)

m curga

An AmeriHealth Mercy Company ProviderConnect

eCura® ProviderConnect Manual

OV ERVIEWV: L.ttt ettt ettt e e e e e e ae e b bbb bbb b b e s e e ettt et e et aaeaeeeeeeeeaaas 2.
PROVIDER ACCOUNT SET-UP AND MAINTENANCE: .......oot e 2
PC REQUIREMENT S ... e ittt ettt ettt et e e e e e e e e s aaas bbb bbb bbb et e e e et e e teeaaeaaeaaaeeas 2
LOGGING INTO ECURA® PROVIDERCONNECT ....cooiiiiiii it 3
VIEW CLAIMS AND AUTHORIZATIONS . ....oitiitiiiiiiiiis ittt ettt e e e e e e e e s e e s nnneneeeeeeeeaeeee s 4
TO VIEW AUTHORIZATION INFORMATION: ... tteutteutteetaneeasteaseeaneesseeseeesueesseessessseesseenseesseanseensesnsesnsenseens 7
TO VIEW CLAIM STATUS: ...utteuttiiieatie ettt aeeesteesteestean et asteanseesseasteaseeaneeaseesseesaeesseeaseenseeneesneenseaneaneeaseens 8
VIEW PRIMARY INSURANCE AND COVERAGE TYPE U ELIGIBIL  ITY: oo 11
CLAIMS ENTRY ittt ettt ettt ettt et e e e e e e e e e e o4 e e st e e e e et ettt e e teeeeaeeeeeeaeeaaaannne 13
BV EIN TS Lttt ettt e oo oo oo oot e e e e e e e e e e e e e bbb e e e e e e e et taeeeeeaaaan 17
PROVIDER EVENTS ...ttt ttteteente ettt etteseee st et emeeeaeesee e et e teeseeemeeemeeameeemeeseeeseeemeeameenbeeseeeneanneenneannes 17
IMEMBER EVENTS ...ttt ettt ettt ettt ettt sttt et e e s et et et et em et et e ee e e s et e ee e e e et emeeeaeenteeneeaneeeneeareeaneenes 19
L= PSSP PPPR TR 19
LI 010 PEEURRRRR 19
VIEWING AFFILIATED PROVIDERS: .....coiiiiiiiiiiiies ettt e 20
DOWNLOADING DOCUMENTS ...t ettt e e e e e e e e e e e e e e e s enaes 21
ARCHIVING DOWNLOADED DOCUMENTS. ...t tteeteeteanteenteaneeasteaneesseeseeaasssessaeesseesseesseanseesseanseansesnsenns 23
UPLOADING DOCUMENTS ...ttt ettt a et e e e eaaeaaasaa s st ab b e e e e eeeees 23

INTERNET EXPLORER VERSION 7.0 AND INTERNET EXPLORER VERSION 8.0 SECURITY
SETTINGS ...t et e et e e e oo e e e e e e e e e e e e e et e e e e e e s r e e e e e e anr e e e e e e enres 25

Version 8 Property of CBHNP Page 1 of 31



m cura

An AmeriHealth Mercy Company ProviderConnect

Overview:

eCura® ProviderConnect is a software applicatiorcivallows users to access
CBHNP'’s system via the internet using browser tetdgy. eCura® ProviderConnect is
designed to improve business relationships, estabtronger lines of communication

and reduce the cost of operations. Informaticavalable 24 hours a day, 7 days a week
and responses are based on live data. eCura®der@annect is available to all
providers contracted within the CBHNP Provider retw

eCura® ProviderConnect is a secure website licetts@BHNP which is available
exclusively to CBHNP, its contract providers andibess partners who have entered
into a Business Associate addendum agreement witbrganization. The Member
information contained herein is Protected Healfbrimation and is subject to all federal
and status rules and regulations regarding thegyiand confidentiality of Medical
Information. This includes but is not limited teetHealth Insurance Portability and
Accountability Act of 1996, The Mental Health Prdoees Act, The Mental Health
Manual, The Minors Consent Act, and the Drug ancbAbl Abuse Control Act. Any
use of this website other than for the treatmemrdination of care and payment for
treatment for Members covered by CBHNP and for Wiyigur agency is responsible for
treatment is strictly forbidden. Any violation odnfidentiality or unauthorized
disclosure of information will be reported as reqdiby law.

Provider Account Set-up and Maintenance:

Providers may register any number of individualghimi the agency to access eCura®
ProviderConnect. Initially, individual registratiavill enable an individual to view claim
status and/or view authorization status. Additidoactionality will be added over time.
Current plans include claims entry, clinical oryder event entry, and authorization
entry. An individual may be granted access tohase functions within the same
account, if appropriate to their job description.

A site point of contact within each Provider agenuyst be identified with CBHNP. In
the event the point of contact is not able to asklissues at the local level, issues can be
emailed to providerconnect@cbhnp.org.

PC Requirements:

You must have &/indows Operating Systemand must usinternet Explorer as your
browser.

Security Settings for Internet Explorer 7 (IE7) andInternet Explorer 8 (IE8)
In some cases, users may have problems using e@ma®&erConnect when using
Internet Explorer 7 (IE7) or Internet Explorer &8)). For example pressing “Alt-a” or
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the “All Modules” button may not respond. If usitij7 or IE8 and you have this
problem, please read th&ernet Explorer Version 7.0 and Internet Exptdorersion 8.0
Security Settingsection (last 5 pages of manual) for instructiondiow to resolve this
issue.

uﬁlf there are any problems either logging in or wifib system please send an email to
providerconnect@cbhnp.arlhe eCura® ProviderConnect Team will research the
problem and respond in a timely manner.

Logging into eCura® ProviderConnect

To access eCura® ProviderConnect click on theveflg link https://ecura
pc.cbhnp.orgbr copy the link into the address bar of Intefgplorer. The login page
will appear:

Leogin:

: Password:
ProviderConnect
version 4.3

Copyright © 2007 InfoMC, Inc. All rights reserved. Enter

Type your username and password and ®¢r
The welcome to eCura® ProviderConnect screen ywpkar. This screen will show your

Provider Name (legal entity name)Jser NameandDigital Certificate ID (in some
cases th®igital Certificate ID may remain blank).
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Welcome to eCura ProviderConnect

Provider Name
User Name ser Name
Digital Certificate ID

Without prompting, after about 5 seconds you wélldonnected to theMty eCura®
Home” page and the followingVelcomescreen will appear automatically.

Welcome

You have reached My eCura Home.

By providing an alternative path for exchanging membership, clinical, and claim information, eCura ProviderConnect is designed to improve your business
relationships, establish stronger lines of communication and reduce overall costs. In addition, it offers access to information to increase coordination of care,
reduce miscommunication and ensure accuracy of information. Community Behavioral Healthcare Network of Pennsylvania uses ProviderConnect to provide its
partners with the information they need 24 hours a day, 7 days a week without relying on standard telephone communication.

eCura ProviderConnect is an e-HealthCare extension to the eCura Information System running at Community Behavioral Healthcare Network of
Pennsylvania. The eCura Information System is designed for the effective administration and management of Managed Behavioral Healthcare Organizations

(MBHO) and Employee Assistance Program Vendors (EAP).

Press Alt-a on your keyboard to begin navigating through the modules of ProviderConnect.

View Claims and Authorizations

All Modules

To begin your search you may either clickAdhModules located at the
top right corner of the screen and seMeimbership.
If the menu does not respond, please readitieenet Explorer Version 7.0
Security Settingsection (last 2 pages of manual) for instruction$ow to
resolve this issue.

The following screen will appear:
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All Modules  Help

C r . Powered By
.»L.,:ﬁlfo @ Membership  iNFoic-
& & o 9
Home  Back  Fwd  Search
Member Search All members Enter Search Criteria
Last Name S5¢
First Name
Middle Initial MAID#
Birth Date ‘J_]

Sex = CBHNTF Internal ID

Please note: In order to facilitate a quick and accurate member search, please enter
vour data by logically grouped search criteria, such as:

+ Last Name, Birth Date, and Sex

+ Full Social Security Number

» Full First Name, Date of Birth, and Sex

+ Partial (starting from the first digit) Social Security Number, Last Name and Sex
+ MAID# can be added to any of the above searches to further refine results

The bottom portion shows the required search aites well as various search options.
(The minimum information needed is the social sézmumber).

M.K

Once you have filled in thelember Searchinformation click theSearchicon  ==ar"

S5# |1M11-22-3333

[% Last Mame |
First IMName |
Middle Initial [ MAID# |
Eirth Date ’7
Sex CBHNT Internal ID |

The following screen will appear:

Please verify this is the correct member you aaeckeng for.
Member List 1 record(s)

The ProviderConnect® secure website that you have accessed is licensed to CBHNP and is available exclusively to CBHNP, its contracted providers, and business
partners that have entered into a Business Associate Addendum with our organization. The Member information contained herein is Protected Health Information and is
subject to all federal and state rules and regulations regarding the privacy and confidentiality of Medical Information. This includes but is not limited to the Health
Insurance Portability and Accountability Act of 1996, The Mental Health Procedures Act, The Metal Health Manual, The Minors Consent Act, and the Drug and Alcohol
Abuse Contral Act. Any use of this website other than for the treatment, coordination of care, and payment for treatment for members covered by CBHNP is strictly
forbidden. Any violation of confidentiality or unauthorized disclosure of information will be reported as required by law.

% Birth date Reference # Sex Race
Member Name External ID Language Religion S55# D
> 07/05/1962 200600040779 M Unspecified
w MOUSE, MICKEY M
0123456789 Spanish Unspecified 111-22-3333 200000

Click on theMember’s name:
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Member List 1 record(s)

The ProviderConnect® secure website that you have accessed is licensed to CBHNP and is available exclusively to CBHNP, its contracted providers, and business
partners that have entered into a Business Associate Addendum with our organization. The Member information contained herein is Protected Health Information and is
subject to all federal and state rules and regulations regarding the privacy and confidentiality of Medical Information. This includes but is not limited to the Health
Insurance Portability and Accountability Act of 1996, The Mental Health Procedures Act, The Metal Health Manual, The Minors Consent Act, and the Drug and Alcohol
Abuse Control Act. Any use of this website other than for the treatment, coordination of care, and payment for treatment for members covered by CBHNP is strictly
forbidden. Any violation of confidentiality or unauthorized disclosure of information will be reported as required by law.

Q Birth date Reference # Sex Race
External ID Language Religion S5# D
07/05/1962 200600040779 M Unspecified
MOUSE, MICKEY M
0123456789 Spanish Unspecified 111-22-3333 200000
The following Member information will appear:
Member Summary Member: MOUSE, MICKEY M
Member Information Demographic Information
First Mame Address 123 DISHMEY LANE
Last Namse City HARRISEURG
Middle Initial County
BirthDats  07/05/1962 State DA
Sew IMale ZipCode  17112-
SSE 111-22-2323 HomePhone  717-555-1212
Race TUnspecified Work Phone
Language Spanish Other FPhone
Eeligion Unspecified Pregnant
Ethnicity ~ Unspecified School/Grade
Reference# 200600040779
Esxternal I 0123456789
System ID
D 200000
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To view Authorization Information:
Click on theModulesicon. SelectAuthorization Info from the drop down box

8 & o

Modulez Back Fwd

Member Search

Add CMS/HCUA 1500 Claim

Note: Based on your security, you may or may not seefdliese items in the drop down
list.

The following screen will appear.
Note:Filter by Date defaults tahe current date, unless another date is seledtt@oh
authorization ended prior to the filter date showmill NOT be displayed.

uthorization Information Member: MOUSE, MICKEY M. No records found.

C Show All

& ;iir by £ orzeonr [i2]

If you choose td-ilter by Date and do not want to use the default date you may the
click on thesmall calendar to the right of the date or enterdate desired.

O Show All

® Filter by Date  [08/02/2008

A Calendar -- Web Page Dialog

tate From Date T4 5
B e

I
=
[iey

Select a Date

June ¥ | 2006 v
Sun Mon Tue Wed Thu Fri Sat
1 ﬂ k3

4 5 1 7 = Q 10

6/01/2006 06720/

11 12 12 14 15 16 17
1= 19 20 21 22 23 24
25 2% 27 28 2 30

Only authorizations within the date selected wdldisplayed.
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To see all authorizations granted to your facilitya specific Member, choo&how
All:

To view Claim Status:
Click on All Modules and selecftatus:
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Click on theModulesicon and selec€laims Status

Enter either a\uthorization Number, Claim Number (if known), or aProvider
Client Number. If claim has already been reported on the remittadeiee, check the
box Include Claims Previously Reported on Remittance Adice and click on the

“Search”icon

Version 8 Property of CBHNP Page 9 of 31



Note: The Provider Client Number is the number submittedhe claim form in Box 26,
Patient’'s Account Number.

The following screen will appear. Click on tB@&im Number you would like to view.

The following Claim Status information will appear:
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View Primary Insurance and Coverage Type U Eligibiity:

Note: The data displayed is the most recent availaBle ihnformation sent to us from
DPW. This does NOT replace or remove the respditgibach organization has to
verify eligibility and benefits directly with the &mber and the primary insurer.

To view Members’ Primary Insurance Coverage, iniclgdType U” (Act 62) eligibility:
Logon to eCura® ProviderConnect.

Click on the All Modules button.

Select Brief Inquiry from the drop down list.
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Enter the search criteria.

Click on the Search button.

The Member List Screen will be displayed with tbdwing information:
Please note: Coverage Type U is shown as ‘Autisett®pm Disorder (COB)’
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Claims Entry
Note: Only professional claims can be submitted atctimeent time.

Search for the member as noted above.

Click theModulesicon

Click Add HCFA Claim

Enter the highlighted required fields as noted Wwelo
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Block Block Name Instructions

Number

1 Check Medicaid box. CBHNP only accepts
Medicaid claims

1.A Insured’s I.D. Number Patient’s Social SecuNiymber auto
populates, please verify

18 Hospitalization Dates Related Hospitalization dates related to current

to Current Services services. Enter only if place of service is 21.

21 Diagnosis or Nature of lllness| Use ICD-9 Diagnosis codes

or Injury

23 Prior Authorization Number Enter the authorigathumber

24.A Date(s) of Service Note the begin and end fields. Use one
line per day. System will not accept date
ranges.

24.B Place of Service See PROMISe chart

24.D Procedures, Services or Enter the applicable CPT code from

Supplies CBHNP'’s Fee Schedule. Modifiers shoulg
be entered in their designated box.

24.E Diagnosis Code Press the space bar or withngouse click
on the box to check the diagnosis field(s) jas
shown in block 21 to correlate the diagnosis
code to the procedure or service performed.

24.F Charges Enter total charges for each claie lin

24.G Days or Units Enter days or units

25 Federal Tax I.D. Number This field auto popwdatelease verify.

26 Patient’s Account No. Enter the identifier assig by the provider

27 Accept Assignment? Select Yes or No

28 Total Charge This field auto populates total sidrlock
24.F lines 1 through 6

31 Rendering Provider Select Rendering Providenfdoop down
box IF Rendering Provider is different than
Payee/billing provider.

31.A Rendering Provider's NPI Enter the Rendering Provider’'s NIl
Rendering Provider exists in box 31.

31.B QUAL (qualifier) and ID Enter Rendering Prosits QUAL (should

always be 1D) and enter Rendering

174

Provider’'s ID (the 13 digit DPW PROMISe
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number)lF Rendering Provider exists in
box 31.

32 Name and Address of Facility This field auto populates with the billing
where Services were Renderegrovider’s information. Click on the ellipsis
to change provider name if different than
billing provider in box 33.
32.A NPI of Facility where Services Enter the NPI of the Facility where Servic
were Rendered were RenderetF different than billing
provider in box 33.

32.B QUAL (qualifier) and ID Enter the QUAL (shouddways be 1D) and
enter the 13 digit DPW PROMISe numbe
of the Facility where Services were
RenderedlF different than billing provider
in box 33.

33 Billing Provider Information This field auto polates with the billing
provider’'s information. Please verify.

33.A Billing Provider's NPI Enter the Billing Prader’'s NPI

33.B QUAL (qualifier) and ID Enter the Billing Praer's QUAL (should

always be 1D) and enter Billing Provider’s

ID (the 13 digit DPW PROMISe number)

Verify completed claim information.

Click theConfirm button

Click thePrint button
Note: It is highlyrecommended that you print the claim and keegydar records.

On thePrint Claim Confirmation window either press Ctrl + P to print as statedhen
bottom left corner of the screen or right-clickttve screen and click print.

Version 8

Property of CB

HNP Page 16 of 31



Click Savebutton

You will see the following screen:

Note: Submission of the claim does not guarantee appa payment. The processing
of the claim will take approximately 2 business slayhe status of the claim can be
checked usin@glaim Statusmodule. Please refer to the instructions abovieamto
View Claim Status.

Events

There are two types of events available, Provigents and Member events. Depending
0N your security access you can view events, addevents or update existing events.

Provider Events

Click on , and then click ofrovider.

Version 8 Property of CBHNP Page 17 of 31



Click on theModulesicon. SelectProvider Event from the drop down box

(This screen displays all the provider events yarganization has previously submitted)

Note: Event titles that begin witbpdate ...indicate the event should be re-used. For
instance if capacity for the event ‘Update BHRS &afy Form — Dauphin’ has already
been submitted, the event should be reused eaeminv capacity is reported.

To add a new event, click on teeent icon.

Click on the Event Type to view the events ava#abl

Click on the Event you would like to submit.
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Member Events
Search for the member the event is being entered fo

Click on theModulesicon. SelectMember Event from the drop down box

(This screen displays all the member events yogaurtzation has submitted)

Click on theMember icon.

Click on the Event Type to view the events avadabl

Click on the Event you would like to submit.

Sites

You will find a list of your organization’s site drksses at the top of each event. You
may ignore this section; you are not required tecta site. Events entered will be
submitted as Provider events not site events.

Topics

Each event hasBopics dropdown box at top of the page. This selectiompsy takes
you to a specific event field.
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Viewing Affiliated Providers:

Click on , and then click oRrovider.

Click on theModulesicon. SelectAffiliation from the drop down box

A list of all the individuals in your group will dplay:

Note: If you don’t see one or see incorrect informaticontact your provider relations
representative.

Click on thelD of the individual provider you wish to see. Thidhallow you to search
using normal processes to see their authorizaiodsclaims.

In the lower left hand corner of your screen, yoll see who you are currently logged in
as:

By repeating the sets above you can go back tprihader you logged in as.
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Downloading Documents

Downloading allows a provider to copy a file frolBENP to their own computer
network. The use of the download functionalitgmerned by other policies and
procedures. If you have a requirement to downbddcument based on a CBHNP
issued policy requirement, the section below shioaws to do this.

Click on , and then click obownload.

Click on the file you would like to download.

The File Download screen will appear:

Click Saveto select the locatioyou would like to save the file.
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The Download complete window will appear:

Click Close.

There are two ways you can check the status for pownload.

1) Click the Statusicon in theDownload window.
OR

2) Click on , and then click oistatus.

Click on the Modules icon

Click onDownload Status

The following download status screen will appear:
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Archiving Downloaded Documents
It is recommended that you archive files downloasiectessfully. This way, only those
files not yet downloaded will be presented to you.
NOTE: Allfiles 60 days old, including those archived, Wlibe deleted from this
site. It is your responsibility to retrieve thesdiles and save them on your own

system in a secure manner.
1) To select a file to archive, check the box of ileetb archive.

2) Click on the Archive icon.

3) Click Ok to archive the file.

Uploading Documents

Uploading allows a provider to copy a file from th@eomputer network to CBHNP. The
use of the upload functionality is governed by othaicies and procedures. If you have
a requirement to upload a document based on a CBBeBUIed policy requirement, the
section below shows how to do this.

Click on , and then click otUpload.
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Click on Browse to select the file to upload.

Click on theUpload icon to upload the file.

There are two ways you can check the status for Ypload.

1) Click theStatusicon in theUpload Window.
OR

2) Click on , and then click oistatus.

Click on the Modules icon

Click onUpload Status

The following information status screen will appeath the results of the upload:
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Internet Explorer Version 7.0 and Internet Explorer Version 8.0
Security Settings

In order for eCura® ProviderConnect to functiongedy with Internet Explorer version
7.0 the following three settings must be applied.

Setting #1— Add website to Trusted Sites
Go to the “Tools” menu and select “Internet Options

In the “Internet Options” screen, go to the “Setytiriab. Highlight the “Trusted Sites”
icon and click on the “Sites” button.
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Enter the eCura® ProviderConnect website addreds/tiu will be using. Then click the
“Add” button to have the address added to your fBdiSites.
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Setting #2— Lower Trusted Sites security
In the “Internet Options” screen, go to the “Setyiriab. Highlight the “Trusted Sites”
icon and click on the “Default level” button locdtan theSecurity level for this zone

section. Then drag the button down to lower theisgclevel from Medium down to
Medium-Lowor Low.
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Setting #3- Set to automatically check newer version ofestggages
In the “Internet Options” screen, go to the “Gefigia@b. Click on the “Settings” button.
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Ensure that th€heck for newer versions of stored pageset to “Automatically”.

***|n order for eCura® ProviderConnect to functipnoperly with Internet Explorer

version 8.0 the previous three settings must b&egpAlso, the following setting must
be applied.

In Internet Explorer, Click on Tools, Click on Imbet Options, Click on the Security tab,
Click on Trusted Sites, Click on the Custom levattdn, Select Enable under Allow
Scriptlets
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