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1. Revision History:
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Introduction:

Performs the activities involved with processing Self-Direction waiver program Data Entry
documentation (Timesheets, Mileage, Payment Request Forms) for Mi Via and Centennial Care
vendors and employees.

Service Level Agreements (SLAS):

All documents received in good order by midnight Saturday each week must be processed by noon
Wednesday of the following week to meet payroll according to the payroll schedule.

Payment Request Forms (PRFs) are processed every week.

Timesheets and Mileage are processed every other week according to the payroll schedule.
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Staffing:

Job Description: Data Entry Specialist

o Data entry of material from source documents to a computer database.

e Transcribes routine pre-coded and identifiable alphanumeric data from source document
and/or phone call into an automated system.

e Ensures accuracy and completeness of data.

e Performs clerical tasks in the data entry function.

e Receives and distributes incoming mail and materials.

e All other duties as assigned.

e Must have excellent oral and written communication skills and demonstrated analytical skills
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5. Departmental Duties:

o Data entry of material from source documents to a computer database.

e Transcribes routine pre-coded and identifiable alphanumeric data from source document
and/or phone call into an automated system.

¢ Receives and distributes incoming mail and materials.

Quality Assurance:

10% of Timesheets, Mileage, and Payment Request Forms (PRF) are reviewed by QA for
Accuracy.
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Tools:

FOCoSonline

https://nm.focosonline.com/nm/

Click “Launch FOCoSonline” button:

L3P (<0)| @ htps//nm focosonline.com/nm/

& FOCoSonline x L

. File Edit View Favorites Tools Help
: ¢ £)abouttabs & Suggested Sites v ] Web Slice Gallery v

™

ONLINE

New Mexico

®100% ~

Enter your Login Name and Password:

gin.phpstate_path=/

FO

ONLINE

Welcome to the Xerox Solution and the FOCoSonline System.

Welicome to FOCoSonline. By accessing and using FOCoSonline, you acknowledge that you will have access to certain private
information that is protected by certain privacy laws including the Health Insurance Portability and Accountability Act (HIPAA) Security and

Privacy Rules, and by other State and federal laws and Protected i is for receipt by and disclosure to only
aulnonzed reuptents You represent that you are an amhonzed recipient and agree to take all reasonable measures to protect all

n or by FOCoSonlii that use or di of protected i ion is a
violation of both the lerrns of use of FOCoSonline and appllcable laws. Additionally, you that FOC: line is the
intollootootorenod avmod b Lo Ot dnnantinne 0o
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Click on the role/program you wish to enter:

ONLINE ™

Please click on the role/program you wish to enter:

Agency Staff - XEROX
Xerox for XEROX in C
Care

Agency Staff - XEROX
Xerox for XEROX in Mi Via

Centennial Care:

| @ https;//nm focosonline.com/default.php a

@People‘ .Plan @Charges’ ﬂ Reports\ mFonns] z Secuntyl
||p Searcnl [ Include Inactive Users | @ About || £ My Password ” (2] Help” 1.} Logoutl
~
= -
Self-Direction
Please select a page from the Menus or Search for a user to work with.
v
Working with: (No user selected) |Logged in: XEROX (RICKERD, ”Role: Agency Staff - XEROX HProgram: Centennial Care
|DEANNA)
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| 2 P i TR a

@People Plan @Chargﬁ' ﬁ] Repons‘ mForms z Security

| ||}) Searchl [ inciude Inactive Uset itch Program/Role | & About || £ My Password ” (%] Help” -] Logoutl
A

Self-Di i
elf-Direction
Please select a page from the Menus or Search for a user to work with.

v

] inewith: (Ao usac - Logged in: XEROX (RICKERD, Role: Agency Staff - XEROX Program: Centennial Care

https://nm.focosnnI|ne.com/prngram_seledmn.php! DEANNA)

Click the “Mi Via” Button:

ONILINE

Please click on the role/program you wish to enter:

™

Agency Staff - XEROX
Xerox Management for XEROX in Centennial
Care

Agency Staff - XEROX
Xerox Management for XEROX in Mi Via
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Mi Via:

FOCoSonline - Internet Explorer provided by Xerox Business

!‘ & https://nm.focosonline.com/default.php

| w People L}% Plan | @ Charges 1 m Reports ‘ Q Forms ‘ z Security |
|

”}) Searchl [ inciude Inactive Users

[ @ about |[ £ MyPassword |[ @ Hep || ® Logoutl

~
I
Please select a page from the Menus or Search for a user to work with.
v
Working with: (No user selected) HLogged in: XEROX (RICKERD, HRoIe: Agency Staff - XEROX HProgram: Mi Via
DEANNA)

DocFinity Intraviewer

http://abgimgws01/DocFinity/IntraViewer/session/frmmain.cfm

Enter your User ID and password:

@ hitp://abgimgws01/DocFinity/IntraViewer/Logon.cfm

(2 IntraVIEWER Logon

File Edit View Favorites Tools Help

34 &) abouttabs ) Suggested Sites v & Web Slice Gallery v

- v [ d=h v Pagev Safety~ Tools~ @~

S

User ID:
Password:

Logon |
0

DocFinity www.docfinity.com

100% -

=]
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Click the “Workflow” button on the left:

@ DocFinity IntraVIEWER - Op... %

File Edit View Favorites Tools Help
»

9% 2] abouttabs &) Suggested Sites ¥  &] Web Slice Gallery + - [ dm v Pagev Safety= Tools~ @~

E] ,\

Desktop

Simple
Find

§5m > desktop

Query ¥ = Queries
% & Wi via Packets (274)
ascade ﬂ Mi Via TimeSheets (255)
& i via Invaices (256)
hu% & Wi via CRN Related Docs (387)
& mivia Mileage (273)
v & i via Misc Docs (275)

ptions. ﬂV\ewDucﬁ 585)

Search

v
®100% |
Workflow:
arkflow - Internet Explorer provided by Xerox Business Services = B =
e g -

Queuss |
Cmesguewe
job_id | flow_name | step_desc | departmenl account folder document | us| entrance_d | step_datetime a sl Y

105492¢ MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN Av Tue Mar 11  Tue Mar 11 13:11:25 GMT-0600 2014 _J
105836¢ MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN Mv-PRF-IN MV-PRF-IN Av Mon Mar 17 Mon Mar 17 08:12:42 GMT-0600 2014

1058363 MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN JA Mon Mar 17 Mon Mar 17 08:12:42 GMT-0600 2014

1058368 MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MW-PRF-IN MV-PRF-IN AS Mon Mar 17 Mon Mar 17 08:12:42 GMT-0600 2014

1058371 MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN BC Mon Mar 17 Mon Mar 17 08:12:43 GMT-0600 2014

105837 MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MW-PRF-IN MV-PRF-IN Mj Mon Mar 17 Mon Mar 17 08:12:44 GMT-0600 2014

1058375 MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN S5F Mon Mar 17 Mon Mar 17 08:12:44 GMT-0600 2014

105837¢ MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MW-PRF-IN MV-PRF-IN  Av Mon Mar 17 Mon Mar 17 08:12:44 GMT-0600 2014 [\;}
1058377 MV_PRF_INLC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN = Av Mon Mar 17 Mon Mar 17 08:12:45 GMT-0600 2014

105837¢ MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MW-PRF-IN MV-PRF-IN  Av Mon Mar 17 Mon Mar 17 08:12:45 GMT-0600 2014 &
105837¢ MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN = Av Mon Mar 17 Mon Mar 17 08:12:45 GMT-0600 2014 @
1058380 MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MW-PRF-IN MV-PRF-IN =AM Mon Mar 17 Mon Mar 17 08:12:45 GMT-0600 2014

1058381 MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN = Av Mon Mar 17 Mon Mar 17 08:12:46 GMT-0600 2014

1058382 MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MW-PRF-IN MV-PRF-IN Av Mon Mar 17 Mon Mar 17 08:12:46 GMT-0600 2014

105838: MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN = Av Mon Mar 17 Mon Mar 17 08:12:46 GMT-0600 2014

105838< MV_PRF_INLC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN Av Mon Mar 17 Mon Mar 17 08:12:47 GMT-0600 2014

105838: MV_PRF_INC| PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN = Av Mon Mar 17 Mon Mar 17 08:12:47 GMT-0600 2014

105838¢ MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN MV-PRF-IN MV-PRF-IN Av Mon Mar 17 Mon Mar 17 08:12:47 GMT-0600 2014

f
o [

GQueue Type: Group: [HV_IIIDEXEKS vJ
-
\&) Common View: [ﬁm_Prl_lﬁe_ui:- vJ
) Personal

Jobs: 380
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Microsoft Dynamics CRM

http://nmcrmweb:5555/XeroxGHSCRM/main.aspx

Rl ¢ i nevcrmeb 5555 KerxSHSRIM s esp

k4 Contacts: Active Contacts

e fdt Yew Favorte: Jook Help

abouttabs §) Suggested Sites v 8) Web Sice Gallery » B8 -0 @ b Sty Tk @
[ 2l Moo Dyearics CRM
W oo | v o asa
i Bacme - . i@ ) 5 B Beveno g I
- R o B 90 2xcopyatink . © & 7 tier
New  Eat Merge  Detedt  SendDaect Connedt Assign R St | pam Adganced
e . oupsties. T Emiatnk . Waikow Disiog Repert~ s
Recorss Cotabonte process outa
Service @ G Contacts Active Contacts + m 2
o Coer
e, 1 ruame ~ SocelSecunty o, | Busness Prone | ame Prone Eoal Prongerld | pacpantiD | Paent Accoumt I 2«
v Osd 7 & 0000089094033 |
13 Adices D184 5059677609 85313433 505.967.7206 )
)8 sosaomss sassaon3 sos 2001534
—t i
525471663 - g
: S i
essors 2 F
praeny &
e i
e sTsassae0
o630 5735266046 0000050463201
wnum srsace ooo0eTsZS
518606776 sTSseze 00000515606375.
sssomsia sosamerast ooonosssonssis
s2s490871 73491266 5 i
sasTaates sossssios coooasasetes i
649309276 5058360210 0000646309276,
|8 ADmoms sassso0zs sTssasesc0 ooo00szsssanzs
|84 ADARS PROBY 64463195 5753905204 0000643463795
|84 ADEYSIA MITCHELL 48522518 5056103372 0000648522518
184 ADREAM PARKER 310136147 2046060804 0000030136147
|9 ADREAMA DURAN o0c000000 sos9622754 0000034052142
| Osd Aomievamo 1120869% gssuss pr—
L4 Workpiace: |84 Across 21846909 Partidpant 0000218469096
e D18 A1 comors sseznm sosa606339 Fariopant ooooaseszsTaT
D% AJomon 4220085 so57219035 Paricpant 00000548200850
D8 a)Garas s4s018219 sosT18%847 Participant 00000645018219
018 ArGion sTsse24 ACA Call Center )
|08 asweeso e srsaasess2 Fariapant ooonosissesess
15001 5000+ 0 seected) XETID
iy Resource Center | a . A 3 o € 3 3 H T 0 X 3 M " Q n s [ v w X v z
®100% -
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Procedures:

Receiving & Logging the Mail

The Mailroom prepping, sorting and scanning processes hold the key to getting the various types
of documents for the Self-Direction program into the FOCoSonline system. These procedures are
critical. If the documents are not sorted correctly, rejected documents, which require special
handling and re-processing, are the end result.

Mail is delivered to and picked up twice daily from the Mi Via/Self-Direction Department, once at
8:00 am and again at 2:45 pm. On Mondays and Tuesdays the Mailroom has been instructed to
deliver any Mi Via/Self-Direction mail they receive throughout the day, not just at 8:00 and 2:45.

Document Type Identifier/Description Handling

Timesheet Single Timesheet e Separate Timesheets into a bin for
without attachments single documents

Payment Request Form Form requesting e Look at the Name(s) on the documents

(PRF) payment with invoice to determine which correspondence is
attachment associated with which PRF

e Process each Inbound Correspondence
with each PRF with the same Name as

a Multi.
¢ Insert patch sheet between each Multi
PRF.
Invoices Receipts, Mileage e Invoices should be attached to PRFs.

Invoice,

Inbound Correspondence General letter regarding | ¢  Separate Inbound Correspondence into
any subject a bin for single documents

Facsimile Documents

Faxed documents are systematically converted into an image. There is no paper handling by the
Data Entry staff via the fax server.

The individual faxes are sorted using the Fax Form ID software. From here they are placed into the
normal workflow merging at the Batch Build process.

Splitting Documents

Description/Purpose

Mi Via/Self-Direction receives most of the documents through Right Fax. Documents are split
using Abledoc splitter and placing them into Workflow.

Software Access Required
e Abledoc splitter, I: drive

e Microsoft Office Document Imaging
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Steps
Go to start button then go to the | drive Org _unit path below
\\abgO01\org_unit\Mi_Via\Data_Processing\Incoming_Documents

Cut the incoming files and place into the working folder with your name on it

===
@f)'ﬂ W <« Data.. » Inco.. » -
Organize - » =« [ @
& Mame
-] | Anjelika H
i 1 Michelle
% 1. random
\. Robert
= 1. Selina
E || shortcuts 11314
J W test
E = 1. unreadable

Next open Abledoc_splitter

-
td

nbledocispt

Click on the yellow folder

@ Abledoc Splitter -
pl

0 0o [wewne o] [E S P g

A screen will pop up select the first document in the list
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file://///abq01/org_unit/Mi_Via/Data_Processing/Incoming_Documents

)~

Organize =

- Libraries

. < org_unit » Mi_Via » Data_Processing » Incoming_Docu

Mew folder

it Mame

in

3 Documents .
|#] MM _530484F4DEBS

J‘f Music
Pi ] [#) NM_530485BCDECY
ct
I Pictures |#| NM_5304856BDEBF
B videos
18 Computer

&, 0sDisk (C:)

L8 20443363 (\\abql
5 Apps (G)

% Shared (H:)

5 Org Unit (1)

L@ Movel HIPPAA fil

?ﬂ Metwork

m

-

File name: |

Review the document(s):

Determine what file your document(s) will need to go to

e There are six options on the drop down:

@)
@)
O

ENROLLMENT, PRF, TIME, UNKNOWN AND UNKNOWN_RANDOM

Any documents related to Enroliment go in the ENROLLMENT folder

Payment Request Forms (PRF) go in the PRF folder, the PRF will have an invoice
attached

Timesheets go in the TIME folder and are usually only one document (sometimes
may have a PRF with it and a fax cover sheet, don’t split)

1) Select the black dropdown arrow to select for the file destination — example: Enroliment

& Abledoc Splitter - \\abq01\org_unit\Mi_Via\Data_Processing\Incoming_

Lo © w U | em—

FED- 102014 00X PRy PO LBELNNTY

NIRRT emine

Selt-Direction Appointment of Authorized Agent

1% 1D B AT TAL A5 3 A FUARION Wm0 fenL 13 CRIGN0 IOTHire 1 te
my Auhenged Agent My Aunceses Agett C3n Do avpton of my chaseng, ween if they
o try Lege Concme, Power of Afcermy (POA) peert o sgouse Tre penon | chidee
12 00y Auhanded Agent wil be stve to he'p e ard wi %0 have =y BevvIsen

15 UK o the CoOmpames | Rov chiaten ¢n 186 o Aler we || #nd my chowon
ALored Agert oon th s o, my Aoned A9el sdiDe sbie D L K 12 e

e rpanes atet ¢ 3rd Pa SatDrectns Pagran
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2) Select the gray down arrow at the bottom of the page

0 ManbenPartc pant
owte: <SPy |

AN v

B AL
PASE L ROVTAT 20W00 000020 AN s Bundint Tnd™ SR PRAFRGEAL DRSO 050 ' DURANON o 202

) Omp—— D<@

3) Select the gray save button at the top of the page

@ Abledoc Splitter - \\abq01\org_unit\Mi_Via\Data_Processing\Incoming_Do«

™ 111 ® ® [ewowrent | [Ejeiinb—

Once you are done splitting files, locate the different files in your destination folders located
in the C: drive

C:\destination

@Qvl .+ Computer » OSDisk (C) » destination »

Organize = Include in library + Share with + New folder
i Favorites = (573
Bl Desktop ENROLLMENT
& Downloads INDEX ONLY
| Recent Places MILE
PRF
il Libraries TIME
[Z Documents UNKOWN_RANDOM
&' Music £ UMREADABLES
=l Pictures
B Videos
1% Computer
£, 0sDisk (C:)
5 20443363 (\\abqgl
& Apps (G) —
5 Shared (H:)
58 Org Unit ()
8 Novel HIPPAAfil = ¢ Ul
7 items

Check the files you split to ensure they are in the correct corresponding folders
Example: Timesheets in the TIME folder
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Email your supervisor with a screenshot showing the amount of documents you split

Highlight your files, right click and select “Properties”

_ ENROLLMENT, ... Properties (mzm]
General | Customize

3 Files, 7 Folders

Type: All of type File folder
Location: Allin C:\destination
Size: 136 KB (139,810 bytes)

Size on disk: 140 KB (143,360 bytes)

Attributes [ read-only

[ Hidden

Once you have reviewed all your folders, send the email to your supervisor of the
documents you cut and pasted to the Workflow folders located in the org_unit I: drive path
below:

\\abqO1\org_unit\Mi_Via\Data_Processing\To_be_Indexed

4) You will need two modules open, one to place in workflow folder and the other with the
destination folders
5) Cut the documents and paste in the corresponding files

Sl@ir=] [E=BE=E)
@.\Jv‘ « MiVia » Data Processing b To_be Indexed » [ 4] [ Search Tobe_ind. P @Qﬂ <« OSDisk (C:) » destination » ENROLLMENT ~ 4] 5ea i 0|
Organize v New folder =~ 0 @ Organize +  Includein library ~ Share with ¥ Slide show ~ » =~ 0 @
 RecentPlaces  *  Name ° Date modified Type ~ [ Nome ’ Type

- 0 Favorites 7
EmployeeAgreements File folder M Desktop 2] AL_201402093415 TIF File
4 Libraries =
L EmployeePackets File folder 5] AL201402083410 TIF File
[ Documents - =
N EmployerPackets e 5l Recent Places
& Music
Incoming (all) Enroliment Documents 47:51AM  File folder
= Pictures
IndeOnly File folder i Libraries
[B# Videos ,
IndexOnlyTest File folder [& Documents
Mileage File folder o Music =
8 Computer y J Cut
& osoric MiscDocuments File folder =) Pictures u
is
= e PrehirePackets File folder 1 videos
L‘ﬂA . AR PRFs File folder
e Reviewlmport File folder 1% Computer
9 Shared (H:) -
Timesheets File folder £, 0SDisk (€
3 Org Unit (1)
VendorAgreements File folder 5 20443363 (\\abq()
3 Novel HIPPAA S
VendorPackets File folder &3 Apps (G)
= Shared (H
i Network =)
2 Org Unit (E)
ad < 4, ' G Novel HIPPAAfil ™ T G
1ditems  Offfine status: Online =] 2 items
fline musilahilie Not mailable =

Indexing

Description/Purpose

Indexing timesheet, mileage and PRF

Software Access Required
e Intraviewer (http://intraviewer/) Workflow queue

e FOCoSonline (https://nm.focosonline.com/nm/)
e Spreadsheet list (I:\Mi_Via\Data_Processing\2_To_be_Keyed) xxxx-xx-xx (date) Employee
and Vendor spreadsheet
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file://///abq01/org_unit/Mi_Via/Data_Processing/To_be_Indexed
http://intraviewer/

Set up

You may set up your 2 monitors as shown in the example below

Screen 1: Your left screen will have the workflow queue and beside it will be your Microsoft Office
imaging

Screen 2: Your right screen will have Centennial Care FOCoS system in Firefox and beside it will
be Mi Via FOCoS system in Internet Explorer

o - - - provp—— =
—_— - o RE — B W W @ e § e
- Orge By S - v —-
—_— =

Ly S 1

Image CC-Fire Fox MV-Internet Explorer

Screenl , Screen2 { | Screen2

Steps
Intraviewer

1) S?Ject the yellow workflow folder

Deskiop

Intra desktop

> (3 Cascade ltems
» (9 Working Documents
¥ & Queries
&8 wivia invoices (256)
29 1ivia Mileace 273)
29 i via CRN Related Docs (387)
& viewDoc (155)
28 Vi via TimeSheels (255)

Your workflow queue should pop up

Set your queue
2) Group: MV_INDEXERS
3) View: Timesheet Prf Mile View

/=) Workfiow - + provided by Xerox B [=[&] =
| Queues
e
jobid | flow_name | step_desc | department account | folder | document | us| entrance_d step_datetime. o[- &
1054528 MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PRE-IN | A Tus Mar 11 Tue Mar 11 13:11:25 GT-000 2014
103836 MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PREN | Av Mon Mar 17 Mon Mar 17 08:12:42 GMT-0600 2014
1058367 MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PRE-IN | JA Mon Mar 17 Mon Mar 17 08:12:42 GHT-0600 2014
1058368 MV_PRE_IN PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PREIN | AS Mom Mar 17 Mon Mar 17 08:12:42 GMT-0600 2014
1058371 MV_PRE_IN PRFIND | WORKFLOW MV-PRF-IN | MU-PRE-IN | MV-PREIN | BC Mom Mar 17 Mon Mar 17 08:12:43 GMT-0600 2014
105837 MV_PRE_IN PRFIND | WORKFLOW MV-PRF-IN | MU-PRE-IN | MV-PREIN | M Mon Mar 17 Mon Mar 17 08:12:44 GMT-0600 2014
105837 MV_PRE_INC PRFIND | WORKFLOW MV-PRE-IN | MU-PRE-IN | MV-PREIN | SF Mon Mar 17 Mon Mar 17 08:12:44 GMT-0600 2014
105837¢ MV_PRE_IN PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PREIN | Av Mon Mar 17 Mon Mar 17 08:12:44 GMT-0600 2014
1058377 MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PREIN | Av Mon Mar 17 Mon Mar 17 08:12:45 GMT-0600 2014 e
1058376 MV_PRE_IN PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PRE-IN | Ay Mom Mar 17 Mon Mar 17 08:12:43 GMT-0600 2014 &
1058375 MV_PRF_INC PRF_IND WORKFLOW MV-PRF-IN | MV-PRF-IN | MV-PRF-IN | Av Mon Mar 17 Mon Mar 17 08:12:45 GMT-0600 2014 <)
105835 MV_PRE_IN PRFIND | WORKELOW MV-PRF-IN | MV-PRE-IN | MV-PREIN | AN Mom Mar 17 Mon Mar 17 08:12:43 GMT-0600 2014
1058381 MV_PRE_IN PRFIND | WORKFLOW MV-PRF-IN | MU-PRE-IN | MV-PREIN | Au Mon Mar 17 Mon Mar 17 08:12:46 GMT-0600 2014
1058352 MV_PRE_INC PRFIND | WORKFLOW MV-PRE-IN | MU-PRE-IN | MV-PREIN | Au Mon Mar 17 Mon Mar 17 08:12:46 GMT-0600 2014
1058353 MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PREIN | Au Mon Mar 17 Mon Mar 17 08:12:46 GHT-0600 2014
1058354 MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PREIN | Ay Mon Mar 17 Mon Mar 17 08:12:47 GMT-0600 2014
1038385 MV_PREINC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PRE-N | Ay Man Mar 17 Mon Mar 17 0811247 GMT-0800 2014
105835¢ MV_PRE_INC PRFIND | WORKFLOW MV-PRF-IN | MV-PRE-IN | MV-PRE-IN | Av Mon Mar 17 Mon Mar 17 08:12:47 GMT-0600 2014 ||
Giearsort
e Group: | MV_INDEXERS
© G View: | Time_Per_Mile_view
O rersonal
Jobs:
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4) Set your “RecDT” to the oldest date

flow_name

account

Folder

document

MV_PRF_INE.
MV_PRF_INE.
MV_PRF_INE.
MV_PRE_INE.
MV_PRE_INE.
MV_PRE_INE.
MV_PRF_INE.
MV_PRF_INE.
MV PRF INE

WORKFLOW.

WORKFLOW.

v
v
Sy
—
e
e
oy
v

MV-PRE-IN

o
v
e
e
e
onrin

MU-PRE-IN

b
v
Sy
—
e
e
oy
v

MV-PRE-IN

2014

2014

flow_name

step_desc

department

account

folder

document

step_datetime

1058386

1058363
105836¢
1058371
10583

10583

105837¢
1058373
105837¢
105837¢
105838C
1058381

Your file queue has all the information you need to view the document

MV_PRF_INC
My_pRE_INC
My_PRE_INC
MV_PRE_INC
My_PRE_INC
My_pRE_INC
MV_PRF_INC
MV_PRE_INC
MV_PRE_INC

MV_PRF_INC

MV_PRF_INC

MV_PRE_INC
MV_PRE_INC
My_prE_INC
MV_PRF_INC
MV_PRE_INC
My_PRE_INC

MV_PRF_INC

PRE_IND
PRE_IND
PRE_IND
PRE_IND
PRE_IND
PRE_IND
BRF_IND
PRE_IND
PRE_IND
PRE_IND
BRF_IND
PRE_IND
PRE_IND
PRE_IND
BRF_IND
PRE_IND
PRE_IND

BRF_IND.

WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW
WORKFLOW

MV-PRE-IN
Mv-pRE-IN
mv-pRE-IN
MV-PRE-IN
MV-PRE-IN
Mv-pRE-IN
MV-BRE-IN
MV-PRE-IN
MV-PRE-IN
Mv-pRE-IN
MV-BRE-IN
MV-PRE-IN
MV-PRE-IN
Mv-pRE-IN
MV-BRE-IN
MV-PRE-IN
My-PREIN

MV-PRE-IN

MV-PRE-IN
Mv-pRE-IN
mv-pRE-IN
MV-PRE-IN
MV-PRE-TN
Mv-pRE-IN
MV-BRE-IN
MV-PRE-IN
MV-PRE-TN
My-pRE-IN
MV-BRE-IN
MV-PRE-IN
MV-PRE-TN
My-pRE-IN
MV-BRE-IN
MV-PRE-IN
My-PRE-IN

MV-PRE-IN

My-PRE-IN
My-PRE-IN
My-RRE-IN
MY-PRE-IN
My-PRE-IN
My-PRE-IN
MY-RRF-IN
MY-PRE-IN
My-PRE-IN
My-PRE-IN
MY-RRF-IN
MY-PRE-IN
My-PRE-IN
My-PRE-IN
MY-RRF-IN
MY-PRE-IN
MU-PRE-IN

MV-PRF-IN

Tue Mar 11 13:11:25 GMT-0600 2014
Mon Mar 17 08:12:42 GMT-0600 2014
Mar 17 08:12:42 GMT-0600 2014
Mar 17 08:12:42 GMT-0600 2014
Mar 17 08:12:43 GMT-0600 2014
Mar 17 08:12:44 GMT-0600 2014
Mar 17 08:12:44 GMT-0600 2014
Mar 17 08:12:44 GMT-0600 2014
Mar 17 08:12:45 GMT-0600 2014
Mar 17 08:12:45 GMT-0600 2014
Mar 17
Mar 17
Mar 17 0g:1
Mar 17 0
Mar 17
Mar 17
Mar 17 08:1

Mar 17 08:12:47 GMT-0600 2014

Example: Job_ID # 1054928 and Doc. # 12162261

6)

Select “O

Property

Job_id
flov_name
step_desc

department

sccount

MV_PRE_IND.
PRE_IND
WORKFLOW-IH

MV-PRE-IN

Description

Doooooo

Help Panel

Open Image

Is Doc Type Correct?

Enter Medicaid ID

Entar Vendor 1D

Entar Racaived Date.

Enter Raquest Date.

Date Validation

Self-Direction Data Entry Procedure
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{8 DocinityIraVIEWES - Optica bmage Techaology - ntermet Eplorer. =~ | ¥ |
tra Irwsee vaw

[ReadOnly]- 120975506 abomgmeli ®
open || swe [v|| concel

The image should pop up, click open

View your image
Answer the questions referring to the image, click ok after every question
Click “Save” in the bottom right corner

TR TR | e—————
—
Queues.
A
Property ‘ Value £ 12162261
job_id 1054928 -
flov_name MV_PRF_IND E i
step_desc PRE_IND
department WORKFLOW-IN
account MV-PRF-IN hd
(e
Done ‘ Type ‘ Description ‘ Req'd
¥ URL Open Image Ho
O Ksy Query 1= Doc Type Correct? Yes
[ Key Query Enter Medicaid ID Yes
(| Key Query Enter Vendor ID Yes
O Key Query Enter Recaived Date Yes
(| Key Query Enter Request Date Yes
L URL Date Validation Yes
[ ___________________________|
I

Save Return Job Set Locks

Entering Timesheets in FOCoSonline

Description/Purpose

Processing a timesheet

Software Access Required

Intraviewer (http://intraviewer/) Workflow queue
FOCoSonline (https://nm.focosonline.com/nm/)
Microsoft Office Document Imaging

Self-Direction Data Entry Procedure
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Set up

You may set up your 2 monitors as shown in the example below

Screen 1: Your left screen will have the workflow queue and beside it will be your Microsoft Office
imaging

Screen 2: Your right screen will have Centennial Care FOCoS system in Firefox and beside it will
be Mi Via FOCoS system in Internet Explorer

Image CC-Fire Fox e MV-Internet Explorer

Screen 2

Screenl { Screen 2

-~

Steps

Intraviewer

1) Select the yellow workflow folder

Desktop
Simote
E - Intra deskiop =

e > (1 Cascas terms

» (1 Working Documents
Fea v & queries
&4 Wi via Invoices (256)

?q" &4 Vi via Mileage (273)

ore. &9 i Via GRN Related Dacs (387)
v 9 viewnoc (155)
Setilot 8 v via 1imesnests (255)

Exit

The workflow queue should pop up
Set your queue
2) Group: MV_DataEntry

3) View: Timesheet_view
D Worlflow - Intemet Bxplorer

Queves |
b _d Mow_samme step_dess  department o fo docomant  used_by_mi RecOT RN Priost whil_y e | 35

1021691  MV_TIME_PY TIME_ENTA TIMESHEETS Of 34 2014-01-10° Avadeble  2014-02-14
1021692  MV_TINE_Pf TIME_ENTR TIMESMIET! Of 34 20
1021726 MV_TIMEPF TIMEENTR TIMESMERTS 38 33 014-01-24 Avadable | 2014-02-14

1022040  MV_TIME_ DY TINE_ENTA  TIMESHEET! 93 3 2014-02-14 Avellsble  2014-02-14 r

0207 Avadable 201402414

1022043 MV_TIME_PF TIME_ONTR  TIMESMIETS 3% 33 2014-01:24 Avadable  2014:02+14

1022044  MV_TIME_PF TIME_ENTR TIMESHERTS 83 3§ 2054-02-21 Avelable  2034-02-14
1022341 MV_TIMEPY TIME_ENTR TIMESWEETS 24 35 2014-02-07 Avedsble  2014-02-14
1021347  MV_TIME_Pf TIME_ENTR TIMESMENTS 34 37 2014-01-10 Avadable  3014:02-13 10

@ 8C

1021546  MV_TIME_PF TIME_ENTR TIMESHEETE §) 37 2014-02-07 Avalsble  2014-02-13
1021348  MV_TIMEPY TIMEENTR TIMESMIETS 1C 30 2014-02-07 Avasdable  2014:02-13
1021349 MV_TIMEPF TINE_GNTR ~ TIMESMEETS 3C 37 3014-02-07 Avadable  2014-03-13

Ll Ju—
Cloar Sert
Cuwse Trpe Group: | MV_DATARNTRY )
(&) Cemmon
O View: | Tomesheet_view _
Jobs: 37
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4) Set your “RecDT” to the oldest date

vwsed_by_n: RecDT & CRN Prior
Available 2014-02-12

Available 2014-02-13
Available 2014-02-13
Available 2014-02-13

_Available 2014-02-13

Your file queue has all the information you need to view the Timesheet
Job_ID # 1021691 and Doc. # 12066547
6) Select “Open Image”
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The image should pop up
Click “Open”

7) Check for signatures and signature dates

8) Make sure everything is filled out on the timesheet (Employee name,
participant/member name, service dates, in/out times and service codes)

9) If something is missing and it's a hard stop, follow “Creating an RTP” process

Any of the below situations may be processed, do not RTP:

Examples

a) If the timesheet is showing 8 am to 4 = 8 hours (the pm is missing on the 4), process and
add internal comments in FOCoSonline

b) If the time is showing 8 am to blank = 8 hours (the 4pm is missing), process and add

internal comments in FOCoSonline
c) Ifthetimeis 8to 4 = 8 hours (missing am and pm), process and add internal comments in

FOCoSonline (use the description/services provided to decide am and pm)
d) If the timeis 8 am to 9 am =1 hour for the whole timesheet (one or 2 entries missing

am/pm), process and add internal comment in FOCoSonline (used replicate same times

as all other entries)

2-Week Self-Direction Timesheet for Payment
Have you faxed this

FAX 1-866-302-6787

Employes Name:

(s it a duplicate)? [1ves [Tno if ves, when?
B igits of

2 iy &
Is PRIOR Trmeshest?
u]
- " S =
MemberParteipants Dte of Bint: Sear B
Date Time In Time Out | Howrs | Service Services Provided
ircle AM or PM | Circle AM or PM Code

(Please enter)

= A o | an P
z P P
A o | an P
an o | an N
A o | an P
ax o | an P
Ay any Y
au o | an e
Total Hows frWeek 1 Mast sotbe over 40
Ay B | BN
A o [ am ™
A P | av ™
A o | am ™
Ay B | ™
A M [ am ™
s A | av Y
t o e e
A | av Y
A o | av P
A o | s e
A o | av P
A B | an P
A o | av PN

Total Howrs for Week 2 3

Total Hours for Timesheet (2 weeks)

Employee Signarure

Date

Employer Signarure

Date

Employee Printed Name

Employer Printed Name

Timesheet. 08/23/2013 v 1

If everything checks out you may process the timesheet in FOCoSonline

Self-Direction Data Entry Procedure

7-20



FOCoSonline

1) Click “Charges” button, select “Bulk Charge Entry and check “Include Inactive Users”
box

@ FOCoSonline - Charge Entry - Moxzilla Firefox

B https://nm focosonline.com/bulk_charge_entry.php#
&People £ Plan @Charges m Reports [}Forms a Security

‘ | yol Searchl V| Include Inactive Users @ Al

Charge Entry: Member Selection

* Select a Participant | Please msake & selection |Z||
This field is required

2) Select the participant/member’'s name to be processed, last name first

Charge Entry: Member Selection

0% complete
* Select a Participant | Please make a selection E”
9 Cancel * Required Next B

3) Start with the Centennial Care Firefox, if not in this CC system use the Mi Via system.
4) Click “Next” in bottom right corner

5) Select a Provider name, last name of the Employee

Charge Entry: Provider Selection

10% complete
Member IEEREENEEN
K Cance JEEged 4 Frev || Nex |

6) Click “Next” in bottom right corner
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7) Select the pay period to be processed

8) Click “Next” in bottom right corner

Charge Entry: Select Dates

20% complete
Member I ;nd Empicyee I
* Select a Pay Period
* Number of Entries Per Day :

["3¢ cancel I * Required [T Prov | [ Next B

9) Select all the dates requested on the timesheet

Charge Entry: Select Day(s) of Service T

January 2014 February 2014

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 1

5 8 7 8 9 10 1

2 |3 4 5
12 (13 |14 15 16 |17 18

B ¥ & |8 @ @
19 (20 |21 22 |23 24 25

09 10 1 1z (13 14 15
2% |2r |28 |2 |30 |31 16 17 (18 (19 20 21 22
o 23 |24 |25 268 |27 |28

Select All Clear All

¥ Cancel 4 Prev Next B

10) Click “Next” in bottom right corner

11) You will be in “Charge Entry: Enter Charges” screen

A. Verify you are working with the correct participant/member and employee
compared to the timesheet you are processing. Re-check the employer of record
(EOR) signature/signature dates and the employee signature/signature date.
Make sure FOCoSonline screen matches the timesheet.

Charge Entry: Enter Charges

50% complete

Employee Name: [ employee 10: @@ Begin Date: 01252014 End Date: 02/07/2014
member Name: NN empioyer of Recorc: [  vecicaid Number: IR

(=) Goal Intormation:
Service Code: 99509E - Homemaker/Direct Support - Exception

Plan Dates: 08/01/2013 - 07/31/2014
Total projected amount for this goal: $33,152 55

Goal:

V1a Homemaker-| recently found out that | have cancer and will be going through a very extensive treatment | have undergone my first round
of chemotherapy and will have several other sessions After which | will have surgery to remove the cancer. | will need the extra heip to
compiete my ADL's IADL. Like making and keep doclor's appomntments, eating healthy and keeping my environment clean. IU's important that |
maintain a healthy immune system well | am going through chemotherapy. | would ke 10 use an agency for this service as they are able to
send back up staff it my regular staff member are sick and unable to care for me. | don't have any famdy that can care for me. | need 24 hour
care at this time. | would ke 10 put 26 62 hours per week on my basis budget and 141.38 hours in additional funding

How this Goal will be achleved:
V1a Homemaker-26 62 hours per week for 52 weeks at a pay rate of 21.00 hr without tax

$21.00 x.1404=2 95
$21.00 + $2.95=23 95

%€ Concel o [ Prov | [ Next B> |
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B) Use the scroll bar to the right to view the dates selected

C) Enter the service code requested, rate should auto populate, time in/out use the
military time, and service code.

D) If all the times are the same on timesheet you may select “Replicate” for the

system to auto fill the dates selected.

Military Time Standard Time |
00:00 12:00 midnight |
01:00 1:00am
02:00 2:00am |
o3:00 | 3:00am_ |
04:00 4:00am
05:00 5:00am
06:00 &:00am
07:00 Z:00am
08:00 2:00am
09:00 9:00am
10:00 10:00am
11:00 11:00am
12:00 12:00 midday
13:00 1:00pMm
14:00 2:00pm

..................... 15:00 | = 3:00pm
16:00 4:-00pm
17:00 S5:00pmM
18:00 5:00p M
19:00 F:00pm
20:00 B8:00pmMm
21:00 9:00pmM
22:00 1O:00pMm
23:00 11:00pm |
00:00 12:00 midnight |

52395 x 26 62 1 52=33152.55
Service  Service Rate Time Time Hours!  Total Services Timely  Actions
DCate Code In Qut Units Fay Provided Filing
Qverride
Mon | 99509E - HomemakenT= | | 1200m-]] | | | ]
0T ‘EJ ﬂ
Toe [Phﬂsemaneaseletlu:-] |P19a9e:r'| | | |_ ] [:I
LT B EJ EJ
VWed lﬁeasermheaseletlu'-] |Piea9e-r| | | l | :
LTl B M ﬂ
Thu |P|easemalueaseletlm'-] |Pieaser| | | |_ | I:
01130734 M ﬂ
Fri | Peasemate aselectols]| | Pease[-]] | | | E
L TEd L B EJ ﬂl

Check week 1 and week 2 for the total amount requested

Charge Entry: Enter Charges

B1UIN2014 = =
‘Wesk 1 Totals:
Mon | 99509E - HomemakenT - | [ 12 0am>]| [8:00 am | [200pm ]
CROHIONE =] =
Tua || SOS09E - Homemakert =] [ 12 00m=]| [8:00 am | [2.00 pm |
02042014 =3 |
Wed | | S9509E - HomemakenD=| [1200m=] [5:00am | [4000m |
v [C1) =3
Thu | [#9500E - HomemakerT~ | | [1200M+]| [5:00am | [200pm |
G004 3] 5]
Fri | SO500E - =] [1200m=] [8:00am | [s00pm |
Ltizaal CL) =]
Wk 2 Totals:

MW Cancal I

Self-Direction Data Entry Procedure
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An employee may only be paid 40 hours per week. Any hours over the allotted 40
hours per week will need to be RTP’d for the remaining hours that have gone over
the 40 hours.

See “Templates 2012-04-03” located in org _unit -I: drive
\\abg01\org_unit\Mi_Via\Data_Processing
Refer to “Creating an RTP” process.

12) Enter the Doc ID from Workflow in Internal Comments

Charge Entry: Enter Charges

Eri Q0509E - O] | 12.00m[=]| |8:00 am | [4:00 pm | 8
02/07/2014 = =
Week 2 Totals: 4“0

) Progress Notes:

Check Spelling

= Internal Gomments:

optionaipate [ |

‘ doc id # 555555

Check Speliing
¢ Cancel

13) Click “Next” in bottom right corner

50% complete

$96.00 (99509¢ = Replicate -~
[Add ]
Clear]

$480.00 pia’

@

el

m

d Prev Next B

This opens the “Confirmation” screen. Compare the FOCoSonline entry with the

timesheet.

Charge Entry: Confirmation

Employee Name S Employee ID: 04936

Begin Date: 01/252014

=]
60% complete

End Date: 02/07/2014

Member Name: N Employer of Record: NS  Medicaid Number: RN
Service  Service Rate Time Time  Hours/ Total  Services Timely Filing
Date Code In Out Units  Pay Provided Override
Mon 99509E - Homemaker/Direct Support - Exception 1200mr 800am 4.00 pm 8 $96.00 99509¢
01/27/2014
Tue 99509E - Homemaker/Direct Support - Exception 1200mr 800am 4:.00 pm 8 $96.00 99509e
01/28/2014
Wed 99509E - Homemaker/Direct Support - Exception  12.00mr 800 am  4.00 pm 8 $96.00 99509e
01/29/2014
Thu 99509E - Homemaker/Direct Support - Exception 1200mr 800am 4:.00 pm 8 $96.00 99509¢
01/30/2014
Fri 99500 - Homemaker/Direct Support - Exception  12.00Mr 800 am  4.00 pm 8 $9600 99500
01/3172014
Week 1 Totals: 40 $480.00
Mon 99500E - Homemaker/Direct Support - Exception  12.00Mr 800 am  4.00 pm 8 $96.00 99509e
02/03/2014

% Cancel

14) Click “Next” in bottom right corner
15) Click “Select All” to check off both boxes

Charge Entry: Final Actions

Cack s create e Tane cara o/

7 Approve Charges
4| Close Charges

SelectAll || Clearall

K Cancel I

16) Click “Finish” in bottom right corner

Self-Direction Data Entry Procedure
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Timesheet has been processed sucessfully

Charge Entry: Complete e

Your charges were entered successfully.

What would you like to do next?

Enter another charge with same Participant - same Provider | =» Go
Enter another charge with same Participant - different Provider | =» Go
Enter another charge with same Provider - different Participant | “» Go

Enter another charge with new Participant and Provider | «% Go

Done entering charges | «» Done

17) Go to Workflow queue, answer the questions, and click “Save” in bottom right corner

2 Workflow - Internet Explorer o
Queues
Ttem Details
Pr 0 ¥
roperty Value [C) 12098056 ¥
job_id 1033550 -
flow_name MV_TIME_PRO H‘
step_desc TIME_ENTR
department TIMESHEETS
Tasks
Done Type Description Req'd
O Standard Enter timeshaet Mo
O Key Query What is the document status? Yes
[m] Key Query RTP Reazen o
=] ey Queny crne o
O URL Open Image Ho
Task Processing

What s the document status?

| Entered v ex

Save || Returnlob

Entering Payment Request Form (PRF) in
FOCoSonline

Description/Purpose

Processing a Payment Request form

Software Access Required
e Intraviewer (http://intraviewer/) (Workflow queue)

e FOCoSonline (https://nm.focosonline.com/nm/)
e Microsoft Office Document Imaging

Set up

You may set up your 2 monitors as shown in the example below

Screen 1: Your left screen will have the workflow queue and beside it will be your Microsoft Office
imaging

Screen 2: Your right screen will have Centennial Care FOCoS system in Firefox and beside it will
be Mi Via FOCoS system in Internet Explorer
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Workflow
Screen 1

g0 - fhpi7|
VT ek

B i D Ow e e § e

T Pt O T |
Py———— Crarn oy Pt S ——]
P o] e <}

=i a1~

I

CC-Fire Fox

MV-Internet Explorer

Screen 2 Screen 2

BT Lt

Steps

Intraviewer

1) Select the yellow workflow folder

Desktop

Simple
Find

;uin Saved
Query
}ascad e

Search.

Co.) (—

[Configure
options.

doco

EXit

Your workflow queue should pop up

Set your queue

Group: MV_ DATAENTRY

View: PRF_view

T v g .
Queues

¥ o> Queries

desktop
» (1) Cascade ltems
» (1 Working Documents

& v via Invoices (256)
4 i via mileage (273)
& Wi Via CRN Related Docs (387)
& viewDoc (155)

& Wi Via TimeSheets (255)

job_id | flow_name | step_d departmeni ac fo| document | us RecDT 4 | CRN | PriorityItem [ o=
1045835 | MV_PRF_PRi PRF_EN INVOICES | UM UP| 2014-02-23 Au 2014-02-23

1038967 | MV_PRF_PRi PRF_Q INVOICES | 31 84| 2014-02-24 Av 2014-02-25 1226537

1039526 | MV_PRF_PRi PRF_Q: INVOICES | 3C 31 2014-02-27 Av 2014-02-27 5
1039418 | MV_PRF_PRi PRF_Qi INVOICES | 3% 2€| 2013-08-26 Av 2014-02-27| 1227591

1045635 | MV_PRF_PRi PRF_RI INVOICES | 3§ 04 2014-02-28 Av 2014-03-00| 1231346

1044415 | MV_PRF_PRi PRF_EN INVOICES | 3C BS| 2014-03-04| A\ 2014-03-04 —
1043081 | MV_PRF_PRi PRF_RI INVOICES | 3C UN| 2014-03-04 AS 2014-03-04) 1230503

1044708 | MV_PRF_PRi PRF_RI INVOICES | 3€ 41 2014-02-19 Av 2014-03-05 1231061

1044643 | MV_PRF_PRi PRF_RI INVOICES | 3€ 41 2014-02-1% Av 2014-03-05 1231061 (O]
1045557 | MV_PRF_PRi PRF_EN INVOICES | 37 2¢| 2014-03-05 Av 2014-03-06 a0
1045536 | MV_PRF_PRi PRF_EM INVOICES | 34 84| 2014-02-19 Av 2014-03-06

1045588 | MV_PRF_PRi PRF_EN INVOICES | 32 25| 2014-03-06 Av 2014-03-06 @
1045588 | MV_PRF_PRi PRF_EN INVOICES | 3% 85| 2014-03-05 Av 2014-03-06

1045539 | MV_PRF_PR: PRF_EN INVOICES | 32 27| 2014-03-06 Av 2014-03-06

1045601 | MV_PRF_PRi PRF_EN INVOICES | 32 04| 2014-03-06 Av 2014-03-06

1045602 | MV_PRF_PRi PRF_EN INVOICES | 37 UN| 2014-03-06 Av 2014-03-06

1045612 | MV_PRF_PRi PRF_EN INVOICES | 37 37| 2014-03-05 Av 2014-03-06

1045613 | MV_PRF_PRI PRF_EN INVOICES  3C 27 2014-03-08 Av 2014-03-08

1045614 | MV_PRF_PRi PRF_EM INVOICES | 3C 27| 2014-03-06 Av 2014-03-06 ‘L_

I [ ] D
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2) Set your “RecDT” to the oldest date

used_by_n=

RecDT &

CRN

Prior

Available
Available
Available

Available

oW oW oW w

Available

2014-02-13
2014-02-13
2014-02-13
2014-02-13
2014-02-13

3) Select the first document at the top of the list

job_id flow_name | step_d ac| fo document | us| RecDT & | CRN Priorityltem
1045835  MV_PRF_PRI PRF_EN INVOICES UM U A
1038967 | MV_PRF_PRI PRF_Q, INVOICES | 31 84 A 1226537
1039526 | MV_PRF_PRI PRF_Q/ INVOICES | 3C 31 2014-02-27 Av 2014-02-27
1039419 | MV_PRF_PRI PRF_Q/ INVOICES | 3t 2¢ A 1227591
1045635  MV_PRF_PRI PRF_RI INVOICES 35 04 v 1231348
1044415 | MV_PRF_PRi PRF_EN INVOICES | 3¢ 8% A
1043081 | MV_PRF_PRI PRF_RI INVOICES | 3C UM g 1230503
1044708 | MV_PRF_PRI PRF_RI INVOICES | 3€ 41 Ay 1231061
1044643 | MV_PRF_PRI PRF_RI INVOICES | 3€ 41 v 1231081
1045587 | MV_PRF_PRi PRF_EN INVOICES | 37 2¢ v
1045595 MV_PRF_PRI PRF_EN INVOICES 34 &4 v
1045588 MV_PRF_PRI PRF_EN INVOICES | 32 25 Ay
1045588 | MV_PRF_PRI PRF_EN INVOICES | 3% 8% v
1045585 | MV_PRF_PRI PRF_EN INVOICES | 32 27 v
1045501 MV_PRF_PRI PRF_EN INVOICES 32 04 v
1045602 | MV_PRF_PRI PRF_EN INVOICES | 37 UM Ay
1045612 | MV_PRF_PRi PRF_EN INVOICES | 37 37 v
1045613 | MV_PRF_PRI PRF_EN INVOICES | 3C 27 v

ac 27

@0

1045514 MV_PRF_PRI PRF_EN INVOICES

Ay

Your file queue has all the information you need to view the PRF
Job_ID # 1045835 and Doc. # 12097551

4) Select the Open Image

Property Value
job_id 1045835
flov_name MV_PRF_PRO
step_desc BRE_ENTR
departmant INVOICES.

12097551

Description

Help Panel

Enter PRF
What iz the doc
RTP Reason
crus

Open Image

umant status?

4=
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3 Oxclinity i IEWER - Opsicamoge Teshnsiogy - nerme Eplasee.| =~ | ¥

Iitrs v o

[ResdOuiy]- 130875518

sbojmgusl

Open || see x| Cancal

The image should pop up, click “Open”

2) Check for signatures and signature dates

3) Make sure everything is filled out on the PRF and invoice (Payee/vendor name,
participant/member name, service dates, item being purchased, payment amount, and

service codes)

4) If something is missing and it's a hard stop, follow “Creating an RTP” process

Self-Direction PAYMENT REQUEST FORM

The requested item and ameount must be approved in your Support Plan and Budget.
DO NOT use your own money fo pay vendors. Xerox-FMA CANNOT reimburse you

Xerox, Inc.
P.O. Box 27460
Albuguerque, NM 87125

ATTACH A VENDOR COST QUOTE OR VALID INVOICE WITH THIS PAYMENT REQUEST FORM

Phone: 1-866-916-0310
FAX: 1-B66-302-6787

Member/Pariicipant Name

HARD STOP

Member/Participant Signature

HARD STOP |

Medicaid Card Number

‘Waiver Service Procedure Code/Modifier

Soft STOP |

Describe ltem Being Purchased

HARD STOP
Request Date
Full Payment Amount (including all
taxes) HARD STOP
HARD STOP

Payee Mame (Vendor Name)

Address Line 1

Address Line 2

“Vendor Federal Tax ID#

City

State

Zip

CHECKS WILL BE MAILED TO MEMBER/PARTICIPANT OR EMPLOYER OF RECORD

Instructions

L S

“Request Date” and purchase must be within date of current approved SDCB budget
The “Waiver Service Procedure Code and Modifier” field must be filled in correctly
The request MUST BE APPROVED on the SSP Worksheet and Budget

Payment amount must include price of good or service and all applicable taxes
Submit a cost quote or Standard Invoice as required with this payment request form

Self-Direction Data Entry Procedure

Payment Request Fom, B/23/2013 .1
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Invoices

Invoices may be received two ways on a Payment Request Form (PRF) or on an Invoice for Non-
Timesheet Provider Agency/Contractor

Entering an Invoice

1. Click “Charges button and select “Bulk Charge Entry” you will be directed to “Charge Entry:
Member Selection” screen: Member Selection (CC) /Participant Selection (MV)

@ FOCoSonline - Charge Entry - Mozilla Firefox

[ E =]
@ https://nm.focosonline.com/bulk_charge_entry.php.
@Peup\e :% Plan @Charges m Reports @Fnrms z Security
P Search| [ meude macive users @ About | [ £ My Password || @ Help| [ B Logout |
Charge Entry: Member Selection
0% complete
* Select a Participant | Flease make a selection E‘
This field is required
% Cancel * Required Next P

2. Select the Participant/Member and click “Next” in bottom right corner
3. Select the Rendering Provider and click “Next” in bottom right corner
4. You will be directed to “Charge Entry: Select Dates” screen

Charge Entry: Select Dates —
20% complet

Member —inu Contractor -MOBILE

This field is required
“ Number of Entries Per Day l:l
® Cancel * Required A Prav | Mext |
|

5. Enter:

« Start Date (first date of service, if none use first date of date range, if none use bill
date and if no date and this is a quote use the PRF request date, if no request date
use the fax in date)

« End Date (invoice date/if none use the PRF request date, if none use fax in date)

« If you have more than one entry to enter for the same day, add the amount together.

o Click “Next” in bottom right corner
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Charge Entry: Select Day(s) of Service -:Im,, compieh

July 2018 August 2015
Sun Mon Tue Wed Thu Fri St Sun Mon Tue Wed Thu Fn sat
12 34 1

=
s 6 7 8 3 w0mn |2z 3 4 5 & |78
12 (13 (14 [15 (16 1718 | (3 (10 (11 12 13 |14 |15

% 17 18 19 0 |2 |2
1 (3021 (22 123 (24135 | Ty lag |25 |28 |27 |28 |29
ERE

Select All M‘
® Cancel o Prev || Next p
6. Enter:
e Start Date =

o Bills — Select first service date
o Invoices — Select all dates to be keyed
o Quotes — Select PRF request date

7. You will be directed to “Charge Entry: Review Previous Entries” screen

lidentify if the invoice is a duplicate or a new request. Review the service date ranges

and/or due dates to identify any duplicate requests.
If a new request, click “Next” in bottom right corner

Charge Entry: Review Previous Entries [ E—
40% compiete

Contractor: Member: Employer of Rocord:—
— o S

Invoice Date: 02/12/2014 Status: BATCH #4150

Invoice Number: PRF Number: 02/12/2014

Date
Worked Service Code Units Rate TYotal Charge Services Provided
Wed  T1999CELL - Cell Phone 1.00 $56 SSvanadle $56.55 CELL PHONE SERVICE DUE BY 2722/14 _
02/12/2014 Service
Invoice Totals: 100 $56.55
contractor: (IR memver (NG Employer of Record:

Status: CLOSED
PRF Number: 02/12/2014
Total Charge Services Provided
s

Invoice Date: 02/12/2014
Invoice Number:
Date Worked Service Code Units Rate
Invoice Totals:

® Cancel 4 Prov I Nex P

8. You will be directed to “Charge Entry: Enter Charges” screen

Charge Entry: Enter Charges o
Contractor Name: IR Contractor 10: PWD Begin Date: 03052014 End Date: 03052014
wenoerrone (I oo conccore (I veocsa ooer S

=) Goal Information:
Service Code: T1090CELL - Ced Phone Servce

Pran Dates: 08012013 - 0712014
Total projected amount for this goal: $756 00

Goal
VIAF Cotl Pnone Service - | compintety roly 0n my ol phone 10 00tan ndonmabion Sech a5 Dus schoduis and Docior's appondments

CONtacting Afferent resources. ol | a0 Nave £ wilh me af all tmes 0 Case Of emerency

How this Goal will be achieved:
VIAF Cet phone service 3 343 per montnh = 7546 00 annuaty
Javennata 153 1 | |
Invoice Date: | 0L052014 |5 Invoice Numder: | J PRF Number:
Service Service Rate Unins Total Pay Services Duplicate Tinely Acvons
Date Code Provided Charge Filing
Override Overnde

N Cance 4 Py I Next B

Self-Direction Data Entry Procedure
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9. Review the Goal information while processing a request.
e review the service code
o therate
e the item/services provided

10. Enter the request dates and amount:
¢ Invoice Date: prefilled from “Charge Entry: Select Dates” screen
e Invoice Number: located on the invoice (if the invoice does not have one, leave blank)

e PRF Number: enter “Request Date” located on the PRF (if no request date, enter the fax
date).

Charge Entry: Enter Charges e

Contractor Name: (D Contractor ID: PWD Begin Dale_ End Date:-
Member Name: D Employer of recorc: NN Medicaid Number: (D

= Goal Information:

Service Code: T1999CELL - Cell Phone Service

Plan Dates: 08/01/2013 - 07/31/2014

Total projected amount for this goal: 3756 00

Goal:

V1AF Cell Phone Service - | completely rely on my cell phone to obtain information such as bus schedules and Doctor's appointments,
contacting different resources, efc. | also have it with me at all times in case of emergency.

How this Goal will be achieved:
V1AF Cell phone service at $63 per month = $756.00 annually.

Invoice Date: [03/05/2014] = invoice Number:| | PRF Number:[ |

Service Service Rate Units Total Pay  Services Duplicate Timely Actions
Date Code Provided Charge Filing

Override Override -
K Cancel | 4 Prev Next

11. Scroll down:

Select the Service Code: example T1999Cell-Cell Phone

Select the Variable (enter the requested amount on the PRF)
o Make sure this amount is within the allotted amount (if requesting more than the

allotted amount, process the allotted amount and RTP the rest. See RTP section

e Enter the units, Example: 1

e« In “Services Provided” notate the description of the request, Example: Cell phone service
3/05/14-4/05/14 Due 3/30/14

e Enter the Doc ID number in “Internal Comments”, click “Next” in bottom right corner

Charge Entry: Enter Charges 50% complate

Invoice Date: [03/05/2014 Invoice Number:[ ] PRF Number: [02/05/14 M
service  Service Rate Units Total Pay  Services Duplicate  Timely Actions
Date co Provided Charge Filing
Override  Override
wed T1999CELL _ Geil Pror=]] [ooomval=] || g $63.00 [Cenpnone | I B |[[Replcate
03/05/2014 F5.00 ladd ] [clear]
Invoice Totals 1 $83.00 [Clear Al

(=) Progress Notes:

Check Spelling

= Internal Comments:

Optionaipate [ |@ L
€ Cancel - Prev Next =

12. You will be directed to “Charge Entry: Confirmation” screen
e Compare the entry in FOCoSonline to the PRF/invoice
o If everything is correct, click “Next” in bottom right corner
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Charge Entry: Confirmation

Contractor Name: T-MOBILE

Contractor ID: PWD Begin Date: 03/05/2014

60% complete

End Date: 03/05/2014

Member Name: (NG Employer of Record: ([ ENEGN Medicaid Number: (D
Invoice Date: 03/05/2014 Invoice Number: PRF Number: 03/05/14

Service Service Rate Units Total Services Provided Duplicate Timely
Date Code Pay Charge Filing

Override

Wed T1999CELL - Cell Phone  $63 00/variable 1
03/05/2014 Service

$63.00 Cell phone service 3/05/14-4/05/14
Due 3/30/14

Invoice Totals 1 $63.00

Progress Note

Internal Comment
doc # 12345678910

®K Cancel

13. You will be directed to “Charge Entry: Final Actions” screen
o Click “Select All” to check off the boxes
o Click “Finish” in bottom right corner

Charge Entry: Final Actions

Click "Finish" to create the Invoice for T-MOBILE
V| Submit Draft Charges
v| Approve Charges

V| Clese Charges

Select All Clear All

¥ Cancel

Working a PRF before entering

Override

4 Prev Next

70% complete

4 Prev & Finish

A. Verify signature and signature date of EOR and/or participant/member on PRF.

B. Signature and signature date of vendor/contractor on Non-Timesheet Provider

Agency/Contractor form
¢ Do not key if not signed

C. We may process a PRF if the request has more than one service code as long as there is

a requested amount for each service code

D. PRF QUOTES/ INVOICES- Taxes -If we receive any PRF with the requested amount total
with taxes of an item and it doesn’t show the taxes on the invoice/quote, but it is allowed in
the plan. It is ok to process, just make sure to notate in the internal comments. It is also
fine if there is hand writing on the invoice indicating the taxes. Make sure the taxes are in

the range of what taxes should be.

E. IF the PRF is requesting a massage and or service. If the PRF is requesting more hours /
unites then allotted in plan, we may process as long as the rate is matching in the system.
This will allow the participant/member/ EOR to manage their plan budget. If the
participant/member/ /EOR does not manage their monthly allotted budget, the plan will be

over plan budget before the year is over.

Self-Direction Data Entry Procedure
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Linking an Employee with a
Participant/Member

If you try to add an Employee to a Participant’'s/member’s plan but the Employee does not display
in the Provider drop-down list.

Search for the Employee by entering their name in the search field and click “Search” button.
If the Employee does not exist in the FOCoSonline system, contact Enrollment to see if they

have any record of this person. (See screenshot below for an example of the Employee not
being found in the system)

& GCESonline - Search - Mozilla Firefox E]@

(/8] | ki

&'.F'euple ‘% Plan @Charges :3 Claims m Reports [}Forms 3} Admin fCanig a Security f;:;; Dey

|jane smith | yo Searchl L inclucte Insctive Lisers @) About | £ My Password | (7] He\pl B Logoutl
[ Search]

You searched for: jane smith 0 users found

Woerking with: Logged in: Whitney, Jessica Program: ii“ia

Daone nm.gcesonline.us |

If the Employee does exist in the FOCoSonline system, click on the link to view their
information.

If the Employee exists but does not have an Employer relationship the Employee has not been

associated to the participant/member. (See the screenshot below for an example of an
Employee with no Employer relationship.)

‘ J lmm ffrum gresoniine. usview_user php?NAV_Target_User_[D=9601

&a People B Plan D) Charges | 3 Claims | [jf] Reports [} Forms | (g Admin | /° Config & Security | | Dev
[ ] po Search| L] ncudte nactive Users 1) About | & My Password | Q Helpl ] Logou||
P
[ View User]
Security Information: Edit I Employee Details: Change Active Status I Edit
First Name Employee Role:
Last Name Employee Title
Date of Birth >ender Male (M)
Last 4 of SSN Taxpayer ID (SSN or ITIN)

3in Name Ethnicity

Date of Birth

Physical Address: Edit I A
_ S

FMA Empioyee ID
County

Mailing Address: Edit |

Contact Infermation: Edit I

Employment information: Add New Employer Relationship

Contact Enrollment and ask them if they have received the paperwork for the Employee. If
Enrollment has the paperwork, ask them to create the relationship.

Self-Direction Data Entry Procedure
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Invoice Services vs. Hourly Services

When you are adding a Provider to a Goal on a Plan and the Service Delivery Method for the
service code can be either Hourly or Variable/Each, you must use the correct one:

e Variable/Each — for Contractors only
e Hourly — for Employees only

CORRECT Employee Hourly Example - The provider type is Employee and the Service Delivery

Method is correctly selected as Hourly.

(&
Gireove [ Pon D cnarges | § Clams | [§f) Repons| (3 Foms | G admin | P Contig ] Securty [ Dev
[ I"p Snr:h] [ imetase ractive Users

[ @ Avou | [ 2 vy Poseword || @ teie ][ @ Logour

‘Service Code: T1999HG-H Service Code Description: House Related Goods and Services Houly

Menthly Budgets:

Oct 2009 $000 Nov 2009 $000 Oec 2009 $000 Jan 20100 $000
Feb 20100 $000 Mar 2010 $000 Apr 2010 $000 May 2000 $000
Jun 20100 $2308 Jul 20100 $4328 Aug 20100 $4328 Sep 2010 $4330

Total projected amount for this goal: §152 44

Goal
Outooor chone v

How this Goal will be achisved

Fiter “Effactive Date:
=
- Ilmvm::om (5]

Service Delivery Method: Houry
Reimbursement Method: "Varusl

oy s[5 b cose [ 3]

Faspore ©ves O Mo

INCORRECT Services Provided Example - The provider type is Employee and the Service

Delivery Method is incorrectly selected as Variable/Each.

| W L T — - ———— .

CC L

B |
GiPeopie B Pan KD Charges §§ Clams | [§f] Repons | [} Forms | @ Asmin  # Config Security |55 Dev
[ |pm] [ irehate bactivs Usees

| ® About] £ whtwul-ﬂ Hﬂol ] Logoui]

Service Code: T1999HG Service Code Description: Household Related Goods and Services RemAmoice

Meonthly Budgets:

Oct 2009 $000 Nov.2009 $000 Dec 2009 $000 Jan 20100 5000
Feb 2010 $000 Mar 2010 3000 Apr 201 $000 May 20100 3000
Jun 2010 $6640 Jul 20100 $12451 Aug 2010 $12451  Sep. 2010 $12453
Total projected amount for this goal: $439 35

How this Goal will be achieved

Headset with microphone; Refil-Daybme Planner/Omce Suppkes; Hanging hammock chair and stand. TV-DVD-VHS Player-Warranty and cabie Dundie

Provider: ¥ ][100/2009

Service Delivery Method: Vananieacn
Reimbursement Method: "y

PayRate: §[ 1000 Job Code:[ Feguar v
Progress =
Report. - VeI © Mo

Self-Direction Data Entry Procedure
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CORRECT Contractor Hourly Example - The provider type is Contractor and the Service Delivery

Method is correctly selected as Variable/Each.

B |
Qireople [BjPan KD Chages B Clams [if] Repos | [JFoms (g Aomin _#Config R Secuty 3 Dev

Oct 20090 $000 WMNov.20090 $000 Dec 2009 $000 Jan. 20100  $0.00
Feb. 20100 $000 Mar 20100 $000 Apr 20100 $000 May 20100 5000
Jun 2010 $66.40  Jul 20100 $12451  Aug 2010 $12451  Sep 2010 $124.53
Total projected amount for this goal: §439 95

Goal

[ |.P59,.-¢h] [ trchate rsctive Users -!,Abwl-“‘WPelwal-ambl.lLogoul
-
Service Code: T1999HG-1 Service Code Description: Household Related Googs and Serices Remimoce
Monthly Budgets:

Headset with microphone, Refi-Daytime Planner/OMce Supplies, HaNgING hammock chair and stand, TV-DVD-VHS Player-Warranty and cable bundie

How this Goal will be achieved
Filter _Effective Date:
‘Provider: ~ L 1070172009 Im

Service Delivery Method: varanieEach
Reimbursement Method: 11arual

Pay Rate: § 50.00

INCORRECT Services Provided Example - The provider type is Contractor and the Service

Delivery Method is incorrectly selected as Hourly.

[ |
Qi People [BhPlan KD Charges  § Claims | (g Repons [} Forms | @ Admin | #* Config| & Securty [ Dev

Oct 2009 $000 Nov. 2009 $000 Oec 20090 $000 Jan 20100 3000
Feb 2010 $000 Mar 20100 $000 Apr 2010 $000 May 2010 $000
Jun 20100 $2308 Jul 20100 $4328 Aug 2010 $4378 Sep 2010 $4330

Total projected amount for this goal: §152 %4

Goal
Outooor chone sve

How this Goal will be achieved

| I.PSouchI [ wchae iactove Users '!,Awa-PWPuwd]-amblllLogul
Service Code: T1999HG-H Service Code Description: House Related Goods and Services Hourly
Monthly Budgets:

A necove oste
o
: |
Service Delivery Methed: Houny
Reimbursement Method: Manua

Paymae: s[5

Entering Mileage In FOCoSonline

Description/Purpose

Processing a Mileage sheet

Software Access Required
e Intraviewer (http://intraviewer/) Workflow queue

e FOCoSonline (https://nm.focosonline.com/nm/)
e Microsoft Office Document Imaging

Self-Direction Data Entry Procedure
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http://intraviewer/

Set up

You may set up your 2 monitors as shown in the example below

Screen 1: Your left screen will have the workflow queue and beside it will be your Microsoft Office

imaging

Screen 2: Your right screen will have Centennial Care FOCoS system in Firefox and beside it will
be Mi Via FOCoS system in Internet Explorer

{ - s ey
s -
— . R . . S B Vo
Nt “ian wae - = @ Goe § = - A el = =

Cp— = =
- [—— e pap e
—_—

e

Image

Screenl

Steps
Intraviewer

CC-Fire Fox

Screen2

MV-Internet Explorer

Screen2

1) Selgct the yellow workflow folder

Your workflow queue should pop up
Set your queue
2) Group: MV_DataEntry

3) View: Mileage_view

Intra
& 1 via Invoices (255}
& Wi via Mileage (273)

& viewnuc (155)
& Wi via TimeSheets (255)

desktop

88 Wi via CRN Retated Docs (387)

& Wrkflow - Intemet Explorer provided by Xerox Business Services =@ =]
| Queves
Master Queue
job_id flow_name | step_desc | departme| ac n:| RecDT 4 | CRN PriorityTtem ¥
1096584 | MV_MILE_PF MILEQAREE MILEAGE 2014-03-10 10
1059572 | MV_MILE_PF MILEREEN MILEAGE 2014-03-14) 1241832
1059571 | MV_MILEPF MILEREEN MILEAGE 2014-03-14) 1241831
1059570 | MV_MILE_PF MILEREEN MILEAGE 2014-03-14) 1241830
1059563 | MV_MILE_PE MILEREEN MILEAGE 2014-02-14 1241829
1059565 | MV_MILEPE MILEREEN MILEAGE 34 78 2014-01-10 Available | 2014-03-14 1241828
062080 | MV_MILEPE MILEENTR MILEAGE |8 27 2014-03-18 Available | 2014-03-18
1062037 | MV_MILEPE MILEENTR MILEAGE | 3C 27 2013-12-31 Available | 2014-03-18 ©
O/
1061974 | MV_MILEPF MILELENTR | MILEAGE |31 57| 2014-03-21| A 2014-02-18 o
1062106 | MV_MILEPE MILEENTR MILEAGE | 3C 27 2013-12-31 Available | 2014-03-18
1062141 | MV_MILE_PF MILE_ENTR MILEAGE 3% 27 2014-03-18 Available | 2014-03-18 ~
! 0
Clear Sort

Self-Direction Data Entry Procedure
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4) Set your “RecDT” to the oldest date

-
L

used_hv_nil RecDT & | CI
-08 Available 2014-03-10

-05 Available 2014-03-13
-21 Avzilable 2014-032-14
-14 Avzilable 2014-02-14
-27 Available 2014-03-14
-25 Available 2014-03-14
-12 Available 2014-03-14
-10 Available 2014-03-14
-24 Available 2014-03-14

5) Select the first document at the top of the list

[& Werkfiow - Intemnet Explorer providad by Xerox Business Services _— o - l=]le

Queues ]

)

Your file queue has all the information you need to view the Mileage document

jobid | flow_name | step_desc | departme| ac fol document | used_by_n: RecDT 4 |CRN | Priorityltem
1056584 | MV_MILE_PF WILEQAREE MILEAGE | 3¢ 45 2014-03-08 Avallable | 2014-03-10 i
1059572 | MV_MILE PF MILEREEN MILEAGE |34 75 2014-02-21 Available | 2014-03-14 1241832

1059571 | MV_MILE_PF MILE REEN MILEAGE | 34 79 2014-02-21 Avallable | 2014-03-14 1241831
1059570 | MV_MILE_PF MILE_REEN MILEAGE | 34 79 2014-01-24 Available | 2014-03-14 1241830
1059563 | MV_MILE_PF MILE_REEN WILEAGE |34 73 2013-12-27 Avallable  2014-03-14 1241823

1059569 | MV_MILE_PF MILE REEN MILEAGE | 34 79 2014-01-10 Available  2014-03-14 1241825
1062050 | MV_MILE_PF MILE_ENTR MILEAGE | 8I 27 2014-D3-1% Available | 2D14-03-18
1062037 | MV_MILE_PF MILE ENTR | MILEAGE | 3¢ 27 2013-12-31 Availabla | 2014-03-18

1061974 MV_MILE_PF MILE ENTR MILEAGE 31 57 2014-03-21 Available  2014-03-18
1062106 | MV_MILE_PF MILE ENTR | MILEAGE | 3C 27 2013-12-31 Available | 2014-03-18
1062141 | MV_MILE_PF MILEENTR MILEAGE | 3f 27 2014-03-18 Avallable  2014-03-18

(CRNS

<1 ] D

e — Group: | MV_DATAENTRY )
S -

Jobs: 1

Job_ID # 1059572 and Doc. # 12195898

6) Select “Open Image”

ﬁi@lmﬂpmh:ﬂ by Xerox Business Services e o o [E[E =

— Do (N
job_id 1059572 -

flow_name MV_MILE_PRO m

step_desc MILE_REEN

department MILEAGE

Done | Tvpe | Description | Reqd
O Standard Review Documant o
O Key Quary What is the decumant status? Yas
O Key Query CRu= o
L keyquey tesue comment o
O URL Open Image _ o

Help Panel Task Processing Panel

Save ReturnJob || Setlocks

Self-Direction Data Entry Procedure

7-37



The image should pop up
Click “Open”

7)
8)

9)

If everything checks out you may process the Mileage in FOCoSonline

6 Doy loraVIEWER - sl bmage Technalagy - ntemet Explrer.

[ T —)

open || seve [-|| comcel

Check for signatures and signature dates

Make sure everything is filled out on the mileage sheet (Employee name,

participant/member name, service dates, odometer start and end, total miles, and service

codes)

If something is missing and it’s a hard stop, follow “Creating an RTP” process

Self-Direction 2-Week Emplovee MILEAGE Sheet

FAX 1-866-302-6787

Employee Printed Name

Hard stop

Driver Name (Employes): Employee ID% (1ast 4 aights of
Employee’s social security #)
MemberParticipant Is this a comection to a PRIOR Mileage Sheet?
[ ves ClNo
Members Dats of Birth Servica Code: T2048 Pay Period Begin Date | Pay Period End Date
Vehicle Year Vehicle Model | Driver's Licsnse # ‘ Licenss Plate #
Date Location Location Odometer Odometer Total Miles Purpose of Trip
(From) (Ta) Start n
1
Hard stop Hard Stop [—1{ Hard stop

=
2
=

Total Miles for Week 1 &
.
2
1 Lo DFSRRSR FSSRRPRTIY S
Z
=

Total Miles for Week 2 &

Total Miles for Pay Period (2 weeks) |

Employee Signature Date Employer (EOR) Signature Date

Employer (EOR) Printed Name

Self-Direction Data Entry Procedure
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FOCoSonline

11) Click “Charges” button, select “Bulk Charge Entry” and check “Include Inactive Users” box
@ FOCoSonline - Charge Entry - Mozilla Firefox

@ https://nm.focosonline.com/bulk_charge_entry.php#
mPeopIe %P\an @Charges m Reports [}Forms z Security

| | pel SEBIChl 4| Include Inactive Users DA

Charge Entry: Member Selection

* Select a Participant | Flease make & selection |Z||
This field is required

12) Select the participant’s /member’s name to be processed, last name first

Charge Entry: Member Selection
0% complete

* Select a Participant | Please make a selection =]
% Cancel * Required b

13) Start with Centennial Care Firefox, if not in this CC system you will need to use the Mi Via
system.

14) Click “Next” in bottom right corner

15) Select a Provider name, last name of the employee or vendor

Charge Entry: Provider Selection

10% complete

Member IR

K Canca * Required 4 Prav Nast |

16) Click “Next” in bottom right corner

17) Select the pay period to be processed (if vendor enter date range like a PRF)
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18) If there is more than one entry per day, add the days together

Charge Entry: Select Dates
9 Y 20% complete

Member SR - SR
* Select a Pay Period | 03/0872014 - 03:21/2014 =]
* Number of Entries Per Day

% Cancel R d Prev || Nex B

19) Click “Next” in bottom right corner

20) Select the dates requested on the mileage sheet

21) Click “Next” in bottom right corner

Charge Entry: Select Day(s) of Service

30% complete

March 2014
sun Mon Tue Wed Thu Fri Sat
1

2 3 4 5 6 7 8
Fl

9 10 11 12 13 14 15
Ei 7] 7 | & Ei 7 | @
16 17 18 19 20 21 22
i @] ¥ | & i

23 24 25 26 27 28 20
30 A

SelectAll Clear All

¥ Ccancel 4 Prev Next

22) You will be in “Charge Entry: Enter Charges” screen
A. Verify you have the correct participant/member and employee compared to the
mileage sheet you are processing. Re-check the employer of record (EOR)
signature/signature date and the employee signature/signature date. Verify
FOCoSonline screen matches the mileage sheet.

Charge Entry: Enter Charges e

Plan Dates: 12/01/2013 - 11/30/2014
Total projected amount for this goal: $7,200.00

Goal:

Mileage - Due to my brain injury, | am not able to navigate on my own. | also suffer from an unsteady gait and am prone to falls so this limits the
amount of walking | can do without someone with me. | like to be out in the community but can't drive on my own. Being able to reimburse my
homemaker for mileage would make me feel better about having her drive me around.

m

I need to be able to continue to reimburse my paid supports any mileage they occur on my behalf. | need to be able to access my community
on a daily basis_ Its 75 miles round trip to UNM/CNM. | want to be able to go to these campuses Monday thru Friday. People go to work every
day and | want to be able to access my community every day. | am not enrolled with either school but, | do access the library and community
resources that they have available. | want to be able to reeducate myself and rehabilitate my brain injury. Going fo the campuses daily allows
me a sense of belonging. | will continue to have access to different learning opportunities, to increase my ability to read, write, speak, and
listen. | will also have the opportunity to increase my socialization skills.

How this Goal will be achieved:

Mileage-1500 miles per month X .40 per mile x 12 months cost to budget = $7,200

Service Service Rate Time Time Hours/  Total Services  Timely Actions
Date Code In Out Units Pay Provided Filing
Override -

# Cancel 4 Prev Next
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B. Use the scroll bar to the right to view the dates selected
C. Enter the service code requested, rate should auto populate, enter units and
description of services provided

D. If all the times are the same on time sheet you may select the “replicate” so the

system will auto fill the dates you have selected.

Charge Entry: Enter Charges e

Service Service Rate Time Time Hours/ Total Services Timely Actions -
Date Code In Out Units Pay Provided  Filing
override

sat ‘ T2049 - Transponanonml ‘ U,aufrmE‘ ‘ ‘ ‘ ‘
03/08/2014

sun | Please make a selectio]+]] [ Please =] | | | l:l
03/09/2014 = =

Mon | Please make a selectiof+]] [ Please [+] | [l | l:l
0311012014 =) S

Tue | Please make a selectiofx]| [ Please [=] | [ ]
03/11/2014 ey (o]

Wed || Please make a selectiof=]| [Please [=]] | I | ]
03/12/2014 =) =

Thu | Please make a selectiof~]] [ Please [+] | ] | :l
0311312014 =) =

r =1k =1k il — 2

% Cancel 4 Prev || Next B

Check week 1 and week 2 for the total amount requested matches the miles on Mileage sheet

received

Charge Entry: Enter Charges e

Fri T2049 - Transportation =] [ 0.40/mi 10 $4.00
031412014 ‘ P G|l (=] ‘ ‘ g
Week 1 Totals: < >

Sat T2049-Ti riati 0.40/
s I ransportation[=]] | mil=]

BT
s
S on g, [ 72049 - Transportation[=]] [ 0.40/mi[=]] I 10] $4.00 |[outing
Tue [ 72049 - Transportation[=]] [ 0.40/mi[=]] I 10] $4.00
\
\

[ 72049 - Transportation[=]] [ 0.40/mi(=]]

Sun
03/16/2014

03/18/2014

Wed T2049-Tr rat 0.40/
P [ ransportation =] | mii=]

Thu T2049- T rat 0.401
LTI [ ransportation =] | mii=]

S

10]
. &
Week 2 Totals: <

= Progress Notes:

% Cancel 4 Prev || Next B

RTP template is “Templates 2012-04-03” located in org _unit -I: drive
\\abgO01\org_unit\Mi_Via\Data_Processing
Refer to “Creating an RTP” process.

23) Enter the Doc ID from Workflow in “Internal Comments”

Charge Entry: Enter Charges e

03/19/2014

T 1 12049 Transportation[=]| [ 0.40/mil=]| I 10] 5400 [outing

Week 2 Totals: 60 $24.00

= Progress Notes:

Check Speling

= internal comments:

oOptionaiDate [ |®
+ doc. id # 11111

Check Speliing
€ cancel < Prev Next
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file://///abq01/org_unit/Mi_Via/Data_Processing

24) Click “Next” in bottom right corner

You will be at the “Charge Entry: Confrimation” screen. Verify the information entered in

FOCoSonline matches the mileage sheet.

Charge Entry: Confirmation
60% complete
Employee Name: [N Employee ID: 01290 Begin Date: 03/08/2014 End Date: 03/21/2014
Member Name: [N Employer of Record: [N Medicaid Number: [N
Service Service Rate Time Time Hours/ Total Services Timely Filing -
Date Code In Out Units Pay Provided Override g
Sat T2049 - Transportation Mile 0.40/mile 10 $4.00 outing
03/08/2014
Sun T2049 - Transportation Mile 0.40/mile 10 $4.00 outing
03/09/2014
Mon T2049 - Transportation Mile 0.40/mile 10 $4.00 outing
03/10/2014
Tue T2049 - Transportation Mile 0.40/mile 10 $4.00 outing
03/11/2014
Wed T2049 - Transportation Mile 0.40/mile 10 $4.00 outing
03/12/2014
Thu T2049 - Transportation Mile 0.40/mile 10 $4.00 outing
03/13/2014
Fri T2049 - Transportation Mile 0.40/mile 10 $4.00 outing -

\ % Cancel | \ 4 Prev || Nex B
25) Click “Next” in bottom right corner

26) Click “Select All" to check off both boxes

Charge Entry: Final Actions

T0% complate

e v et e e o o

4| Approve Charges
41 Close Charges

Select All | Claar All |

K Cancel | o Prav o' Finish |

27) Click “Finish” in bottom right corner

This means you have processed the mileage sucessfully

Charge Entry: Complete
9 Ty P 80% complete

Your charges were entered successfully.

What would you like to do next?

Enter another charge with same Participant - same Provider | > Go
Enter another charge with same Participant - different Provider | > Go
Enter another charge with same Provider - different Parficipant | > Go

Enter another charge with new Participant and Provider | > Go

Done entening charges | “«» Done
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Go to Workflow queue, answer the questions, and click “Save” in bottom right corner
(2 Workflow - Internet Explorer = s>

Property Value [2) 12098058
job_id 1032350

flov_name MV_TIME_FRO |
step_desc TIME_ENTR
epartmen TIMESHEETS

Done Type

&

Standard

Key Query

Key Query

Key Query CRN#

F5c g

OOoOEC

URL Open Image

Task Processing

What is the document status?

| Entered v ex |

Save Raturn Job.

Accessing CRM

Creating Research Issues
Description/Purpose

When the Data Entry team receives a document that needs research due to an issue or error
message that has occurred while keying (i.e.: employee/vendor has unprocessed form, missing
relationship status, etc.) a research issue is created. Until the issue has been resolved by a liaison
the document cannot be processed for payment.

Software Access Required
e FOCoSonline (https://nm.focosonline.com/nm/)

e Microsoft Dynamics CRM

Steps
MS Dynamics/CRM

Set to: Contact and Services
Search by: Social Security Number
Select Cases:
o Click “Add New Case” (participant/member will be pull into system)
Source: Inbound Fax/Scan
Category: a) MV Research Issues
Subject: Select category from drop down
e Click “SAVE”

Assignment Information: Change owner to Mi Via Liaisons

Click “OK”
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Notes and Attachments: Add a New Note

Participant/Member:
Employee or Vendor:
Service Codes:

Dates of service:
Requested:

Entered:

Corrections needed:
Centennial Care or Mi Via:
Doc ID:

Click “SAVE”

Close all screens from Microsoft Dynamics

Creating an RTP

Description/Purpose

When the Data Entry team receives a document that needs research due to an issue or error
message that has occurred while keying (i.e.: employee/vendor has unprocessed form, missing
relationship status, etc.) a research issue is created. Until the issue has been resolved by a liaison
the document cannot be processed for payment.

Software Access Required
e FOCoSonline (https://nm.focosonline.com/nm/)
e Microsoft Dynamics CRM

Steps
Create a Reference Number in CRM

Owner: Data Entry

o Data Entry will identify obvious errors to RTP and attach the document to the CRN.
o The liaisons will research if any errors were not identified by Data Entry
and the paperwork is for the correct participant/member.
o The liaisons will notify Data Entry of other issues identified or are able to
process the paperwork sent for RTP and update the CRN.
o Ifthe RTP is able to be processed, Data Entry will pull the document from
Workflow and process.
e Search by: Participant Social Security Number
o Select Cases:
=  Click on Add New Case (participant will pull into system)

o Source: Inbound Fax/Scan
o Category: MV RTP/MV Educational RTP
o Subject: Select Subject from drop down

e Click “SAVFE"
e Assignment Information: Change owner to MV Liaison so they will make one
outbound call attempt
e Click “OK”
e Notes: Add a New Note
o Participant/Member:  PARTICIPANT NAME (First initial, last name only)
o Employee or Vendor: EE OR VENDOR NAME
o Service Codes:
o Dates of service: Ex: 01/01/2014-01/15/2014 or the PRF Date
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o Requested:
Entered:
o Corrections needed:  Please submit PRF, Timesheet or Miles payment
with the following correction; For example
Missing signatures of the Employee of Record
o Centennial Care or Mi Via:
o Doc ID: XXXXXXX
e Save & close CRN
o In Workflow, fill out the required fields (Status, RTP Reason, CRN#)
e Click “Save”
Note: FOCoSonline “Internal Comments” must have the CRN # if this is a partial payment

(0]

Close all screens from Microsoft Dynamics

Things to consider:

e We received a payment request and it is faint. You are 100% sure you can key it; we do
not require another payment request to be faxed in.

e We received a Payment request and the time stamp is covering the signature partially due
to our fax machine. We do not require another payment request fax in. We would key it.

e 2 pay periods on the 1 timesheet. We key in the 1% pay period and RTP the remaining. .

e Service codes on PRF’s, timesheets or miles: If the service codes are listed as partial.
We key it in and send an Educational only once. If they sent it in the 2™ time with partial
service codes, we RTP and don'’t key it in.

¢ Do not enter a PRF, Timesheet or Mileage if there are no service codes on the form.
Create an RTP, even if the plan only includes one service code.

e Signature dates. If we have EOR/Part signed it on 04/01/14 and EE signed it on 05/01/14
and the last day of worked is 5/01/14. We would RTP it out and we don’t key it. Both
signature dates need to be on or after the dates of service. The EOR signature dates must
acknowledge the approval of the TS. If they faxed it in before their shift is completed, we
will not key anything.

e Allinvoices must include the company name.

e If we receive a receipt dated more than 1 year, the PRF can be entered. There is no time
limit.
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