Frequently Asked Questions:
1. Does the Comp Assessment need to be updated every 6 months? NO. It should be reviewed to substantiate the continued need for treatment. Once a year it must be updated.
2. Can the 8 units to update the assessment be divided up twice a year (4 units every 6 months)? NO.   8 units will added to each Continued Stay review, for the review and updating of the comprehensive Assessment.
3. If a denial in change of hours has been received do I need to update the ITP to reflect the actual hours being provided? YES
4. Will all my text fit into the PA TOOL text boxes? If over 2000 characters are entered into the text boxes of the CS 28 Prior Authorization Tool an error message will pop up. Reduce the amount of information entered but provide enough explanation to allow approval of the plan.
5. Can I use Firefox or Goggle Chrome to access EIS? NO EIS is only able to be run on Internet Explorer. Both Firefox and Goggle Chrome will need to be uninstalled from your computer for EIS to perform correctly
6. How do I remember the sequence of the electronic process? Use the manual index and  this handy acronym: PANTS-   Enter the Plan,    Enter the Authorization,   Add the Note,  Receive a Tickler   and  have an approval for Service.
7. [bookmark: _GoBack]Is there a way to print the status (notes List page)? You can export to excel and print for your charts.  It is not a state requirement for a copy of the statuses to be in the chart.  The documentation of what status of service the child is receiving should be documented in the child’s progress notes.
8. Is the Add Description within a note printable? Yes, use print screen on the keyboard or cut and paste onto a word document then print.
9. Do I enter an end date when entering the CS28 Prior Authorization Tool? NO. Do not add an end date as this will lock the tool from saving any information entered on it.
10. I can’t add a CS 28 Prior Authorization Tool or print any of the CS28 Prior Authorization Tool Dimensions? Check the following settings on your computer.
1. Uninstall the Google tool bar, FireFox and Goggle Chrome.
2. Turn off POP Up Blocker
3. Check to see if the XSS Filter is enabled-use the following directions to check for the filter
· Open Internet
· Click on Tools in the header
· Scroll down to Internet Options
· Security Tab
· Click on Custom Level
· Under Scripting you should see a filter called XSS , disenable it
· Click Ok

11. Can I click on the Go Button to set anchor for my client? No although it will anchor the child it will not provide the needed demographics, such as DOB and MaineCare.
12. Should I use the desc/acen arrow in the Authorization Date column on Step 7, to organize the authorizations chronologically? NO. Use the desc/acen arrow in the End Date column.
13. Do I need to complete the Diagnosis dimension on every child? No. It is required only when you become aware of a change in the child’s diagnosis.
14. How long before I time out in EIS? You must save at least every 30 minutes which will give you another 30 minutes. This is a electronic data system requirement of HIPPA.
15.  What is required when I call or e-mail for help with a child’s data? Please provide the child’s Maine Care number and a brief explanation of the issue when leaving a voicemail. If you are e-mailing, please password protect an excel attachment containing the number, providing the pass word in an additional e-mail along with the explanation of the issue. This identifier of the child will allow staff to review the data and the possible issue.
16. Is a CS28PA Tool need to be created when I am requesting a Continued Stay Review?  Yes when this is the first time you are using the electronic process for a child’s CSR, you will need to perform the entry of “add” a CS28PA Tool (STEP 6) and then complete the CSR Request, Comp. Assessment, and ITP Dimensions. Add the Authorization and note (STEP 7).
17. Can 2 staff work in the system at the same time on the same child? No, the system will not allow multiple people to be anchored on the same child and perform simultaneous data entry.
18. What do I need to do when a child’s Maine Care is reinstated and their current authorization has the end date of the previous eligibility? Call the District staff to inform them of the reinstatement. The end date of the existing authorization will be extended up to the remainder of the approved authorization, not exceeding 6 months, by District staff. Your PA number will remain the same. Update the child’s ITP if necessary.


19. What if we open a new location for our organization’s services? Complete and submit a Provider Change Form http://www.maine.gov/dhhs/ocfs/cbhs/provider-list/form.shtml , found on the CBHS website and notify your District staff.
20. What if we move clients from one office location to another for billing, how do we have that entered into EIS? You will need to alert District staff! Please provide the complete name and address of the office from which the client’s new billing will be performed, and most importantly, the effective start date of the new billing location for the client!
21. Do I need to perform a Closed Note and Discharge Summary when a child returns to Central Enrollment because of Service Interruption Status over 60 days? Yes. The instructions for these requirements will be added to page 133 of the manual. The closed note must contain the family’s response to the question of continuing a request for service or not.
22. Is there a quick reference sheet of instructions for performing the Initial prior Authorization, Continued Stay Request and Request for Change in Hours? Yes, please see below.
Initial Prior Authorization data entry requirements
Step 6-CS 28 Prior Authorization Tool-NO END DATE
            Dimensions       
                        PA Request
                        Comprehensive Assessment Score Sheet
                        Individual Treatment Plan
Step 7 Create authorization 
            Start date/end date—service period
            Procedure Codes-CS Section 28 Service Package
            
Create Note-Start date-date previously stated data entry is completed-date of submission
            Status Level: Dimension Submitted
            Reason Code: Initial Prior Authorization Dimension Submitted

Continued Stay Request data entry requirements
Step 6-CS 28 Prior Authorization Tool-NO END DATE
            Dimensions       
                        Continued Stay review
                        Comprehensive Assessment Score Sheet/review/update
                        Individual Treatment Plan
Step 7 Create authorization 
            Start date/end date—service period
            Procedure Codes-CS Section 28 Service Package
            
Create Note-Start date-date previously stated data entry is completed-date of submission
            Status Level: Dimension Submitted
            Reason Code: Continued Stay Dimension Submitted


Request for Change in Current Hours- data entry requirements
Step 6-CS 28 Prior Authorization Tool-NO END DATE
            Dimensions       
                        Request for Change in Hours
                        Individual Treatment Plan
Step 7   
Create Note-Start date-date previously stated data entry is completed-date of submission
            Status Level: Dimension Submitted
            Reason Code: Continued Stay Dimension Submitted

23. How can I reversion the CS 28 Prior Authorization Tool as instructed in Section 12 of the manual, if one doesn’t exist?
Remember if this is the first time you are using the electronic system for this child i.e. Request In Change of Hours, 90 day Review, or a Continued Stay Review, you will need to create the CS 28 Prior Authorization Tool. Please follow these instructions if it is the first time you are submitting electronically for this child.
Use these steps the first time you submit electronically for a child.
Open Client
Click On Processes
Click on Step 6 Service Determination Tools
Click Save
Scroll down click add---no tool currently exists
Start date is the date of data entry
NO END DATE— internal staff will end date when the child no longer receives service-discharged
Click next
Highlight the instrument: CS28 Prior Authorization Tool
Click finish.
System brings you back to the process page
Scroll down
Click on id of the tool
You do not reversion the tool at this time since you have just created the tool. At the next CSR you will reversion this tool.
Scroll to the right Show Menu
Questionnaire
                Complete the dimensions of the questionnaire for this CSR: 
Comprehensive Score Sheet
                                Individual Treatment Plan
                                Continued Stay Review
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