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[1] Introduction  

 

The MMIS Plan of Care  (POC) Guid e provides the  information 

you need to :  1) search for and view a Plan of Care , 2 ) set up 

and modify a nursing home Plan of Care , 3)  set up and modify 

an in -home meals Plan of Care , and 4) view and modify Patient 

Liability . This guide contains step -by -step instructions, panel 

images, and other tips and hints for successfully entering or 

modifying a Plan of Care . 
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[2 ]  HIPAA: Security & Confidentiality  

 

It  is crucial  that MMIS users comply with all  HIPAA privacy and 

security regulations . However, there is no private health 

information (PHI) in this Plan of Care  (POC) Guide . All panel  

images and samples have been taken from a training 

environment where al l data has bee n de - identified. There are 

no references to real people or cases . 
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[3 ] MMIS Training  

 

From the DHS /OHA  Learning Center, you can sign up for a 

number of MMIS training courses . Some are offered as online  

self -paced classes  and some are offered in the tradit ional 

classroom format. In addition to the courses offered in the 

DHS/OHA  Learning Center, there are also webinars, 

customi zed sessions, and  one -on-one  tutorials available. If you 

need assistance  choosing the right course, setting up a 

customized session, or scheduling a one -on-one tutorial , 

contact Robert  Costa, MMIS Traini ng Manager for the Oregon 

Health Authority (OHA)  at robert.m.costa@state.or.us .  

  

mailto:robert.m.costa@state.or.us
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[4 ] MMIS Access & Permissions  

 

Access to the MMIS is user -specific and based on the 

employeeôs job duties. Some employees may have both update 

and read access to certain  areas of the MMIS, while others 

have read -only access. If you need additional access in the 

MMIS to perform your job duties , such as entering a Plan of 

Care , talk  with your supervisor or manager.  
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[5 ] View an  Existing Plan of Care   

 

Three of the most common reasons to  search for an d view an  

existing Plan of Care  are: 1) to review a clientôs Plan of Care  

information, 2) to modify an existing Plan of Care , and 3) to 

make sure a client doesnôt already have an existing  Plan of 

Care  in the system  before setting up a new Plan of Care for the 

client . Figures 1  through 8  illustrate  how to search for and view 

an existing Plan of Care . 

  

1.  Select Search from 

the POC submenu.  

 Figure 1 ï Plan of Care Search Submenu  



 

MMIS Plan of Care Guide ï Training Packet  

Deliverable 15.10 v1.1 (May 24, 2012)  

Page 8 of 63  

HP Confidential Copyright © 2011 , Hewlett Packard Corporation. All rights reserved.  

 

Figure 2 ï Plan of Care Advanced Search (1)  

2.  Click adv search  (advanced 

search).  

This opens up additional fields on the 

panel to expand your search criteria 

options. See Figure 3 . 

 Figure 3 ï Plan of Care Advanced Search (2)  

3.  Enter your search criteria and 

click search .  

You can search with a variety of  

criteria, such as Service Auth 

Number or Case Manager ID.  

Figure 4 ï Plan of Care Search Results  

If there is more than one line i te m (service authorization) in an  

existing Plan of Care , or more than one Plan of Care,  th en the 

Search Results will display all line items. If there is o nly one line 

item in a  Plan of Care , then the search will take you directly to the 

Plan of Care  Information panel.  

 

4.  Select a line item to view 

the Plan of Care 

Information panel.  
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 Figure 6 ï Plan of Care Base Information & Line Item Panels  

The Base Information and 

Line Item panels load .  

6.  Select the Line Item  you 

wish to view and the fields 

below the line item will 

populate.  

 Figure 5 ï Plan of Care Information & Maintenance Panels  

The Plan of Care  Information  and 

Maintenance panels  open by default .  

5.  Select Line Item  on the 

maintenance panel to access line 

items for the clientôs Plan of Care. 
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 Figure 8 ï Chronological Notes Panel  

The Chronological Notes  panel 

displays any notes entered for the 

Plan of Care as required by 

business policy.  

Figure 7 ï Plan of Care Notice Selection  

The Notice Selection  panel indicates 

which parties will receive copies of 

notices related to the clientôs Plan of 

Care.  
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[6 ] Set  up a Nursing Home Plan of Care   

 

The nursing home Plan of Care  is the most common type and is 

generally set up for one year.  The following step -by -step 

procedure  illustrates  how to set up a nursing home Plan of 

Care  in the MMIS. See Figures 9 through 21 . Before setting up 

a new Plan of Care , always search to ensure an existing Plan of 

Care isnôt already set up  for the client . You can search for care 

plans using a variety of criteria;  however, using the clientôs 

prime number is the most specific.  

 

  

Figure 9 ï Plan of Care Search Submenu  

1.  Select Search from 

the POC submenu.  

 Figure 10  ï Plan of Care Client ID Search  

2.  Enter the Client ID  and click 

search .  

If there is no Plan of Care for this 

client, you will see ñNo rows 

foundò in the Search Results. 
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When  you click the add  button, a blank Plan of Care  record 

opens and the following panels will display in order: Plan of 

Care  Information, Plan of Care  Maintenance, Base Information, 

Line  Item, and Chronological Notes. You will begin by  entering 

information on the Base Information panel. See Figure 12.  

  

 Figure 12  ï Base Information Panel Entry (1)  

4.  Enter the appropriate MMIS user name 

in the Case Manager ID  field.  

5.  Enter the clientôs prime number in the 

Client ID  field.  

When you click outside the Client ID field, 

the Client Name field populates.  

Figure 11  ï Add New Plan of Care  

3.  Click add to begin 

entering the new 

Plan of Care.  
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The  following  information provide s details about the field 

entries.  

 

POC Development Date : This is the date the Plan of Care  was 

created in the MMIS and defaults to the current date . Although 

you can modify this date , you may  leave it  as the default 

because it  does not drive  any of the processes related to a Plan 

of Care , such as claims and payments.  

  

Figure 13  ï Base Information Panel Entry (2)  

6.  Select the Division . 

7.  Enter the POC 

Development Date , 

which defaults to the 

current date.  

8.  Enter the POC Start  

Date . 

9.  Enter the  POC  End 

Date  as the infinity 

date  (12/31/2299) . 
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POC Start Date :  This date must be on or before the date the 

client entered the nursing home . For example, if the client 

entered the nursing home on March 15, 2012 , then the POC 

Start Date must be entered as March  15, 2012  or earlier. All 

Line I tem (service authorization) entries must fall between the 

POC Start Date and POC End Date .  

POC End Date : The POC End Date on  the Base Information 

panel is always  the infinity date of 12/3 1/2299. This is a 

DHS/OHA policy . Although a n ursing home Plan of Ca re  is 

usually  set up for one year, you will  still enter 1 2/31/2299 as 

the POC End Date on  the Base Information panel. If  you had 

entered a specific POC End Date o n the Base Information 

Panel, that entry would close all the line i tems (including active 

ones) as of the date you entered in the POC End Date field . 

This  would also prevent you from  mak ing  any modifications or 

corrections to the Plan of Care.   
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The most efficient way to complete the Line Item panel is to 

enter information on the right side of  the panel first and the 

left side of the panel second. This is necessary because you 

must enter the Effective Date and the End Date on the right 

side of the panel in order for the benefit plans to appear in the 

Benefit Plan field on the left side of the p anel.  

Important!  Do not press  the < Enter >  key on your keyboard 

to move from field to field as you enter information on  the Line 

Item panel . Pressing the Enter key activates the add  button , 

which  inserts  another  line item each time you press the key . 

Use th e < Tab>  key  to move from field to field or click in the 

fields using  your mouse.  If you  press the Enter key or click the 

add button  inadvertently , click cancel  on  the m aintenance 

panel and re -enter your Plan of Care , starting with the Base 

Information panel. That is the easiest and most efficient way to 

handle a line item added by mistake.  

 

  



 

MMIS Plan of Care Guide ï Training Packet  

Deliverable 15.10 v1.1 (May 24, 2012)  

Page 16  of 63  

HP Confidential Copyright © 2011 , Hewlett Packard Corporation. All rights reserved.  

  

 Figure 14  ï Line Item Panel: Nursing Home Plan of Care (1)  

10.  Click the add  button to 

add a new line item and 

activate the fields. A 

Service Auth Number  

appears in the top left 

corner of the panel.  

11.  Select Revenue Code  in 

the Service Code Type  

field.  

12.  Enter the Service Code . 

13.  Enter the Effective Date  

and End Date  in their 

respective  fields.  

 

The Effective Date  is the date the client entered the 

nursing home. This date must be on or after  the POC Start 

Date entered on the Base Information panel.  

The End Date is usually one year from the Effective date. 

Enter the last day of the  month just prior to the Effective 

Date month, but one year later. For example: If the 

Effective Date is 11/01/2011, then the End Date would be 

10/31/2012.  
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Figure 15  ï Line Item Panel: Nursing Home Plan of Care (2)  

19.  The Dollars , Used 

Dollars , and Balance 

Dollars  fields will be 

disabled after you select 

the Payment Method.  

14.  In the Units  field, enter 1.  

15.  Select SPD Residential 

Stay  in the Unit 

Qualifier  field.  

16.  Select Daily  from the 

Frequency  field.  

17.  Select Pay Syst em Price  

from the Payment 

Method  field.  

18.  Select Active  from the 

Status  field.  
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20.  The Used Units  field 

starts out as zero (0). 

After you click save , the 

Balance Units  field 

populates with the 

number of days for which 

the Plan of Care was  set 

up (usually around 365 

days). As claims are 

processed, the Used 

Units field increases and 

the Balance Units field 

decreases.  

 

Figure 16  ï Line Item Panel: Nursing Home Plan of Care (3)  

 



 

MMIS Plan of Care Guide ï Training Packet  

Deliverable 15.10 v1. 1 (May 24, 2012)  

Page 19  of 63  

HP Confidential Copyright © 2011 , Hewlett Packard Corporation. All rights reserved.  

 

  

Figure 17  ï Line Item Panel: Nursing Home Plan of Care (4)  

 

21.  Enter the Rendering 

Provider ID  in the 

corresponding field or 

search for the ID by clicking 

[Search] .  

After clicking outside the  

Rendering Provider ID field, the  

providerôs Name, Address, City, 

State, & Zip  fields populate .  



 

MMIS Plan of Care Guide ï Training Packet  

Deliverable 15.10 v1.1 (May 24, 2012)  

Page 20  of 63  

HP Confidential Copyright © 2011 , Hewlett Packard Corporation. All rights reserved.  

  

Figure 18  ï Line Item Panel: Nursing Home Plan of Care (5)  

22.  Select the Authorizing 

Entity . 

23.  Select Nursing Home  in 

the Benefit Plan  field.  

24.  Leave the defaults in the 

last four fields.  
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25.  It is not necessary to enter the 

Modifiers , Reason Code , and Client 

Direct Dollars.  

26.  You may leave the default values on the 

Notice Selection  panel  or change them as 

needed . 

These fields indicate which parties will receive 

notices related to the clientôs Plan of Care.  

Figure 19  ï Line Item Panel: Notice Selection  
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Enter C hronological Notes as required by your business  policy . 

Internal Note: Onl y DHS/OHA staff can view these notes. 

External Note: These notes will also be visible to providers via 

the web portal.  

  

Figure 21  ï Save Successful Message  

31.  Click save  on the m aintenance 

panel to save the Plan of Care. 

You will see a ñSave was 

Successfulò message. 

Notes here.  

 

Figure 20  ï Chronological Notes Panel  

27.  Click the add button.  

28.  Select Internal  or External  from 

the Type  field.  

29.  Select the Short Description . 

30.  Enter text in the Note  field.  




















































































