MassHealth

Job Aid: Extend a Pre-admission Screening Request

This job aid describes how to extend a pre-admission screening (PAS) request using the MassHealth
Provider Online Service Center (POSC). The extension of a PAS authorization (or Continued Stay
Request) applies only to chronic disease and rehabilitation hospital (CDRH) stays.

1. Click the Login button on the POSC landing page.
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Health and Human Services

2. Inthe Provider Login panel, enter your username and password. Click Submit.
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3. Click on Manage Service Authorizations on the left section of the page.
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4. Click on Inquire/Maintain PAS Request.
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5. Enter the PAS number in the PAS field of the PAS Search panel.
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7. Click the desired PAS number in the left column of the PAS Search Results panel.

— —_—
PAS Search Results
Click on the PAS# link to view the PAS Details.
PAS # Facility Member ID r;::;be' :;’t:“ss“’" ::::ﬁve i
HOSPITAL-BOSTON - 12/23/12015 02/12/2016
$160 . L OSPTAL - BOSTON o s “T 12232015 01/07/2016
$160 HOSPITAL - BOSTON d R 12/23/12015 02/23/2016
SIS 2 S T T 121232015 03/16/2016
S84 . HOSPITAL - BOSTON : 12/23/2015 01/07/2016
o R HOSPITAL - BOSTON b oy 12/23/12015 02/2372016
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8. When the Base Information panel appears, click on the Line Items tab.
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9. Click on the correct line item that you wish to extend.

Note: The “active” line item should be the line item with a current authorization end date.
In the example below, the F line has the most current end date.
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10. Once you have selected the specific line item, an arrow will appear to the left of the line item.

This indicates where the line-item extension will be added.

B inouirenaintain PAS Request

Line ltems

List of Line Items

Line Requested Care
Item Level

>

I
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o
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CHRONIC/REHAB -
HOSPITAL LEVEL OF
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CHRONIC/REHAB -
ADMIN DAY LEVEL OF
CARE

CHRONIC/REHAB -
HOSPITAL LEVEL OF
CARE

CHRONIC/REHAB -
HOSPITAL LEVEL OF
CARE

CHRONIC/REHAB -
ADMIN DAY LEVEL OF
CARE

CHRONIC/REHAB -
ADMIN DAY LEVEL OF
CARE
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Authorized Care
Level

CHRONIC/REHAB -
ADMIN DAY LEVEL OF
CARE

CHRONIC/REHAB -
HOSPITAL LEVEL OF
CARE

CHRONIC/REHAB -
ADMIN DAY LEVEL OF
CARE

CHRONIC/REHAB -
ADMIN DAY LEVEL OF
CARE
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! Auth. Eff
Req. Eff Date /
Date / Auth.
Req. End Date

End Date
01/07/2016 -
02/12/2016
01/07/2016 -  01/07/2016 -
02/12/2016 02/12/2016
02/12/2016 -  02/12/2016 -
02/22/2016 02/22/2016
02/23/2016 -
03/01/2016
02/23/2016 -  02/23/2016 -
03/04/2016 03/14/2016
03/16/2016 -  03/16/2016 -
03/28/2016 04/25/12016

Status

DENED

APPROVED

APPROVED

DENIEED

APPROVED

APPROVED
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11. Once the correct line item has been selected, click the Extensions tab at the top of the page.
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03/28/12016 04/25/2016
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12. A panel will open at the bottom of the page with a complete list of extensions for the selected
line item. Click the New Item button in the bottom right corner.
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> Home '
> Manage Service Authorizations i °
> Ph o A e List of Line Items
> Manage Correspondence and Line ltem Status
Reporting
> Manage Members A DENED
> Manage Choims and Payments
> Manage Provider information g SERRoeD
> A t Accoyn ¢ APPROVED
> Reference Pubications
> EHR Incentive Program ] DENED
> News § Updates
% ~ £ APPROVED
> F APPROVED
Ext#  Date Receved  Req.Eff Date/ Reg. End Date Req. Days Status
00 031672016 03/16/2016 - 037282016 12 APPROVED
01 032822016 037282016 - 04/04/2016 7 APPROVED
02 040472016 04/0472016 - 04/1172016 7 APPROVED
03 041422016 04/15/2016 - 04252016 10 APPROVED
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13. When you click the New Item button, a new Extension Detail panel will open. Click the
dropdown menu for Requested Admission Type. Choose either Medical or Rehab. The
Requested Effective Date is auto populated with the end date of the previous approval date. (If
the submission is late, you must notify MassHealth at (800) 554-5127.) Enter the number of
additional days being requested for authorization in the Requested Days field.

Note: There are several yes/no fields that have been added to the Extension Detail panel
that must be answered: Ventilator Dependent, TPN, Behavioral Health,
Tracheotomy, SUD, TBI/ABI, and NIPPV. Not all are included in this screenshot but
will be clearly visible when the provider fills out the required fields in the Extension

Detail panel.
E AFFHUVELD
-+ F APPROVED
List of Extensions
Ext# Date Received R Eff Date I End Date Req. Days Status
00 031852018 03MEB2016 - 0282018 12 APPROVED
o1 03282016 032B2016 - D4/0472016 7 APPROVED
o2 04042016 04/0472016 - 04M 172016 7 APPROVED
03 041472016 04152016 - 042572016 10 APPROVED

Extension Detail

Ext# 04
Status N PROCESS

Requested Admission T".'i
Requested Effective Date 042502016
R

Requested End Date

Ventilator Depende Traumatic Brain Injun
Tracheotom

| Close | Return to Search Resuits |

equested Ds

@@0

14. Click the Add button in the bottom right corner of the panel. The new line-item extension will
appear in the List of Extensions panel (see next step).
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15. Click the Attachments tab in the top right. This is where you will attach the clinical data needed
to support the requested authorization extension.
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» Manage Correspondence and List of Line Items
Reganiog Line Item Status
+ Manage Members
+ Manage Cldims and Payments A DENED
» Manage Provider information
» Reference Pybications APPRO
» EHR Incentive Program & VED
» News & Updates R DENED
 Belgied (ks £ APPROVED
.t E APPROVED

List of Extensions

01 03282016 03/28/2016 - 04/04/2016 7 APPROVED
02 04042016 04/04/2016 - 04/1172016 7 APPROVED
03 04/1472016 04/1572016 - 042572016 10 APPROVED
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16. When the List of Attachments panel opens, click the New Item button in the bottom right
corner of the panel. This will open the Attachment Detail panel. Fill in the Report Type,
Transmission Code (electronic only), and Description fields.
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17. Click the Browse button to view your computer files. Select the file you want to attach to
support the request for continued stay. Then click the Open button to upload the file to the
POSC.

Note: When saving files to your PC, do not use special characters (*, @, /, #, %) in the file
name. Simply include the type of file and/or patient’s name with an underscore (),
followed by the date in the following format: MM.DD.YY.

0 "R —— ] | ST —————
Organize v New folder =0 @
o cidion 2l Name - | Date modifed | Type
Bl Desktop L. Mail 4/25/2009 1:52AM  File folder
up Nourinacs 7)) ~$2014 May Member stays.xsx 6/11/2014 10:01AM  Mirosoft Excel \
i U PO ~§LABCY2013.xd8x Y16/20159:28AM  Microsoft Excel |
=3 Libraries . 8/3/2010 10:05AM  Mirosoft Word ¢
2 Coaments “1 | ~4SCAQUte.docx 1/16/2015 9:57 AM Microsoft Word {
o Music 1] ~$ys Notes on Patient X 12345.docx 1/16/2015 11:27AM  Microsoft Word {
b Pictures ~ar 2905, xar 5/28/2009 3:17PM XAR Fie
B videos ~ar31E7.xar 47/2010 1:51AM  XAR Fle
p— i ~ar7409. xar 2/26/2007 2:19PM  XAR Fie
) & Local Dk (C:) &) ~WRA0000.wbk 7/23/2010 10:36 AM  Microsoft Word |
G5 (s p-b0s-008) (49 @] ~WRADS44. Wbk 7/26/2010 2:24PM  Mirosoft Word ¢
S# common (\\ehs-fp-bos-006) (N:) =) ~WRA0876.wbk 7/23/2010 10:26 AM  Microsoft Word £
¥ common (\\ehs-fp-bos-006) (1:) 4Kl J 2

@Phys Notes on Patient X12345.docx EI IAII Files (") EI
D cm |
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18. Once the File Name field populates with the selected file, click the Add/Upload button in the
bottom right of the panel.
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» Reterence Pdicatons Attachments Detail
» (M8 ncentive Srooram
> News & Updates
Related Lrky terenc
; . feport Type + [CONTINUED TREATMENT 3 Retereace
fransmee [ELECTROMCALLY ONLY ~] controt# [ ~

rehadb notes. MD progress notes. Medications
Description *

roe tame [C:\Users) Jocuments\Step By Step To Find Forms Used For Reviews docx L
C5))

19. Click the Confirmation tab at the top of the screen.
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“Collapse Services Welcome » Mags.Gov Home » State Agencies » State Online Services
Attachments
ttachments

, B Date Attached  Reference®  Description

Manage Members

> Manage Claims and Payments 052522016 107302890 rehab notes, MD progress notes, Medications

> Man Pr nf

> Administer Account E

> EHR Incentive Program
> News & Updates |Qm|nnm.nmm|
> Belated Links
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20. Click the Submit button in the bottom right of the Confirmation panel.

Health and Human Services Mass.,/,;mf{'-i-f’
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N <orcuwcas | PRoviDERs | Reseanchcrs | covernnent [E
‘{Collapse Services Welcome » Mass Gov Home » State Agencies » nling Servi
Bl Brovider Services B noureitaintain PAS Request
> Home ot :

3 M oAieh Ao Confirmation

sy o)

S Men Rt Confirmation

Begorting

> Manags Members

> Manage Clams and Payments You are about to submt & Pre-Ad S g req for Member: Please verify the

> Manage Provider nformation nformation below and then cick “Submit”.

> Admnister Account
> Reference Pyblications

i iﬁ“—"“zﬂ'ﬂ!?ﬂi‘ PAS Assignment CHRONIC DISEASE/REHAB
News & Updates
> Related Links #of Lines 1
Facility HOSPITAL - BOSTON
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21. When you click Submit, the POSC edits and validates the data submitted. You may receive
yellow edit boxes that need to be acknowledged to complete the submission. If you receive red
edits, these indicate errors that need to be addressed. Once addressed, the Pre-Admission
Screening Response Page will appear and confirm that your request has been successfully

submitted.

Health and Human Services Mass.,//mj%
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Pre.Admission Screening Response
> Home
Manage Service
&%m z You have suct fully submitted the Pre-Admission Screeningrequestfor.. -, ~=-d
> Enter PAS Request
> fequirefiaintain
PAS Request The following PAS number should be retained for your records.
> Prior Authorization
> Referrals
> Reguest Transportation PAS #$1..227
> Iransporation
> Batch Process Service
Auhorizations Note:Please use the PAS number above for all addtional information that is sent separately.

> Pharmacy Prioe Authorization
> Manage Corespondence and
)m Disclaimer:This PAS ber is for tracking purposes only and does not constitute an approval.

Mansge Members

> Admirister Account If you require assistance or support related to this request, please contact Customer Support ot 1-800-841-2900.

> Set-up Securty Access
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22.Call the CDRH dedicated line at (800) 554-5127. Leave a message with the following
information: member name, PAS #, your name, and contact number.
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