Preparing a SUD Agency for Medicaid Billing Through WITS

Change Your Agency Address
Type to Agency Billing

Addresses Add Adress
Address Type Address

B100'W Ermerald Suite 150

Fuiss, I 37T ofice (208) 3750752 \ 930013 Review | Delete
\ A

Phone Updated Actions

gy B
1. Getting here: Login, on the Navigation Pane e B

(left menu) select Agency to activate the
Agency List menu.

2. Go to Agency Profile, Addresses/Phone.
Click on Review in the Actions column.

Address Information

Address Line 1 ‘81EIEI W Emerald Suite 150

Address Line 2 ‘ b/
City ‘Bmse \ State m Zip ’W
4. Click Finish Phone Numbers @ Add Phone

3. Change the Agency Type to Agency Billing. Adress Type | Agency Biling k Conidonic [N ]

Type Number Actions
office (208) 375-0752 Review | Delete

Cancel

Finish
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Insert Your Agency Tax ID in
the Payor Plan for Medicaid
OPTUM

1. Getting here: Login, on the Navigation Pane
(left menu) select Agency to activate the
Agency List menu.

NOTE: Click on the Billing Form header column
to cause the 837P Medicaid — Optum plan to
fall to the top.

2. Choose Agency Plan Profile from the
navigation panel.

3. Insert your agency tax ID number in the
Submitter ETIN, Application Sender #, and
Interchange Sender # field.

4. Click Save and click Finish.

Payor Plan List
Company

BEning b

Plan Hame

DH-Ctum  Mecicaid - OPTUM

Add New Payor Plan

CH Agency Plan Type HIPAA Payor ID Billing Form ~ Actions

Profle|

Medicaid Delte

030111864 G37P

CHYACO  CHAMPYA Center, PO Box 65024, Denver, 0 80206-5024 Group Insurance Inice %l
0 PRMLILT sl Financial, PO Bax 57700, Sat Lake City, UT 84157 Group Inurance rynice %l
‘ ; - ‘ Profi |
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Wial-Mart Benefts, 922 Wialnut, Sutte &, Rogers, AR 72756-3206 Group Insurance Inice %l
e . ‘ Profile |
Princihal Financial, PO Bay 39710, Colorads Srings, CO 80943 Group Inaurance Irivzice %
Riverside Benefits Acmin., PO Box 5429, Boise, 1D 83705-0429 Group Insurance Inice Dekte
NGS Ametican Inc., PO Bow 7676, 5t Cla Shares, M) 48080-7576 Group Inurance Irytice ml
Q The provider IDs indicated here are not sent on 5010 837s.
Agency Profile for Medicaid - OPTUM
Billing Form 837P
Agency Secondary Provider # Secondary Provider # Type | z]
HIPAA EDI Information
Submitter ETIN Application Sender # Interchange Sender #
. Cancel Finish
Insert agency tax ID in o - m - »

each of these fields
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Enter National Provider ID and
Federal Tax ID on Agency
Profile

5.

Getting here: Click on Agency, Agency List,
Agency Profile. Enter the National Provider

ID and Federal Tax ID to the corresponding
fields.

Enter Agency EDI Contact

6.

9.

Getting here: Click on Contacts. Click on
Add Contact.

Select the Staff.

Select Agency EDI Contact in the Contact
Type field.

Select Active in the Status field.

10. Click Save and click Finish.

NOTE: The Staff Profile of the user must
contain a phone number and email address.
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Contacts for D Williams Agency
Contact Type Name Status Created Effective Actions

Staff |Williams, Dennis
Contact Type IAgem:y EDI Contact H—
Effective Date |5/6/2014 \

Active

Manager Name




Enter Staff National Provider
ID on Staff Profiles

1. Getting here: Click on Agency and Staff List.

2. Click Go.

3. Locate staff and click Review in the Actions
column.

4. Enter National Provider ID on the Staff
Profile.

Register for an Account on
Connectivity Director

5. Register for an account with Connectivity
Director at
https://www.unitedhealthcarecd.com.

NOTE: Please see separate instruction on
registering for a Connectivity Director account.

Agency Staff Search

Agency | D Williams Agency ~1 User 1D [

(2)

Staff Active Indicator [ Active =]
First Mame [ Last Name |
Access Category | JBa |
Agency Staff List Add New Agency Staff Record
Last Name ~ First Nams Agency Email Has System Access # Days Since Last Login|Reset Logon  |Actions

O illiams Reset
wwilliams Dennis Ay willarmsd@dhw idaha gow ves a7 fes eien
Bridgeway Health O williams et
Training Sriogew e lesliskmggmail cam es mesel e Review
Eg‘;‘ﬂ'c“smg riversiderscover@cableone net | Yes 238 Reset Review

Training Riverside 2

Credentials

Staff Profile

First Name |Der|r||5 hiddle | Last |W|II|arnS

Gender | Male ~1 DCB |

FProf. Credentials |

Taxonomy

CTategory I

A\
Specialty I @

Sub-Category I

Lo ] 4

Email |W|Illarr|sd@|;|hw idaho.gow Staff Type I Clinical Supervisor

Social Security | Clinical Super\nsorl

=
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@atlonal Provider 1D |12345Ei?8| ] Manager MName IWiIIlams. Dennis ;I
Title | Ll Ermployrment Type I Ll

Start Date IW End Date |7 Comments ;I

Dew Flan Date ,— Ferf Rew Ii ;_I

Last TB Test Date |

Puolicies & Procedures Manual Reviewed? IYES - I EBackground Check Outcomes Acceptable? IYES I
Reguired Background Checks Completed? IYES bt i Last Performance Appraisal Process Participation? IYES Bt I
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