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[1] Introduction

The MMIS Plan of Care (POC) Guide 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 .

MMIS Plan of Care Guide i Training Packet
Deliverable 15.10 vi. 1 (May 24, 2012) @
Page 3 of 63
HP Confidential Copyright © 2011 , Hewlett Packard Corporation. All rights reserved.



[2] HIPAA: Security & Confidentiality

It is crucial that MMIS users comply with all  HIPAA privacy and
security regulations . However, thereis no private health
information (PHI)  inthis Plan of Care (POC) Guide . All panel
images and samples have been taken from a training

environment where al | 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
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[4] MMIS Access & Permissions

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

empl oyeeds | Soime ethplayeegsay 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 enteringa  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 foran dview an

existing Plan of Care are:1l)toreview a c | i Rlamnof&are
information, 2) to modify an existing Plan of Care , and 3) to
make sure a client doeexsthg Pealdof eady ha\

Care in the system before settingup a new Plan of Care for the
client . Figures 1 through 8 illustrate how to search for and view

an existing Plan of Care .

ormmis\tmee009
Change Tuesday, February 14, 2012

 Gavernment Health Portfoio

Claims Drug Financial Managed Care MAR POC Prior Authorizali 1. Select Search from

Search the POC submenu.
Information

Related Data
Last Successful Logon: 2/14/2012 1:32:26 Pl

Warning: This system is for authorized users o
Services Privacy and security policies. Securit

Figure 17 Plan of Care Search Submenu
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ormmis\trnee009
, February 17, 2012

Change
PRl mlick adv search  (advanced

Home Claims Drug Financial Managed te EDMS Help

home information related Search)
Case Manager ID This opens up additional fields on the
Client ID

panel to expand your search criteria

Qtions. See Figure 3

POC Effective Date Range

Figure 2 i Plan of Care Advanced Search (1)

ch / ) . ormmis\trnee009|
ange 3. Enter your search criteria and , February 16, 2012
Home Claims Drug Financial Managed Care MAR Pri| .
home information related data click search
Case Manager ID [ Search

aient 10 maccwssT (o]  YOU Can search with a variety of
HOC Eedibs Dete e criteria, such as Service Auth

Benefit Plan
s Number or Case Manager ID.
Service Auth Effective Date Range search
Referring Provider ID [ Search ] Rendering Provider 1D [ Search ] m
Authorizing Entity ~ | adv search |

Records 20 =

Figure 3 7 Plan of Care Advanced Search (2)

ormmis\trnee009

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, then the
Search Results will display all line items. If there is o nly one line
itemina Plan of Care , then the search will take you directly to the

Plan of Care Information panel.

Service Auth Effective Date Range Revenue Code [ Search ] m
Referring Provider ID [ Search ] ering idor 0 r i
Authorizing Entity v

4. Select a line item to view
the Plan of Care

Search Results

SevAuth#  ClentDd  ClientHame oI g PO Information panel.

1204700002 MAGCWS8T WALSH, MAGGIET TRNEEOOS NFC  REED-HEALTHCARE 100 ALL
1204700004 MAGCWSST WALSH, MAGGIET TRNEEO0OS NFC ~ REED-HEALTHCARE 100 ALL INCLTR

Figure 4 1 Plan of Care Search Results
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ormmis\trnee009
Thursday, February 16, 2012

Change

Ticatth orffolio

Home Claims Drug Financial Managed Care MABR
home search related ds

Client ID

Site EDMS Help

xt search by: _Client 1o The Plan of Care Information and
e Maintenance panels open by default

Coordinator ID
POC Start Date 11/01/2011
POC End Date 12/31/2299

5. Select Line ltem onthe
maintenance panel to access line

items for the <c¢client

e
Plan of Care Maintenance

Base Information Letters Line Item

Plan Of Care

| oo f  comcal e |

Figure 571 Plan of Care Information & Maintenance Panels

Base Information [ Top|Nav] A ] E3
Case Manager ID* TRNEE009 [ Search ] Division* SPD ~
— nt Date* 11/01/2011
The Base Information and iew Date
L. It I | d rt Date* 11/01/2011
Ine ltem pane S loa nd Date* 12/31/2299
oute to Clerk ID [ Search ]
Close Reason -
Line Item [TopNav] 2 | a | 2 | X]|
Service Auth Number Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date
A 1204800007 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/21/2011 10/31/2012
1204800006 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011 11/14/2011
Type chang v
Service Auth Number Servic® Saygnue Code ~
Referring Provider ID [ Search ]
Referring Provider . 6. Selectthe Lineltem you
Name -
Rendering Provider ID 957808 MCD [ Search ] WlSh to view and the flelds
Bl Savieer ¥ below the line item will
Kedinse populate.
City Frequency* Daily v
State Dollars
Zip Payment Method Pay System Price v
Authorizing Entity 2401 - S. SALEM v Status* A - Active -
Benefit Plan* Nursing Home v Used Units
SPD Residential
Notice N° ~ Used Dollars
Print Notice* No ~ Balance Units
Notice Date Balance Dollars
Hearing Rights No Notice v

Figure 6 i Plan of Care Base Information & Line Item Panels
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-Maodifiers- Select row above to update -or- click Add butten below.
=== o rows found ===

~Reason Code-
=% No rows found ===

The Notice Selection panel indicates
which parties will receive copies of
notices related to the

Care.

L

Client ves -~ Referring Pr

Reason Code

-Client Direct Dollars-
*** No rows found ***

Dollars

Notice Selection
Service Auth Number

N P =

Figure 7 7 Plan of Care Notice Selection

Chronological Notes Nav] 2 | A J 2] X]

Seq No. MNote Date Type Short Description Note
1 02/16/2012 Internal SPD Note Enter your internal or external notes here based on your department or unit's
2 02/16/2012 Internal SPD Note Client entered hospital on 11/15/2011.
1

Type -
Secvice Auhorication The Chronological Notes panel
Segtic displays any notes entered for the
Note Date

Plan of Care as required by

Type* Internal ~ . .
business policy.

Short Description* SPD Note v

Enter your internal or external notes here based on your department or unit's
policy for entering chronological (case notes).

Note*

Figure 8 i Chronological Notes Panel
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[6] Set up a Nursing Home Plan of Care

The nursing home Plan of Care isthe most common  type andis
generally set up for one year. The following step -by-step
procedure illustrates how to set up a nursing home  Plan of

Care inthe MMIS. See Figures 9 through 21 . Before setting up

a new Plan of Care , always searchto ensure an existing Plan of

Car e ialadpdetup forthe client . You can search for care

plans using a variety of criteria; however, wusing the

prime number is the most specific.

ormmis\trnee009|

---I-=_,Cnh,§.']9? i ial d POC Pri ottt rl SeleCt Seal’Ch from ﬁ Tuesday Eghruary 14,2012
Claims Drug Financia Managed Care MAR Prior Authorization Prov|
the POC submenu.

Search

Warning: This system is for authorized users o
Services Privacy and security policies. Securit

Information

Related Data
Last Successful Logon: 2/14/2012 1:32:26 PI.,

Figure 9 7 Plan of Care Search Submenu

I Change 2. Enterthe ClientID andclick ) emme\tmeeoos
Home Claims Drug Financial Managed Care Site EDMS Hel
home mginformation relagted data searCh i
If there i :
e s = ere is no Plan of Care for this
Client ID WESWYS58P [ s C I | en t , y ou W | | | S
POC Effective Date Range

Qund() in the Sear

Search Results

Figure 10 i1 Plan of Care Client ID Search
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ormmis\trnee009

m—gngpngggﬁ Thursday, February 16, 2012

Home Claims Drug Financial Managed Care MAR [[{¢/dl Prior Authorization Provider EDI Recipient Reference TPL CTMS HG Site EDMS Help

home information related data

3. Click add to begin
entering the new
Plan of Care.

POC Search
Case Manager ID [ Search ] Divisid
Client ID WESWY58P [ Search ] Route to Clerk i

POC Effective Date Range

Records 20 ~

Search Results

**% No rows found ***

Figure 11 i Add New Plan of Care

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.

Enter the appropriate MMIS user name \

BNl inthe Case Manager ID field. TES )
Case Manager ID* | TRNEEOO9 [ Search ]
C°°"“"°‘°”° fserchll 5 Enter the clientos pr
Client ID*| WESWY58P [ Search ] . .
Client Name PRICE, WESLEY W Cllent |D fleld'

When you click outside the Client ID field,
\ the Client Name field populates. J

Figure 12 i Base Information Panel Entry (1)
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Base Information e .
ﬁwumgerm, e T | oy . Select the Division \‘

Coordinator ID [ Search ] POC Development Date"‘ 7 Enter the POC
Client ID* WESWYSSP [ Search ] POC Review Date
Client Name PRICE, WESLEY W POC Start Date* [ 11/01/2011 Development Date )
e 12/31/2290 which defaults to the

Route to Clerk ID

current date.

8. Enterthe POC Start
Date .

9. Enterthe POC End
Date as the infinity
date (12/31/2299)

Close Reason

Figure 13 i Base Information Panel Entry (2)

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.
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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 | 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. Thisis a
DHS/OHA policy . Although anursing home Plan of Ca re is
usually setup forone vyear, youwill stillenter 1 2/31/2299 as
the POC End Date on the Base Information panel. If you had
entered a specific POC End Date 0 n the Base Information

Panel, that entry would close all the linei  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 the <Tab> key to move from field to field or click in the

fields using your mouse. Ifyou 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.
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Line Item [TopjNav) 2 | A | 2 | X]

Service Auth Number Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date
A 1204700005 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011 10/31/2012
Type data below for new record.

Service Auth Num Service Code Type[ Revenue Code ~

Referring Provider ID [ Search ] Service Code*| 100 [ Search ]

Service Description

10. Click the add button to
add a new line item and
activate the fields. A
Service Auth Number
appears in the top left

Effective Date*] 11/01/2011
End Date* \10/31/2012

Units* 1
Unit Qualifier* SPD Residential Stay v
Frequency* Daily v

corner of the panel. Dollars
11. Select Revenue Code in o L
. Status* A - Active v
the Service Code Type Used Units
field. Used Dollars
12. Enterthe Service Code . alance Unlts
Balance Dollars
13. Enter the Effective Date
and End Date in their

\ respective fields update -or- click Add button below.
““% T
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

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

sen._10/31/2012.

Figure 14 7 Line Item Panel: Nursing Home Plan of Care (1)
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Line Item Top|Nav) 7 | & | 2 | X|

Service Auth Number Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date
A 1204700005 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011 10/31/2012
Type data below for new record.

Service Auth Number Service Code Type Revenue Code
Service Code* 100 [ Search ]
/ 14. Inthe Units field, enter 1. \ ;. pescription

15. Select SPD Residential Effective Date* 11/01/2011
Stay inthe Unit End Date* 10/31/2012
Qualifier field. Units* 1
. Unit Qualifier* | SPD Residential Stay v
16. Select Daily from the T
Frequency field.
. Payment Method | Pay System Price v
17. Select Pay Syst em Price Status* \A - Active v
from the Payment Used Units
Method field. Used Dollars
Balance Units
18. Select Active from the [Balance Dollars)
Status field.
19. The Dollars , Used
-Modifiers- Select row above to DOIIarS ,and Balance

*%% No rows found ***

Dollars fields will be
disabled after you select
the Payment Method.

-Reason Code- Select row above t

*%% No rows found ***

Reason Code Reason Description

-Client Direct Dollars- Select row above to update -or- click Add button below.
*** No rows found ***

Dollars

Notice Selection

Service Auth Number Client Yes v Referring Provider Yes v Rendering Provider Yes v Contact No ~

Figure 15 7 Line Iltem Panel: Nursing Home Plan of Care (2)
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Line Item TopfNav] 2 A ] 2 | X]

Service Auth Number Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date

A 1204700005 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011  10/31/2012
Type data below for new record.
Service Auth Number Service Code Type Revenue Code ~
Referring Provider ID [ Search ] Service Code* 100 [ Search ]

Referring Provider Service Description

Name v v
Rendering Provider ID 957808 CNV [ Search ] Effective Date* 11/01/2011
Rendering pm&’;‘::; = End Date* 10/31/2012
Units* 1
. . Unit Qualifier* SPD Residential Stay ~
20. The Used Units field - e
starts out as zero (0). Dollars

Payment Method Pay System Price v

After you click save , the [ .

Balance Units  field

populates with the Used Dollars

number of days for which [.,:::.a;c;ol:;':ss )

the Plan of Care was set

up (usua”y around 365 update -or- click Add button below. ——
days). As claims are

processed, the Used
Units field increases and
the Balance Units field
decreases. :

to update -or- click Add button below.

-Client Direi ollars- Select row above to update -or- click Add button below.
*%% No rows found ***

Dollars

Notice Selection

Service Auth Number Client Yes v Referring P id Yes v dering Provid: Yes v Contact No ~

Figure 16 i1 Line Item Panel: Nursing Home Plan of Care (3)
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Line Item [TopfNav) ? | & | 2 | X]

Service Auth Number Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date
A 1204700005 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011 10/31/2012
Type data below for new record.
Service Auth Number Service Code Type Revenue Code ~

Referring Provider ID [ Search ] .
Referring Provider . 21. Enter the Renderlng

Name . .
: . N Provider ID in the
Rendering Provider ID/ 957808 CNV [ Search ] . .
Rk g Provide ; corresponding field or

N - . .

o search for the ID by clicking
Addres:
[Search]

Ci . . .

o After clicking outside the
7ip / Rendering Provider ID field, the

Authorizing Entity 2401 - S. SALEM - prov i cNe_meﬁA&]dress’ C|ty’
Benefit Plan* Nursing Home . .
SPD Residentiol . - State, & Zip fields populate . /
Notice
Print Notice* No ~
Notice Date Balance Dollars
Hearing Rights No Notice v
T
-Modifiers- Select row above to update -or- click Add button below.

*** No rows found ***

-Reason Code- Select row above to update -or- click Add button below.
e No rawsfound Ee g

Reason Code Reason Description

-Client Direct Dollars- Select row above to update -or- click Add button below.

*%% No rows found ***

Dollars

Notice Selection
Service Auth Number Client Yes v Referring Provider Yes v Rendering Provider Yes v Contact No ~

Figure 17 1 Line Item Panel: Nursing Home Plan of Care (4)
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Line Item

Service Auth Number Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date
A 1204700005 957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011  10/31/2012
Type data below for new record.
Service Auth Number Service Code Type Revenue Code ~
Referring Provider ID [ Search ] Service Code* 100 [ Search ]
Referring Provider 4 S e A
Name R Service Description : 8
Rendering Provider ID 957808 CNV [ Search] Effective Date* 11/01/2011
Rendering Provider & *
Name B End Date* 10/31/2012
Address Units* 1
Unit ifier* i ial Stav v
city . N
22. Selectthe Authorizing
State
Zip Entity
Authorizing Entity] 2401 - S. SALEM v 23 S | N i H i
Benefit Plan*{ Nursing Home v ) elect UrSlng ome In
SPD Residential /7" the Benefit Plan field.
Notice
Print Notice* | No ~
Leave the defaults in the
Notice Date
Hearing Rights \No Notice v K laSt fOUf fle'dS
-Modifiers- Select row above to update -or- click Add button below.
%% No vasfound e
-Reason Code- Select row above to update -or- click Add button below.
el No I'stﬂlld X%
Reason Code Reason Description _
-Client Direct Dollars- Select row above to update -or- click Add button below.
el No I'stﬂlld £
Dollars

Notice Selection
Service Auth Number Client Yes v Referring Provider Yes v Rendering Provider Yes v Contact No ~

Figure 18 i Line Item Panel: Nursing Home Plan of Care (5)
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Line Item
Service Auth Number

Top|Nav) ? f a | 2 | X|

Rendering Provider ID Rendering Provider Name Service Code Service Description Effective Date End Date

A 1204700005

Service Auth Number
Referring Provider ID

Referring Provider
Name

Rendering Provider ID

Rendering Provider
Name

Address

City

State

Zip

Authorizing Entity

Benefit Plan*

SPD Residential
Notice

Print Notice
Notice Dat
Hearing Righ

-Modifiers- )
foul Ead

N\

-Reason Code-
£l

/\

Reason Code

Notice Selection

Service Auth Number

-Client Direct Dollars-

P>

Dollars

957808 MCD REED-HEALTHCARE 100 ALL INCL/ROOM & BOARD ANCIL 11/01/2011

Type data below for new record.

10/31/2012

Service Code Type Revenue Code +
[ Search ] Service Code* 100 [ Search ]
B Service Description &
957808 CNV [ Search ] Effective Date* 11/01/2011
£ End Date* 10/31/2012
Units* 1
Unit Qualifier* SPD Residential Stay v
Frequency* Daily v
Dollars
Payment Method Pay System Price v
2401 - S. SALEM v Status* A - Active v
Nursing Home v Used Units
No Used Dollars
25. ltis 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 .

The se fields indicate which parties will receive

. notices related to the

Client Yes v Referring Provider Yes v Rendering Provider Yes v Contact No ~

Figure 19 7 Line Item Panel: Notice Selection

HP Confidential Copyright © 2011
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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.

27. Click the add button. N

28. Select Internal or External from
the Type field.

29. Selectthe Short Description

Notes here.

30. Enter text in the Note field.

-

Figure 20 i Chronological Notes Panel

Plan of Care
Maintenan

31. Click save onthe m aintenance
panel to save the Plan of Care.
You will see a NS
Successful 06 messa

Message Description Panel
Save was Successful. All panels were saved. Base Information

Plan Of Care

Field Row

Figure 21 i Save Successful Message
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