type: | j
CPT: I j Frovider type: I j
CPT: | j Frovider type: | j
CPT: I j Frovider type: I j

Before pressing ‘Update’ to save this new authorization, fill in the fields as
applicable:

Authorization - the number as given by the insurance company
Effective — starting date (use the “?” calendar if needed)
to — ending date
Status — choose from the drop-down list:

Initial — first authorization

Extended — a subsequent approval for more services

Verbal — approval received, but not in writing

Request for extension — requested, not yet approved

Closed — the authorization is no longer approved
Status date — date the status code was entered or changed
# authorized — as per the insurance company, quantity of services ok
Number used — visits made up to this point, before auth is entered
Frequency — if applicable, how often services may be delivered
Plan — choose from drop-down list of client’s insurance plans
Organization — specific area of the agency authorized to give services
CPT and Provider type — sometimes only specific types of services by
provider type are permitted. If more than one, (a ‘split’ authorization) the
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screen has room for as many as six to be specified by choosing from the
drop-down menus.

Managed care reports
[-] REPORTS
—>End user reports...
[-] Insurance coverage
—->Managed care ticklers

before clicking ‘Generate report’, or ‘Generate CSV file’, fill in the screen:

i Managed care ticklers - IMA Mental Health-Linux Development

File Help
<—Back | ‘menerate report | Genetate CSV file
[=- Reports
- Case load surmary Starting client: [First client 12|
- Detail staff activiy Ending client: [Cast client 2]
UL P Insurance plan:
Staff schedules (AT IA” nlans j
- Anonpmous services & Program? ¢ Unit?
- Electronic attendance Program: IA” BTG j
13 Staff: [all staff |
@ Due records? © All records?
- List of woids lterns with extension applied for? & Include? © Exclude? € Only?
[ Revenue
- Revenue forecast
- Receivable repart
- COPS/CSP report Sort by
[ Functional Assessments " Program, staff, plan, client?
¢ Functional Assessment & 2
5 OMH PCS 2003 Survey Fle Flan, staff, program, client?
LLPCS 2003 " Staff, plan, program, client?
41 | ®
| /

The report can be agency-wide, or for particular staff. Authorizations that are
now due, those in history, or those clients who have an extension pending may

be indicated for inclusion.

These be can sorted by:
Program — to view managed care clients in a particular area of the agency

Plan — for a report by insurance company
Staff — to see the managed care clients on each staff member’s caseload

The report is available in hard copy (print) or spreadsheet (CSV file for Excel).
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Reports: Monitoring Progress and Caseload

Once clients are registered in their proper programs, staff will use the IMA
Desktop to keep track of ongoing service delivery and caseload assignments.

There are specific reports that permit staff to monitor progress and caseload:
Caseload lists

Intakes
Terminations
Summary statistics

[l REPORTS
—~>End user reports...

There are a number of reports from which to choose:

&# Reports - IMA Mental Health - Linux Development
File Help

{—Back |

[ Reports

- Case load summary

- Dietail staff activity

- NYSOMHLS3

- Staff schedules

Anonymous services
El- Insurace coverage

; Managed care ticklers
- Client coverage list
- Pevenus

- Reveus forecast
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As an example, ‘Case load summary’ report.

i# Case load summary - IMA Mental Health - Linux Development

File Help
<—Back | Generate report | Generate G5V file

[=1- Reports
Caze load summary
Detail staff activity
MYSOMH L53
Staff schedules

H Anohymous services
Bl Inzurare coverage

. Managed care ticklers

- Client coverage list
= Revenue
Reveus forecast

¢ Opencases? { Intakes? ¢ Terminations? & Summary numbers?

Starting date: [04/1 62002 ll
Ending date: [04115/2003 | 7|

Selection:

Prograr [a)| programs

Unit: fa) units

Area IAH areas

Staff. IAH staff members

Organization type: [4)| organizations

Ll el e Lef 1

Break an:
& Program?  Staf? © Team? ¢ Unit? € Area?  Organization type?
& List by client number? ¢ orlast name?

The choice of a ‘Break on’ parameter
groups information for each member of
the selected category (Staff, Program,
Team, Unit, Area, or Organization
Type) before going on to report on the
next item in that category

Fill in the appropriate starting and ending dates for the report.
A specific program, unit, area, and staff member may be indicated, or the
default left to list ‘All’.

Choose to list clients by either client number or last name.

Generate report sends the report to the printer.

(The CSV file option is an alternative used for electronic data transfer into a

spreadsheet or other program outside the IMA Desktop.)
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