Adding Clinical Supervisor to Encounters Quick Start Guide

Identify Clinical Supervisor in
the Staff List

1.

Getting here: Login, select Agency, select
Staff List on the Navigation Pane (left
menu) to generate the Agency Staff Search
Screen.

Search for the clinical supervisor.

Click Review on the staff account in the
Actions column.

Select Staff Type of Clinical Supervisor.
Enter clinical supervisor’s National Provider
Identification (“NPI”) number in National

Provider ID.

Click Save and Finish.
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Add Clinical Supervisor to the
Staff Profile of Billing Staff

1. Search for each staff member providing
treatment services that does not have an
NPI.

2. Click Review on the staff account in the
Actions column.

3. Select the name of the clinical supervisor in
the Clinical Supervisor field.

4. Click Save and Finish.

NOTE: The clinical supervisor must be added
to each staff profile for staff rendering services
that do not have a NPI. These steps allow a
claim to be billed to Medicaid under the
supervisory protocol where the supervisor’s
NPI will upload to the correct location on all
claims.
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