Verifying, Rejecting, and Re-Release an Encounter Note from a Batch
when the wrong Client Group Enrollment is Selected

These instructions should be used BEFORE a batch is billed.

1. Getting here: Login, select the Facility, click Agency, Billing, Claim Item List on the navigation

pane.
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2. Select one of the Non-Authorization Plans: Block Grant-DHW NA, State General Funds NA,
Department of Corrections, IDJC Non-Auth Plan.

3. Select the Item Status of Blank (none).
4. Enter >09/30/2013 as the Service Start Date.
5. Click Go.

Claim Item Search
Plan Block Grant-DHW NA \ Group Enrollment - ENC D

Client Last Namel Charge |
SubscriberiResp Party First Name | SIRWgry Last Name| Service
(Service Date[>08/01/2013 @}

Client First Namel

Subscriber/Resp Party Account #|

Authorization #|
fiem Status - -
FFS Type Fee for Service |L|
Add-On Level - @
Select a Non-Autharization Plan: 5
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= Block Grant-DHW MNA, State General
Claim Item List (Export) Funds MA, Department of
ltem# |Client Name FFSType  |Add-On Level Corrections, IDJC Non-Auth Plan.
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6. Click Profile to Review the Released or Awaiting Review Encounter Note.

Claim Item Search

Plan Block Grant-DHW NA - Group Enroliment - ENC 017

Client First Name [ Client Last Name | Charge|
Subscriber/Resp Party First Name| |S/R Party Last Name | Service|
Subscriber/Resp Party Account #| Rendering Staff| Service Date[>09/0172013

Authorization [
ftem Status. - Facilty -
FFS Type Fee for Service -
Add-On Level -
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' Claim Item List (Export)

ltem# |Client Name FFS Type |Add-OnLevel Service Date Service Duration
1853 Mango, A |FFS None 10172013 HOOOS/HZMF 60 Min
1802 Pear, 0 FFS None 972772013 HOD03/HF 0 Min
1831 Pear, 0 FFS None 101172013 A0080

Status Release Date Charge/Actiol
Released 10/8/2013 $24.84
Released | 5/30/2013 $13.50 Profile
Released  |10/7/2013 $2.22 | Profile

7. Confirm this is a Non-Authorization Plan and click Reject (Back Out).

Profile for Claim Item #1853 for Mango, A

Delivered Service: HODOS/HZHF
Service Start: 10/1/2013 10:00 AM
Service End: 10/1/2013 11.00 AM
Duration: 50 Min
# SessionsiUnits: 1
Rendering 5taff: Buskey, Michele

ENC ID: 2845

Program: Adult Outpatient
Diagnoses: 305.00/ /
Pregnant: No
Status: Released

FFS Type Fee for Service

3621 = 52484

service Fee
’VEi\Iing units [ 4.00 X Rate/Unit

Cost Center x

Biling Note

Group Enroliment IDOC Group [IDOC Funding, 4]

Tier Type Fee for Service

Encounter Post Date 10/8/2013

Created Date  10/8/2013 1:03 PM

D

Service Location  Office -
Unit Desc 1 unit =15 Min

Authorization 1270-80847 Available 280.56

Available to pay
this claim item:

Administrative Actions
’VA\vamng Review Hold

Reject (Backder?




8. Enter a Rejection Reason and click Confirm.

This action will cause this service to be rejected back to the clinician. If you are sure that you want to do this, then enter a reason and
click confirm; otherwise click cancel.
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- ©
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9. Repeat for each Encounter.
10. Repeat for ALL Non-Authorization Encounter Notes.

11. When all Released and Awaiting Review Encounter Notes are Rejected, click Encounter List
on the navigation pane.
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12. Select the Status of Rejected.
13. Click Go.
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14. Click Profile.

EncD’i‘ Rendering Stafl’ﬁ Supew'ﬁwngstaff’%
First Name’% Last Namelii
Program ’7 SSN ’7| Procedure Code ’7
Status Rejected - Service Stat| | Facity .
Ea\ance’i Payor Plan i v

Encounter List (Export)

Enc ID Client Name Svc Start Status Duration Procedure Rend. Staff Program Hame Balance Agtions
2845 Mango, A 100172013 Rejected (Details) 80 Min HO00S Buskey, Michelle Adult Outpatient $0.00|PriWe

2625 Pear, O 101172013 Rejected (Details) ADOBD Wilingham, Robert L., LCSW Adutt Outpatient $0.00| Profile



15. Click Release to Billing.

Encounter for Mango, A

Note Type Group Progress Notes -
ENC ID 2845 Created Date 10/8/2013 1:03 PW
Service OP-and IOP (Group) -
Parent Service QOutpatient -

Program Mame Treatment Location 2/Adult Outpatient : 8/15/2013 -

Start Date |10/1/2013 End Date [10/1/2013 |
Service Location Office - Start Time|10:00 AM End Time [11:00 AM

Duration B0 | win

Emergency - # of Service Un'rts.l'Sessiuns

Pregnant No

Diagnoses for this Service
Primary 305.00-Alcohol Abuse(DSM) -

Secondary -

Tertiary -

Rendering Staff Buskey, Michelle -

Supervising Staff -

Referring Phys @ -
Administrative Action —‘/ \J
IVReI&ﬂse o EilL‘-""" ‘

[ Cancel } Save Y Finisn JE 2

16. The Encounter Note will Release with the correct Client Group Enrollment. Repeat for all
Rejected Encounter Notes.

ﬂ This encounter has been released and should not be edited.
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enco[ | Rengermg Staft | supervisingstatt[ |
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Status Rejected - sevicestat[ | Faciity v
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Encounter List &port)
Enc ID Client Hame Sve Start Status Duration Procedure Rend. Staff Program Name Balance Actions
2825 Pear, 0 10/1/2013 Rejected (Details) AD080 ‘Wilingham, Robert L, LCSW Adult Outpatient $0.00| Profile



