” 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.
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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.

Add Invoice

1. Select the [Billing] module.

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers December 5, 2018 R5.7.6B52.4
Executive Office of Health and Human Services Page 1 of 19


http://www.mass.gov/vg
http://www.mass.gov/?pageID=eohhs2modulechunk&L=4&L0=Home&L1=Government&L2=Special+Commissions+and+Initiatives&L3=Virtual+Gateway&sid=Eeohhs2&b=terminalcontent&f=vg_g_vg_login_assistance&csid=Eeohhs2

¥ Virtual Gateway

EIM/ESM CR-SDR Job Aid for HST Brokers

Figure 1: EIM top bar with Billing module highlighted
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2. Select the [Invoice Search] link from the left navigation menu.

3. Select the [Add Invoice] button.

Figure 2: Invoice Search page
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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.

Figure 3: Add Invoice page
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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.

Figure 4: Add Invoice page with Billing Period entered
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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.
Figure 5: Update Invoice page
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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.

Figure 6: Cost Relmbursement Service Delivery Report with Add New Cost Reimbursement SDR button
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3. Select [Activity] from the drop-down menu.

4. Select the [Select activity] button.
Figure 7: Cost Rmmbursement Serwce Delivery Report with Activity in the Activity Code field
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The Cost Reimbursement SDR page appears with the CR/SDR in Draft status.
Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers December 5, 2018 R5.7.6B52.4

Executive Office of Health and Human Services Page 3 of 19



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

Figure 8: Cost Relmbursement Service Delivery Report with Activity link
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4. Select the [Activity Code] link.
The Cost Reimbursement SDR Summary page appears.
Figure 9: Cost Rmmbursement Service Delivery Summary
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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 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.
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Figure 10: Cost Reimbursement Service Delivery Summary
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Important Tips:

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 enroliment
records come into EIM at the Parent level of the organization from the agency enrolling
system, i.e. Meditech. If providers want a client enroliment 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 Enroliments:

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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Figure 11: Record SerV|ce Dellvery for the client
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Service Codes Key

1. Using the Select Service section, enter service information on the client record:
e Place a checkmark next to the billing date(s).
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 codeand 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.
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Figure 12: Core Service Delivery Calendar
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2. Select the [Save Changes] button. A message appears, “Record has been updated
successfully.”

Figure 13: Record Service Delivery page with message that it has been updated successfully
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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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Figure 14: Cost Reimbursement Service Delivery Summary
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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.
Figure 15: Core Service Delivery Pattern #1
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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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Figure 16: Service Delivery Pattern page
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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.

Figure 17: Core Service Delivery Pattern #1
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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 Disenrollment Date needs to be included, remember to check the checkbox.
Figure 18: Client Selection
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] 625114 Last Name, 625114 First Name 000000000 |ceoooonzzssa01 | 203575887
O 214275 Last Name, 814275 First Name 00DI00000 GEODIOI225TE0T 230017350
Apply Paniem |

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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Flgure 19: Cost Relmbursement Serwce Delivery Summary with Pattern applied

s Surmmary = Cout Relmbunsement SO = Cont Relmbursemmnt SOR Semmary

Invoice #999999

Cost Reimbursement Servi

Delivery Summary
8 - 2019 - CT Coniract Typa: COST

“Sort By m o To Page Costaleing Cllent LastMame Ssrsng Wik [ | 109
o - . . . i 2 " AT N s
L2016 Lt Heuy Client i 107509684 | Esmcllemant k& GEOOOMTI55601 [Budget Total Duys: Total Usits: Saatun: Drat Prowider Location: Muman Servces | Acthvity/Sub-fcthvity: €103 - 6700 . AW
21 Fires Name Mumber:1 |1 " Company inchvidualzed Home Supports

SeviceCode 1 2 3 4 5 & T 8 0 W 12 T M B % W 1B B B H B B M B ® N A B NN
AWCIRDHD |21 %1 a1 T x1 X w1 T 1 lx1 lat %1 Xt T

2091 : sits: 3 ' L & hity: E703 - 67003 - AWC-
DN LIS | oceoer (e b GEOONZISSIT | |Tetsl Deys: Total Usit o Provides Location: Hurr Retity!SubsAethvity: ET03 - 6703

TI031Z Flrss Marma Mumber: 1% 'l Corrpany ibatualond Herme Sugpots
SedcaCose 1 7 3 4 5 K 7 8 % W N 7 B W 15 %K W B B ¥ N 2 D M B K A W B NN
AWCINDHD |X 1 X1 X1 x4 x1 %1 Xt X1 a1 x1 1 X1 X1

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.

Figure 20: Services reported for a client

| [ . 17 . ,  |Budget :Tallll)nﬂ: | Total Unies: . Provider Location: Human Services | Activity! Sub-Activity: 6703 - 6703 - AWC-

Fospomye Client Id: 230017930 | Envollmant Id: GBOOD00225TE01 e ) lo la Status: Draft Company indvickiaiized ‘Supports

AWCINDHO (X1 | X1 x| 1 | 1 |EX | x1 | |x1 %1 [EXE | [x1 [x1 |x1 Jx1
Rewm ToOmit | Repon Sarviee |

Grand Totsl Units: 33.00

| Display 1109 af 9

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

Figure 21: Cost Relmbursement Service Delivery Report in Reported status

‘Current Location: Billisg: | T3 vvoice Summary > Cost Rembursement SOR

Invoice #999939

Cost Reimbursement Service Delivery Report

Comract IdemiierMumber | INTFSS9S00050900H - 2018 . CT Contract Type: COST

|Reported

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.

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.

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers December 5, 2018 R5.7.6B52.4
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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.

Figure 22: Update Invoice page with message that the invoice was updated successfully

Cument Location: Being: Iivoke Saarch > imvoke Summary

I |nvoice #999999
»

Update Invoice

enice Uipdated Successtulyli!

Moty Servic

Activity:3031 3031. PROGRAM OF ASSERTIVE COMMUNITY TREATMENT Budget:1

Lina| Badget Component Calugoty FTE Femburaie (o Halarce to Date. levoicn Amount Caxrent Balasce
212 Provien, o Mitecil G, 7-0ae Deuet CaraPrograns
2T M Denetly Hesources.

] 400000 ST 64 $1.500.00 STAX G
Totat 000 524,000 00 514X 64 $100000 ARG
1 [Ey chckrng P o, pous eretey corbem 1t by el kire e “Auhcrde” o0 “Riabckaar fafion bakow, ycu e [esvicing Gt Tia€ 4 cormgliie ndl iccorate 7l rigacts, el Tiak p o4t auhorkty by your cegani
0 g £ 1 e i of P 8 oo et o € 1 ooy €50 b  spaoraontl Vb B Sored . i B0 e i o AVRcEons o Sobrrting Poppeeravs VAo bLoors

[ Cotbvoks |  Fekossimoios | Debeoiivols |

Hun CR Involce Reporn.

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.

Figure 23: Update Invoice page with a message asking the user if they are sure they want to delete the invoice.

Current Location: Billing: Inveice Search > Invoice Summary

R Invoice #999999

» Summary »
» Personnel Summary Update Invoice
Sl Are you sure you want to delete this record? Please click "Confirm Delete” to delete the record or "Cancel Delete” to cancel the operation.
» Invoice Notes Corporate Name: | Human Services Company State Agency Name:  DDS-Greater Boston
SICH Senvice ol onyH vpork Vender Customer Code: | VCE000162461 Invoice Status:  Draft
Service Contract Number:  INTF99989999DDS0995H Service Contract Amendment Number:
Billing Period: | 1D/01/2015 - 10/31/2018 Invoice Reference Number:
Supporting Documentation ':‘e';’;‘r” Supporting Documentation Description:

Supporting Documentation Type:
Monthly Service Narrative:

Invoice Type: Regular

Activity:6703 6703 - AWC- Individualized Home Supports Budget:1

Line Item Budget

Component Category FTE ‘Reimbursable Cost Balance to Date Invoice Amount ‘Current Balance
{125 Direct CoraProaram Si=fl |4 pject Care / Program Staff | 7.04 5217,197.88 5180,909.08 $500.00 S180.408.08
150 Pavroll Taves 1-Direct Care f Program Staff 7.65 S16615.65 S13,538.51 s20000 1363951
151 Fringe Benefits 1-Direct Care / Program Staff | 13.35 $28995.93 $24,151.37 $100.00 52405137
Total 2604 s262,508 5 521,368 57 5500.00 5213,009.97

/By checking this box, you hereby confir that by clicking the “Authorize” or "Release” button below, you are providing data that is complete and accurat in all respects, and that you have been given authority by
'your organization to submit such dsta through EIM.I afer submission of this record you determine that it s incorrect you can submit 2 supplemental transaetion to comect it Please see the user guid for

i ons on submitting

|

O

Editinvoice | Release Invoice Cancel Delete | Confirm Delete:

Run CR Invoice Report
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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.

Figure 24: Update Invoice with the message that the invoice was released successfully

Cument Lacarian: Bllling: irvoles Senrch > invelce Summary

[ (nvoice #999999

» Sumenary »
» Peryannsl Sunsmary | Update Invoice
= Invesicn Annnunment it
» Invoice Notes | Invesre Released Soeceashully!!!
» CR-Servies Delivery Repart
Corporale Name: | Human Services Company State Agency Name: | DDS. Greater Bosion
Vendor Customer Code:  VOE0001624661 Invoece Siatus:  Feady
Service Contract Rumber: N1 Peeeeeee DUTReE Service Lontract Amendmant Number;
Billing Period; 10012018 - 10312018 Invaice Refurence Number:

SUppONNY Docamentation Reference Sunpbrting Documentation Descrpiion:

Suppurtmy Documentation Type: Invoice Type: Regular
Monlhly Seevice Karative:

Activity:6703 6703 - AWC- Individualized Home Supports Budget:1

125 Diveet ConeProomm ST 4 purect Care £ Progrom Sl 704 S8 $100,505.0% g S160409.05
150 Payroll Tazes 1-Drect Cavn / Program Salf 765 518615865 $13.838.51 ;I:Dc $13830.51
151 Frings Bensfis 1-Dwrect Conm / Program Sl 1335 328 80583 52415137 ;IIDC 52406137
Tainl 804 5280055 521,606 57 530009 5218009 97

B chiaKing Uit b, Y0u Reasly onfd Rk by cRKKI T Aoz o it DVTIon DN, 1O 8 10110 0AED T I NS B 86C\wit 1 4 TEADRCH, 863 Tl v I D61 v SuRory
7] | pone imgparizaion ko mubamit such dabs Whrcngh FIE 3 afies sulimssaion of this emeand you dubmreing [hat § o insormed yos can sl  supphemental anation b ol i Plass sms S e gui
it auurn‘m

mvoice | | _coen |

Run CR Invoice Report |

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

Figure 25: Update Invoice page with the message that the invoice has been authorized successfully

Current Location: Baling: Invoice SEarch > Mvoue Summany

N Invoice #999999

» Sumnimary L4
» Perscenel Summany | Update Invoice
= Imvnice Assesament
» Imvnice Mates | Invniee Autharized Seecessfully!™
» CR-Service Delivery Report |
Corporale Name:  Human Servces Company Slate Agrncy Name: DO Greater Bosion
Vendor Customer Code:  VOSH0016246% Invcece Status:  Passed
Service Contract Number:  INTFE9999993 00999991 Service Contract Amendment Mumber:

Eming Period: | 101200 - 1012019 Invoice Helerence Number:
Fppaning Docemencimen Reiance Supporting Documentation Description;

Supporting Documentation [ype: Invaice Type: Reguiss
Monthly Service Narrative:

Activity:6703 6703 - AWC- Individualized Home Supports Budget:{
Line Mem Budget

ke, Catmguy FTE Ruinsbnsnabsln Cemst Fataicn b Datn [r——p— om— -

L Dt CovaProsmnun Sl g it Cove  Brogen Stall 704 s2iTieTes sienscece | sfi0 18040808
150 Parcll Ty 1.Lirmet e { Progmm Sinft (785 LiBE1SES 51383681 @ 513830 51
151 Ennge Benefity t.0urmet e { Progmm Snf 13 36 EROEECEL 524,181 37 sfim 524,051 37
Total w04 T T E 90000 sz T

|8y eneeiing this ke, yeu meseby corfne san iy eleiang the “Sumorize” or “Felense™ e AFE: providng Hat thas s zoepinte In Ak respects. ana that you Rae Been ghuen nuthanty By
[ | eur organization to submit such Gata theough CINLIT after submission of this fecced you Gaaming Thet £ 1 COMEctycy Can submE s Supclementsl Fansacion Lo COMect it PRase see the user guide for
mstnctions on submitling supplemental ransacons

| couy tavoice

Fun CR Invoice Repori. |
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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.

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.

Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers December 5, 2018 R5.7.6B52.4
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Supplemental Invoice

1. Select the [Billing] module.

Figure 26: EIM top bar with the Billing module highlighted
|-m Clients Contracts | Credentials | Report | Help | Logout | |

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

Figure 27: Invoice Search page

Currant Location; Lemng: invoice Search

EET  (nvoice Search
| At least one search erises

%eria must be entered

»C
a i n

bateTo: [ B

search |  Acd Invoice

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.

Figure 28: Add Invoice page with the Contract field populated

Current Location: Billing: Invoice Search: Add Invoice

Add Invoice

Invoice:

» Invoice Search

“Contract: | 9999CRB2013000001002 - 2013 - T || [ Select Cantract | 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.

8. Select the [Invoice Type of Supplemental] radio button.
9. Select the [Save New Invoice] button.
Figure 29: Add Invoice page with fields populated

Current Lucation: Billmg: hivoice Sesich: Add Invoce

[ Add Invoice
= Inwoice Search »

Agency Mame: | DDSGresser Boston

T [Oeinher 2018
: [fominoe Fi

|

s () Reguinr ) Supplemensal

Save How kevoice
Supplemental Invoice - Updating a Line Item(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.
Commonwealth of Massachusetts CR-SDR Job Aid for HST Brokers December 5, 2018 R5.7.6B52.4
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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.

Figure 30: Update Invoice page with a message that the invoice was updated successfully

Current Lucation: Billngz lnvoice Seaich = Ivoice Summary

[EEEN  Invoice #999999

= Summary |3

 Perscanel Summary Update Invoice

= Invoice Assessment

o lrvoics Notrs [nvoicn Updated Succasstultyt
» CR Service Dulivery Report

Corporute Name: | Human Sensces Compary State Agency Hame: DOS-Grester Boston
Vender Customer Code: | VGAO001E2461 Inwoice Smms:  Drd

Service Cantract Number: | INTROSEGG90DSGH Serviee Canmact Amendment Number:

Uilling Fenod: | OAARZUIE - 10712010 Invoice Reference Number:  October 2010
Supparting Documentation Refernse Supporting Nocamentnson Descriptian:
Supporting Documentation Type:

Invosce Type: Supplemantal
Monthly Service Narrative:

Activity:6703 6703 - AWC- Individualized Home Supports Budget:1

435 Divee! Core/Proamm S0 4 fianes Gare / Fragmen Sinfl | 704 SH7057 6 £180 908 01 550000 $180 4063 03
150 Pavro Taxes 1-Dwect Care { Frogram Staft 765 SIGESES 1T S200.00 S1EES
151 Frege Beretty 1-Dwect Care { Frogram Staft 13,35 05 52415137 S200.00 SR
Toem 2004 S202,008.5 52100397 5500.00 SHT.SEEET

[y checiang this B, you hersy contrm That by cheking e “Authanzs™
you Grgas T el EIM.I
| N seetting sppieme

0

o “Fitiease” button Belw, ¥OU B¢ Deoveding data that is complete and accurate in all resoects, and tat you have B&sn given authonty by
after s resind o I8 NGOl you £an submil 3 supgereral Irarsaclion 1 cunec] & Flease ses e user guide fur

Eaitinoice | Release Invoice Detets Involce
Run CR Ievaler Report |

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.
Figure 31: Cost Reimbursement Service Delivery Report page with activity in the Activity Code field

Current Location: Bng: levoice Search » irvolee Summary > Cost Reimbursement SOR

EEE  Invoice #999999

| » Semmary
[ Parnumnet Summary Cost Reimbursement Service Delivery Report
| » vnicn Assessmeant
[+ wnweice Modes CORTRC I0parumbu: | ITPIRIHORSDTIRRNON - 2075 - CT Contract Type: 'COST
» Savvice Delivery Report » Billing Period: 10012018 - 1012018
Activity Code Total Unita Status
6703 - 6703 - AWE- Indviduphied Home Supeets ™

| Rpoited

[ A Mew Cont Reimbursement SOR Il.

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.
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Figure 32: Record Service Delivery page with a blank calendar

Curnent Location; LWBng: invoice S8arch > Invaice SUMmany > Coat Reimburtement SUK > Strvice Debvery Summary > Record Service Dalivery

[FREETRS  |nvoice #999999

» Service Delivery Summary

|3
» Sevice Delivery Header Contract # IN963251DDS6703H - 2019 - CT

» Service Dedivery Partem

= Notes Contraet identifierNumber: INTPRESEESGGO0GGGSEH - 2015 - T Comtraet Type: COST
Record Service Delivery for Client #2390179 : 754275 First Name 8. 754275 Last Name - Enroliment Id # GB000002257002
Rillireg P 1R01E - 1A 12018 Location: | Human Bervices Campany
L = OTA1AE Frunlhmend i Tor:
Total Servi = 0 Taitnl Lindts: O

Voided Units: 0

Buaget Number: [1 [ Service llem Status; Orafl

Commsnts:

View Previvus Sevvice Dulivery Reports 1

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

Figure 33: Previous Service Reports in Draft status

Previous Service Delivery Reports

Status:Draft

Total Days: 14 Total Units: 14 Voided Units: 0 Claimed Tetal monthly amount: $0.00 | Submission Date:

comy | vou

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.

Figure 34: Core Service Delivery Calendar

Apply Service Pattern Core Service Delivery Calendar #1
EEEEEDE M sunday M Monday M Tuesday M Wednesday M Thursday M Friday M saturday
Select All Deselect Al 4 O 2 3 (s 5 s
r— - r— - r— —
m AWGINDHO AWGINDHO AWCINDHO
Service Code: e [m 8 [ 10 [ 11 12 [ 13
[cioro ] Ell—m wm ™ E o m e
AWCINDHO AWCINDHO AWCINDHO
Unit{s): Aftendance
Status: appy || | 14 15 [ 16 17 [ 18 19 [ 20
- — - - (- (- -
AWCINDHO AWCINDHO AWCINDHO
[ 21 v 22 [ 23 [v] 24 [ 25 [v] 26 [ a7
[
AWCINDHO AWCINDHO AWCINDHO
[ 28 29 [ 30 31
- r— r r—
AWCINDHO AWCINDHO
Total Units : Clear Selected | Clear Al |
O addon zevice ) Core Senvice _Add Copy Characteristics
SaVEEVieW PrEvious Client Save Changes | Save & View Next Client |
Previous Client Return to Summary | Next Client

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

A system verification message will appear on the page.

9. Select the [Save & View Next Client] or [Return to Summary] page.
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Figure 35: Cost Reimbursement Service Delivery Summary

Current Location: Bllling: voies Search > inveice Summary > Coat ent S0t > Cost S04t Summary

Invoice #963858

Cost Reimbursement Service Delivery Summary
Contract entifier Number: INTFS999959900999596M - 2019 - CT Contract Type: CO5T
Billing Peviod: 1012018 - 10312018

*Sart By: [Caent Name TS 5o To Page Containing Chent Last Mame Starting With: el

Hadgel Todal Days: Tutal Units: Gramuas Oy |PrOvider Locations Huran Activity: Activity: 6703 - 6703
12 14 ) o Serdees Compnny AN I nlizen Heme Suppens

l:l 1 2 3 4 § L] T B L] W M 12 13 M E 18 T B 1 XN M R B M N N N BN B W OH

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.

AWCINDH
.

o

Figure 36: Report Services button

Return To Draft Report Service

Grand Total Units: | 14.00

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

Frequently Asked Questions (FAQS)

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

2. How do | attach a CR-SDR?

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 | 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
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when I look at the invoice. Why isn’t it showing on the agency side?

¢ 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 | 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 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 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

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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