Medicaid Direct Service Claiming
Provider Setup Instructions

There are three one-time steps that you will need to follow to setup egibleedervice provider in
SETSWeb for Medicaid billing. Once this setup process is complete, you will edbtmenake any
changes to each provider unless their status in the school system changes.

Step 1.

Step 2.

Identify Eligible Service Providers

The first step to begin your system’s patrticipation is idg@nty the staff eligible to participate. In
order to be eligible, employees and contractors must medtémsure/credentialing requirements as
defined in the Alabama Medicaid Provider Manual. Please tefgarogram documentation for
further details. Once you have identified your eligible staff, proceetepZs

Setup Service Providers in the Medicaid Security Group in SETWeb

For your service providers to have access to the appropriate SETSkeiss you must ensure they
are set up under the Medicaid Security Group. Rather than having to sdtgmgdayee separately,
you can add multiple employees at once to the Medicaid Security Group. Dhériglare the steps:

1) From the “Utilities” link in the left hand menu, select “Grou ps” under Security Desktop.

<

2) Once the Groups link is selected, you then click on the “Medicdi group, and then click on
the “Members” button.
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3) From the Group Builder pop-up box, you can either click on each namand click the “add
button” or you can select multiple names at once by holding down theontrol button on
your computer while clicking on hames to highlight them. Then clic on the “add” button
to add them to the Medicaid user group. When you have added all the applidamames to

the group, click on “ok”.

You have now completed the process of setting up the Medicaiérity Group for your
providers!
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Step 3. Grant Permission to the Student Diagnosis for youClinicians in

SETSWeb

For those eligible providers that are already set-up in tlediddid Security Group of STI
SETSWeb system, each provider must be updated in the systemetohgm access to the
Student Diagnosis. If your system has not yet set-up thesalersvin SETSWeb, you will need
to first enter these new individuals in the system. THewiahg outlines how to grant access to
your Clinicians to the Student Diagnosis:

The following are the steps:

1) From the “Utilities” link in the left hand menu, select “Edit Permissions” under Security
Desktop.
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2) Once the Edit Permissions link is selected, you then choose “Metlem” from the “Object
Types” drop down box and “Medicaid” under the “Groups” drop down box, then click on
the “Load” button.

3) The Screen will refresh and show you all Permissions. Scrdlown to Student Diagnosis
(10" from the bottom) and Check the first box which corresponds to “FulControl”. Al
other boxes will auto populate. The Screen will Refresh. Then, ck¢Save”.

You have now successfully added the Student Diagnosis to your Clikios SETSWeb
Desktop!
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Step 4. Grant Permission to Clinicians in ALL Schools in the Medicaid Desktop

in SETSWeb

For those eligible providers that are already set-up in tediddid Security Group of STI

SETSWeb system, you will need to give access to ALL SCHO@L®ur system so that your
Clinicians can access the Medicaid Desktop from any schogbulf system has not yet set-up
these providers in SETSWeb, you will need to first enter these individuals in the system.

The following outlines how to grant access to your Clinicians at ALL of youo@sh

The following are the steps:

1) From the “Utilities” link in the left hand menu, select “Edit Permissions” under Security
Desktop.

2) Once the Edit Permissions link is selected, you then choose “8dli’ from the “Object
Types” drop down box and “Medicaid” under the “Groups” drop down box, Then click on
the “Load” button.
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3) The following Screen will be loaded. Choose ALL SCHOOLS by clickimthe “READ”
button at the top of the blue menu bar. This will automatically giveaights to AL
SCHOOLS to access the Medicaid Desktop. THEN CLICK SAVE!

You have now successfully added the Medicaid Desktop to your Cliniciarat ALL
SCHOOLS!
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Step 5. Designate Medicaid Billing Services in SETSWeb
For those eligible providers that are already set-up in tHeSETSWeb system, each provider
must be updated in the system to indicate their eligibleices for Medicaid billing and
authorize that they meet the licensure requirements. If ggstiem has not yet set-up these
providers in SETSWeb, you will need to first enter these newithdils in the system. The
following outlines how to designate employees to submit Medicaid claims:

1) Under the “Utilities” link in the left hand menu, select the“Employees” screen, type the name
of the provider and click on the “Search” button.

2) Once the correct employee is located, click on the “Serv Type’ukton in order to designate the
services for which they are eligible for Medicaid reimbusement. (Refer to Page 4 for eligible

services)
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3) The following screen appears, click on the “Insert” button so thathe service types are
displayed.

<

4) The following screen then appears to designate the type of sexes the provider is eligible to bill
under Medicaid. The following provides instructions to completehis screen.

Service Type— Please select each of the “service types” that the employegibtedb submit based
on their credentials. In some instances you may have an employee that only hiasvaiesype

of service, however, most individuals are permitted to provide more thagpmef service and all
of these eligible services should be set up in the system.

o To display all service types, in the code or name field, hit the spaocataand then click
“search”. This will display the entire list from which you can choosé,yamu know the
name of tho ccriico van want to enter, you can just type it INdheefield and it will
uisplay. Select the service by uc!ible-clicking on it in the list.

The following table provides the list of all allowable service typefor each of the providers:
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Medicaid Billing Provider Type Allowable Services to Set-up in SETS Web

Audiologist - Audiology Services
Hearing Assessments
Hearing Screen Provider - Hearing Assessments
Marriage & Family Therapist - Intake/Evaluation Services
Nurse (LPN/LVN) - Vision Assessments

Hearing Assessments

Health Aide Services

Nurse (RN) - Intake/Evaluation Services
Developmental Diagnostic Assessments
Vision Assessments

Hearing Assessments
Behavioral Health Counseling
Health Aide Services

Nursing Assistant - Vision Assessments

Hearing Assessments

Health Aide Services

Occupational Therapist - Occupational Therapy
Occupational Therapy Asst - Occupational Therapy
Physical Therapist - Physical Therapy

Physical Therapy Asst - Physical Therapy
Psychologist - Intake/Evaluation Services

Developmental Diagnostic Assessments
Behavioral Health Counseling

School Psychologist - Behavioral Health Counseling
Professional Counselor - Intake/Evaluation Services
Developmental Diagnostic Assessments
Behavioral Health Counseling

School Health Aide - Vision Assessments

Hearing Assessments

Health Aide Services

Social Worker (Certified) - Intake/Evaluation Services
Developmental Diagnostic Assessments
Behavioral Health Counseling

Speech Therapist - Speech/Language Services
Hearing Assessments

Speech Therapy Asst - Speech/Language Services
- Hearing Assessments

Vision Screen Provider - Vision Assessments
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Medicaid Billing Provider — Once the Service Type is selected, you will select the corresponding
“Medicaid Billing Provider”. There are six different Medicaid IBiy Provider types to select from, refer
to table below. Five of these are a one-to-one match, based on the providérttggeehab option is
where all other service types fall.

Medicaid Billing Provider Type Related Service Types

Audiology Audiology

Occupational Therapy

Occupational Therapy

Physical Therapy

Physical Therapy

Speech Therapy Speech Therapy

Vision Screens Vision Screens

Rehab All other services, other than those
listed above

Medicaid Eligible — This box should be checked if the employee meets the licensure/credential
requirements for Medicaid billinglt is critical that this be checked or no services can be submitted t
Medicaid for reimbursement and your system could lose out on significantifun

Begin Date/End Date- These fields can be used to track the employee’s licensuretegidiii dates.
This also helps to ensure that employees’ certification isruioe Medicaid billing purposes. If
unknown, you may opt to enter the current school year if the provider measitiegequirements.
Needs Supervision- This box should be checked if the employee requires supervision, this nclude
Speech Therapy Assistants, Nursing Assistants, Occupational Thessigiants and Physical Therapy
Assistants.

*Steps 3 and 4 should be repeated until all eligible services aresignated for each provider.

Questions?: Contact Fairbanks at 888-321-1225
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