Virtual Gateway Add/Edit Participating Organization Job Aid

+Manage Enrollment Locations (MEL) Overview

The Manage Enroliment Locations (MEL) functionality allows providers the ability to enter monthly SDR data more
efficiently. Providers identify sites or locations within their organization where services are delivered to clients.
These locations are set up in EIM so that client can be enrolled into the contracts.

The Manage Enrollment Location (MEL) functionality is two-fold:

1. Add/Edit Participating Organization: Each fiscal year all providers must update the Participating
Organization section of their contracts so that they can enroll and bill clients in EIM. If the ‘Billing’ and
‘Enrolling’ checkboxes are not checked for each location associated to the contract, providers cannot enroll
clients and thus cannot bill for services. This is a beginning of the fiscal year task that all providers are
responsible for.

2. Assign Enrollment Locations: All interfaced client enroliment records (new or modified; providers who have
contracts with DDS and DMH) from an agency enrollment systems (e.g., Meditech) appear in EIM at the
parent level of the organization. If a provider organization wants a client enroliment record to specify the
location that a client is receiving services at, they must assign the location to the client enrollment record in
EIM. Providers who have EIM contracts with DPH, MRC, and/or DTA manually enroll their clients into ESM
and assign the client to the location at the time of enrollment.

e Provider Organizations who bill in a Centralized method this step is optional. Centralized billing is
managed and processed at the parent level of the organization. Billing staff will see all client
enroliments on the monthly SDR if they bill in this manner. Organizations who utilize Centralized
billing have the ability to assign client enrollment records to specific locations, if desired.

e Provider Organizations who bill in a Decentralized method, this step is very important. If the client
enrollment is not assigned to a location, billing staff at the specified locations will not see the client on
their monthly SDR due to how their security roles have been setup. Provider Organizations who bill in
a decentralized method are not allowed to see the client enroliments for any location other than their
own. So when client enrollment records come into EIM at the parent level of the organization only
billing staff at the parent level can see those records unless the record is assigned to a specific
location.

Search for Contract

1. Select the Contracts module.

|lmm Contracts _Credentials | Report | Help | Logout |

From the Contract Search page,

2. Type [Vendor Contract Number] in the Vendor Contract Number field.
Reminder: You can search for a contract using the wildcard (%) symbol.

Note: Contracts must be in a status of “Active” before a Participating Organization can be added.
You can also search for a contract by Status. Select “Active” from the drop-down menu.

3. Select the [Search] button.
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Current Location: Contracts: Contract Search

Contract Search
» Contract Search »

Provider Organization: |

Vendor Customer Code: I
Fiscal Year: IZD]Q
Contract Type: ISeIecl Below .

Master Contract Number: |

Status: I Select Below .

Activity: | MA Number: |
Activity Code: I Unit Code: I
Vendor Contract Number; :I|1 23% I

=l

4. To select the desired contract, click the [Contract Number] link.
Search Results

12345678001 23DS0000M - 2018 - CT

Frovider *5Z Corp

UNIT Active $374,707.03
12312323123 DDS3700H - 2019 - CT Frovider =42 Carp UMIT Initizl S63 654 .48
100000000000DDS3703H - 2019 - CT Provider x5 Corp UNIT / Active 578, 469.16

| Display 1 to 3of 3 | /

Note: Contracts must be in a status of “Active” before a Participating Organization can be
added. Agency staff is responsible for activating contracts in EIM. If a contract is not in an
“Active” status, contact your Agency Contract Manager.

Add/Edit Participating Organization

The Contract Number will display at the top of the page and allows a Provider Organization to
view/assign Provider Locations to a contract.

From Contract Summary page,

1. Click [Participating Organizations] from the Navigation menu.
2. Click the [Add/Edit Organizations] button.
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Add/Edit Participating Organization Job Aid

Current Location: Contracts: Contract Search > Contract Summary > Participating Organizations

» Contract Summary

| Contract# 1234567890123DS000M -2019 -

CT Provider XYZ Corp

# Fund Allocations

Master Confract Number: | 11234567890 12305000
Fiscal Year: 2019
MMARS Version Number: 24

» Amendments

» Accommodation Rate

» Unit Allocations
» Affiliates

» Request Amendment

Activity Code
3285

Activity Name
3285- Day Habilitafion Supplement

Note:
This is a Read-only page.

» Activities

I » Participating Qrganizationgp|
» Account Mapping Rules

Add Participating Organization

Decentralized Billing [_]

Parent Organization Billing
Provider XY7 Boston MA Provider XY7
Corp * Corp

Enrolling

3285

| Display 1 to 1 of 1 |

|  AddiEdit Organizations ||

selected.

fields on this page:

participating organization roles for this contract.

SDR by location.

The Participating Organization page becomes editable once the [Add/Edit Organizations] button is

The Participating Organization page displays two sections that provide additional descriptions of the

Activity Code: A listing of Activity Codes and Activity Names associated with this contract.

Keys: This key provides definitions that will assist users in understanding how to implement the

the ability to bill for services on

enter and enroll clients in ESM. It

o Decentralized Billing: By checking this box, you are restricting users at specific locations to only
see clients on the SDR for their location.

¢ Billing: By checking this box, users at this location will have
SDRs and /or Invoices.

e Enrolling: By checking this box, this allows organizations to

also allows users to assign locations to enrollments to facilitate decentralized billing or to sort an

—
aticns = Add/EDT Participating Organ cation

Current Lo

f Contract Search = Conlract Surmmary = Parieating Oroamiz

I Contract# 12345678909876543210 - 20110 - CT - Provider X¥Z Corp I

010 CT
2010 Contract

Manter Contract e

Fimcal Yaar:

MMARS Vorsion Humber: 1

This key provides definitions
that will assist users in
undemtanding how to
implemant the wles.

Enroling

Add Participating Organization

Dacantralized Dinnag |

- Mot

=
=
=
=
=
=
=
=
T

Provider XvE - Oal S
ETTd

a|a|aaaa|aala

the abilty to bl Tar =

s to snter and anrcl chents in D5 E
snrolmants to faciRate decentralzed

713(3|3|a|73|aja|3

Save Changes
——

Add/Edit Participating Organization

1. Check the [Decentralized Billing] checkbox.
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Note: Centrali

Check the [Bi

a > w DN

zed Organizations do not check this box.

Check the [Activities] checkbox for the row(s) that are to be associated with this contract.

lling] checkbox for the row(s) that are to be associated with this contract.

Check the [Enrolling] checkbox for the row(s) that are to be associated with this contract.
Click the [Save Changes] button.

» Contract Summary

Current Location: Contracts: Contract Search > Contract S v > Participating O izati = Add/Edit Participating Organization

— [Contract# 1234567890123DS000M-2019 - CT Provider XYZ Corp |

» Account Mapping Rules

» Participating Organizations P Master Contract Number: 112345678901230D5000
| Fiscal Year: 2019 Contract Type: |UNIT
MMARS Version Number: 17 EIM Version Number: |1
Activity Code Activity Name
3770 3770 - Family Support Centers
Decentralized Billing Check this box if you would like to resfrict users at epecific locations to only see

clients on the SOR for their location

‘When checked, users at this location have the ability to bill for services on SDRs
andfor Invoices

Billing

‘When checked, thiz allows organizations to enter and enroll clients in ESM. It also
Enrclling allows user to assign locations to enrollments to facilitate decentralized billing or

Note:
Follow steps 2-4
for each Provider

to sort an SDR by location.

Add Participating Organization

1] pecentraiized Bitting []

L . Organization Information Activities Roles
ocation that Legal Name City, State arro @ Enrotling ll
needs to be Proviter XYZ Corp Bosion, MA O = ()]
aSSigned to the Provider XYZ Corp Jamaica Flain, M2 0 0 O
Contract_ Provider X¥Z Corp Stoughton, MA O O O
-
Note: If a provider location is missing from the listing, your Access Administrator will

need to send an updated Organization Management form to the Virtual Gateway.
Once the provider location has been added by the Virtual Gateway, you can then
update the Participating Organization page.

» Contract Summary

Current Location: Contracts: Contract Search » Contract Summary » Participating Organizations = Add/Edit Participating Organization

B Contract# 1234567890123DS000M -2019 - CT Provider XYZ Corp

» Fund Allocations

» Amendments

| Facilities updated successfully.

» Accommodation Rate

Master Contract Number: | 11233 000§8

The message “Facilities updated

» Unit Allocations

Fiscal Year: 2019

» Affiliates

successfully” will appear at the

MMARS Version Number:| 24

» Request Amendment

top of the Participating

» Activities

» Participating Organizations |

Organizations page.

» Account Mapping Rules

Additional Learning Opportunities

e 159 Manage Enrollment Locations CBT — To take online course, log into PACE.

e See Assign Enrollment Locations Job Aid for instructions on assigning a client enrollment to a
provider location. EIM/ESM Provider Job Aids are found under EIM/ESM Provider User Manuals
and Instructional Materials
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http://www.pace.state.ma.us/vg
http://www.mass.gov/?pageID=eohhs2subtopic&L=6&L0=Home&L1=Provider&L2=Training+and+Education&L3=Virtual+Gateway&L4=Provider+Invoicing+and+Contracts+(EIM-ESM)&L5=Training+and+User+Materials&sid=Eeohhs2
http://www.mass.gov/?pageID=eohhs2subtopic&L=6&L0=Home&L1=Provider&L2=Training+and+Education&L3=Virtual+Gateway&L4=Provider+Invoicing+and+Contracts+(EIM-ESM)&L5=Training+and+User+Materials&sid=Eeohhs2
http://www.mass.gov/?pageID=eohhs2subtopic&L=6&L0=Home&L1=Provider&L2=Training+and+Education&L3=Virtual+Gateway&L4=Provider+Invoicing+and+Contracts+(EIM-ESM)&L5=Training+and+User+Materials&sid=Eeohhs2

Virtual Gateway Add/Edit Participating Organization Job Aid

Questions or need assistance? Call Virtual Gateway Customer Service
1-800-421-0938 (617-847-6578 - TTY for the deaf and hard of hearing)
8:30 am to 5:00 pm Monday through Friday
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