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H15-063  - Policy & Procedure
August 26, 2015
	TO: 
	Home and Community Services (HCS) Regional Administrators 

Area Agency on Aging (AAA) Directors

Developmental Disabilities Administration (DDA) Regional Administrators

	FROM: 

	Bea Rector, Director, Home and Community Services 
Don Clintsman, Deputy Assistant Secretary, Developmental Disabilities Administration (DDA)
Chanh Ly, Director, Management Services Division


	SUBJECT: 
	Fixing ProviderOne authorization start date and cancellation errors

	Purpose: 
	To clarify how to make changes to ProviderOne (P1) authorizations and instruct staff on how to fix errors. 

	Background:
	In SSPS, staff can correct a date or extend a service by changing the Begin Dates on an authorization line. For many staff, this has been standard operating procedure when reauthorizing services for another year.  Also, in SSPS you can terminate a service line without it creating an overpayment.  Many staff learning P1 applied some SSPS thinking when changing authorizations in P1.
In ProviderOne, the consequences of changing a Start (Begin) Date or of canceling a service line may have unintended consequences. When start dates are changed with no change to units, rate, or reason code, or when authorization lines are canceled incorrectly, authorizations invalidate and “disappear” like they never happened.  Caseload reports and budget forecasts which count authorizations are inaccurate, which reduces AAA funding and limits FTE and services funding for HCS and DDA.  
If the provider was paid for any month that was later invalidated, the errors appear on the overpayment report and result in unnecessary research for field staff and require correction. Additionally, if paid claims are reprocessed, an overpayment is automatically created. 

	What’s new, changed, or

Clarified
	Start Dates 

Rule: If there is NOT a change in units, rate, or reason code and the service was legitimately provided do NOT change the start date. If you change the start date, the provider cannot claim for dates prior to the new start date, previously paid claims would result in an overpayment and the authorization will be removed from the caseload report for those previous months.

Example #1: Authorization Start Date is 1/1/15 and End Date is 6/30/15. Annual assessment done on 5/15/15 and hour, rates, or reason code do not change. In this case the Start Date should not be changed. Only the End Date should be extended.
  If the Start Date is erroneously changed to 7/1/15:
· Provider will not be able to claim for services performed from 1/1/15 to 6/30/15

· Paid claims will appear as a provider overpayment
· Reprocessed claims will automatically result in an overpayment
· The authorization from 1/1/15 to 6/30/15 will not appear on caseload report from which AAAs are paid
· The authorization cannot be used for forecasting FTE or service dollars.
Example #2: Authorization Start Date is 1/1/15 but provider did not begin providing services until 2/1/15.  In this case the Start Date may be changed.
Rule: When there is a change in unit, rate, or reason code, change the Start Date to show when the new rate, units, or reason code begin. If the Start Date is NOT changed, all changes for that line will be retroactive back to the original Start Date. 
Example #1: Authorization line starts on 1/1/15 and ends on 12/31/15 for 100 units. A Significant Change assessment increases units to 200 on 6/1/15. In this case both the number of units and the Start Date should be changed.

  If the Worker increases units on authorization and does not change the Start Date, the increase in units will be effective 1/1/15, allowing Provider to claim 100 additional units each month from January through May.  

Example #2: Authorization line starts on 1/1/15 and ends on 12/31/15 for 200 units.  An Annual Assessment decreases units to 100 on 6/1/15.  In this case both the number of units and the Start Date (as well as the End Date) should be changed.

  If the Worker decreases units on authorization and does not change the Start Date, the decrease in units will be effective 1/1/15, causing the Provider to be in a potential Overpayment situation for each month from January through May.
Line cancelations 

Cancelation of a line in P1 means that the service should never have been provided. Canceling a service line is the same as a 3R and 3N in SSPS and would result in a provider overpayment if they had already billed.  The authorization will not appear on a caseload report for the lost months, and the authorization cannot be used for forecasting FTE or funding. 
Functionality in CARE provides a safeguard and warns the user when a service line is invalidated for payment (canceled), that invalidating the service line may result in an overpayment and requires a comment be entered. 

P1 does not have “termination” functionality. To end (terminate) a service line, enter the appropriate end date. 

	ACTION:
	In order to avoid incorrect client overpayments, to ensure correct payment is made to providers and that monthly caseload reports are accurate as of January 2015, you must review the spreadsheet being sent in conjunction with this MB and take necessary action as outlined below.  The spreadsheets will be sent to your JRP or payment coordinator on  August  27th. The spreadsheet will have two tabs, one for start date changes and one for canceled lines.
To correct start date changes:

1. Review the authorizations in CARE that are listed on the spreadsheet.  

2. If the start date was changed in error and no new service line was created, change the start date back to the original start date of the authorization.

3. If the start date was changed in error and a new service line was created so the provider could receive payment for the dates of service excluded because of the change, take no action.

4. If the start date was changed correctly, take no action.

These corrections must be made no later than September 15, 2015 for ALTSA so that AAA’s can be paid for the “lost” cases and SFY15 bookkeeping finalized.  DDA doesn’t have payment issues dependent on this, so they have until December 31, 2015 to make corrections.

To correct canceled lines:

1. Review the authorizations in ProviderOne that are listed on the spreadsheet.

2. Authorizations with canceled lines will fall into one of six categories.  Only four (4) require action be taken. Identify which category the canceled lines fall into and take the required action, if any, noted in the matrix below.

Category

Action

A. Line canceled incorrectly, claim paid prior to cancellation and no new authorization or service line was created 

On the spreadsheet, mark with an “A” in the month column for each month the canceled line should not have been cancelled. These will be added to the monthly caseload reports for ALTSA.
B. Line canceled incorrectly, claim paid correctly prior to cancelation and a new authorization or service line was also created 

Write a comment on the new authorization line that says “New line created because previous service line was canceled incorrectly and will not pay out due to edits in ProviderOne that disallow payments to be made for the same service on the same dates.” On the spreadsheet, mark with a “B” in the month column for each month the line was cancelled and claimed against AND the new line had the same services. 

C. Line canceled correctly, claim paid prior to cancellation

Process overpayment per SSAM

D. Line canceled correctly and no claim was made. 

No action needed.

E. Line canceled incorrectly, no claim was made, and a new authorization or service line was created

No action needed

F. Line canceled incorrectly, no claim was made, and no new authorization or service line was created

Create new authorization (if none for that provider/client/administration combination exists) or new service line (if an authorization still exists).  The provider can be paid correctly and for ALTSA the new authorization will be added to the monthly caseload reports.



	
	3. For those service lines that fall into category A, you will need to note on the spread sheet only the months in which there was not a new authorization or service line in place. Example: A service line for 1/1/15 thru 12/31/15 for 100 units was created.  It was claimed in January and February, but on 3/5/15, the case manager canceled the line.  In March, the provider called and said they could not claim for service.  The case manager saw the provider had claimed January and February, so they created a new service line for 3/1/15 thru 12/31/15.  On the spreadsheet you will mark an “A” in the January and February columns associated with the service line.
4. For service lines on the spreadsheet that fall into category B, you cannot enter a comment on a previously canceled line in CARE..  You must enter the comment for the service line that is created to replace the canceled line.
5. Action must be completed by 9/15/15.  
ALTSA: Please submit one combined spreadsheet with all notations from each AAA and Region to Marcy Goodman marcy.goodman@dshs.wa.gov by 9/15/15. ALTSA will run new monthly caseload reports back to January 2015 and adjust them according to the spreadsheets by the end of September.  
After the new caseload reports are published, AAAs may complete final TXIX billing for those months.  Those invoices are due to ALTSA by November 30, 2015.

DDA: Please submit one completed and combined spreadsheet to regional payment coordinators for tracking no later than 12/31/2015.


	ATTACHMENT(S):  

 
	Modification of lines training
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	CONTACT(S): 
	Marcy Goodman
360-725-2446

marcy.goodman@dshs.wa.gov
Jennifer Karlson
360-725-2512

jennifer.karlson@dshs.wa.gov
Beth Krehbiel

360-725-3440

beth.krehbiel@dshs.wa.gov 
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Extending a service line with NO change to # of Units, Rate, or 


Reason Code 
 When no change is made to the # of units, rate, or reason code, modify only the End Date; make 


no change to the Start Date. 


 


Example: Client has authorization for 200 units, End Date 06/30/2015. 


 
 
Scenario:-New assessment has no change in # of units, rate, or reason code: 


1. Extend authorization End Date. 


2. Click Submit button. No line split occurs. 


 
 


 


Note: Modifying service dates without a corresponding change in # of units, rate, or reason code 


will inactivate any service period no longer covered by the modification. For example, if a Start 


Date is changed from 1/1/2015 to 2/1/2015 without a line split, the January service month is no 


longer active on the service line. 
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Extending a service line with a change to # of Units or Rate or 


Reason Code 
 When making a change to the # of units, rate, or reason code, modify the Start Date, End Date 


and service amounts, then click Submit.  


 


Example: Client has authorization for 200 units, End Date 06/30/2015. 


 
 
Scenario:-New assessment increases # of units to 300 units, Effective 7/1/2015: 


1. Change Start Date = 7/1/2015. 


2. Extend End Date. 


3. Change # of Units. 


4. Click Submit button. A Line Split occurs: 
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End Dating an Authorization/Service Line 
 When end dating a service line, first change the End Date, submit. Next change the Start Date, 


and service amounts (if needed). 


 


Example: Client has authorization for 200 units, End Date 06/30/2015. 


 
 
Scenario: -Client no longer wants to use agency (or client leaves placement) effective March 


15th, agency provided 50 units for March: 


1. Change End Date to 3/15/2015, click Submit. No line split occurs. 


  
 


2. Change Start Date to 3/1/2015 


3. Change # of units to 50, click Submit. A line split occurs. 


 
 


Note: If client returns to services with the agency or placement at a later date (more than one-


day gap in service period), the worker must create a new service line for the new service dates. 
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Rate, # of Units, or Reason Code change affecting one month of a 


service period 
 When changing a service line for a specific month or period, change the Start Date, End Date, 


and service amounts and submit all in one action.  


 


Client has authorization for 200 units, End Date 06/30/2015. 


 
 


Scenario:-Provider has an increase to 300 units for the month of April only: 
1. Enter Start Date 4/1/2015. 
2. Enter End Date 4/30/2015. 
3. Enter # of Units, Click Submit. A Line Split occurs. 
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Rate, # of Units, or Reason Code change occurring mid-month 
 When making a mid-month change, first change the Start Date, End Date and service amounts 


for the first part of the month. Follow the line split to create a segment for the second part of 


the month; add the service amounts for that service period. Finally, use the line split segment to 


set the service amounts for the remaining service period. 


 


Client has authorization for 200 units, End Date 06/30/2015. 


 
 
Scenario: -ETR or Significant Change assessment increases units to 300 per month effective 


4/15. The client reports using 75 units as of 4/14: 


1. Change Start Date to 4/1/2015 


2. Change End Date to 4/14/2015 


3. Change # of Units to 75, click Submit. A Line Split occurs. 


 


 
 
 
 
 
 
 
 
 
 







 


Page 7 of 7 
 


Rate, # of Units, or Reason Code change occurring mid-month (cont) 


On Service Line 1.3: 
4. Change End Date to 4/30/2015. 
5. Change # of Units to 225, click Submit. A Line Split occurs. 


 
 
 
On Service Line 1.4: 
6. Change # of Units to 300 (Can extend End Date if warranted). Click Submit, line updates but 


does not split. 


 
 






