Virtual Gateway Payment Tracking Report Job Aid
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Overview of Payment Tracking Report

The Payment Tracking Report gives providers and agencies a simplified way to retrieve a snapshot of
payments received, payments outstanding, and amount left to bill on a contract-by-contract basis.

The Payment Tracking Report is available for unit rate, cost reimbursement, accommodation rate, mixed
contracts, and master agreements. This report will not work for contracts billing with HIPAA.

This report is run through the Reports Module in EIM/ESM and is generated using similar steps as other
reports. The report can be run to display in Excel or as a PDF.

Reports > Payment Tracking Report

1. Select the Reports module.

Case Management m Contracts | Credentials

Figure 1: Image of the EIM/ESM Modules.
From the Report page,
2. Select the [Payment Tracking Report] link.

Current Location: Reporis> Reports

Reports Reporis
» Report »
ESM Reports EIM Reports
Client Enroliment Status Commeodity Based Pavment Reguest
Clignts with Incomplete Data Payment Detail Report by Bed Days
Pavment Detail Report By Service Code
Payment Tracking Report
. Remittance Advice by Bed Days
Note:

Remittance Advice by Service Code
Service Delivery Report

The reports are generated in Adobe PDF and Microsoft Excel format. Services Not Associated with a Claim er Have an Error

Click here to download free Acrobat Reader to view POF files.
Click here to download Microsoft's free Excel Viewer to view Excel file

Figure 2: Image of the EIM/ESM Reports page.

3. Using the Filter field, type in the entire or partial Contract Number. (See example in screen capture
below.) You can search for a contract using the Filter field. The wildcard (%) symbol can also be used.

Select the [Filter] button.
5. Select the [*Contract Number] from the drop-down menu. (The Contract Number drop-down menu will
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only display contract numbers that meet the filtered criteria.)
6. Optional field: Select the [Invoice/SDR Reference Number] from the drop-down menu. **

** Note: This field is optional and will only contain data if entered when the Invoice/SDR was in a
Draft status in EIM.

7. Select [*Report Format]. Defaults to PDF format.

8. Optional field: If report results need to be emailed to recipients; select the Email Address field and type
in the email addresses.

Note: Up to 10 email addresses can be added and each email address must be separated with a
comma.

9. Optional field: Report Comments can be added.
10. Users now have options on how they can run certain reports in EIM/ESM:
e Run Report: A report can be run and viewed during logged in session.

e Run Report & Send Email: The selected report will be run and the results emailed to
listed recipients. User can continue to use other functions of EIM/ESM while the report is
being run and emailed.

e Schedule Report: EIM/ESM allows users to choose various patterns in which a report
needs to be scheduled, in order to be delivered on a later date/time.

= The schedule type can be ‘Daily’, ‘Weekly — By Day of Week’ or ‘By Date of
Month’.

Note: The Clear button clears all criteria on page.

Reports Payment Tracking Report
» Report 13
» Search Reports | Filter: [vg123% Fiter |  :Contract Number: | Select Below ¥
» SearchiEdit Schedule |
Invoice/SDR Reference Number: | Select Below ¥
“ReportFormat: & ppF " Excel
Email Address: Hote: Multiple comma separated email addresses are allowed
|
Report Comments: =
Run Report | Run Report & Send Email | ‘Schedule Report | Clear

Figure 3: Example of Running a Report in EIM/ESM. This image is displaying the criteria needed to run the Payment
Tracking Report.

If a user selects the option of Schedule Report additional fields must be completed in order for the selected
report to run.

1. Enter the Start Date or use the Calendar icon to select date.
2. Enter the End Date or use the Calendar icon to select date.
3. Select the Pattern: Daily, Weekly — By Day of Week, or By Date of Month.

e When Weekly — By Day of Week is selected as the Pattern, the user must specify the days of the
week on which they want to schedule the report to run. This field is mandatory if the Pattern selected
is ‘Weekly — By Day of Week'.

e When By Date of Month is selected as the Pattern, the user needs to select 29, 30 or 31 from ‘Date
of Month’ dropdown menu. Note: EIM/ESM will consider the last day of the month, if a month does
not have 29, 30 or 31 days. This field is mandatory if the Pattern selected is ‘By Date of Month.

4. Select the Save Schedule button.
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Payment Tracking Report

Filter: [sgurae
Invoice/SDR Reference Number: [ Select Below =

“Report Format: & ppF " Excel

Email Address: [VGTraning@state.ma.us Note: Multiple comma separated email agaresses are allowsd

“Contract Number: [ 9998UR20150000001005 - 2015 - CT . UNTT =]

Report Comments: =
Run Report | Run Report & Send Email | | scneduic Report | | Giear
=start Date: [011212015 | [ ~Ena Date: [06550/2015 | [
“pattern: 1 Daily ¥ Weekly-By Day of Week ¢ By Date of Month
Weekdays: gunday - Monday I Tuesday — Wednesday |
Thursday - Friday - Saturday —
Date of Month
Schedule Comments =

Save Schedule

Figure 4: Example of Scheduling a Report to be run in EIM/ESM. This image is displaying the criteria needed to
run the Payment Tracking Report.

Payment Tracking Report - Sample Output

Feport THe : Payme it [
Tack by Report
Report Ry Dats: .
w000 Repot Rye The! 163143
Report Las tUpdated:
05102010
Contractig Provkk idProvkler X2 e Cofract Humbe ) 1234567 880987 5343210 - 2010 - 5T
Stk Ak iy Nane Jane vy A6C Cortact Type:| CoST
1) A C 1234 Fecalvear] 2010
| 5 Aoty Name:] Sipportactl e s
A-CHEILIEAL WLt $52554.5] Lart Date ame hik D627/
Obliatin | R i =
B. Totlamont Bllkd (Ne -
44 450,00
afOmetamonny ¥
C.Total Amonet Denkd by
AR b2y e
D. Total 2monat Relectd $0.00
D rlbg] P rocess g
E. Tatal Reac Payme 1|
Pakl o
F.Tonl.-.anIlnPall [IL]) $35 473,69
— mP.lea(l- Pta'r;-:r: Im.
_Toll&montBlled v -
et Pakl FAsEH
H. Total Payme its & vts el 0.0
ST EIN
1 bg ipheledd Amonk ..
(Remali Ing to L Bllkd LA
Hirg R [ Blirg Tipe [ Bl henh | A sl [ #imeurd Deriel | el Rekcd PRC Nmber Clvch Wumber | PRC Aivard | PRG Pad Dak| PG chalt | GEC MIber| CEC Aari| CEG Recoup Dak | G E: ookt
R iy FESERE i) i) INTFOTOOOTOOm0l | OI0I0I0I0 1, $556554 B 17/ Palil i)
oty supkdile FHITTES 0.0 000 1598004 .0
] Al F35E5. 0.0 000 INTFOTOMOOMOODT |DOXDI0E  f356554 [ T £
Jaugu et cunt we FHITTNS 0.0 000 4588084 .m0
] Cep ke F35E5. 0.0 000 INTFOTOMOOMOODE  |(BOSTOTI0  $356554 110320 Pald £
september Subttis {508854 fo.m 000 1588004 0.0
] Gckher Faalaaz 0.0 000 INTROTOMOOMOOM0 | 0au0aeD (541545 017122010 Pald £
oot ber aubbtis 841845 fo.m 000 841848 0.0
3 Noveribes FREERE fo.m 000 INTFOTOMOOMOOTNS | (EOSOE0EDGE | FRSGRA4 01152010 Pali Bo
o vember Subbt FHITTYS .0 000 4588084 .0
3 Decenbe 6,064 fo.m 000 INTFOMOMOOMOOMNS | (OSME0E0EF 16,1 1054 017252010 Pali Bo
Docember Subtils 46,1084 .0 000 48,1084 .0
3 oy FREER A fo.m 000 INTFOTOOOMONTDT JR5ER A PRC Zubi bl Bo
ianuary ubkbis 358044 .0 000 4588044 .0
Ledgerad Ameunt fubtohls 040 0.0 000 10,00 .0
forand Tohil 4448009 fo.m fo00 {44, 400,09 .0
&3 curmnt Year Masimum Chllgadon: Told vale of he conkacial e Ime b reporlwas i, Dak Ihe man ob war ba | changed |5 rete ok d I 'Las| Dak mended” %l
Ei Total &mount Billed { Het o $0 ot dmount: Zum of dalmed am conl on o IngckcesiS0RT Ina stk Auborzed" o beyond . 0 firel amounts are deducled
i Total Amount Denled by Agenoy: Clamed amounl ofdl Inwol@siclents halwere deried by e £k ageng
[ Tetal &mount FeJeoed Curing Prove cino: Clamed ameun oralling rukes Bal were releckd duing be 55k allullcalonproce ss
EiTonl Feady Payménte Rald : Sum oof o re sy pay PRCS InCPald’ slaki
Fi Total GmountPald o n Ready Paymentey: Cum ofall PR HCECE In'Pad’ of 'Re up’ s ks alare nol e ready pagm el
@) Tohl AmountEllled notyetPald: Represe il vake ofpayments owed b be proglder. Derlved mahemalzaly
Hi Total Fayments Qutcd & of BM: Zum of kangachons hal wers pad marualy and broughlink ERvia he 1 STramackn Ledger
1) Ungpen e d Amaunti Remalning & be Edlled it Amoun | rem ainng 1o be blkd ar reteckd In be "Une e rvsd AmounfIn e conkact SUm may fereen
_ &natdiibna allulicalon allemp | has occured
Fak &d)- Aningeare o decreare b be rak has ocoured

L |
Figure 5: Image of the Payment Tracking Report - Sample Output
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Understanding the Payment Tracking Report

How do | read the report — Top of Report?

The top half of the report contains contract information from the Contract Summary page in EIM.
Information includes: Contracting Provider, Contract Number, State Agency Name, Contract Type, State
Agency Unit Code, Fiscal Year, Activity Code, and Activity Name.

Important: This portion of the report will always display contract-wide, fiscal-year-to-date values,
regardless of the date range selected when generating the report.

Report Key:

(A) Current Year Maximum Obligation: Total value of the contract at the time the report was run. Date
the Max Ob was last changed is reflected in “Last Date Amended” field.

(B) Total Amount Billed (Net of Offset Amount): Sum of claimed amount on all invoices/SDRs in a
status “Authorized” and beyond. Offset amounts are deducted.

(C) Total Amount Denied by Agency: Claimed amount of all invoices/SDRs that were denied by the state
agency.

(D) Total Amount Rejected During Processing: Claimed amount of all invoices/services that were
rejected during the system adjudication process.

(E) Total Ready Payments Paid: Sum of all ready pay PRCs in 'Paid’ status.

(F) Total Amount Paid (non Ready Payments): Sum of all PRCs/CECs in 'Paid' or 'Recoup’ status that
are not for ready payments.

(G) Total Amount Billed not yet Paid: Represents value of payments owed to the provider. Derived
mathematically.

(H) Total Payments Outside of EIM: Sum of transactions that were paid manually and brought into EIM
via the MMARS Transaction Ledger.

(I) Unexpended Amount (Remaining to be Billed): Amount remaining to be billed as reflected in the
‘Unexpended Amount' in the contract summary screen.

Recalculate — An additional adjudication attempt has occurred.

Rate Adj — An increase or decrease in the rate has occurred.

Payment Tracking Report - Sample Output
Top Half of Report
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Report Title: Payment Tracking Report FPage Mumber: 1 of 1
Report Run Date: 03702010 Report Run Time: 16:31:42
Report Last Updated: 035102010
Contracting Provider: | Provider X% Inc Contract Mumber: 1234565739095 765435210 - 2010 - CT
State Agency Mame: | Agency ABC Contract Type: COST
State Agency Unit Code: [1234 Fiscal ¥ear: 2010
Activity Code: 95765 Activity Marme: Support Activities
A Current Year Maximum Obligation: $52 BS54 .565) Last Date Amended: OE27 2009
BE. Total Amount Billed (MNet of Offset $44 460.09
Arnount)
. Total Amount Denied by Agency: $0.00
O Total Amount Rejected During Processing: $0.00
E. Total Ready Payments Paid: S0.00
F. Total Amount Faid (non Ready Payments): $35 47365
=. Total Amount Billed not yet Paid $5 256 44
H. Total Payrments Outside of Elki: $0.00
I. Unexpended Amount (Remaln|r1%il|;:|e:_i3::=-T $30 194,47

Figure 6: Image of the Payment Tracking Report - Sample Output
How do | read the report — Bottom of Report?

The bottom half of the report contains the payment details for the contract selected. This section of the
report displays all PRCs and CECs associated with the contract by month, including Ready Payments,
readjudications, and rate changes.

If SDRs and/or invoices are not associated to PRCs/CECs at the time the report is run, they will be labeled
as ‘Billing In Progress.’

This section of the report indicates the amount of any services that rejected or were denied by the agency,
and any payments that were made outside of EIM and brought in using the Ledger. All information displays
by sub-total for each month. There is also a ‘Grand Totals’ field that calculates based on the monthly sub-
totals.

Payment Tracking Report - Sample Output
Bottom Half of Report
— ——————————
Billing Mumkber Billing Type Billing Morith ‘ Amourt Billed ‘ Amourt Denied ‘Amount Rejected PRC Mumber Check Number ‘ PRC Amourit ﬁ?c Paid Date | PRC Status | CEC Mumber ‘CEC Amourt | CEC Recoup Date | CEC Status
R duly $5,056.64 3000 $0.00 INTFODDO000000000001 | HO10101014  $5,956.64 05/1712009 Paid $0.00
Huly Subtotals $5,986.64 $0.00 $0.00 $5,986.64 $0.00
R August §5,986 64 $0.00 30.00 INTFOOD0000000000002 | 02020202028 §5 366 64 08/22/2008 Paid 30.00
JAugust Subtotals $5,986.64 $0.00 $0.00 $5,986.64 $0.00
R September $3,966.64 $0.00 $0.00 INTFOD0O000000000003 | 0303030303C  §3,966.64 11J03/2009 Paicd $0.00
[September Subtotals $5,986.64 $0.00 $0.00 $5,986.64 $0.00
R October §8,416.45 $0.00 $0.00 INTFOO00000000000004 | 04040404040 §8 416.45 014272010 Paid $0.00
October Subtotals $8,416.45 $0.00 $0.00 $8,416.45 $0.00
R HNovvember §5,9865 64 $0.00 $0.00 INTFOOOOO0000000000S  0505050505E - §5 966 64 014872010 Paicd $0.00
Hovember Subtotals $5,986.64 $0.00 $0.00 $5,986.64 $0.00
R December 6,110,564 $0.00 $0.00 INTFO00O00000000000G | DB0G0G0G0GF  §6,110.64 0142672010 Paicd $0.00
[December Subtotals $6,110.64 $0.00 $0.00 $6,110.64 $0.00
R January §2,9685.44 $0.00 $0.00 INTFO000000000000007 §5,9685.44 PRC Submitted $0.00
[January Subtotals $5,986.44 $0.00 $0.00 $5,986.44 $0.00
Ledgered Amount Subtotals $0.00 $0.00 $0.00 $0.00 $0.00
[Grand Totals $44.460.09 $0.00 $0.00 $44.460.09 $0.00

Figure 7: Image of the Payment Tracking Report - Sample Output

Information Regarding Payment Tracking Report

e For the report to be the most useful, it should be run by contract number, not by SDR/Invoice Number. It
is recommended that the report be run by contract number since the contract balances, and other
amounts that display at the top of the report are pulled from the Contract Summary Page (which displays
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the most current amounts.)

o For example, if you ran the report by SDR/Invoice Number, the bottom of the report would display the
details by SDR/Invoice Number, but the balances at the top of the report would be the year-to-date
balances of the contract.

e SDRs and invoices are referenced on this report only if they are associated with a PRC or CEC. If
SDRs/Invoices are not yet associated to a PRC or CEC they will display as ‘Billing in Progress.’ This is
so the top portion of the report (pulling information from the Contract Summary Page) and the bottom
portion of the report (documents already associated to PRCs/CECs) will match.

Denials:

o Partial denials show in the 'Amount Denied' column. For example, an SDR is submitted for $500.
The SDR has 2 clients: $275 for Client 1 and $225.00 for Client 2, and the Agency denies Client 1.
The PRC Number column will reference $225, and the Amount Denied column will reference
$275. Users are able to 'track’ the $500 that was submitted on the SDR.

o Full denials do not display on the report. For example, an SDR is submitted for $500 and the Agency
denies both clients. No PRC will generate in EIM. Therefore, the $500 will not show on the report
because adjudication never occurred because the agency denied both clients.

e Rejections:

o Partial rejections that take place during adjudication show on the report in the 'Amount Rejected
during Processing' column. For example, if an SDR is submitted for $500. The SDR has 2 clients:
$175 for Client 1 and $325 for Client 2. $175 passes, but $325 rejects because the contract ran out
of funds. The $325 will reject and show in the ‘Amount Rejected during Processing’ column. Users
are able to 'track’ the $500 that was submitted on the SDR.

o Full rejections (all services rejected during adjudication) do not appear on this report.

o EIM/ESM only allows one SDR or Invoice per PRC/CEC. When running this report, there may be
instances when a PRC/CEC will have multiple SDRs or Invoices associated to them. In those cases, the
same PRC or CEC document numbers will appear on the report for multiple months. Any PRCs/CECs
that generated after November 2009 will only display once on this report.

e Please be aware that due to the amount of data that is being pulled for this report, the Payment Tracking
Report may take several minutes to successfully generate.

Questions or need assistance? Call Virtual Gateway Customer Service
1-800-421-0938 (617-988-3301 - TTY for the deaf and hard of hearing)
8:30 am to 5:00 pm Monday through Friday
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