eSDR Ready Payment Module Instructions
July 2003

Welcome. The eSDR has been upgraded to allow unit rate and cost reimbursement lines that are
in the same contract to be included on the same PV and to also identify whether a contact is on
Ready Payment. That will allow the eSDR to "feed" payments directly into the state's accounting
system (MMARS) and allow providers to view on line the monthly Ready Pay reconciliations.
You will notice a small adjustment in how you navigate through a couple of the eSDR screens.
For ready pay contracts, after you click on the contract you want to work on, you'd click on a
button to create a ready payment "shell" and then drill down to the SDR rather than first doing
the SDR and then generating a PV. The system also uses the abbreviation RP and the term Ready
Pay to refer to the monthly reconciliation invoice (hence non-ready pay contracts have PVs while
ready pay contracts have RPs). RP’s are the same payment voucher and have the same payment
meaning that they’ve had for many years. It's only the term that had to be different.

The underlying Commonwealth rules for ready pay contracts continue in effect. The most
important one is that since the Comptroller's ready pay rules only allow one invoice per month,

RP contracts in the eSDR are designed to also only generate one invoice per month.

Following is a description of how to navigate, with illustrations of the actual screens.
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Create Ready Payment Invoice for Service Dates: 7/1/2002 to: 73172002

Please confirm that you would like to generate a Ready Payment Invoice for:
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If the Provider has chosen
a contract that is identified
as “RP”, This will be the
next screen that represents
a Yearly Display of Ready
Payment information for a
contract.

In order to begin
processing a Ready
Payment Invoice, the
Provider chooses the Dates
of Service and will click on

This screen will verify the
Contract, Dates of Service
and Fiscal Year that have
been selected for
processing.

The Provider will click on
“Create RP Invoice” to
continue.
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The Provider will be
returned back to the Yearly
Display page and will click
on “View Details” to
continue.
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Dates of Service Contract Contract Lines Total Units Total Amount
7102002 ta 7i21/2002 350311 o1 0 50
Provider: North Shore ARC Vendor Code: 0422324160002

B4 Holten 5t

Danvers, MA 01923

978762 4878
Status INCP
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[return: Yearly Display]

m) Create Manual Line lem

This page displays the start of a
Ready Payment Invoice with
contract and provider
information displayed.

The Provider will then choose
to: Create an SDR, Create a
Cost Reimbursement
—expenditure (if applicable),
and/or Create a Manual Line
Item.
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Home | Review | Providers | Contracts | Billed Contracts | Alerts | Reports |
Support | Search | MMARS Interface | Account | Logout

Create New SDR

Step 1 - Choose Program associated with Contract 350311

Contract

Program

consumers Select

350311 Community Based Day Supports 3163 DAYS 34 [c

Selectthe program for which you're cresting the SDR.
When you'te ready to create the actual SDR, click "Create SDR."
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In most cases, the first step in
preparing the Ready Payment
Invoice is to enter consumer’s
attendance for the SDR.

A provider will choose the
Program and Unit Type and
click on “Next Step” to
proceed.
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Create SDR for Contract 100310

Step 2 - Choose SDR association with Unit Rate Contract or CR Attendance Reporting.

8DR Choices Select
15 the SDR you are going to create associated with a Unit-Rate Contract? If so, the rates should be displayed. ]
Is the SDR you are going to create associated with a Cost Reimbursement? If so, rates are set o zero. ($0.00) [

When you'te ready to create the actual SDR, click "Create SDR."

Cancel Create SDR
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The Provider will then
choose whether this SDR
has a Unit Rate associated
with it or if the Payment
will be processed as Cost
Reimbursement.




SDR: #32276] crosoft Internet Explorer

Ele Edit “iew Favoites Tools Help |

== Q [ s .

Back  Fowad  Slop  Refiesh  Home | Seach Favores History | Prit  Edit  Disouss The attendance for the
Address I@ http:#/crash: B030/ReadyPayment/SDR /sdr. aspPsdn 2TERRPID=12 @ 0Go | Links ® SDR is entered in the
DMR Region C Administrator Support | Search | MMARS Interface | Details: 350311 | Account | Logout same manner as the

[Fiter By =] | codes Provider: Morth Shore ARC Count: 34 main eSDR
s [[a] toror 2 | 3 application.

Home | Review | Providers | Contracts | Bille ntracts | Alerts | Reports |

=) SDR#:32276 Contract 350311 - 3163 (DAYS)

hec i unchect ]

- TI2M098 - 4182003 Units: 23

1 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29

1 101 1 1 1011 1 1 101 1 101 1 .

L X L XX X X X L S W ¥ XX LA The PrOVlder may
[

MARY (01) $83.23 & 58N 711988 - 41182003 Units: 23

5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

11 1 1 11 1 1 1 11 171 1 101 1711 11 1 -
4 | b

Su Ma Tu We Th Fr Sa
i ) s ol T = 2oty |

return to RP Invoice to
continue.

-
™~
w
-

[ I [ = s TE o TE [ =] |
I TE o[ = of T o [H o [ =l [=H o [ =G|
wl [ = ol [ & el [ = ol [ & « [ = wl [ = =l [ 5] Paten |
atl | Hl ozl T E 2] [ Azl [ S as] TR 2l | ] ]
w2 = TH = [H «f [ D Loveng
Unit Count: 0
Total Units = 782 Total Dollars = 65085.86 [callahan] - 5/21/2003 2:25:32 PM

|@_1 Done ,_,_,_ _!:: Local intranet
g Start| | # Joan Calshan -Inbox - Lot .| [E70MR eSDR: [Edit SD_.. | B Ready Payment Soreens d REWNHOE 222PM

21 DMR eSDR: [RP Invoice] - Microsoft Internet Explorer HE R

File Edit “iew Favortes Tooks Help
R S A e e The RP Invoice will
Back Fonyerd! Stap Refresh  Home Search Favorites  History Print Edit Discuss .

e ke now display the SDR
information that has

10/ FieadyPapment/RFlmvoi v/ FiFlnvoiceDisplay.asp R

DMR Region € Administrator Support | Search | MMARS Interface | Details: 350311 | Account | Logout

(@ ready Payment Reconciliation Invoice #12 - Contract 350311 [return: Yearly Display] been entered as Unlt X
RP Invoice Information for RP #12 :
Dates of Senvice Contract Contract Lines Total Units Total Amount Unlt Rate °
THIIN0Z t0 Ti312003 | 350311 0 782 B5085 86
Provider: North Shore ARC Wendor Code: 0422324160002 .
B Hofen 5t The Provider may add a
Danvers, MA 01923 . . .
978 72 4878
manual line item to this
Status INCP

RP Invoice at this time.
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A Manual Line Item can be
Creating a Manual Line Item for Ready Payment Reconciliation Invoice #12 - Contract 350311 Created for any adjustment to

Step 1 - Enter Criteria For Manual Line I[tem

Dates of Service From: 7/1i2002  Te: 7/31/2002 the RP InVOlCC except for
Dol Figure | SDR attendance changes.

Uit |

Description Rare Increase for 10 E

e e e es b Changes to attendance must
be done through the Yearly
o Discplay page as a UB/OB*

Kk
Enter the required Ready Payment Manual Line Iterm Information = Or Supplemental .
YWhen you're ready to create line item, click "Create Line Item” Cancel | Create Line tem == I

$10 per unic
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*A UB/OB transaction is a modification to an SDR that has been reviewed by
o " 2 . DMR. If a modification is made and units are removed from the original SDR,
a8 wnamresferei®) - then the transaction becomes a OB (Overbilling). If a modification is made and

units are added to the original SDR, then the transaction becomes a UB

7i1i2002 to 743172002 350311 (Underbilling).

Provider: North Shore A
B4 Holten 5t

Danvers, MA
978 762 48738

** A Supplemental transaction is an SDR for attendance where the consumer was
eppensamenem  2ded to the system AFTER the oriigianl SDR was reviewed by DMR.

Original ID Orig. Month/Year Date

32276 7r2002 A2

. If a consumer appeared on the original SDR, but no attendance was entered
then th&appropriate transaction is a UB not a Supplemental.

@ Manual Line Item Manual #11

Description: TOTar o, ATTTOUI: |
Rate Increase for 10 previously billed units at $10 per unit 10 20
L | After a Manual Line item

a is created, it will display
#Start| 0 Joan Callahan - Inbox - Lot..|[£]DMR eSDR: (AP Invo ] Ready Payment Sereens.d. .
on the RP Invoice

If the RP Invoice is
complete, the Provider
will click on the Status to
Submit the RP Invoice to
DMR.
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Submit RP#12 to DMR

Final Step Before Submission

Are you suUre you want to submit RP#12 to DMR?

Click"Submit' to send the RP to DMR. Cancel Submit
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Dates of Service Contract Contract Lines Total Units Total Amount
Ti2002 to 73172002 350311 o1 792 $65105.86
Provider: North Shore ARC Vendor Code: 0422324160002
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978 762 42878

Status SUBM

SDR # 32276: Service Rendered 772002 - Program 3163 DAYS
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The Provider will be asked
“Are you sure you want to
submit this RP to DMR.

If Yes, the Provider will click
“Submit”.

The Status will then be
changed to SUBM.

The Provider can then
return to the Yearly
Display page to View all
transactions and Status
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Ready Payment Reconciliation Invoice Information for Fiscal Year 2003 for Contract 350311

Rec'd

RP# Mnth

Status Dates of Service: OBfUB  Supp Posted Total
7Mi200210 77312002 OEfUE: Supp
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5/1/2003 to 5/31/2003

6/1/2003 to 6/30/2003

$65,105.86
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The Yearly Display
page will show all
information pertaining
to the RP contract.
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