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Medicaid using Preschool and CPSE Portal
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Basics

 Defining eligible services

 Entering Attendance

 Evaluation Ordering Providers

 Systematic Audit rules

 Creating a batch

 Adding / removing claims from batches

 Submitting Claims to Service Bureau
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Eligible Services

 Navigate to Medicaid->Define 
Eligible Services

 Indicate which services your County 
will bill Medicaid
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Indicating Prescription Required

 Navigate to Maintenance->Service Types

 Mark which services require a prescription / 
recommendation
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Entering Attendance

 Attendance is entered for the 
currently selected child, so first 
lookup the child

 Next, use the top menu to 
navigate to Medicaid->Enter 
Attendance
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1. Select an Enrollment

2. Select a payment for that 
enrollment

3. Select CPT from dropdown

4. Enter the # of units

5. Select Service Provider

6. Select Primary Diagnosis

7. Enter any additional ICD

8. Click the dates on the 
calendar that the child 
attend
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Enrollment list

 Will show enrollments for child and school year

 CBRS  & RS that are for services marked as Medicaid eligible

 CB 

 Trans

 Evals for types that are marked as Medicaid Eligible

 Selecting an enrollment 

 Populates the payments dropdown for that enrollment

 Fills in the Enrollment information for dates, frequency, and prescription

 Populates the service provider list with service providers associated with the 
vendor assigned to that enrollment
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CBRS Button

 If the select enrollment is CB, you can 
see the list of corresponding CBRS 
enrollments
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CPT, Diagnosis and Service Provider

 CPT Code – Enter the CPT code for that you wish to claim 

 Units – Enter the # of units for that CPT code

 Service Provider – the list is limited to the providers that are associated with 
the vendor for the selected enrollment

 Primary or Principle Diagnosis-enter the principle diagnosis for the claim

 Additional ICD – enter any additional ICD codes separated by commas
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Payment List

 Shows all processed payments for the selected enrollment

 Choosing a payment sets the calendar for that month

 Attendance can only be entered for months that have been paid
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Demo

 Demo
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Ordering Providers for Evals

 Based on current child, lookup child 
first

 Navigate the menu Medicaid-
>Ordering Provider for Evaluations

 Select the appropriate ordering 
provider from the dropdown 
corresponding to each component
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Systematic Audits

 Preschool has the ability to verify and validate lots of 
information automatically

 The County can choose which audits it would like the 
system to enforce

 To maintain this list, navigate to Medicaid->Service 
Bureau Claiming->Audit Rules

13



Audit Rules

 This is the list of 
current rules

 More may get 
added over time

 To choose to use 
this rule, click 
the “Enforce” 
check box
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Medicaid Batches

 Claims are submitted to the MSB in batches

 The process is

 Create a batch

 Add claims to batch

 Submit batch to MSB

 A County can choose to work on multiple batches at a time
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Creating a batch

 Navigate to Medicaid->Service Bureau 
Claiming->Claim Batch Listing

 Screen will list all Batches

 You can filter by status and cycle

 To create a batch click the Create New 
Batch button
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Create Batch Criteria

 To Create a batch, enter the criteria for a batch and click Create New Batch

 Choosing Automatically Add Claims, will add any claims that pass the audit to 
the batch

 Upon batch creation, the batch details screen will display the batch
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Claim Batch Details

 Claims are sorted into 4 categories and displayed on 4 separate tabs

 Each grid can be exported to Excel
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Claim Batch Details - tabs

Tab Description

Claims in Batch Claims that have already been added to the current 
batch

Claims that can be Added Claims that meet the batch criteria (dates and types) 
and pass all the audits

Additional Claims with Warnings Claims that meet the batch criteria (dates and types) 
however they did not pass an audit that are of type 
“WARNING”

Additional Claims with Problems Claims that meet the batch criteria (dates and types) 
however they did not pass one or more audits that 
are of type “FAILURE”
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Columns in grids
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Adding claims to a batch

 You can add claims to the batch from either 
the Claims That Can be Added tab or 
Additional Claims with Warnings

 To add claims, select the rows, right-click 
and select Add Claim(s) to current batch
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Removing claims from the batch

 From the Claims in Batch tab you can 
remove any claims from the batch.

 To do this, select the rows to remove, 
right-click and select the Remove 
Claim(s) from the current batch
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Marking claims as never claim

 Some issues with claims can be resolved.  
Example, a missing script can be entered.

 Others cannot, such as script was signed after 
date of service.

 You may choose to mark a claim as being never 
able to claim Medicaid, in order to stop claim 
from appearing

 Right click on any of the grids and select Mark 
Claims as cannot ever claim 

 Select the reason from the popup
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List of Do Not Bill reasons

 Navigate the top menu to 
Medicaid->Service Bureau 
Claiming->Do Not Bill Medicaid 
Reasons

 Type in the blank last row to 
add reasons
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Viewing claim details and audit issues

 Double click on a row in the grid to show the details for that claim
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Edit existing batch

 Navigate to Medicaid->Service Bureau 
Claiming->Claim Batch Listing

 Screen will list all Batches

 Double click the row to Edit the Batch
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Submitting a Batch

 Navigate to Medicaid->Service Bureau 
Claiming->Claim Batch Listing

 Screen will list all Batches

 Select the batch to submit and click 
the Submit Batch to MSB button
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Questions
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