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H13-036 – Procedure
July 1, 2013        
	TO: 
	Area Agency on Aging (AAA) Directors

	FROM:
	Bea Rector, Director, Home and Community Services Division

	SUBJECT: 
	Instructions for Producing AAA Outside Contracts in the Agency Contracts Database (ACD)

	Purpose:
	To inform AAA contract managers of the requirement that all home care agency, Medicaid waiver and Roads to Community Living service contracts must be entered into the ACD by October 31, 2013. 

	Background:                       
	Currently, AAA’s execute contracts for homecare agency services through the contracts department of their agency.  These contracts exist outside the ACD.  
Currently, if a AAA has an existing contract for Older Americans Act or SCSA-funded services, the AAA may incorporate an identical Medicaid-funded waiver service into that existing contract. In many cases these contracts exists outside of the ACD. 

	What’s new, changed, or   
Clarified

 
	Medicaid-funded contracts that have been written by the AAAs will be authorized and paid by the new ProviderOne system.  In order to validate those authorizations for contracted services, and for payment to go through, a corresponding contract must exist in the ACD.  An interface between ProviderOne and the ACD will supply contract information for such validation.  Once a contract goes into Signed Status in the ACD, the contract and provider information is automatically sent to ProviderOne, and payment will proceed as authorized.

A new set of contract codes have been established in the ACD specifically to capture these contracts, which are characterized as “Outside Contracts” because they are written outside the ACD – in this case by the AAAs themselves.  These are not DSHS contracts, and are entered into the ACD with this unique set of codes so that they are readily distinguishable from “regular” DSHS contracts.



	ACTION:
ATTACHMENT(S):   


	Effective immediately, AAA contract managers will use the attached instructions to enter all home care agency and waiver service contracts into the ACD. All outside contracts must be entered into the ACD by October 31, 2013.

AAA Outside Provider Contracts – Instructions for Producing Contract Records:

[image: image1.emf]ACD AAA Outside  Contracts Instructions-HCA ADH & Waiver Svcs.docx




	CONTACTS:                    Troy Knudsen, Program Manager

                                          Home and Community Services

                                          (360) 725-2560

                                          knudst@dshs.wa.gov       
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[bookmark: _Toc357596900]AAA Outside Contracts Overview

[bookmark: _Toc357596901]Why do AAA Outside Contracts need to go into the ACD?

Certain contracts that have been written by the AAAs will be authorized and paid by the ProviderOne system.  In order to validate those authorizations for contracted services, and for payment to go through, a corresponding contract must exist in the ACD.  An interface between ProviderOne and the ACD will supply contract information for such validation.  Once a contract goes into Signed status in the ACD, the contract and provider information is automatically sent to ProviderOne, and payment will proceed as authorized.

A new set of contract codes have been established in the ACD specifically to capture these contracts, which are characterized as “Outside Contracts” because they are written outside the ACD – in this case by the AAAs themselves.  These are not DSHS contracts, and are entered into the ACD with this unique set of codes that they are readily distinguishable from “regular” DSHS contracts.

This instruction set describes how to create and record such contracts in the ACD.

[bookmark: _Toc357596902]The Two Possible Scenarios

The ideal situation is one in which the contractor already exists in the ACD, and the AAA will be adding a new Outside Contract Record.  The other possibility is that contractor is not in the ACD< and a new contractor record must be created.  Each of the possibilities is covered in this manual, with links below to the appropriate sections.

[bookmark: _Toc357596903]Create Outside Contract for Existing Contractor.

The steps needed for creating a new Outside Contract from the Contracts Module.

[bookmark: _Toc357596904]Create Outside Contract for New Contractor.

The process of creating a new contractor record, then creating the first contract for that contractor, and getting CCS to assist in making that an “Outside” Contract.




[bookmark: _Toc357596905]Create Outside Contract for Existing Provider

[bookmark: _User_Has_ACD][bookmark: _Toc357596906]Contractor Exists in ACD – New Contract Needed.

If the Contractor already has a Contractor Detail record, with a DSHS Index, and staff and address records in the ACD, all that’s needed is to update that information, and create a new outside contract.

[bookmark: _Toc357596907]Search for Existing Provider.
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Double click on the row with the Contractor to display the Contractor Detail screen so that the contractor’s information can be reviewed:
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[bookmark: _Toc357596908]Check Addresses and Staff.

Make sure the contractor address and staff records are up to date, adding new addresses and staff as needed.   Please remember that we don’t delete old addresses in the ACD – they are set to Historic so that the original contract data is preserved.  The Default address displays on the Contractor Detail screen, along with the first listed Staff person.  Go to the Staff and Address screens to add records, using the buttons in the Sub-Information Summary:
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Navigation Tip:

Copy the DSHS Index number from the blue Status Bar near to top of the screen.  Double click with your mouse, and then right click to bring up the Copy menu:

 (
DSHS Index
)[image: ]

[bookmark: _Toc357596909]Create Contract Record from Contract Screen.

The most important difference in the workflow for Outside contracts is that the contract record is created on the Contract Detail screen – not on the Contractor screens.  After checking the staff and addresses, exit the Contractor module and go to the ACD Main Screen, then go to the Contract Module which will open to the Contract Search screen.

Search for existing contracts for that contractor by using the DSHS Index number:
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Next, click on the New Contract Drop-Down, and choose: “New Outside Agency contract”



[image: ]

This opens a new Contract Detail Page 1, with the required fields to save the contract highlighted in Yellow.  Go through the fields entering the following contract details:

· Contract Type.  Choose Type 99 – DSHS Payee Contract And/Or Other Outside Contract

· Contract Start.  Select the start date you need from the calendar control

· Original Amount.  Type in an amount if applicable, or leave at $0.00 if a Fee For Service contract

· Contract End.  This field is not required for initially saving the contract, but is required to Approve it, so complete the field as soon as you know the End Date

· Contract Code.  Choose 1019OC-99 for the AAA Home Care Agency contracts.  A list of other applicable contract codes will be released when those codes are needed.

· Service Description.  Because of their unique setup, these contracts must have their Service Description typed into that field.  Please type in the appropriate description consistently, for example, “Home Care Agency.”  

· Document Location.  Please select the appropriate AAA location from the available drop-down list.

· Contract Funding.  If a specific contract has a dollar amount, the breakdown of state, federal, local and other funding must be entered, either as percentages, or as whole dollar amounts.  If the contract is Fee For Service, this set of fields can be left at the default zero values.

· Payment Method.  A payment method must be selected for the specific contract, whether that be Fee For Service with No Maximum, or Performance Based, etc.  The business rules in the ACD are such that only Fee For Service with No Maximum and  No Payment methods can be used when there is no dollar amount.

· Contractor Contact Person.  Select the relevant contact staff person for the contractor for this contract from the drop-down.

· Contractor Address.  Select the relevant address for the contractor for this contract from the drop-down.

· Click Save.  Click “Save” at the top of the page, as shown in the screen shot below, when all the fields are completed.




The following screen shot shows a new contract with the required fields completed:
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[bookmark: _Toc357596910]Process the Contract.

Now that the contract has been saved, the Approval and Signing process in the ACD is virtually identical to that of any other ACD contract.  Note, however, that because this is an “Outside” with no document created in the ACD, the “Open Document” button is not enabled:

[image: ]

Follow these steps to get the contract in Signed status:

· Approve the Contract.  Use the Approve button on Page Two to start the approval; Choose a relevant Approval Date; Click Save at the top of the screen.

· Set the Contractor Signature Date.  Click the Signatures button on Page Two, and select Contractor Signature; Choose the correct Signature Date in that field; Choose the Contractor Staff person who signed the contract from the drop-down; Click Save at the top of the screen.

· Set the “DSHS” Signature Date.  Click the Signatures button on Page Two, and select DSHS Signature; Choose the correct Signature Date in that field; Click Save at the top of the screen.



[bookmark: _Toc357596911]Load a PDF Copy of the Contract

If desired, a PDF copy of the contract document can be loaded onto the ACD Document Management screen.  This may be especially useful to other AAAs or ADSA HQ, since the contract document is not created by the ACD.  The steps for this action are as follows:

· Go to the Document Management Screen by clicking on that button in the left-side console on Page One or Two, Contract Detail (button highlighted in screen shot below):
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The Document Management screen looks like this:

[image: ]



· To add to the list of documents, click the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenNewButton.PNG] button;

· Select the type of record from the Attachment Type dropdown list;

· Click on the Browse button to the right of the Attachment Name field; 

[image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\ContractDocMgmtBrowse.PNG]

· An “ACD File Upload” dialog box will open allowing navigation to the folder where the document is stored.

[image: ]

· Find your way to the document that you want to attach, highlight the document name and click "Open";

· Type in an Attachment Description;

· Then click the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenSaveButton.PNG] button;

· You can edit the Type or Description of the document by clicking the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenEditButton.PNG] button at the top of the screen



That completes the processing of the contract; it can now be authorized and paid in ProviderOne (once any remaining ProviderOne enrollment procedures are complete).






[bookmark: _Toc357596912]Create Outside Contract for New Provider

[bookmark: _Toc357596913]Contractor Does Not Exist in ACD.

If the Contractor does not already exist in the ACD, then a new Contractor Detail record needs to be created, along with any needed staff and address records.  The first step is to confirm the contractor is not in the ACD:

[bookmark: _Toc357596914]Search for Provider.
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[bookmark: _Toc357596915]Enter Your New Contractor.

Start your new contractor record just as you would any other new contractor in the ACD:

· Click on the New Contractor button, choosing either Sole Proprietor or Other Business;

· Complete the Contractor Detail Fields.  Fill in all the fields for Contractor Name, Tax ID, address, etc.  

· Save the new Contractor.  Click Save at the top of the screen to finish the record.

· Add Staff as needed.  For Other Business types, like Non-Profits, for example, go to the Staff screen and add the relevant contact and signatories for the Contractor.  The button to get to Staff is in the bottom section of the screen, in the “Sub Information Summary:”

[image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\ContractorDetail_SubInfoSummary.PNG]

[bookmark: _Toc357596916]Start the New Home Care Agency or Adult Day Health Contract.

Here are the steps required to create a new contract from the Contractor Contract Screen:

· Go to the Contractor Contract Screen by clicking “Contract” in the Sub Information Summary

· Click on the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenNewButton.PNG] button;

· Contract Type.  Choose Type 99 – DSHS Payee Contract And/Or Other Outside Contract

· Contract Start.  Select the start date you need from the calendar control

· Original Amount.  Type in an amount if applicable, or leave at $0.00 if Fee For Service 

· Contract End.  This field is not required for initially saving the contract, but is required to Approve it, so complete the field as soon as you know the End Date

· Contract Code.  Choose one of the following:

· 1019OC-99 for the AAA Home Care Agency contract

· 1046OC-99 for the AAA Adult Day Care/Adult Day Health contract

· Service Description.  Because of their unique setup, these contracts must have their Service Description typed into that field.  Please type in the appropriate description consistently, “Home Care Agency” or “Adult Day Care/Adult Day Health”

· Document Location.  Please select the appropriate AAA location from the available drop-down list.

· Contractor Contact Person.  Select the relevant contact staff person for the contractor for this contract from the drop-down.

· Contractor Address.  Select the relevant address for the contractor for this contract from the drop-down.



Here is what the completed screen will look like:

[image: ]

· Click [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenSaveButton.PNG] to save the record and create the contract.



To continue the contracting process, you will need to go to the Contract Detail screens in the Contracts module.  You can double click on the record in the data grid or you can click on the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\ContractorContractScreen_ViewKDetail.PNG] button to get there easily.

[bookmark: _Toc357596917]Process the Contract – Ask CCS to Disable “Open Document”

Now that the contract has been saved, the Approval and Signing process in the ACD is virtually identical to that of any other ACD contract.  Note, however, that because this is the first contract for this Contractor, the “Open Document” button is enabled:

[image: ]

Because the actual hard copy contract is a AAA-generated contract, with no document to be produced in the ACD, Open Document will open a brief Word document notice that explains that fact.  Please send an email with the contract number to Central Contract Services at: eacdhelp@dshs.wa.gov.  We can switch the contract indicator turning off “Open Document” for this contract.  This can be done at any status, Pending, Approved or Signed.

If time is a factor, and the Approval needs to be processed before you can have CCS update the contract, you may Open Document at this stage.  The Notice doc will open, and can be closed.  Then you can proceed with approval.

[bookmark: _Toc357596918]Process the Contract – Approve & Sign

Follow these steps to get the contract in Signed status:

· Approve the Contract.  Use the Approve button on Page Two to start the approval; Choose a relevant Approval Date; Click Save at the top of the screen.  

· Set the Contractor Signature Date.  Click the Signatures button on Page Two, and select Contractor Signature; Choose the correct Signature Date in that field; Choose the Contractor Staff person who signed the contract from the drop-down; Click Save at the top of the screen.

· Set the “DSHS” Signature Date.  Click the Signatures button on Page Two, and select DSHS Signature; Choose the correct Signature Date in that field; Click Save at the top of the screen.



Finally, if desired, load a PDF copy of the signed contract onto the Document Management screen, as shown in the first section of this manual.


[bookmark: _Toc357596919]Create Waiver Services Contract 

[bookmark: _Toc357596920]Add the record for a AAA Contract for Waiver Services.

Since the AAAs also produce some of their own contracts for COPES Waiver Services, and those contracts will also be paid by ProviderOne, those records must be put into the ACD.  This process is almost identical to doing an IP contract in the ACD, with the exception of requesting that the contract be converted to an Outside contract after it’s done.  Please follow these steps:

[bookmark: _Toc357596921]Find Existing Contractor or Start New Contractor.

The process of determining whether the contractor already exists in the ACD, and either adding a new contractor, or updating an existing contract will be identical to those steps described previously in this manual.  After either starting a new contractor record, or finding an existing record, proceed with developing a new contract, just as you would any other contract.

[bookmark: _Toc357596922]Start the Waiver Services Contract.

Here are the steps required to create a new contract from the Contractor Contract Screen:

· Go to the Contractor Contract Screen by clicking “Contract” in the Sub Information Summary

· Click on the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenNewButton.PNG] button;

· Contract Type.  Choose Type 12 – Client Service Contract 

· Contract Start.  Select the start date you need from the calendar control

· Original Amount.  Type in an amount if applicable, or leave at $0.00 if a Fee For Service contract

· Contract End.  This field is not required for initially saving the contract, but is required to Approve it, so complete the field as soon as you know the End Date

· Contract Code.  Choose one of the following Waiver Services codes:

· 1024XP Medicaid Waiver Home Health Aide

· 1025XP Recipient Training Services

· 1026XP Skilled Nursing Services

· 1029XP Personal Emergency Response System 

· 1030XP Environmental Accessibility Adaptations 

· 1031XP Home Delivered Meal Services 

· 1032XP Transportation Services

· 1033XP Specialized Medical Equipment and Supplies 

· 1041XP Adult Day Care 

· Service Description.  This field is pre-populated for these contract codes

· Document Location.  Please select the appropriate AAA location from the available drop-down list.

· Contractor Contact Person.  Select the relevant contact staff person for the contractor for this contract from the drop-down.

· Contractor Address.  Select the relevant address for the contractor for this contract from the drop-down.




Here is what the completed screen will look like:

[image: ]

· Click [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\SubscreenSaveButton.PNG] to save the record and create the contract.



To continue the contracting process, you will need to go to the Contract Detail screens in the Contracts module.  You can double click on the record in the data grid or you can click on the [image: X:\IT\Development\ACD Dot.Net Project\User Manuals\Images\ContractorContractScreen_ViewKDetail.PNG] button to get there easily.

[bookmark: _Toc357596923]Process the Contract – Ask CCS to Disable “Open Document”

Now that the contract has been saved, the Approval and Signing process in the ACD is virtually identical to that of any other ACD contract.  Note, however, that because this is a preapproved client service contract, the “Open Document” button is enabled:

[image: ]

Because the Waiver Services contract codes are used to produce actual DSHS contracts, along with these records of AAA contracts, Open Document will open a new contract document.  But, in the case of AAA-generated contracts with the AAA’s own contractors, this document is not needed.  To avoid confusion, it should not be left this way after it is initially opened.  Please Open Document once, and then send an email with the contract number to Central Contract Services at: eacdhelp@dshs.wa.gov.  After the document has been opened once, we can switch the contract indicator turning off “Open Document” for the rest of the life of this contract.  This can be done at any status, Pending, Approved or Signed.

[bookmark: _Toc357596924]Process the Contract – Approve & Sign

Follow these steps to get the contract in Signed status:

· Approve the Contract.  Use the Approve button on Page Two to start the approval; Choose a relevant Approval Date; Click Save at the top of the screen.  

· Set the Contractor Signature Date.  Click the Signatures button on Page Two, and select Contractor Signature; Choose the correct Signature Date in that field; Choose the Contractor Staff person who signed the contract from the drop-down; Click Save at the top of the screen.

· Set the “DSHS” Signature Date.  Click the Signatures button on Page Two, and select DSHS Signature; Choose the correct Signature Date in that field; Click Save at the top of the screen.



Finally, if desired, load a PDF copy of the signed contract onto the Document Management screen, as shown in the first section of this manual
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