¥ Virtual Gateway EIM/ESM CR-SDR Job Aid for HST Brokers

Summary of Job Aid

You use CR/Service Delivery Reports (SDRs) to bill against Cost Reimbursement contracts. The CR
Invoice is used to bill for the total amount of line items due for that month services. The CR Invoice
also allows you to report services using the Service Delivery Report (SDR) which contains a roster of
clients, each with a service delivery calendar to report services on for the month. You can bill for
more than one service on the same day by using the multiple calendar functionality in the SDR.
Billing for clients is completed by filling out attendance information for each month.

When the information is complete, the provider reports the SDR and then authorizes and submits the
CR invoice to EIM, where the service lines are validated.

This reference guide provides users with the steps to successfully bill for CR/SDR contracts in
EIM/ESM.

Note: This job aid has been updated to reflected EIM/ESM system enhancements that will
become effective as of May 19, 2013.
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Logon to Virtual Gateway

In order to use the EIM/ESM application, you must logon to the Virtual Gateway (go to
www.mass.gov/vg and click the link “Logon to Virtual Gateway”) and select the Enterprise
Management and Enterprise Service (EIM/ESM) business service.
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Note: See Logon Assistance Job Aid for more information on accessing the Virtual Gateway.

Add Invoice

1. Select the [Billing] module.

Home Case Management | Authorizations Billina | Contracts | Credentials | Administration mﬂ Logout

2. Select the [Invoice Search] link from the left navigation menu.
3. Select the [Add Invoice] button.

Current Location: Billing: Invoice Search

Billing Invoice Search
» Claim Search
» Invoice Search ) Atleastone search criteria must be emered
» Accommodation Rate Invoice Search Contracthumber: [ | Fiscal Year:
» Explanation of Benefits (EOB)
» Service Delivery Report Search Providerfames | ]
S — oo —
PRC/CEC Documentin: | | invoice Reference humber: | |

Invoice Status: || Select Below ~

4. Select a contract and select the [Select Contract] button.

Note: If you manage a large number of contracts, you might find the Filter helpful. It restricts the
Contract listing to only those that meet your filter criteria. For example, you could use “%DDS% if
you wanted to show only DDS contracts.

Current Location: Billing: Invoice Search: Add Invoice

|Im|0ioe5 Add Invoice

» Invoice Search »

*Contract: | 8899CRB2013000001002 - 2013 - T Wi [ Select Contract | Filter: | | [Frer]

5. Enter the [*Billing Period From] date. (Use format: MM/DD/YYYY or select the calendar icon)
6. Enter the [*Billing Period To] date. (Use format: MM/DD/YYYY or select the calendar icon)

7. The[Invoice Reference Number] is an optional field that is available for providers who want
to enter a reference number for internal tracking purposes. It may be used later within a PRC
search to learn payment status.

8. Select the [Save New Invoice] button.

Current Location: Billing: Invoice Search: Add Invoice

Invoices Add Invoice
» Invoice Search »
“Contract: [ $999CRB2013000001002 - 2013 - CT |w| [_Select Contract_] Filter: | | (Fiter)
Corporate Name: |Provider 2 State Agency Name: |V/G Training Org

Vendor Customer Code:

Invoice Reference Number: || October 2012

Service Contract Amendment Number:

“Billing Period To: ||10/31/2012 %
supporting Documentation Descripion: ||

Invoice Type:| @ Regular O Supplemental

Service Contract Humber:

*Billing Period From:

Supporting Documentation Referen
Number:

Supporting Documentation Type:

Service Delivery Report:

Save llew Invoice

Tips:

¢ Invoices must be submitted sequentially; if there are no expenses during a billing period,
the provider must submit a zero balance invoice.

¢ If an organization needs to submit more than one invoice a month, a supplemental invoice
must be created.
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Update Line Items

From the Invoice Summary page, you need to complete the Invoice Amount field(s) to indicate
the total invoice amount for the billing month.

1. Select the [Edit Invoice] button to enter “edit” mode.
2. Enter the [Invoice Amount] for each line item that you are billing for.

Note: DDS/HST brokers should refer to the PV and Route Back-up Sheets for the total
invoice amount.

3. Select the [Save Invoice] button.

Current Loeation: Biling: irvaice Search » invoies Summary

[— Invoice #4824

Update Invoice

 [e———

Activity:3153 Training Service Activity Budget:1

Run CR voice Report

The message “Invoice Updated Successfully!!!” will appear on the Update Invoice page. This
also returns you to “read only” mode.

Create CR-Service Delivery Report

From the Update Invoice page, if your contract requires an SDR to be attached with your
invoice, you need to now add the Cost Reimbursement-SDR for the billing month.

1. Select the [CR-Service Delivery Report] link from the navigation menu.
2. Select the [Add New cost Reimbursement SDR] button.

Current Location: Billing: Invoice Search > Invoice Summary » Cost Reimbursement SDR

Invoice Invoice #4824

» Summary
» Personnel Summary Cost Reimbursement $ervice Delivery Report

» Invoice Assessment
» Invoice Notes
» Service Delivery Report

Contract Identifier/Humber: |9999CRE2013000001002 - 2012 - CT Contract Type: | COST
Billing Period: | 10/01/2012 - 1013112012

No SDRs available for this Invoice

| Add llew Cost Reimbursement SDR

3. Select [Activity] from the drop-down menu.

4. Select the [Select activity] button.
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Home | Clients | Case Management | Biling | Contracts | Credentials | Report | fielp | Logout |

Current Location: Billing: Invoice Search > Inveice Summary > Cost Reimbursement SOR > Cost Reimbursement SDR Add

Invoice Invoice #4824
» Summary

» Personnel summary Cost Reimbursement Service Delivery Report

» Invoice Assessment

Contract Identifier/Number: |9 Contract Type: COST

» Invoice Notes

Billing Perio

» Service Delivery Report »

Activity Code: || 3153-Training Service Activity |V

Select Activity

The Cost Reimbursement SDR page appears with the CR/SDR in Draft status.

Current Location: Billing: Invoice Search > Inveice Summary > Cost Reimbursement SDR

nvoice Invoice #4824
» Summary
» Personnel Summary Cost Reimbursement Service Delivery Report

» Invoice Assessment s = =
Contraet Identifier/Number: |9995CAB2013000001002 - 2013 - C Contract Type: |C0S

Billing Period: |10/01/2012 - 10/31/2012

» Invoice Notes
» Service Delivery Report »

0 Draft
[ Add liews Cost Reimbursement SOR |
4. Select the [Activity Code] link.
The Cost Reimbursement SDR Summary page appears.
Current Location: Biling: knoice Search > ivoicr Sumimary » Cast Beimbursement $08 » Coat Reimbursement 300 Sumsnar) v
Invoice #4824
Cost Reimbursement Serv
ClomBose  |ChemticTen  |Enrolimen i 120 Pooael  |TorslOayk: | OMIUBE oy oas | provider Locason: rovaers (MBS Actity, 3143 - Traneg
Gl $10 Chent i 474342 Lnrolimant i 18541 :‘:::ﬁ :"'"”""' :""'""‘"' Atk D% [ Provider Location: Friver """":'_':"”‘""' ko
[
o, tescmy  [Cownt ik aTidss  [Emvoiiment s 155 potart  [TowTare:  |Towon:  f,, AettySob-hesrtr: 3153 Trang
|enemit, vaterin Chent i a7a1s1  [Ervollmnn id: 18855 Dudaet TotslDays:  (Tobsllnite: oo,y bran [ Ivovionr Locumon Brovsw 3 | 2o0vifSsbdethity: 3153 - Traning
|enmnt, s Cnent i 476348 |Errollment i 18543 Dot TolsDeys:  (TotsllUnite: 1o pibran [ Broviosr Lotation: Rrovaw 2 | RoTibyfSubuhetivity: 3153 - Traning
[_Remmtapan | [ hepon sece |

Biaplay 1o Sal 5]

Record Client Attendance — Individual

The SDR has a monthly attendance calendar for each client that is used to report services when
billing. Service delivery information may be entered in a single session or throughout the billing
period and reported at the end of the month.

If services were delivered to a client during the billing month, a service delivery calendar needs to be
updated on the dates service was provided on. If there were no delivered services to a client, the
service delivery calendar should remain blank for that client and will be reported as ‘No Delivered
Services”.

Each SDR has a default Core Service Delivery calendar to report services on. If additional service
codes need reporting, EIM allows up to four (4) core service delivery calendars in a billing month on

a regular CR/SDR. If additional core calendars are needed, a supplemental CR/SDR will need to be
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submitted for the additional services. In addition to reporting the service code, the SDR also reports
the attendance status code.

The Cost Reimbursement Service Delivery Summary page appears. This page displays a summary
of all enrolled clients associated with the contract.

. - P e —— =
Invoice #4824

3
z Cost Reimbursement Service Delivery Summary

mumsar:

Mumser:

mumaser:

Important Tips:

e You can sort the SDR by Client ID, Enroliment ID, Client Name, and Provider Location. If
sorting by Provider Location and you do not see a client record, check the Provider
Organization Parent level location. All new or updated interfaced client enrollment records
come into EIM at the Parent level of the organization from the agency enrolling system, i.e.
Meditech. If providers want a client enrollment associated to a specific billing location, they
need to make this association in ESM. Refer to online course 159: Manage Enrollment
Locations for more information on this function.

¢ If you want to go to a page containing a specific client record, you can use the [Go To Page
Containing Client Last Name Starting With] field. Simply enter all or part of a client’s last
name, select the [Go] button and you will be brought to the page containing that record. You
may need to scroll down to see it. Using this feature will “over-ride” any previous sorts.

¢ When you are finished entering information, always select the [Save Changes] button. If you
do not save changes, you will lose the data you entered.

Information Regarding Client Enrollments:

e CR contracts with DDS: If a client enrollment is missing or should no longer appear on the
SDR, contact your agency contract manager.

1. Select the [Client Name] link to view the client SDR calendar.
The Record Service Delivery page with the Core Service Delivery Calendar #1 displayed.
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[ Em—r——

Curnent Locaton: HIlling: Irreonce Search » woics Surmimary = Cont Beiminssmeent S8 Lerdce Detmry Senmar

Invoice #4824

B ————

Contract # 9999CRB2013000001002 - 2013 - CT

Record Service Delivery for Client #474322 : Rose Client - Enroliment Id # 18540

Go To Page Containing Chent Last llame Starting Vit B
Pravigus Client [ Clino
Apply Service Pattern Core Service Delivery Calendar #1
| T [
E= | s M Ll L L Ll Ll
[[see [[essncaa | O Oa Os Os O Os
Service € 17 Cla Os 0w Ll (@R )
| e = = = - - - - -
s #zanzen, — = o = =
ity - afg) 0 O . 14 ® O O
On 0n On (mfT] s 0= O«
1 2 Cl 2 1 30 b1l
- v -
oSN Tear Srecies Cewr s
5 - [waa) Cogy Charscineistica |
Save Changes | [ Seve & View llext Chent
Previows Clint Retun to Summary | gt Cligr)
o To Page Containing Client Last ame Starting Wit [C2)

Sarvice Codes Key

Tips:

calendar.

e Select the [Apply] button.

e Place a checkmark next to the billing date(s).

1. Using the Select Service section, enter service information on the client record:

If you are billing for every day in the month, use the Apply Service Pattern and select the
[Select All] button. This will place a checkmark on each day of the client service delivery

If you selected all days on the client service delivery calendar and wish to remove them,

select the [Deselect All] button. This will remove all checkmarks on the client service
delivery calendar.

e Select the [Service Code] drop down menu to choose the service codeand select the
[Select] button.

e Enter the [Unit(s)].

e Select the [Attendance Status] from the drop down menu options.
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Apply Service Pattern Core Service Delivery Calendar #1
[] [] L] [] ] [] []
| o : O
- 1 X & -
RESBEDDAY
Service Code: 0« 5 Os 7 Os 8 On
RESBEDDAY |% - v 1 X v N 1 X % - v 1 X v -
RESBEDDAY RESBEDDAY RESBEDDAY
Unit(s) Attendance
g Status 0 1 12 13 14 s 15 1
X v - v 1 X v -v 1 X v -v 1 X v - -
RESBEDDAY RESBEDDAY RESBEDDAY
[ 13 [ 19 O = [#] 21 On [ 2 O
- ™ 1 X ¥ - = 1 X ™ - = 1 X% -
RESBEDDAY RESBEDDAY RESBEDDAY
[ 25 ¥ 25 O [¥] 28 O ] 30
- B 1 X | N 1 X v N 1 X |»
RESBEDDAY RESBEDDAY RESBEDDAY
it LLLLEE [ ckarserced | [Clearai]
O add-on Service O Core Service
[ Save Changes ] l Save & View Hext Client ]
Previous Client Return to Summary Hext Client
Go To Page Containing Client Last Hame Starting With:

2. Select the [Save Changes] button. A message appears, “Record has been updated
successfully.”

Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SOR > Service Delivery Summary > Record Service Delivery

Invoice #4824
Contract # 9999CRB2013000001002 - 2013 -CT

Service Delivery Report

» Service Delivery Summary

» Service Delivery Header

» Service Delivery Pattern

» lotes Contract Identifier/Number: 9995CRB2013000001002 - 2013 - CT Contract Type: COST

‘ Record has been updated successfully

Record Service Delivery for Client #474322 : Rose Client - Enroliment Id # 18540

Billing Period: 10/01/2012 - 10121/2012 Location: Provider 2

Enroliment From: 07/01/2012 Enroliment To: 08/30/2013

Total Service Days: 14 Total Units: 14
Voided Units: 0

Budget Number: | 1 v Service ltem Status: Draft

Comments:

If additional Core calendars are needed,
3. Select the radio button next to [Core Service] and select the [Add] button.
Note: At this time CR/SDR does not use Add-on Service calendars.

4. Repeat steps above to report other servicers the client had for this billing month.

You repeat the above steps for each client that you need to bill for in the given month. If you
have multiple clients whose attendance follows the same pattern, you can use the Service

Delivery Pattern option. Refer to Report Multiple Client Attendance (Apply Pattern) section of

this job aid for instructions.

Report Multiple Client Attendance (Apply Pattern)

Apply a Service Delivery Pattern:

1. Select Service Delivery Pattern from the left navigation menu.
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Cusrrent Location: BEng: invose Search ® nvokcs Summary = Cont se 30K Suimmary
Invoice #4824
» Service Delivery Summany L3
= Service Delivery Hesder | Cost Reimb t Service Delivery Summary
[+ Service Deivery Paterm Contract idwsititimy Rumiser SHPICARIE1 1600021003 - 3913 . T Comtract Type: C28T
» Notes Billing Pericd: 10012012 - 10312012
S0t by: [Ciers Name 8] Go To Page Containng Client Last Kame Starting Wit |
T
7333 ™ Fusget Total Days: Total Unita: o |[ActivityiSuB-ActriRy: 2152 - Tranng
. 7432 ] Dt |Provider Location: roveer 2
Ciem, flose Coentid £74322  (Enroliment et 12650 i o Smtve: Ora Lab P2 | sarvice acovey

Climnt, Stam Chant i 474347 [Enrollment It 18541 |BW9" Total Days: TOWIURE (i rs | Brovider Location: Brovaee | AETISUB-Aeniny: 215 - Tramng
P | H et

Tetal Unis: |mw’:°1._ & VLocation: Srovider 2 :ﬂfm'::-:m:m Tranng

Burget Total Bays: Tartal Urita: _ Activity!Subs Ac ity 115 . Teaning
Humber: o 0 B Bervice ety

Activity!Sub-Activity: 3152 - Traning
Mumber |0 0 Servce ammey

"w o g 1w

[_RemrnTooest | [ Report service |

Grana Tots Unite: 0,08

| Dispiay 110 5 of 6]

The Service Delivery Pattern page appears. You will note that this page displays the Core
Service Delivery Pattern #1 (default) and also displays all of the clients that appear on this SDR.

Eurrent Lucation: Billing: s Search > mary i Caal a0 oy ¥ vy Patten
— Service Delivery Pattern

& Serviee Deilvery Summary

» Servee eltvery Heaner )I Contract # 9999CRB2013000001002 - 2013 -CT

lllﬂl-" l Contract igentMertiumber: S5F9CRUZ0I 000001002 - 201] - CT Contract Type: COST

Bllling Perine 10012013 - 10312012
*Acthdry [Tranng Serves aovey 3| [ Seectacity |

[Each Service Delivery Pattern conresponds (0 8 unigue Service Delivery Calendar, If you do not want 1o change any of the services on an existing calendas, please leave all fields bank, To apply service
¥ pa il foelais with the oo

Core Service Dellvery Pattern #1

Pattern Protorence: [ sun [ ton (1 Tue [)vied C1Tha [ fi [ st

(O ang.en Sorves O Eansv\-u-
Client Selection
Select all cliers (ste A mast one et s - sater) [ e
Seiect  Name(ALCL)iate 53 Lrrolment 10 Chent &0 Cabendar Sequence
(] Client, Ansn TG 1aeas arasz
=] Chient. Stan BE 18541 474342
] Chent. Tracey EE 1854z a7asas
0 Client, Valerie R 1aess 472381
[m} Chent. Vimam Lo 10542 474244
e
Service Codes Key
RESEEDDAY 24 Dour upott
[T Sarviees proceien 1o siiualn WhE neeq assresal supsans
beyand these olfered by the cure siatlng s a resdental srogras
asLEveLy MRC &cgured Hren Py (A5T Level 1 Chent fate
aaLeves MR Accurest Bram bty (S50 Level 2 Clent Rale

2. Select the [Activity Code] from the drop-down menu options and select the [Select Activity]
button. If only one activity code exists, the system will default to it, but you need to still select
the [Select Activity] button.
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Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SOR » Service Delivery Summary > Service Delivery Pattern

Service Delivery Report ! Service Delivery Pattern

» Service Delivery Summan

——— ’I Contract # 9999CRB2013000001002 - 2013 - CT
» Service Delivery Pattern

» lotes

] Contract Identifier/umber: 9399CRB2013000001002 - 2013 - CT Contract Type: COST

Billing Period: 10/01/2012 - 10212012

*Activity | Training Service Activity (v [ Select Activiy

3. Under the Core Service Delivery Pattern #1,

Place a checkmark next to the [Pattern Preference] to indicate the days of the week that
you need to report billing on. (If you bill for all seven days, you can select the [Select All]
button and it place the checkmarks in the checkboxes for you.)

Select the [Service Code] drop down menu to choose the service code and select the
[Select] button.

Enter the [Unit(s)].

Select the [Attendance Status] from the drop down menu options.

Each Service Delivery Pattern corresponds to a unique Service Delivery Calendar. If you do not want to change any of the services on an existing calendar, please leave all fields blank. To apply service

delivery pattern, all fields with the service delivery pattern section must be populated

Core Service Delivery Pattern #1

Pattern Preference:| [] sun [¥] mon [/ Tue [ wed [ Thu [/ Fri [ sat | Sekctal
Service Code:|| Select Below | %
Units:

Attendance Status: | Select Below v

O Add-on 3ervice O Core Ssr.ics

4. Under Client Selection,

OR

Select the [Select All] if all clients on this SDR are reporting the same attendance pattern.

Place a checkmark next to each client that is reporting the same attendance pattern.

Note: If the Disenrollment Date needs to be included, remember to check the checkbox.

Client Selection

Select Al Deselect Al | select all clients (Note: At least one clisnt has to be selected before Applying pattern) [] Include Disenroliment Date

O Client, Rose 18540 474322
Client, Stan 18541
] Client, Tracey 18542
Client, Valerie 18544 1
Client, William 18543 |47and 3

Apply Pattern

5. Select the [Apply Pattern] button. Once the pattern has been applied, the system returns

you to the Cost Reimbursement Service Delivery Summary page.
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Current Location: Biling: Invoice Search > Invoice Summary > Cost Reimbursement SOR > Cost Reimbursement SOR Summary
Service Delivery Report Invoice #4824
» Service Delivery Summary »
» Service Delivery Header Cost Reimbursement Service Delivery Summary
DU FE T i Contract Identifier Humbe Contract Type:| COST
» Hotes Billing Perio
“Sort By: | Client Name | % Go To Page Containing Client Last Name Starting With:
Budget 5 5 ity Sub-Activity: 153 T
Client, Rose Clientld: 474322 |Enroliment Id: 18540 o TotalDays: | Total Units: | gypusiDrat  [Provider Losations Provider2 | ACUVI/Sub-Activty: S13 - Traing
umber: |0 0 Service Activty
Budiget : its: ivity/Sub-Activity: 3152 - T
Client, Stan Clientld: 74342 |Enrollment Id: 12541 g TotalDays: | TotalUnits: | g e prat  |Provider Location: Provider2 | ACHIVIEY/SUb-Activity: 3153 - Training
Number: zn Service Activty
RESBEDDA
X1 X1 (Xtox1 X1 X1 X1 X1 X1 X1 X1 X1 X1 X1 (X1 X1 X1 X1 (X1 fx1 X1 (X1 X1
v

Important Note: After applying a pattern, services can never be removed, they can only be added.
The pattern is irreversible. To adjust services, you must edit client records individually.

Reporting Service Delivery Report

Once all of the attendance information has been added for the billing month and you are sure that
everything is stated correctly and accurately, the SDR needs to be ‘Reported'.

From the Service Delivery Summary page,
1. Select the [Report Service] button.

Reminder: The SDR should remain in “Draft” status until all client attendance is reported. If you
are not finished reporting attendance, you should select the “Return to Draft” button. Once you
select the “Report Service” button, you cannot edit client attendance on this SDR. You will need
to enter and submit a Supplemental CR/SDR.

Budget - . e Mo aien
Client, William Client Id: 474243 |Enrollment Id: 18543 . TotalDays: | TowlUNs: | ¢\ tis:Draft | Provider Location: Provider 2 | MCHVIYISUB-Activity: 3152 - Traning
Number: 23 23 Service Activity
RESBEDDA |,
1 k1 k1 et [xa X1 x1 |t e [xn X1 [x1 |t fer e K1 [k |x1 [k [xa X1 |x1 [x1
¥

Return To Draft ][ Report Service

Grand Total Units: 23.00

| Display 1to50f 5|

EIM automatically returns you to the Cost Reimbursement Service Delivery Report page and shows
that the SDR has been “Reported”.

Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SDR

Invoice Invoice #4824
» Summary
» Personnel Summary Cost Reimbursement Service Delivery Report

# Invoice Assessment

Contract Identifi + | 9933CRB2012000001002 - 2012 - €T Contract Type: COST

Billing Period: 1010112012 - 103112012

» Invoice Hotes
» Service Delivery Report »

3153 - Training Service Activity Jea Reported |

[ Add Hew Cost Reimbursement SOR |

The final status for an SDR attached to a Cost Reimbursement invoice is “Reported.”

Copy Service Delivery Information

1. Access the Record Service Delivery page for a client.

2. Enter service delivery information if needed. Click [Save Changes], if changes were made
from original.
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3. Select the [Copy Characteristics] button.

4. Select one or more clients and select the [Apply Pattern] button.

The Service Delivery Summary page appears with the newly entered information.
Tip: Use [Select All] and [Deselect All] buttons to select or deselect all clients.

Edit/Save, Release, Delete or Disapprove an Invoice

Edit/Save an Invoice:
If you have updated the invoice and want to save it:
1. Access the Invoice Summary page.
2. Select the [Edit Invoice] button. Update, if necessary.

3. Select the [Save Invoice] button. You will receive a confirmation message at the top of the
page.

Current Location: Difkng: Invoice Search » Invoice Summany

Invoice #4824

Update Invoice

Activity:3153 Training Service Activity Budget:1

$30,008.05

[ Bun ER Invaics Repon

Delete an Invoice:

If you have to delete an invoice:
1. Access the Invoice Summary page.
2. Select the [Delete Invoice] button.

A message will appear at the top of the page “Are you sure you want to delete this record?
Please click “Confirm Delete” to delete the record or “Cancel Delete” to cancel the operation.”

3. Select the [Confirm Delete] button to delete this invoice.

Note: If you want to cancel the delete action, select the [Cancel Delete] button.
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Current Location: Billing: Invoice Search > Invoice Summary

Invoice #4824

Update Invoice

Invoice

» Summary »

» Personnel Summary

ST e e Are you sure you want to delete this record? Please click "Confirm Delete” ta delete the record or "Cancel Delete” to cancel the aperation.

» Invoice Notes

Corporate Hame: | Provider 2 State Agency Name: |WG Training Org
Invoice Status: |Draft
Service Contract Amendment Number:

Invoice Reference Number: | October 2012

» CR-Service Delivery Report

Vendor Customer Code:  HHS1002
service Contract Humber:
Billing Period: |10/

Supporting Documentation Reference
Humber:

2013000001002
12 - 1002112012

Supporting Documentation Description:

Supporting Documentation Type: Invoice Type:| Regular

Monthly Service Narrative:

Activity:3153 Training Service Activity Budget:1

102 Program Directer =/ Program Staff 1 5100,000.00 7,000.00 51,000.00

204 Staff Training e/Program $50,000.00 $30,000.00 $1,000.00

290 Facities Operation
laintenance, Esuipment ang
Eurnishing

410

3-Occupancy

§150,000.00 §132,500.00 1,000.00

5131,500.00

ency and Program

Support §100,000.00 7,500.00 5500.00 597,000.00

2 isiration and Support

Total 1.00 5400,000.00 5357,000.00 53,500.00 5$353,500.00

By checking this box, you hereby confirm that by cicking the “Autherize” or “Release” bution below, you are providing data that is cemplete and accurate in al respects, and that you
YOUr organization to st such data through I I after submission of this record you determine that s InCOrrect you can submit a supplemental transaction to correct t. Plea:
on submitting sactions

<en given autherity by
= user quide for mstructions

e

[_Editinvoice | [ Release Invoice | [ Cancel Delete | [ Confirm Delete |

Run CR Invoice Report

Disapprove an Invoice:
To change the status of an invoice with an error from ready to draft:
1. Access the Invoice Summary page of a released invoice.

2. Select the [Disapprove Invoice] button. This will return the invoice to a Draft status.

Authorize or Copy an Invoice

Authorize an Invoice:
If the invoice is ready to be authorized and submitted:
1. Access the Invoice Summary page of a released invoice.

2. Select the checkbox to confirm data is complete and accurate.
By clicking the checkbox you are complying with legal requirements on authorizing an invoice.

Invaics: Invoice #4824
» Summary
» Personnel Summary

Update Invoice

# Invoice Assessment

» Invoios Noles ‘ Invoice Released Successfullylt

» CR-Service Delivery Report

Corporate Name: | Provider 2 State Agency Name: VG Training Org

Vendor Customer Code: |HHS1002 Invoice Stat dy
Service Contract Humber: 2013000001002 Service Contract Amendment Number:
Billing Period: 172012 Invoice Reference Number: | October 2012

Supporting Documentation Reference

Supporting Documentation Description:
Humber:

Supporting Documentation Type: Invoice Type: Regular

Monthly Service Narrative:

Activity:3153 Training Service Activity Budget:1

102 Program Drector 1-Direct Care / Program Staff |1 $100,000.00 $57,000.00 $1,000.00 595,000.00
204 Staff Training C Lt i £50,000.00 £30,000.00 £1,000.00 529,000.00
Resources
2-Occupancy $150,000.00 513250000 $1,000.00 $131,500.00
Fumishing
10 mpency ans Pregran ive Support $100,000.00 567,500.00 $500.00 $57,000.00
Admpistration and Supoort
Total 100 $400,000.00 $357,000.00 $3,500.00 $353500.00

By checking this bux, you hereby confirm that by clicking the “Authorize” or *Release” butto
your organization to submit such data through EILIf after submission of this record you des
on submitting supplemental transactions

you are providing data that is complete and accurate in all respects, and that you h
that tis ncorrect you can submit a supplemental transaction to correct . Please

en authoriy by
uide for instructions

|

[ Authorize Invoice | [ Disapprove Invoice | {__Copy Invoice |

Run CR Invoice Report

3. Select the [Authorize Invoice] button. You will receive a confirmation message at the top of
the page.
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Current Location: Billing: Invoice Search » Invoice Summary

Invoice Invoice #4824

» Summary »

» Personnel Summary Update Invoice

» Invoice Assessment

» Invoice Notes | Invoice Authorized Successfully!!!
» CR-Service Delivery Report

Corporate Name:

State Agency Hame: |VG Training Org

Vendor Customer Code: Invoice Status: | Passed

Service Contract Number: 2013000001002 Service Contract Amendment Number:
Billing Period: | 10/01/2012 - 10/31/2012 Invoice Reference Number: |October 2012

Supporting Documentation Reference

Supporting Documentation Description:
Number: e — ;

Supporting Documentation Type: Invoice Type: Regular
Monthly Service Narrative:

Activity:3153 Training Service Activity Budget:1

102 Program Drecier 1-Direct Care /Program Staff |1 $100,000.00 557,000.00 £1,000.00 595,000.00
204 Staff Traning E $50,000.00 530,000.00 51,000.00 529,000.00
250 Facilties Gperation

Uaitenance Eoupmentand  3-Occupancy o $150,000.00 $132,500.00 5100000 $131,500.00
=1L n280e: 818 Sroara Support 0 $100,000.00 557,500.00 $500.00 $57,000.00
Adminisirafion and Supoert

Total 1.00 $400,000.00 $357,000.00 53,500.00 S353,500.00

Copy Invoice

Run CR Invoice Report

Copy an Invoice:

Note: This does not copy the SDR
1. Access the Invoice Summary page of an invoice from a previous month.
2. Select the [Copy Invoice] button.
3. Enter the new [Billing Period Dates] and any additional information.
4

Select the [Save New Invoice] button.

Print an Invoice

Print an Invoice (User must have reports role for both)

There are two ways that an invoice can be printed:
e  From the Invoice Summary page

e  From the Reports module

To print an invoice from the Invoice Summary screen:

1. Access the Invoice Summary page.

2. Select the [Run CR Invoice Report] button.
Note: The report will generate a report in view only format for the particular invoice shown on the
screen. If a CR-Service Delivery Report in reported status exists for the invoice, it will be printed as
well.
To print an invoice from the Reports module:

1. Access the Report module.

2. Select the Cost Reimbursement Invoice report link within “EIM Reports.”

3. Enter required criteria and select the [Run Report] button.

Note: Printing in this way allows you to select an Excel format.

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers April 29, 2013 R5.4.4 v1
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Search for an Existing Invoice

Searching for an Invoice:
1. Select the Billing module and then the Invoice Search from the left navigation menu.
2. Enter your search criteria in any of the following fields (must include at least one).

Tip: Use the wildcard % to search for records beginning with or ending with a text string. Or use
partial criteria by entering the beginning letters or text string.

3. Select the [Search] button.
4, Select the [Activity Name] link.

The Cost Reimbursement Invoice Summary page appears including information about the
invoice you selected.

Supplemental Invoice

1. Select the [Billing] module.

Case Management | Authorizafions Billna | Contracts | Credentials | Administration m Logout

2. Select the [Invoice Search] link from the left navigation menu.
3. Select the [Add Invoice] button.

Current Location: Billing: Invoice Search

Biling Invoice Search
» Claim Search
» Invoice Search » At least one search criteria must

» Accommodation Rate Invoice Search Ci

» Ready Pay Invoice Search
of Benefits (EOB)
» Service Delivery Report Search Provider Hame:

Date From: E Date To: E

PRCICEC Document ID: nvoice Reference Number:

tivity Hame:

Invoice Status: | Select Below v

4. Select a contract and select the [Select Contract] button.

Note: If you manage a large number of contracts, you might find the Filter helpful. It
restricts the Contract listing to only those that meet your filter criteria. For example, you
could use “%DDS% if you wanted to show only DDS contracts.

Current Location: Billing: Invoice Search: Add Invoice

Invoices Add Invoice
»

» Invoice Search

*Contract: || 3893CRB2013000001002 - 2013 - CT [we]| [__Select Contract | Filter:

5. Enter the [*Billing Period From] date. (Use format: MM/DD/YYYY or select the calendar icon)
Enter the [*Billing Period To] date. (Use format: MM/DD/YYYY or select the calendar icon)

7. The [Invoice Reference Number] is an optional field that is available for providers who want
to enter a reference number for internal tracking purposes. It may be used later within a PRC
search to learn payment status.

Select the [Invoice Type of Supplemental] radio button.

9. Select the [Save New Invoice] button.

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers April 29, 2013 R5.4.4 v1
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Current Location: Billing: Invoice Search: Add Invoice
Invoices Add Invoice
» Invoice Search »
*Contract: | 9938CRB2013000001002 - 2013 - CT | ¥ Filter:
Corporate Name: |Provider 2 State Agency Hame: |VG Training Org
Vendor Customer Code: | HHS1002 Invoice Reference Number: |October 2012
Service Contract Number:  9599CRB2013000001002 Service Contract Amendment Humber:
“Billing Period From: | 10/01/2012 @ “Billing Period To: || 10/31/2012 E
Sl L Supporting Documentation Description:
Number:
Supporting Documentation Type: | Select Below % Invoice Type: (&) Regular O Supplemental
Service Delivery Report:

Supplemental Invoice - Updating a Line Iltem(s)

From the Invoice Summary page, you need to update the Invoice Amount field(s) to indicate the
total invoice amount for the billing month.

1. Select the [Edit Invoice] button to enter “edit” mode.
2. Enter the [Invoice Amount] for each line item that needs to be updated.

3. Select the [Save Invoice] button.

Current Location: BEing: Invoice Search » IMvoice SUMmemany

[iies Invoice #4904

Update Invoice

| ivoice updatea succensmun

Activity:3153 Training Service Activity Budget:1

([ Cit woice Ropon

The message “Invoice Updated Successfully!!!” will appear on the Invoice Summary page.
This also returns you to “read only” mode.

Supplemental Invoice - Service Delivery Report

From the Invoice Summary page,

1. Select the [CR-Service Delivery Report] link from the left navigation menu.
2. Select the [Add New Cost Reimbursement SDR] button.

3. Select the [Activity] from the drop-down menu.

4. Select the [Activity] link.

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers April 29, 2013 R5.4.4 v1
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Current Location: Billing: Invoice Search » Invoice Summary > Cost Reimbursement SDR

Invoice Invoice #4904
» Summary
» Personnel Summary Cost Reimbursement Service Delivery Report

» Invoice Assessment

Contract Identifier/Number: | 9998C

52013000001002 - 2013 - CT Contract Type: COST
» Billing Period: 10/01/2012 - 10/31/2012

» Invoice Notes

» Service Delivery Report

1 Joratt |

Add Hew Cost Reimbursement SDR }

From the Cost Reimbursement Service Delivery Summary page,
5. Select the [Client Name] link to view the client SDR calendar.
The calendar will display blank when you first come onto the page.

Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement 808 > Service Delivery Summary > Record Service Delivery

Service Delivery Report Invoice #4904
» Service Delivery Summary »
» Service Deliveryfeader Contract # 9999CRB2013000001002 - 2013 - CT
» Service Delivery Pattern
» Notes Contract Identifier/Number: 9933CRB2013000001002 - 2013 - CT Contract Type: COST
Record Service Delivery for Client #474322 : Rose Client - Enroliment Id # 18540
Billing Period: 10/01/2012 - 10/31/2012 Location: Provider 2
Enrollment From: 07/01/2012 Enroliment To: 08/30/2013
Total Service Days: 0 Total Units: 0

Voided Units: 0

Budget Number: | 1 v Service ltem Status: Draft

Comments:

View Previous Service Delivery Reports

6. Select the [Previous Service Delivery Reports] button.

Previous Service Delivery Reports

Status: Draft |Tma\ Days: 14 |Tota| Units: 14 |Voided Units: 0 | Claimed Total monthly amount: 31,400.00 |Submission Date:
RESBEDDA | _
® Y X1 X1 K1 X1 X1 X1 K1 X1 X1 X1 X1 K1 X1 X1

Notice that the Status of this calendar is ‘Draft’. This means that you did not report the SDR
prior to the release and authorize so it did not attach itself to the invoice.

There are three buttons listed here: [Save Changes], [Copy] and [Void]. Based on what
needs to be modified, select the appropriate button.

7. To copy this data, select the radio button next to Service Code and then select the [Copy]
button.

This will copy the attendance listed from the previous SDR to the Core Calendar listed below.
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Previous Client

Apply Service Pattern Core Service Delivery Calendar #1
] ] LJ L] ] a LJ
| O O O O+ O Oe
1 X ¥ 1 X|» - > 1 X ™ v
RESBEDDAY  Draft RESBEDDAY  Draft RESBEDDAY  Draft
Service Code 5 Or Os O 0 10 O O 12 O 13
~ v - ¥ 1 X v 1 KW - 1 X v - v
RESBEDDAY  Draft RESBEDDAY  Draft RESBEDDAY  Draft
Unit(s): Attendance
Status O 14 [ 1s 0O 16 O 47 [ 18 0 19 0O 2
- v - v 1 X v - 1 X w - 1 X v - v
RESBEDDAY  Draft RESEBEDDAY  Draft RESBEDDAY  Draft
(W3] [ 22 0 = 24 [ 2s [ 25 0 27
- v 1 X v 1 X - 1 X v - v
RESBEDDAY  Draft RESBEDDAY  Draft RESBEDDAY  Draft
[ 28 [ 20 [ 30 1 3
> 1 X v 1 X |
RESBEDDAY  Draft RESBEDDAY  Draft
L i 2B LS [crar selectea ) [(Cearar]
O addon serviee O Core Service

[

Save Changes ] [

Save & View Next Client

)

Return to Summary

Next Client

A system verification message will appear on the page.

9. Select the [Save & View Next Client] or [Return to Summary] page.

8. Verify that the attendance is correct, and then select the [Save Changes] button.

Current Location: Billing: Invoice Search > Invoice Summary > Cost Reimbursement SDR > Cost Reimbursement SOR Summary

Service Delivery Report InVoice #4904

» Service Delivery Summary »

» Service Delivery Header Cost Reimbursement Service Delivery Summary
DA VT Contract Identifier Humber: S988CRB2013000001002 - 2013 - CT

» llotes Billing Period: 10/01/2012 - 103172012

*Sort By: | Client Name ¥ Go To Page Containing Client Last Name Starting With:

Contract Type: COST

Total Days:

Total Units:
n

Status: Draft

Provider Location: Provider 2

Activity/ Sub-Activity: 2152 - Trainng
Service Activity

N Budget
Client, Rose Clientld: 474322 |Enroliment Id: 12540
lNumber:
RESBEDDA
M K1 X1 X1 K1 X1

K1 X1 X1

K1 X1

X1

X1 X1

10. Once all of the client data has been updated, scroll to the bottom of the Cost Reimbursement
Service Delivery Summary page and select the [Report Services] button.

Grand Total Units: 23.00

| Display 1 to 10 of 16 | Next Set >> | page 1 ofi

[ Return To Draft ][ Report Service

and Authorize the CR Invoice.

Reminder Note: Once the SDR has been reported, you must also remember to Release

Frequently Asked Questions (FAQS)

CR-SDR Frequently Asked Questions (FAQS)
1. How do | know if I need a CR-SDR?

2. How do | attach a CR-SDR?

e Please refer to your contract manager for assistance. Most DDS contracts require an SDR be
entered and reported where many other agencies do not at this time.

Commonwealth of Massachusetts
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e While the CR invoice is still in draft status select the “Cost Reimbursement SDR” link from the
left navigation menu. Select the “Add new Cost Reimbursement SDR” button; Select the
Activity from the drop-down menu and select the “Select Activity” button. Populate the SDR
and process the invoice. Refer to the Cost Reimbursement SDR Job Aid for step-by-step
instructions.

3. What codes do | use in the CR-SDR?
e Please refer to your contract manager for assistance.

4. Theinvoice has been paid, but the Agency is now asking that | submit a CR-SDR now.
When I try to enter a CR-SDR the button to add is not highlighted?

e You can only add a CR-SDR when the CR invoice is in a Draft status. You cannot add the
SDR to a paid invoice.

e You will need to create a supplemental CR Invoice for the month in question, enter “0” for the
Invoice Amount(s), select the "Cost Reimbursement SDR” link from the left navigation menu;
Select the “Add new Cost Reimbursement SDR” button. Select your Activity from the drop-
down menu and select the “Select Activity” button. Populate the SDR and process the
invoice. Refer to the Cost Reimbursement SDR Job Aid for step-by-step instructions.

5. The agency stated that | did not include a CR-SDR with my invoice, but | see the SDR when
I look at the invoice. Why isn’t it showing on the agency side?

o If the status of the SDR reads as ‘Draft’ then the “Report Services” button was not selected
prior to the invoice being released and authorized. You will need to create a supplemental
CR Invoice for the month in question, enter “0” for Line Amount(s), select the "Cost
Reimbursement SDR” link from the left navigation menu; Select the “Add new Cost
Reimbursement SDR” button. Select your Activity from the drop-down menu and select the
“Select Activity” button. Populate the SDR and process the invoice. Refer to the Cost
Reimbursement SDR Job Aid for step-by-step instructions.

6. My CR Invoice has been paid, but the agency advised me that the SDR is incorrect. How
do I correct an incorrect SDR?

e You will need to create a supplemental CR Invoice for the month in question. Enter ‘0’ for the
Invoice Amount(s), select the ‘Cost Reimbursement SDR’ link from the left navigation menu;
Select the ‘Add New Cost Reimbursement SDR’ button. Select the ‘Activity’ from the drop-
down menu and select the “Select Activity” button. Then select the *Activity Code’ link. Select
the Enrollment ID link for the client that needs to be corrected. Select the radio button under
the Previous Service Delivery Reports heading. Select the [Void] button and then [Save
Changes]. The claim is now voided. Enter the new services for that client in the calendar,
select the Report Services button and process the Invoice as normal. Refer to the Cost
Reimbursement SDR Job Aid for step-by-step instructions.

Additional Learning Opportunities

e Online Learning: To take online course, log into PACE (www.pace.state.ma.us/vq).

e 137 Cost Reimbursement Billing
e Additional EIM/ESM Provider Job Aids are found at:

e Virtual Gateway URL: www.mass.gov/vg/eimesm

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers April 29, 2013 R5.4.4 v1
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e EIM/ESM Provider User Manuals and Instructional Materials

Need Assistance?

e Email the Virtual Gateway Business Operations Unit for assistance:

e EHS-DL-EIM-ESMBusinessOperations@massmail.state.ma.us

e Call the Virtual Gateway Customer Service for assistance:
e 1(800) 421-0938
e 617-847-6578 (TTY people who are deaf, hard of hearing, or speech disabled)

e Monday — Friday: 8:30am - 5:00pm
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