Medicaid Direct Service Claiming )

Provider Instructions to Enter Servi FAIRBAN I&%

Your system has identified you as eligible to participate in the MedicagttiChervice Claiming
Program based on your position and role in the school system. Your participation categene
significant funds for your district’s special education program. Your scho@msysill receive monthly
reports identifying the level of participation and reimbursement as a oésaltr participation.

This training packet provides step-by-step instructions regardinghe three main activities you will
need to understand in order to participate:

Entering a diagnosis code for each student.............ccoviiii i, Page 2
Entering ongoing services that you provide to each student...............ccooocieiiinnns Page 6
Entering vision/hearing screens provided to each student (if appkble)...............Page 9

The following provides a brief program overview of the Medicaid Direct SeRfiogram. For
complete program background, requirements, and information, please refer to thmaA&tiwol-
Based Medicaid Policy Manual lattp://www.fairbankslic.com/directservice.htio call the Fairbanks
Client Information Center at 888-321-1225.

The Medicaid Direct Service Program reimburses for specific servicatiel in a child’s IEP.
Covered services are face-to-face health related services providedderat,sgroup of students, or
parent/guardian on behalf of the student. Services are covered if they arergdoesisa development
of the IEP (i.e. screenings/assessments) or documented in the IEP. Coveredd\deduices include:
Intake/Evaluation, Audiology Services, Developmental Diagnostic Assessnwsion & Hearing
Screenings, Occupational Therapy, Physical Therapy, BehaviorahHBaitices, Health Aide Services
and Speech/Language Services. You have been asked to participate becawsmgbsystem has
identified you as an individual that provides one of the services listed above.

In order to participate, you will need to document the services that you providdéatston an
ongoing basis using the SETSWeb application. The following pages provide detsitadtions and
applicable screen shots from SETSWeb to guide you through the data entry process.



Instructions to Enter Diagnosis Codes

Before you can begin entering services, there is a one-time setup fotuebait svhere you will select
an ICD-9 diagnosis code. The purpose of this code is to provide your school systehewibility to
participate in Medicaid claiming, and your selection of a diagnosis code in no feetg @i alters the
student’s IEP file. Again, this is a one-time process for each student the¢ssay for Medicaid
purposes only.

Under the User Desktop, Click “Select a Student”.
When you log in to SETSWeb, the system will tell you that “No Student is S#ledteorder to find
the student, you will click on “select a student” and search by the studett'®fae and/or first name
or search by school.
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The Following Screen will pop up, and you will need to select theustent for which you are entering a
diagnosis code, by double-clicking on their name.
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Select Student Diagnosis from the Student Desktop

<

Click the “Insert” Button to enter a Student Diagnosis

Click the Elliptical button below to pull up a list of Diagnosis Types



Put your Cursor on the Code Field and click the SPACE bar once, thentiSearch. This will bring up a
list of Diagnosis Codes.

From the list of Diagnosis Codes, choose the code that best matchesr student, then click the “OK”
button. If there is a diagnosis code that you use frequently not inaled on the list, contact your
SETSWeb coordinator to add that code to the list of available code$2lease note: Certain services
require designated diagnosis codes for Medicaid billing purpose®lease refer to the table below
for those procedures and their corresponding codes.

Mandatory ICD-9 Codes to Use for the Following Services:

Service/Procedure Descriptions ICD9 Code |ICD9 Description

Behavioral health counseling V62.9 Unspecified Psychosocial Circumstance
Developmental Diagnostic Assessment V62.9 Unspecified Psychosocial Circumstance
Health aide services V65.49 Other Specified Counseling

Hearing Screen V72.1 Examination of Ears and Hearing
Intake/evaluation V62.9 Unspecified Psychosocial Circumstance
Tympanometry (impedance testing) V72.1 Examination of Ears and Hearing

Vision Screen V72.0 Examination of Eyes and Vision




Enter the Diagnosis Date. This could also be the date the IEP wagated. Then Click the “OK”
button. By Clicking the “OK” Button, the Record will be added, as llustrated below.

Congratulations, you have successfully entered tH2iagnosis Code for your student!
As a reminder, you will only need to complete thistep once for each student that
you service.



Instructions to Enter Service Tasks

Select “Service Log” from the Medicaid Desktop
You will first search for the student for whom you want to document a service

Enter/Search for the Student
From the “Find Student Services” screen, enter the student’s last namEkatitec'Search”

button. This will bring up all students that have the same last name, fimin you can select.

Once StudentSelected, Click on “Tasks” Button
Once you have located the student, click on his/her name from the list withrifize type you

want to enter tasks for. The student may display more than once ist thédi/she is receiving
more than one service. You will then click the “tasks” button to enter thieesénat was provided

to the student.
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Click the “Insert” Button
From here, you will click “insert” to enter the service task that was provméhe student.

Complete Service Task Information
From this screen, you will enter the detail surrounding the service that wadqal¢toithe
student. This includes the actual date of service, service begin and end time, agsbprotgs.
From the pulldown menus at the bottom of the screen you will select the student’sidiagnos
procedure type (i.e. specific service provided), and location of service. You shoultkobt se
“student unavailable” or “void entry” unless the student did not receive the semecgou may
be using this screen to document that there was no school or the student called in sick on the
assigned date of service.

If you are a COTA, PTA or Speech Assistant you must use the “Supervision Proyided B
button at the bottom of the screen to enter your supervisor’'s name.



Medicaid recommends that therapists follow the SOAP method for recording Aangeess
notes. The letters SOAP outline the four parts of documentation:

Subjective comment

Objective or goal

Assessment

Plan: Continue, Add, or Delete

Once all information is entered on this screen, please click “OK” to enter theeseto the
system. Your data entry and/or changes will not be saved until this button is clicked.

Finalize by Clicking on “Complete”
Once you have entered the service and clicked the “OK” button, the servigedsrséhe
database for your future review and editing. Once your service isttpestered, you must
click on the “Complete” button in order to submit this service for processing. tBacervice is
“completed” it goes through a series of data quality checks for Medicargb#ind only those
services that pass this check are submitted for reimbursement.

It is critical that the “Complete” button is selected for all serviceghat are entered into
SETSWeb. This is the last and most critical step to ensure your school ®m is able to
receive all eligible reimbursement!

<

Congratulations, you have now entered a service!



Instructions to Enter Vision/Hearing Screenings

If you provide a screening (i.e. vision or hearing screen) and this is not documertied©mR,tthere is
a separate process to document these for Medicaid purposes. These screerliogsble @rovided
that the student ultimately has an IEP in place.

Important Tip:

Before you can begin entering vision or hearing screens, you must make sure thahtlatory ICD-9
codes for screenings are first set up for the student. Please use the md@M@Aayde as defined in
the table below. As a reminder, if the correct ICD9 code is not set up, you will be tmabker the
screenings on behalf of the student. Please refer to the ICD9 code setupgonstarcpages 2-5 of
these instructions.
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In order to enter screenings, you must first set up the screening as lale skgvice for the student and
then enter the screening as a service task. The following is the process:

Under the User Desktop, Click “Select a Student”.

When you log in to SETSWeb, the system will tell you that “No Student is S#ledteorder to
find the student, you will click on “select a student” and search by the studehtsiae and/or
first name or search by school.

<

The Following Screen will pop up, and you will need to enter the staaht’s last name to
search for the student.



Once you find the student, double click on their name.

This will bring up the Student Folder. From this screen you willclick on the “student
desktop” link in the left hand menu, and then select the “Process Mager” link which will
pull up the screen below.

From the Process Manager screen you will double-click on the IEPr@tess, so that the
screening process can be set-up.
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From the IEP Process Screen, you then click on the “IEP Annual Goals™k on the left
hand menu.

Once the IEP annual goals link is selected, you can then click on eithéet“Services” link
in the right hand corner or scroll down the screen and select the “Clickere for Services”
link. Either one will take you to the same place.
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7. Once you have selected the services link, the Student Services pgpbox will appear
where you can insert a screening. You will click on the “Screening/Evaluans” tab in
the right hand side

After you click on the insert button, you will want to setup the screenig service by completing
the following screen. The fields with a blue asterisk are requite and once the screen is
completed you will click on the “ok” button.
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Once you return to the “Student Services” tab you can now actually enter theetail of the
screening that was provided to the student by clicking on the “Tasks” buttoon the left and
then the “Insert” button on the left. This will pull up the standard service task entry screen
that was defined in the previous pages under the “service task entry” gtructions. Please
complete this page and mark it complete to submit the screening.

Congratulations, you have now successfully setup drdocumented a screening in
the SETSWeb system.
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