Virtual Gateway Accommodation Rate Job Aid

Summary of Job Aid

You use AR/Service Delivery Reports (SDRs) to bill against Accommodation contracts. The AR Invoice is used
to bill for the total amount due for that month services. If you have AR contracts with the Department of
Developmental Services (DDS), you also need to submit a monthly SDR along with the AR invoice. The SDR
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 AR
invoice to EIM, where the service lines are validated.

This reference guide provides users with the steps to successfully bill for AR/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.

Note: See Logon Assistance Job Aid for more information on accessing the Virtual Gateway.

Adding an Accommodation Rate Invoice

1. Select the Billing module.
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Virtual Gateway Accommodation Rate Job Aid

Figure 1: Image of the EIM/ESM Module bar with a red box surrounding the 'Billing* module.
Case Management | Authorizations  Billina | Contracts | Credentials | Administration m Logout

2. Select Accommodation Rate Invoice Search from the navigation bar.

Figure 2: Image of the Accommodation Rate Invoice Search page.

Accommodation Rate Invoice Search

At least one search criteria must be entered

Contract Humber: l:l Fiscal Year:
Activity Code: | | Activity Name: | |
Provider Hame: | | Vendor Customer Code: | |

Date From:

et [ |
Invoice Reference Number: I:l

PRCICEC Document ID:

Invoice Status: || Select Below

[ Search ] [ Add Accommodation Invoice

3. Select the [Add Accommodation Invoice] button.
4. Pick a[Contract] from the drop down menu.
5. Select the [Contract] button.

Figure 3: Image of the Add Accommodation Rate Invoice page with selected contract displayed.

Add Accommodation Rate Invoice

*Contract: |BBBBAREMBUUUUUMUUZ—ZMB7C_ VH Select Contract

6. Enter [*Invoice Reference Number].

7. Enter [*Billing Period From] date. (Note: Use MM/DD/YYYY format.)
8. Enter [*Billing Period To] date. (Note: Use MM/DD/YYYY format.)

9. Select the [Save New Invoice] button.

Note: Asterisk (*) symbol indicates that the field is required.

Figure 4: Image of the Add Accommodation Rate Invoice page with required fields completed: Billing Period From, Billing
Period To, and Invoice Reference Number.

Add Accommodation Rate Invoice

“Contract:

9999AR20130000001002 - 2013 - CT |» |[ Select Contract ]

Corporate Name:  Provider 2 State Agency Name: | VG Training Org
Vendor Customer Code: hhe1002 *Invoice Reference Number: ||August REG Invoice
Service Contract Number:  $339ARZ20120000001002 Service Contract Amendment Number:
“Billing Period From: 080172012 = “Billing Period To: |[08/31/2012 =
Humber:
Supporting Documentation Type: || Select Below | Invoice Type: @ Accommodation Rate O Accommodation Rate
Supplemental
Service Delivery Report:

Tips:
e Invoices must be submitted sequentially by month (July, August, September, etc ...).

¢ If an organization needs to submit more than one invoice a month, a Supplemental invoice can be created.

Updating a Line Item (Daily or Monthly)
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Virtual Gateway Accommodation Rate Job Aid

From the Accommodation Rate Invoice Summary page.

1. Enter [Units] (Daily = Enter total number of billing days in month; Monthly = Enter 1 for the entire
month). Note: Depending on the contract you will enter daily or monthly unit(s). Locate the Unit
type field on the Invoice page to see whether you will daily or monthly.

Figure 5: Image of the Unit Type displayed as Daily.

Daily

Figure 6: Image of the Unit Type displayed as Monthly.

Monthhy

2. Select [Save Invoice].

Figure 7: Image of Accommodation Rate Invoice page with success message ‘'Invoice Updated Successfully’ displayed.

Accommodation Rate Invoice #541

Update Accommodation Rate Invoice

| Invoice Updated Successfully!!!

Corporate Name: Provider 2 State Agency Name: VG Training Org
Vendor Customer Code: hhs1002 Invoice Status: |Draft
Service Contract Number: |8883ARZ20130000001002 Service Contract Amendment Number:
Billing Period: | 08/01/2012 - 08/21/2012 *Invoice Reference Humber: ||August REG Invoice

Supporting Documentation Reference

Supporting Documentation Description:
HNumber:

Supporting Documentation Type: | Select Below | ¢ Invoice Type: Accommodation Rate

Service Delivery Report:

Activity:3153 Training Service Activity Accommodation Rate:1

)

$400,000.00

§25,205.47

‘AR Rate ‘ 1095.89 Daily

Total $400,000.00

§25,205.47

By checking this box, you hereby confirm that by clicking the “Authorize” or "Release” button below, you are providing data that iz complete and accurate in all respects, and that you have been given autherity by
[] |wour organization to submit such data through EIL. If after submission of this record you determine that it is incorrect, you can submit a supplemental transaction to correct it. Please see the user guide for instructions
on submiting supplemental transactions.

[ Save Invoice ][ Release Invoice ” Delete Invoice ]

Adding an Accommodation Rate Service Delivery Report (SDR)

Important Note for DDS Providers: DDS Providers are required to include an SDR with their AR Invoice.

All Other Providers: Contact your Agency Contract Manager to see if you need to include an SDR with your
AR Invoice.

Note: The SDR must be included with the AR Invoice in order for the payment to generate in EIM. If the SDR
is not created as part of the AR/SDR, you will not be paid for services. Agency may deny invoice if SDR is not
included.

After saving the invoice you now need to add the SDR before releasing/authorizing this invoice.
From the Update Accommodation Rate Invoice page,
1. Select[Accommodation Rate SDR] from the navigation bar.
2. Select [Add New Accommodation Rate SDR] button.
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3. Select [Activity] from drop-down list.
4. Select the [Select Activity] button.

Figure 8: Image of the Accommodation Rate Service Delivery Report page.

Invoice #541

Accommodation Rate Service Delivery Report

Contract Identifier/Number: 9999AR20130000001002 - 2013 - CT Contract Type: UNIT
Billing Period: |08/01:2012 - 08/21/2012

PY LR LR 3153-Training Service Activity i

Select Activity

Important Note: 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 the AR invoice
has been ‘authorized’ you cannot edit the SDR. You will need to enter and submit a Supplemental AR/SDR if
additions or corrections to the SDR are needed after the AR invoice is has been authorized.

Figure 9: Image of the Accommodation Rate Service Delivery Report page.

Invoice #541

Accommodation Rate Service Delivery Report

Contract Identifier/Number: 99 R20130000001002 - 2013-CT Contract Type: |UNIT
Billing Period: 08/01/2012 - 08/31/2012

0 Draft |

[ Add New Accommodation Rate SOR ]

Report Single Client Attendance

Important Note for DDS Providers: DDS Providers are required to include an SDR with their AR Invoice.

All Other Providers: Contact your Agency Contract Manager to see if you need to include an SDR with your
AR Invoice.

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

From the Accommodation Rate SDR page
1. Select the [Activity Code] link.

Figure 10: Image of the Accommodation Rate Service Delivery Report page.

Invoice #541

Accommodation Rate Service Delivery Report

9AR20130000001002 - 2013 - CT Contract Type: |UNIT
2012 - 0g/21Z0z

Contract Identifier/Number: |98
Billing Period: 08

] Draft |

[ Add New Accommodation Rate SOR ]
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The Accommodation Rate Service Delivery Summary page appears. This page displays a summary of all
enrolled clients associated with the contract.

Figure 11: Image of the Accommodation Rate Service Delivery Summary page.

Current Legation: Hifing! ACCOMDCATIDN REle MYCHe SHETCN > A2COMOUAN0N RALE INVCEE SUMMETY > ACEOMOCANDN Kale SDR 2, Fate 3DR summary
service Dalivery Report Involce #541
» Sarvice Delivery Summany ’
EScoiesEr T Assemmadation Rate Serviee Dellvery Summary
» S6IVICE Ueivery Pattem Comitraet [derd fier Humizer: 38 2098 -LT Cordrazt Type: [UNT
» lotes Hliilng Baelod: A%
“dert iy:|| Lhantligme ¥ \SE] Go To Fage Confaming Chent Last fame Stariing Wath: E]
lipe Abbr  |Clentl <7242 |Enrofimentlo: 18420 gir:u':n Wik Wi |51a1us:DrﬁH Prouidor Lacafun:Frocer 2. (250 SUB GRS 3133 Ty
AN I N N N N N N N N I I
Guyer Doty Cltent Ik 7215 [Coraliment Id: 10481 2:::;;: ;mmw 1““‘”"3‘ Fatus: Ot ‘Frw\iwrl.w:l?wm Frelier 2 ';;‘:'I':?i”“‘:'@“m‘ 18 - ey
| A I
Bodgs. Ben Client s 472031 [Bnroliment t 18223 :::‘”H:” pgaE TN giotya: raf, - [Provider Lesations Froviar 2 :‘:‘“_"‘E":rmm“‘m F1ER Tt
AN I N N N N N N N N N I I
Eraser, Emily Clent i 72150 |Enretiment 13421 :::::r: gmaluﬁys: gmlunue: Statmiratt  [Previger Logaion frvlisr ';gj:grﬁ‘?ﬁ’:‘f“‘m 18- Treinig
rrr r rrrr 1t rrrrrrrrr [ [ T T
Flower, Francis  [Gitent I 572157 |Envoliment t 18423 Fulost - Toal Dayer - Total Unkten (g oea  [Provider Lavations Prosker2 [/\OFA¥/BUD Agiitn 3133 Trriing
Gumbors (2 o Earvivs Aty
AN s e A
[ MetunTolreft | [ RoportServiee |
Grand Tofal Unlis: 0.00

Important Tips:

e You can sort the SDR by Client ID, Enrollment 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.

e |f 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 Enroliments:

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

e AR contracts with DPH, DTA or MRC: If a client enrollment is missing or should no longer appear on
the SDR, contact your organization contract manager or the point person for client enrollments in
EIM/ESM.

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.

Figure 12: Image of the Record Service Delivery page with attendance calendar displayed.
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Current Location: Biling: Accomeiation fate Wyoicn besicl = Accamoiation Rale Iroice Sammary = Aecamenation Babe L8 > Arcomodaton ate SO0 Surmary = Record Servics Delivery

Invoice #541

Contract # 9999AR20130000001002 - 2013 -CT

Geo To Page Contaning Chent Last Name Startng Vath: @
Ermigus Client Rararn 15 Summs. oF ezt Glignt
Apply Service Pattern Core Service Delivery Calendar #1
=== & sy B st s B ey Wi @ s
[(Sesaar] [(oassecian | | | =] =] =] s B
| servce cone e 5 0 =] i | s [ # O w0 [ n [
s Amsacuoc e O , n O w O s O w [ v O w O
- - | - - - - - -
|
w O = O n 0O Al n O w O » O
- | - - S - - -
!mll @ [ n [ # [ w [ s 0
| - g - v - v
Total units = [Eearar]
) addcn Service ) Core Service | Add] [__Copy Characteristics |
Save B View Previcus Client | [_save changes || Save & View Next Client |

Prgdoys Chaed | Petemmw summary | e Clisnt

Go Ta Fage Contssning Chant Last Name $tarmog Wit (=8

Service Codes Key

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

e Place a checkmark next to the individual billing date(s) or use the [Select All] button if you need to
bill all dates for the billing month.

Tips:

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 calendar.

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 code and select the [Select]
button.

e Enter the [Unit(s)].
e Select the [Attendance Status] from the drop down menu options.

e Select the [Apply] button.

6. Select the [Save Changes] button. A message appears, “Record has been updated successfully.”
Figure 13: Image of the Core Service Delivery Calendar #1 displayed.
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Previous Client Return to Summary Next Client
Apply Service Pattern Core Service Delivery Calendar #1
L] L] L] L] L] L] L]
| : : ; . . O
[ ]
RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY
e — Oz 8 9 10 & 12 O 13
sea]| [ ][ [ I[=
— - " RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY
Unt(s): "ne‘lr;?:;':‘ () O 14 15 16 17 18 19 O 20
[ [ ]
RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY
21 25 26 O 27
[ ] [ ]
RESBEDDAY RESBEDDAY RESBEDDAY RESBEDDAY
28 29
RESBEDDA
[ Clear Sclected_| [Clear &1
O agd-on service (O Core Service  [Add
[ Save & View Previous Client ] [ Save Changes ] [ Save & View Next Client ]
Previous Client Return to Summary Next Client

If additional Core calendars are needed,

7. Select the radio button next to [Core Service] and select the [Add] button.
Note: At this time AR/SDR does not use Add-on Service calendars.

8. 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.

Figure 14: Image of the Accommodation Rate Service Delivery Summary page.

Current Location: Billing: Accomodation Rate Invoice Search > Accomodation Rate Invoice Summary > ion Rate SDR > Rate SDR Summary
Service Delivery Report Invoice #621

» Service Delivery Summary »

» Service Delivery Headsr Accommodation Rate Service Delivery Summary

R20130000001002 - 2013 - CT Contract Type: UNT
012 -10/31/2012

» Service Delivery Pattern Contract Identifier Humber:
» Hotes Billing Period: 107

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 enrolled clients on the SDR.

Figure 15: Image of the Service Delivery Pattern page.
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Current Location: Baling: Accomadstion fate invalce Search » Azcomadation fate invalce Summary » Accomadaton fiate 08 » Accomosation fiate SOR Summary > $ervice Delhvery Pattern

Service Delivery Pattern
Contract # 9999AR20130000001002 - 2013 -CT

= Service Dallvery Hesder
« Service Delivery Panern

» llotes

Coniract identiNertiumber: SI§8AA201 30000001002 - 2013 - €T Contract Type: | UNT
tmng Period: 10012012 « 10712012
‘Activity | Tralming Saevice Acivey W Seiecs Actny
Each Service Dolivery Patier apands o a unique Service Bolivery Calondar, It pou do not wart 1o change any of the = an an exiating ealendar, plesse leave all fiokds bank, To apply aervice
delivery pattern, all Relds wi it dolivery patterm section mast be popuated

Core Service Delivery Pattern #1

Patsern Preference: [ sun CImon dTwe Cwed O thu Orn O st
Svvice Cosde: | Sewct Selow
Unita:

Anendance Status: | Seect Beiow (W

©) ad-on service ©) tare servce [A0d]

Client Salection

[(Semctan | [[Teaswct i | sarect ai ciemta chite. a1 wast soe comnt has to G seiecies Sefare Agahong patern) mcude Daenroaness Gais
] Adarren, Aty 18080 8

O Apple, Abty SIREINES 4z ATtz &1
O Duyer, ot w4z a72148

] Chase, Clairn 18432 amanen

] fodge, fan 184z T8

(] Eraser. Emily 184z aT215a

0 Flaver, Francs ([t T2

] i, Gill 12428 2180

=] Hasten, Hally [T¥e 2

=] inauana, irene ] 10428

m] Jacknon, Jarmns BRRBLEARE |1nazn

] Jntterson, Thomas AT 18020

i | Lemon, Laurle EECEEEEEH 18430

= rigute, Monica FEUREREED 143

] Teutel Linealn, Mary [ |1e10s

(=] \iashington, Ceorge 592999999 L] "

Searvice Codes Key

P Ser. anuals Wi need aadnonal supgerts

4 By B coce stathng of & redisetta) progras
ABLEVELY
ABLEVELY e BN jury (A81) Lavel 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.

Figure 16: Image of the Service Delivery Pattern page with the Activity section displayed.

Current Location: Billing: Accomodation Rate Invoice Search > Accomodation Rate Invoice Summary > Accomodation Rate SDR > Accomodation Rate SDR Summary > Service Delivery Pattern
Service Delivery Pattern
» Service Delivery Summary

» Service Delivery Header | Contract # 9999AR20130000001002 - 2013 -CT

» Service Delivery Pattern

» Notes | Contract Identifier/Number: 83984R20130000001002 - 2013 - CT Contract Type: UNT

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

*Activity | Training Service Activity [ve] (_Select Activiy |

3. Under the Core Service Delivery Pattern #1,

e 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.)

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

e Enter the [Unit(s)].

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

Status filled in.

Figure 17: Image of a completed Core Service Delivery Pattern #1 with Pattern Preference, Service Code, Unit and Attendance
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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 | SelsctAl
Service Code:
Units:
Attendance 5tatus:

O agd-on Service O Core Ser.'ice

4. Under Client Selection,
e Select the [Select All] if all clients on this SDR are reporting the same attendance pattern.

OR

e Place a checkmark next to each client that is reporting the same attendance pattern.
Note: If the Disenroliment Date needs to be included, remember to check the checkbox.

Figure 18: Image of the Service Delivery Pattern page with the Client Selection section displayed.

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

] Adams, Abby 599959599 18080 424070

4] Apple, Abby 559553595 18420 472142 c1
D Buyer, Bob 999999599 18421 472148

O Chase, Claire 959589589 18422 472148

Dodge, Dan 559588580 18422 472151

] Eraser, Emily 599959599 184322 472124

Flower, Francis 595553595 18425 472157

1] Glider, Gill 999599599 18428 472160

Hasten, Holly 959589589 18427 472183

] Indiana, Irene 559588580 18428 472188

Jackson, James 559559555 18428 472188

O Jefferson, Thomas 999593999 18080 454082

Lemon, Laurie 999599599 18430 472172

O Middle, Monica 959589589 1843 472175

(L] Todd Lincoln, Mary 599959599 18100 484108

] Vashington, George 9999599599 18101 g4z

5. Select the [Apply Pattern] button. Once the pattern has been applied, the system returns you to the
Service Delivery Summary page.

Figure 19: Image of the Accommodation Rate Service Delivery Summary page.

CUrrent Location: BIIliNG: ACCOMOCATION Rate INVOICE SEAren > ACCOMOATION RATe INVOIEE SUMMArY » ACEOMONATION R3te SIR > ACCOMONATION Rate SDR SUMMAry
Service Delivery Report Invoice #621
» Service Delivery Summary »
» Servive Delivery Hoadet Accommodation Rate Service Delivery Summary
» Service Delivery Pattern Contract Identificr Humbor: D093ARZ0120000001002 - 013 - CT Contract Type:|UNT
= Notes Billing Periad: 10/01/2012 - 10/31/2012
*Sort Ry: | Client Name | %, Go To Pags Containing Client Last Name Starting With: I:l
Dudget : : rSub- -
Apple, Abby Clientlds 472142 |Enroliment Id: 12620 - TowlDays: |TOWIUNIS! | opiicinraft | Provider Location: Proviger2 | <CHVIEY/SUR-ACTIVIGE: 2153 - Training
Number: (22 22 Service Activy
ool ‘ . ‘ ‘ ‘ ‘ ‘ . ‘ ‘ ‘ . ‘ ‘ ‘ | ‘ ‘ ‘ ‘ ‘ . ‘
1 et per [ e 1oper fer per [xa o1 [t k1 et x ot et et fer [wa o1 |x1 [
Y

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.
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Reporting the SDR

Once all of the attendance information has been added for the bhilling 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 the AR invoice has
been ‘authorized’ you cannot edit the SDR. You will need to enter and submit a Supplemental AR/SDR if
additions or corrections to the SDR are needed after the AR invoice is has been authorized.

Figure 20: Image of the Accommodation Rate Service Delivery Summary page with the '‘Return to Draft' and 'Report Service'
buttons displayed at the bottom of the page.

Indiana, Irene Client Id: 472188 Enrollment ld: 12428 Budget QT Rl Status: Draft Provider Location: Provider 2 Act\\.'ity-'Sub-Activity: SRS
. Humber: ] 0 Service Activity
N N N N N N N Y B
[ Return To Draft ] [ Report Service ]

Grand Total Units:|23.00

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

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

Figure 21: Image of the Accommodation Rate Service Delivery Report page with the SDR in a Reported status.

Current Location: Billing: Accomodation Rate Invoice Search > Accomodation Rate Invoice Summary > Accomodation Rate SDR

dation Rate Invoice Invoice #601

Ace

» Accommodation Rate Service Delivery Report

Contract Identifier/lumber: | $9894R20130000001002 - 2013 - CT Contract Type: UNT
Billing Period: 09/01/2012 - 09/20/2012

128 [Reported

The final status for an SDR attached to an Accommodation Rate invoice is “Reported.”

Saving, Deleting, and Releasing an Accommodation Rate Invoice

Save an Invoice:
If you have updated the invoice and want to save it:
1. Access the Accommodation Rate Invoice Summary page.
2. Update the [Units], as necessary.
3. Select the [Save Invoice] button. You will receive a confirmation message at the top of the page.

Figure 22: Image of the Accommodation Rate Invoice Summary page with the message ‘Invoice Updated Successfully’
displayed.
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Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Invoice Summary

Accommodation Rate Invoice Accommodation Rate Invoice #621
» Summary »
» Accommodation Rate SOR | Update Accommodation Rate Invoice

‘ Invoice Updated Successfully!!

Corporate Hame: |Provider 2 State Agency Hame: |VG Training Org
Vendor Customer Code: |hhs1002 Invoice Status: |Draft
Service Contract Humber: |9935AR20130000001002 Service Contract Amendment Number:

Billing Period: 100172012 - 10/31/2012 “Invoice Reference llumber:
Humber:
Supporting Documentation Type: | Select Below | Invoice Type: | Aczommodation Rate

Service Delivery Report:

Activity:3153 Training Service Activity Accommodation Rate:1

21 ‘AR Rate ‘ 109589

Daiy |20 | £400,000.00 | $324,383.59

21 51FSU| $302,485.79

[Total | | 5400,000.00 | 52242835 | 521,917.60 | 5302,46575 |

8y checking this box, you hereby confirm that by clicking the “Authorize” or “Release” bution below, you are providing data that s complete and accurate n al respects, and that you have been given authority by
[your erganization to submit such data through EM. If after submission of this record you determine that tis incorrect, you can submit a supplemental transaction to correct &, Please see the user quide for instructions
on submiting

| o

Save Invoice | [ Release Invaice | [ Delete Invoice |

Delete an Invoice:

If you have to delete an invoice:
1. Access the Accommodation Rate 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.

Figure 23: Image of the Accommodation Rate Invoice Summary page with the delete message 'Are you sure you want to delete
this record? Please click “Confirm Delete” to delete the record or “Cancel Delete” to cancel the operation® displayed.

Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Invoice Summary

Accommodation Rate Invoice Accommodation Rate Invoice #621
» Summary »
» Accommodation Rate SDR | Update Accommodation Rate Invoice
Are you sure you want to delete this record? Please click "Confirm Delete” to delete the record or "Cancel Delete” to cancel the operation.
Corporate Name: | Provider 2 State Agency Name: VG Training Org
Vendor Customer Code: hhs1002 Invoice Status: Draft
Service Contract Number: |$88%4R20130000001002 Service Contract Amendment Number:
Billing Period: |10/01/2012 - 10/21/2012 “Invoice Reference Number:
Sopparing pocumentaton 7]
e Supporting Documentation Description:
Supporting Documentation Type: || Select Below | Invoice Type: Accommodation Rate

Service Delivery Report: ‘ ‘

Activity:3153 Training Service Activity Accommodation Rate:1

521 ‘AR Rate ‘ 1085.88

Daiy [20 | $400,000, Uﬂ‘ 521,917 su|

[Total [ [ 5400,000.00 | 521,917.80 |

By checking this box, you hereby confirm that by clicking the “Authorize” or “Release” butten below, you are providing data that is complete and accurate in allrespects, and that you have been given authority by
vour organization to submit such data through EIM. If after submission of this record you determine that it is inCOrTect, you can submit a supplemental transaction to correct . Please see the user guide for instructions
on submitting

| -

[__Release Invoice | [ cCancelDelete | Confirm Delete |

Release an Invoice:
If the invoice is ready to be released (if it is correct and ready to be authorized):
1. Access the Accommodation Rate Invoice Summary page.

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

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

April 29, 2013 R5.4.4 v1 Accommodation Rate Job Aid Commonwealth of Massachusetts
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Figure 24: Image of the Accommodation Rate Invoice Summary page with the message ‘'Invoice Released Successfully*
displayed.

Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Inveice Summary

Accommodation Rate Invoice

Accommodation Rate Invoice #621

» Summary
» Accommodation Rate SDR |

Update Accommodation Rate Invoice

‘ Invoice Released Successfully!l!

Corporate Name:
Vendor Customer Code:
Service Contract Number:

Billing Period:

Provider 2

hhs1002
99994R20120000001002
10/01/2012 - 1042172012

pporting Documentation

Number:

Supporting Documentation Type:

Select Below ¥

State Agency Hame: |VG Training Org
Invoice Status: |Ready
Service Contract Amendment Humber:

Ainvalce Reference lumber:
Supporiing Dosumentation beseriptiors ||

Invoice Type: Accommodation Rate

Service Delivery Report: ‘ ‘

Activity:3153 Training Service Activity Accommodation Rate:1

s21 51?5n|

521 ‘ARRBI& | 1095.89 Daily (|20 | 5400,000. nu‘

[Total | |

5200,000.00 | 521,817.80 | 5302,265.75 |

By checking this box, you hersby confirm that by ciicking the “Authorize” or “Release” butten below, you are providing data that is complete and accurate in all respects, and that you
your organization to submit such data through EI. If after submission of this record you determine that t i incorrect, you can submit a supplemental fransaction to correct it Please 3
on submiting transactions

<n given authority by
ser guide for instructions

|

(__savelnvoice | Authorize Invoice | [ Disapprove Invaice |

Disapproving and Authorizing an Accommodation Rate Invoice

Disapprove an Invoice:
To change the status of an invoice with an error from ready to draft:
1. Access the Accommodation Rate Invoice Summary page of a released invoice.
2. Select the [Disapprove Invoice] button. This will return the invoice to a Draft status.

Figure 25: Image of the Accommodation Rate Invoice Summary page with the Disapprove Invoice button displayed.

Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Invoice Summary

Accommodation Rate Invoice #621

Accommodation Rate Invoice

» Summary
» Accommodation Rate SDR |

Update Accommodation Rate Invoice

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

Vendor Customer Code: |hhs1002

§9984R20130000001002

Invoice Status: | Draft

Service Contract Number: Service Contract Amendment Humber:

invoice Reterence Humber:
Supmorting Documentation Description: ||

Invoice Type: Accommodation Rate

Billing Period: | 10/01/2012 - 1073172012

Supporting Documentation Reference l:l
Number:

Supporting Documentation Type: || Select Beiow (v

Service Delivery Report:

Activity:3153 Training Service Activity Accommodation Rate:1

621 |AR Rate ‘ 108589 ‘ Daiy |20 | S400,000.00 ‘ s21,817.80 ‘ 5302,465.79

[Total | | £400,000.00 | 52181780 | $302,465.79

By checking this box, you hereby confirm that by cicking the “Authorize” or “Release” button below, you are providing data that is complete and accurate in all respects, and that y
[vour organization to submit such data through EIM. If after submission of this record you determine that it is incorrect, you can submit a supplemental transaction to correct it Pleas
on submitting

been given authorky by
e user guide for instructions

| ©

Savelnvoice | [ Authorize Invoice | [ Disapprove Invaice |

Authorize an Invoice:
If the invoice is ready to be authorized and submitted:
1. Access the Accommodation Rate 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.

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

Figure 26: Image of the Accommodation Rate Invoice Summary page with the message ‘Invoice Authorized Successfully*
displayed.
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Accommodation Rate Job Aid

Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Inveice Summary

Accommodation Rate Invoice

Accommodation Rate Invoice #621
» Summary

»
» Accommodation Rate SDR | Update Accommodation Rate Invoice

‘ Invoice Authorized Successfully!t!

Corporate Name: |Provider 2
Vendor Customer Code:  hhs1002
Service Contract Number: | 95534R20120000001002
Billing Period: |10/01/2012 - 102172012
Supporting Documentation Reference
Humber:
Supporting Documentation Type:

service Delivery Report:

State Agency Hame: |VG Training Org
Invoice Status: |Passed
Service Contract Amendment Humber:
“Invoice Reference Humber: |October

Supporting Documentation Description:

Invoice Type:| Accommedation Rate

Activity:3153 Training Service Activity Accommodation Rate:1

521 ‘AR Rate | 1085.89

Daity ([20 | 5£00,000.00 ‘ 532438359

s21 517.50|

$302,465.79

[rotal [ [ 5200,000.00 | $324,383.56 | 521,.817.30 |

5302,465.79 |

Searching for an Accommodation Rate Invoice

Search for an Accommodation Rate Invoice/SDR:

1. Select the [Billing] module.

2. Select the [Accommodation Rate Invoice Search] from the left navigation menu.
The Accommodation Rate Invoice Search page appears.

Figure 27: Image of the Accommodation Rate Invoice Search page.

Current Location: Billing: Accommodation Rate Invoice Search

Claims

» Claim Search

| Accommodation Rate Invoice Search

» Invoice Search

‘ At least one search criteria must be entered

» Accommodation Rate Invoice Search

> Contraottumbers |

» Ready Pay Invoice Search

» Explanation of Benefits (EOB)

» Service Delivery Report Search

e |
PRC/CEC Documentin: | |

Fiscal Year:
Activity Hame:
Vendor CustomerCode: | |
wore [ TH

invoice Reference Number: | |

[(search || Add Accommodation Invoice

3. 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.

4. Select the [Search] button.
Figure 28: Image of the Accommodation Rate Invoice Search page with results displayed.

Current Location: Billing: Accommodation Rate Invoice Search

Claims Accommodation Rate Invoice Search

» Claim Search |

s invoice Search | Comracthumber: |
» Accommodation Rate Invoice Search »

werom |
pRoiCEC Documertin: ||

Fiscal Year:
Activity Name:
Vendor Customer Code: | |
pateto: [ |EH
invoice Reference humber: ||

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

search | [ Add Accommodation Invoice

Search Results

[Activity Hame: Service Date From Service Date To Vendor Customer Code Contract Number Invoice Status
Training Service Activity [10m172012 1063172012 hhs1002 99884R20120000001002 - 2013 - CT [oratt

| Display 1to10f 1]

5. Select the [Activity Name] link.

The Accommodation Rate Invoice Summary page appears including information about the invoice you
selected.

Figure 29: Image of the Accommodation Rate Invoice Summary page.
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Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Inveice Summary

Accommodation Rate Invoice Accommodation Rate Invoice #621
» Summary »
» Accommodation Rate SDR | Update Accommodation Rate Invoice
Corporate Name:  Provider 2 State Agency Hame: VG Training Org
Vendor Customer Code:  hhs1002 Invoice Status: Passed

0130000001002 Service Contract Amendment Humber:

Service Contract Number:
Billing Period: 10/01/2012 - 10/21/2012 “Invoice Reference Number:  October

Supporting Documentation Reference
Number:

Supporting Documentation Type: Invoice Type: Accommedation Rate

Service Delivery Report:

Supporting Documentation Description:

Activity:3153 Training Service Activity Accommodation Rate:1

21 ‘,;ans ‘ 1c9559| Daily [[20 | s400, ccccc‘ s32 21917 5c|

s21,917.80 |

[Total [ | 5400,000.00 | $32¢,383.59

Reminder: To view the SDR, select Accommodation Rate SDR from the left navigation menu.

Supplemental Accommodation Rate Invoice

Adding a Supplemental Accommodation Rate Invoice:
1. Select the [Billing] module.
2. Select [Accommodation Rate Invoice Search] from the left navigation bar.

Figure 30: Image of the Accommodation Rate Invoice Search page.

Accommodation Rate Invoice Search

Atleast one search criteria must be entered

Contract Humber: I:l Fiscal Year:

| Activity Name: | |

Activity Code:

Provider Name: | | Wendor Customer Code: | |

e —
Invoice Reference Number: I:l

Date From:

PRCICEC Document ID:

Invoice Status:

[ Search l [ Add Accommodation Invoice

3. Select the [Add Accommodation Invoice] button.
4. Pick a[Contract] from the drop down menu.
5. Select the [Contract] button.

Figure 31: Image of the Add Accommodation Rate Invoice page with selected contract displayed.

Add Accommodation Rate Invoice

*Contract: || 8988AR20130000001002 - 2013 - CT | v | [ Select Contract

6. Enter [*Invoice Reference Number].

Enter [*Billing Period From] date. (Note: Use MM/DD/YYYY format.) Reminder: When creating a
supplemental invoice, enter the correct billing month you're trying to correct.

8. Enter [*Billing Period To] date. (Note: Use MM/DD/YYYY format.) Reminder: When creating a
supplemental invoice, enter the correct billing month you're trying to correct.

9. Select the [Accommodation Rate Supplemental] radio button.
10. Select the [Save New Invoice] button.
Note: Asterisk (*) symbol indicates required field.

Figure 32: Image of the Add Accommodation Rate Invoice page.

April 29, 2013 R5.4.4 v1 Accommodation Rate Job Aid Commonwealth of Massachusetts
Page 14 of 19 Executive Office of Health and Human Service



Virtual Gateway

Accommodation Rate Job Aid

Current Location: Billing: Accommeodation Rate Invoice Search > Add Invoice

Add Accommodation Rate Invoice

Accommodation Rate Invoices

» Accommodation Rate Invoice Search

»

*Contract: 4R20120000001002 - 2013 - C

T [»|| Select Contract

Corporate Hame: | Providr 2
Vendor Customer Code: hhs1002
Service Contract Number: | §589ARZ0130000001002
*Billing Period From: || 10/01/2012 E
Supporting Documentation Reference
Number:
Supporting Documentation Type: | Select Below [

Service Delivery Report:

State Agency Hame: VG Training Org
“Invoice Reference Humber: || October Supp
Service Contract Amendment Humber:

*Billing Period To: || 103172012

E

Supporting Documentation Description:

O Accommodstion Rate (2) Accommodation Rate

Invoice Type:
Supplemental

Save New Invoice

From the Accommodation Rate Invoice Summary page.

Note: Depending on the contract you will enter daily or monthly
page to see whether you bill at a daily or monthly rate.

12. Select the [Save Invoice] button.

11. Enter [Units]. This should be the adjusted number of units for the billing month. For example, if you
originally billed for 31 days and it should be been for 29 days, you would enter -2 in the Units field.

Figure 33: Image of the Accommodation Rate Invoice Summary page with message 'Invoice Udpated Successfully' displayed.

unit(s). Locate the Unit field on the Invoice

Current Location: Billing: Accommodation Rate Invoice Search > Accommodation Rate Invoice Summary

Accommodation Rate Invoice #641

‘Accommeodation Rate Invoice

» Summary
» Accommodation Rate SDR |

Update Accommodation Rate Invoice

| Invoice Updated Successfully!!

Corporate Name: | Provider 2
Vendor Customer Code:

Service Contract Number: 2013000001002
Billing Period: 10/01/2012 - 10/21/2012

Supporting Documentation Reference
Number:

Supporting Documentation Type: | Select Below |+

Service Delivery Report:

Activity:3153 Training Service Activity Accommodation Rate:1

State Agency Name: |G Training Org
Invoice Status: |Draft
Service Contract Amendment Number:

“Invoice Reference Number: [October Supp

Supporting Documentation Description:

Invoice Type:| Accommogation Rate Supplemental

641 ‘.;R Rate ‘ 1088 se| Daly |-2

‘ $400,000.00 ‘

[Total |

| 5400,000.00 |

e

your organization to submit such data through EIM. 1f after submission of this record you determine that
on submitting supplemental transactions

By checking this bex, you hereby confirm that by clicking the “Authorize™ or “Release” button below, you are providing data that is complete and accurate in all respects, and that v

ven authority by

itis incorrect, you can submit a supplemental ransaction to correct . 7 & user guide for instructions

|_savenvaice |[ ReleaseInvaice ][ Delete Invoice |

Supplemental Accommodation Rate Service

Delivery Report (SDR)

SDR is not created as an AR/SDR, you will not be paid for services

From the Update Accommodation Rate Invoice page,
1.
2.
3.

4. Select the [Select Activity] button.
Figure 34: Image of the Accommodation Rate Service Delivery Report page.

Select [Add New Accommodation Rate SDR] button.

Select [Activity] from drop-down list.

Important Reminder for DDS Providers: You are required to include an SDR with your AR Invoice.
Note: The AR/SDR must be included with the AR Invoice in order for the payment to generate in EIM. If the

After saving the invoice you now need to add the SDR before releasing/authorizing this invoice.

Select [Accommodation Rate SDR] from the navigation bar.
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Current Location: Billing: Accomodation Rate Invoice Search > Accomodation Rate Invoice Summary > Accomodation Rate SDR

Accommodation Rate Invoice Invoice #661
» Summary
» Accommodation Rate SOR » Accommodation Rate Service Delivery Report

Contract Identifier/Number: R20130000001002 - 2013 - CT Contract Type: |UNIT

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

0 Draft |

[ Add llew Accommodation Rate SDR ]

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 the AR invoice has been
‘authorized’ you cannot edit the SDR. You will need to enter and submit a Supplemental AR/SDR if additions
or corrections to the SDR are needed after the AR invoice is has been authorized.

It is important to remember that if you Release and Authorize your AR invoice and have not marked the SDR
as Reported; the SDR will not appear on the Printed AR Report. If changes/modifications are needed, a
Supplemental AR Invoice/SDR will need to be entered.

Reporting Services on a Supplemental SDR — SDR Not Reported

From the Accommodation Rate Invoice Summary page.
1. Select the [Client Name] link to view the client SDR calendar.
The calendar will display blank when you first come onto the page.

Figure 35: Image of the Record Service Delivery page with View Previous Service Delivery Reports button displayed.

Current Location: Billing: Accomodation Rate Invoice Search > Accomodation Rate Invoice Summary > Accomodation Rate SDR > Accomodation Rate SDR Summary > Record Service Delivery

Service Delivery Report Invoice #661
» Service Delivery Summary »
» Service Delivery Header Contract # 9999AR20130000001002 - 2013 - CT
» Service Delivery Pattern
» Notes Contract ldenfifierNlumber:|9998AR20130000001002 - 2013 - CT Contract Type: UNIT
Record Service Delivery for Client #472142 : Abby Apple - Enroliment Id # 18420
Billing Period:|10/01/2012 - 10/31/2012 Location: Pr
Enrollment From:| 08/01/2012 Enrollment To: 0
Total Service Days: 0 Total Units: 0

Voided Units:|0

Budget Number: | Select Below |V Service Item Status: Draft

Comments:

[ View Previous Service Delivery Reports ]

Previous Client Return to Summary [ext Client

Apply Service Pattern Core Service Delivery Calendar #1
L] 0 0 ] L] 0

[
Os

01 02 O 04 Os
[ IE & [ e I [ E

Select All Deselect All ‘

-

2. Select the [Previous Service Delivery Reports] button to access the SDR calendar.

Figure 36: Image of the Record Service Delivery page with the Previous Service Delivery Reports displayed along with the Save
Changes, Copy and Void buttons.
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Current Location: Billing: Accomodation Rate Invoice Search > Accomodation Rate Invoice Summary > Accomodation Rate SOR > Accomodation Rate SDR Summary > Record Service Delivery

Service Delivery Report Invoice #641
» Service Delivery Summary »
» Servioe Delivery Header Contract # 9999AR20130000001002 - 2013 - CT
» Service Delivery Pattern
» Hotes Contract Identifier’Number: 9999AR20130000001002 - 2013 - CT Contract Type: | UNIT
Record Service Delivery for Client #472142 : Abby Apple - Enroliment Id # 18420
Billing Period: 10/01/2012 - 10/31/2012 Location: Provider 2
Enroliment From: 08/01/2012 Enrollment To: 07/31/2013
Total Service Days: 23 Total Units: 23

Voided Units: 0

Budget Number: | Select Below |V Service ltem Status: Draft

Comments:

Previous Service Delivery Reports

Status:Draft ‘TDI!I Days: 22 ‘Tola\ Units: 22 ‘deed Units: 0 ‘ Claimed Total monthly amount: $2,200.00 |Submiss\on Date: ‘

RESBEDDA
Y

X1 X1 [x1|x1 X1 [x1 |x1 [xa 1 e P e xa X1 [x1 [x1o|x1 |x1 X1 [x1 |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.

3. If you need to Void the reporting of services (incorrectly entered on the regular SDR), then you
would select the [Void] button. Note: If you VOID the previous month’s services you cannot delete
the SDR/Invoice.

4. To copy this data, select the radio button next to Service Code and then select the [Copy] button.
This will copy all of the attendance from the previous SDR onto the Core Calendar listed below.

Figure 37: Image of an updated Core Service Delivery Calendar #1 displayed.

Previous Client [ Return to Summary ] Iext Client
Apply Service Pattern Core Service Delivery Calendar #1
| | [] | | [] | | [] | |
| O 02 O Bl Os O
[ ]
RESBEDDAY  Draft | RESBEDDAY  Draft | RESBEDDAY Draft | RESBEDDAY  Draft | RESBEDDAY Draft
Servics Code: Or Os O O 10 On O 12 O
Gl
S| I [ 1[&
RESBEDDAY Draft | RESBEDDAY  Draft | RESBEDDAY Draft | RESBEDDAY  Draft | RESBEDDAY Draft
s Atte: -
:lu"mu A“s“t:::c“ ) 014 01 O s 07 L1 18 O 1 O
[ ] [ ]
RESBEDDAY Draft | RESBEDDAY  Draft | RESBEDDAY Draft | RESBEDDAY  Draft | RESBEDDAY Draft
O 21 F 2 [ 23 [ 24 [ 25 [ 25 O a7
[ ] [ 1]
RESBEDDAY Draft | RESBEDDAY ODraft | RESBEDDAY Draft | RESBEDDAY  ODraft | RESBEDDAY Draft
0 2 O 2 [ 30 O 31
[ ]
RESBEDDAY Draft | RESBEDDAY  Draft | RESBEDDAY Draft
et [ cearsekcted ] [ClearAl]
O add-on service O Core Service
Save & View Previous Client ] [ Save Changes ] [ Save & View Next Client ]
Previous Client Return to Summary Ilext Client

5. Verify that the attendance is correct, and then select the [Save Changes] button.
A system verification message will appear on the page.
6. Select the [Save & View Next Client] or [Return to Summary] page.

Figure 38: Image of an updated Accommodation Rate Service Delivery Summary page.
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Current Location: Billing: Accomodation Rate Invoice Search > Accomedation Rate Invoice Summary > Accomedation Rate SDR > Accomedation Rate SDR Summary
Service Delivery Report Invoice #641
» Service Delivery Summary »
» Service Delivery Header Accommodation Rate Service Delivery Summary
» Service Delivery Pattern Contract Identifier Number:| 20994R20120000001002 - 2012 - CT Contract Type: UNT
ElotEs Billing Period: 1010172012 - 10312012
*Sort By: | Clent Name (v Go To Page Containing Client Last Name Starting With:
Budget . . ity - sity: 2152 - T
Adams, Abby Client Ids 464070 |Enrollment Ief 18060 = Total Days: |TotalUnits: g0 c: braft  |Provider Location: Providerz | CiVIty/Sub-Activity: 3153 - Training
Number: [0 [ Servios Adtiviy
Budget : . JityiSub-Activity: 2152 - T
Apple, Abby Clientld: 472142 |Enrollment Ik 18420 G TotalDays: \TotalUnits: |\ nrat  |Provider Location: Froviger2 | AeHVity/Sub-Activity: 2152 - Training
Number: |22 z Servics Activiy
RESBEDDA | ‘ < b ‘ ) < b ‘ ) ) ‘ )
K1 51 51 X1 51 el LSRN 51 51 ES N X1 LSRN LI P 51 el X1 K1 51 51
Y

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

Figure 39: Image of the '‘Return to Draft' and 'Report Service' buttons that appear at the bottom of the Accommodation Rate
Service Delivery Summary page.

Return To Draft ][ Report Service

Grand Total Units: 23.00

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

Reminder Note: Once the Supplemental SDR has been reported, you must also remember to
Release and Authorize the Supplemental AR Invoice.

Frequently Asked Questions (FAQSs)

1. How do | know if | need an AR-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.

2. How do | attach an AR-SDR?

e While the AR invoice is still in draft status select the “Accommodation Rate SDR” link from the left
navigation menu. Select the “Add new Accommodation Rate 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 Accommodation Rate Job Aid for step-by-step instructions.

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

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

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

e You will need to create a supplemental AR Invoice for the month in question, enter “0” for the number
of units, select the "Accommodation Rate SDR” link from the left navigation menu; Select the “Add
new Accommodation Rate 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 Accommodation Rate
Job Aid for step-by-step instructions.

5. The agency stated that | did not include an AR-SDR with my invoice, but | see the SDR

April 29, 2013 R5.4.4 v1 Accommodation Rate Job Aid Commonwealth of Massachusetts
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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 AR Invoice for the
month in question, enter “0” for the number of units, select the "Accommodation Rate SDR” link from
the left navigation menu; Select the “Add new Accommodation Rate 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 Accommodation Rate Job Aid for step-by-step instructions.

6. My AR 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 AR Invoice for the month in question, enter “0” for the number
of units, select the "Accommodation Rate SDR” link from the left navigation menu; Select the “Add
new Accommodation Rate SDR” button. Select your Activity from the drop-down menu and select the
“Select Activity” button. Populate the SDR and process the invoice. Select the Enroliment 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 Accommodation Rate 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/vqg).

e 136 Accommodation Rate Billing
e Additional EIM/ESM Provider Job Aids are found at:

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

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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