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Agenda

* Administrative Items
e Course Overview

* Purpose of Training
* Demonstrations

* Wrap-Up

* Q&A
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Presentation Notes
Script:
Welcome to the NCTracks class for County DSS NEMT – Enrollment, Payment Authorization Submission, and Prior Approval Inquiry.

Let’s look at our Administrative Items.

Actions:
Advance to the next slide.�
Supplemental Points: N/A


WebEx Ground Rules

e Do not place your phone on hold to avoid any “hold”
music being played.

« Write down any questions you may have to ask at the
end of the demonstration.

 Note: If you are viewing this as a PDF, the speaker notes
can be seen by clicking on the dialogue bubble in the upper
left corner of the slide. (Right click to open the speaker
notes in a separate window.)
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Script:

Before we begin the course, let’s cover a few items so our training will be productive. 

During our session today, you will be placed on mute to avoid background noises and disturbances during the training. We will take questions at the end of the demonstration [to the instructor’s discretion] during which time I will un-mute your phones. Since you may not be able to ask questions until these times, be sure to write down your questions so they can be answered then. 

Last of all, please do not place your phone on hold to avoid any “hold” music being played. 

Does anyone have any questions before we start?
 
[Instructor Action: Address any questions.]
 
Okay, I will now place you on mute and begin the course.

[Instructor Action: Press *71 to mute or unmute.] 

Actions:
Advance to the next slide.�
Supplemental Points: N/A


Course Overview

This course will guide authorized users on the steps of:
* Enrolling in NCTracks as a Billing Agent
« Updating an existing provider record to grant Billing Agent access

* Creating and submitting batch Payment Authorizations in the Provider
portal

* Reviewing Authorizations in the NCTracks Operations portal
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Script:
Today’s training will provide the user with information on how to navigate the system in order to submit a Billing Agent Enrollment application, update your existing provider enrollment record via an Abbreviated Manage Change Request to update the “Method of Claims Submission” to allow Billing Agent capabilities, submit batch Payment Authorizations, and search the NCTracks Operations portal for Non-Emergency Medical Transportation (NEMT) authorizations. 

Throughout this training, references to “Prior Approval Inquiry” will be made. Please note that the term “Payment Authorization” is the term that is used by County DSS, but when it comes to confirming or inquiring about the information that was submitted to NCTracks by the county, it is referenced as “Prior Approvals”. NCTracks does not have a Payment Authorization Inquiry feature. When reviewing the information in the Operations portal, you will be performing Prior Approval Inquiries.

It is very important to keep in mind that the user’s access is based on the security roles assignment.

Actions:
Advance to the next slide.�
Supplemental Points: N/A


Objectives

At the end of this training, you will be able to:

 Enroll as a Billing Agent to allow for the submission of Payment
Authorization batches

* Update the Method of Claims Submission on an existing provider record
to allow for the submission of Payment Authorization batches

» Create Payment Authorization batches

* Upload Payment Authorization batches

 Search for NEMT Prior Approvals 7
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The objectives that we will cover today are:
Enrolling in NCTracks as a Billing Agent
Updating the Method of Claims Submission on an existing provider record to allow for the submission of Payment Authorization batches
Creating the Payment Authorization batch
Uploading Payment Authorizations for NEMT services via NCTracks
Searching for the Prior Approval status in the NCTracks Operations portal

Actions:
Advance to the next slide.�
Supplemental Points: N/A


VS.

Existing Enrolled Provider
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Non-Emergency Medical Transportation (NEMT) providers will now be using the NCTracks Provider portal to submit claims for NEMT services rendered to eligible Medicaid recipients.

As part of the reimbursement process, there has to be an approved Payment Authorization on file from the County Department of Social Services (DSS).

These Payment Authorizations will have to be uploaded from the counties to NCTracks via the secure Provider portal once the services have been rendered and confirmed. 

In order to be able to upload Payment Authorization information, each County DSS will have to be enrolled in NCTracks with Billing Agent access. 

If the County DSS does not have access to an actively enrolled National Provider Identifier (NPI), the option of enrolling in NCTracks as a Billing Agent is available.
If the County DSS has an actively enrolled NPI, the record will simply need to be updated via an Abbreviated Manage Change Request.

Updating an existing record will require that you ensure the NPI is maintained and kept active by the Office Administrator (OA) if it is currently used for purposes other than submitting NEMT Payment Authorization batches. 

Let’s discuss the County Enrollment process in more detail.

Actions:
Advance to the next slide.



Enrolling as a Billing Agent

* This application type does not require any enrollment fees.
* An Office Administrator (OA) will need to be identified.
« Additional user provisioning is required.
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Enrolling as a Billing Agent will not require that the enrolling group pay any additional fees. You should enroll as a Billing Agent if you plan to only submit Payment Authorizations and inquire about Prior Approvals.

Once the Enrollment process is complete, you will need to make sure that the NCID of any person(s) within your organization who will be submitting Payment Authorization batches and performing Prior Approval inquiries has been provisioned correctly. User provisioning allows the OA of the group to inform NCTracks of the roles and access levels a user NCID is assigned.

Actions:
Advance to the next slide.


AGENT
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Now we will see the Billing Agent enrollment process in more detail within the NCTracks Provider portal.

Actions:
Advance to the next slide.�
Supplemental Points: N/A


https://tng.nctracks.com/content/public/

Home Provide Recipients Operatio

Home
Welcome to NCTracks, the new multi-payer Medicaid Management Information System for
the N.C. Department of Health and Human Services (N.C. DHHS).

PROVIDERS - Click on the Providers tab above (or the link below) to enter the Provider
Portal. Providers can click on the Pharmacy link below for information on drug coverage.

RECIPIENTS - Click on the Recipients tab above (or the link below) to enter the Recipient
Portal. Recipients can view eligibility information and pay premiums (if required).

STATE and FISCAL AGENT Staff - Click on the Operations tab above to access the Operations Portal and ShareNET.

Getting Started = ICD-10 \/‘\./ " Provider User Guides and

Just getting \] ICD-10 is herel ) \ L L

started with Check this This section

NCTracks? Follow webpage for includes User s

these easy steps announcements, / Guides and Fact

to begin using FAQs, and Shests designed i \

the new system. updates to help N.C. :

read on & regarding the DHHS providers understand how to use
?"cT"“Ll"S‘ NCTracks, as well as information about
implementation Provider Training.
of ICD-10.
read on @ Mote: You can also use the Search feature

{in the upper right corner of every
webpage) to locate resources of interast
on a particular topic. read on ®
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NCTracks is accessed through an internet browser. Open a web browser and enter the NCTracks web address www.nctracks.nc.gov. Please refer to the “System Requirements” link in the footer of every NCTracks web page for details on the browsers that are currently compatible with NCTracks.

From the “Home” page you will see an option “Getting Started”. 

Actions:
Select “Getting Started” link.
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Getting Started Recommended Links
Just getting started with NCTracks? Follow these easy steps to begin using the new * Sign Up for NCTracks Email
=tter

Stem.

Attend Provider Training

Step 1 - All Users must heve an NCID

2 If you do not have an NCID, go t and diick on Register!

Step 2 Identify the Office Administrator

2 The Office Administrator must be sither an owner or a8 maneging emgloy=e.

e Polices, Manuails,
Guidelines, and Forms

= An Office Administrator can Be the Ofice Administralor for one or more NPLs.
Step 3 - Regisber with NCTracks

o In order to have acoess to the NCTracks Provider portal, =ach provider {NFT} must complet= the

NCTracks Currently Enrclled Prowvider (CEF) Registration. This registration captures information about
your Office Administrator, as well as your Electronic Funds Transfer (E7T) information, so you can recsive
payment from MCTracks. See= NCTracks Step-br

Femnistration for instructions on how to regisber.
Step 4 - Add Us=rs and &ssign Us=r ico=ss

o On= of the features of the new NCTracks Provider Portal is the ability for providers to contral the level
they give to their staff members. SXalT members can be grant=d acce== based on their anza of
responsibility. For example, front office =TafT may need access To recipient eligibiity informeation, but may
not be invoheed with submitting claims.

2 Offics Administrators can =t up user access for the staff in their organization who will be using the
Portal. Authority is grant=d by the Ofice M User Administration Bulton in the
s=curs praovider portal. For details, s=e= U document.

Step 5 - NCTradks generates PINs

o NCTracks will generate a Personal Identi on Number (FIN) for every user. This PIN will be
required in NCTracks not only to complet= enrollment and recredentialing applications, but alss to submit
FLZ (long term care level of care) requests, and Prior Spproval (PA) nequests. Electronic signature is
accomplished with the combination of RCID, passwortd, and PIN. For more information, se= the =-

S un

Step & - Distribute Us=r PINs

o A personal Identi n Numier (PIN] is sent vie =mail to the Officz Administrator and all register=d
NCTracks users. in some cases, mulliple NCID= w enter=d into one CEF registration. In that ., the
per=on who complet=d the CEP registration will receive =mails for all of the NCIDs they enter=d. Each

=mail will hzve the NCID of the person to wiom the FIN applies. The PINs should then be distribut=d to

the appr = user.

fbout Legal Frivocy Acccaibility Contect s Sl Mop Syafcm Rcquircrmonts B port Proud

<hh

k- humas
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Script:
From the Getting Started page, you will find useful information such as:

Provider Communications  where you will be able to join our mailing list and receive emails from NCTracks about important updates, changes, and training sessions.

From the “Getting Started” menu option, you will also find information on how to obtain an NCID. All employees/users within your organization who will be assigned any responsibilities within NCTracks will need to have their own NCID. Once the enrollment application has been approved, the OA will need to provision each NCID accordingly. By selecting the “User Access Setup” link, you will be able to review the Provider User Provisioning Participant User Guide for more information.

We provide instructions on how to obtain an NCID, which is required to gain access to the NCTracks secure Provider portal.
It is important to remember that NCIDs are not issued or maintained by NCTracks. If the NCID is not used within 18 months to access NCTracks, the NCID will be purged from NCTracks and a new one will have to be obtained and added to the provider record. (See Office Administrator Change Process for more information.)

Follow the instructions on the ncid.nc.gov website to establish your NCID, password, and security questions; then you will be able to start the Billing Agent Enrollment Application.

Actions:
Select the “Providers” menu option at the top of this page.
�Supplemental Points: N/A
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Presentation Notes
Script:
Newly enrolling Billing Agents will need to select the “Provider Enrollment” option from the bottom left of the screen in order to log in and start the application. Once you have started and saved or submitted the application, you will not need to use this link again to enter the system. 

This menu option should only be selected if the identified Office Administrator’s (OA’s) NCID is not listed on any other provider record and they need to enroll a new provider. 
�Supplemental Points: N/A

Action:
Select “Provider Enrollment” to proceed.


Home Providers

Provider Communication
Froguantly Asked Questions

Currantly Enrolled Provider
{CEF) Ragistretion

Claima
Frior Approwel

Frovider Earollment

Supporting Infarmaticn
Tarmm and Conditions

Enrolled Practitoner Sssrch

Sccunchy monsge cxhling
cnroliment rcconla

Recipients

. y.
SZort yoor own Froviticr Barollment
Onlinc Apeliceticn

Operations

Provider Enrollment
WC DHHS recognizes the

= sccess

=d to prom

to care by =nreolling 2ll providers in a timely neil ¥
manner and is committed to =nsuring the

provision of quality care for our citizens.

The enroliment process Includes oredentialing, sndorsement, and licznswre verificaticn. The CERA
Enraliment Team complstas this verification to ansure that ail providers meet the professianal
rEquirsmznts and are in good stancing. Onos partidpation 25 a DHES pravicer has been appraved,
providers are notifiad by emall and may begin submitting daims to NC DHHS for sendces rendared.

The CSRA Enraliment Team cannct provide specal cansiceration for processing of snrallmy
due to provider emor, Incomplete infarmaticn, or due to 2 celay In abizining credentialing,
ar licensure Infarmaticn from anather age:

apalicatians
dorsement

Applicants must me=st 2l program reguirements and gualificetions for which they are seeking enroliment
Befare they can be enrclisd as DHHS. providers. Speciic qualficatians for sach provider type are lIst:
P Gualifizzticns and kilst.

IF you have any questions regarding completion of the Pravic rallmy DCaline Application, pleass
contact the CSRA Call Camter by phane—B00-688-6696, fax—855-710-1965, ar =mall—
WCTradespray m.

P —

Getting Started

The Fravider Enraliment Online Application |s 2 user-friendly web application that gathers all the
rfarmation needed ta enroll you ar your organtzatian 2s a licensed Medicald pravicer in Morth Carolina.
The fallowing Infarmation will heip you get startad with yaur applica

FDF documents on this sage reguirs the fres Scobe ta wlaw and print.

Provider
Announcements

Iszwe with DWE and PCS
Clatm Dentals

Dec 31, 2014 Beginning
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tavonomy .. ras
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Contact
CSRA Call Center

2610 Wydift Road, Suite 100
Raleigh, NC Z7
Wark BOO-583-6E5E
Fax 855-710-1965
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Quick Links
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Presenter
Presentation Notes
Script: 
Select the “Begin Application” icon to begin the enrollment process. You will be taken to the login page. 
Enter the NCID and Password in order to proceed.

Actions:
Select “Provider Enrollment” to proceed.

Supplemental Points: N/A


English, Spanish

NCTracks Login AA | Help

The NCTracks Web Portal contains information that is private and confidential.

Only users of legal age or with parental consent authorized by the North Carolina Medicaid Management Information Systems
(NC MMIS) may utilize or access NCTracks Web Portal for approved purposes. Any unauthorized use, inappropriate use, or
disclosure of this system or any information contained therein is prohibited and may result in revocation of access and/or legal
action. If you are not an authorized individual, this private and confidential information is not intended for you. If you are not
authorized to access this content, please click 'Cancel'.

NC MMIS retains the right to monitor, record, distribute, or review any user's electronic activity, files, data, or messages. Any
evidence of illegal or actionable activity may be disclosed to law enforcement officials.

By continuing, you agree that you are authorized to access confidential eligibility, enrollment and other health insurance
coverage information. Please read more in our Legal and Privacy Policy pages.

YOUR ACCOUNT

= All users are required to have an NCID to log in to secure areas.
# Passwords are case-sensitive. Please ensure your Caps Lock key is off.

[User ID (NCID): | | Password:
Forgot Login Forgot Password

ﬁ Log In| [Clear | |Cancel

About Legal Privacy Accessibility Contact Us Syste jire: ] Report Fraud

e "

A F~®human servies
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Presentation Notes
Actions:
Enter a valid NCID and Password.
Select Log In.
Advance to the next slide.


[~ Welcome, Hazel Dula. (Log out)

PI'DV'l.dEI' Portal | Eligibility | FrinrApprmrd| Claims | Referral | Code Search | Enrollment Administration y!nent| Trading Partner | Consent Forms

* Home } Provider Enrollment * Online Provider Enrollment Ap...

Contact Information Online Provider Enrollment Application & | AA | Help

If you have any questions regarding % indicates 3 required field Legend -
completion of Provider Enrollment, please
contact C5C Call Center,

Phone: B00-688-6696
Fax: 855-710-1965

PROVIDER LOCATION

Email: NCTracksprovider@notracks.com Please enter the 9-digit ZIP Code (ZIP +4) of your primary practice location for determination of In-State, Border, or Out-of-State enrollment.
% ZIP Code: -
Quick Links ?
# PROVIDER ENROLLMENT APPLICATION TYRE
Status and Management
[# Provider Enrollment Home Individual
{# PE Supporting Information 5 An individual provider is a person enrolled directly who may have an affiliation with an organization or may bill independently for services. When you are
d pp. q h - : S - . ; . ) .
— “' completing the Individual Provider Enrollment application, you will be given the oppertunity to also enroll as a Primary Care Provider (PCP) in the CCNC/CA
(71 PE Terms and Conditions program if your provider type qualifies you to be a PCP.
-~ Prpv der Ouahﬁcitiors and Organization
11 S - . . . . e . . . - . o . . . - .
—— () An Organization is an entity, facility, or institution that may be an affiliation of individual providers. When you are completing an Organization Provider
Enrollment application, you will be given the opportunity to also enrcll as a PCP in the CCNC/CA program if your provider type qualifies you to be a PCP.
Atypical Organization
Are you an atypical organization? As defined by CM5: Atypical providers are providers that do not provide health care, as defined under HIPAA in Federal
(& regulations at 45 CFR section 160.103. Taxi services, home and vehicle modifications, and respite services are examples of atypical providers reimbursed by
the Medicaid program. Even if these atypical providers submit HIPAA transactions, they still do not meet the HIPAA definition of health care and therefore
cannot receive an NPL.
Billing Agent
1] Billing Agents and Clearinghouses are third party entities—businesses—that submit information directly to CSC as the NC DHHS Fiscal Agent on behalf of an

enrolled provider.

Please be sure to complete all

required fields with valid content. Hext 1
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Script:
The provider will enter the ZIP code of their location in the Provider Location section. This ZIP code will determine if the provider is an In-State, Border, or Out-of-State provider.

From the Provider Enrollment Application Type section, select “Billing Agent”.
�Actions:
Enter ZIP code.
Select Billing Agent application type. 
Select Next.
Advance to the next slide.

Supplemental Points:
County DSS applicants are not required to obtain a National Provider Identifier (NPI) in order to enroll and upload Payment Authorization batches. If they have an NPI, then they must submit an Abbreviated Manage Change Request to update the Method of Claims Transactions.


Basic Information

CSRA=

requirsd Tizids with vaild content.

¥ Home * Provider Enroliment ¢ Online Provider Enrollment Ap...

Provider Enrollment Billing Agent Basic Information & AA |Help
NOTE: Data 15 not saved unisss the Next’ ¥ Imcicates 2 reguirec fisic Legend -
Button Is actvated.

Cortact EVC Canter I

* Are you an individuzl or an organization?
2 Individual & Organization
7
DOING BUSINESS AS (DEA) u
% Organization Name:
% Employee Identification Mumber |00 * Email Address:
(EIN):
e Business Type | COUNTY DEPARTMENT OF SOCIAL SE[¥]
+
7
LOCATION £
% Address Line 1:  |Wake County D55
Address Line 2:  |2610 Wycliff Rd
City: RALEIGH
State: NORTH CARDLINA ZIP Code:  27607-0000
+
COMTACT INFORMATIOH :
Support Contact/0ffice Administrator
% Last Name: |DULA * First Name: HAZEL
Middle Name: # Contact Email:  |bcheek2@csc.com
#Phone =:  |[919) 515-3151 | ext, Fax =: (000) 000-0000
* User ID (NCID): P g
Techinical Contact
% Is technical contact the same as support contact?
i ¥es
* Last Name: * First Name:
Middle Name: # Email Address:
# Phone =: et Fax =:
+
Flasze be surs o comalate = T


Presenter
Presentation Notes
Script: 
The Billing Agent Basic Information screen opens. This page gathers the basic information about the enrolling Billing Agent.

All fields marked with an asterisk (*) will need to be completed before you can proceed to the next page.

Actions:
Are you an Individual or Organization? Select Organization.
Business Type: County Department of Social Services.
Location: Address of the DSS office.
Contact Information: Enter the appropriate contact information. For example, this can be the contact information for the main Transportation Coordinator. From the drop-down menu, select Self.
Is technical contact the same as support contact? If No, provide the contact information: name, email, and phone number.
Advance to the next slide.



Provider Portal

} Home: ¢ Provider Enrodiment } Online Provider Enroliment Ap...

Provider Enrollment

NOTE: Data Is nat saves uniess the ‘Next

Billing Agent Terms and Conditions & | AA | Help

¥ indicates a required flald L=gend -

1, the Billing Agent, agree te and certify as fellows:
1. I will participate within the Business-to-Business (B2B) Testing process. I understand that I must meet required criteria before 1 will be able to submit claims in
production.
2. Before billing fer any medical services, I will review and fully comply with the NC DHHS Manuals and all other manuals required for billing purpases.
3. All production inveice information I submit to NC DHHS on behalf of the Medicaid providers are true and a correct report of the information received.

4. I understand that I may be prosecuted under applicable federal 2nd state criminal and civil laws for submitting false clzims, concealing material facts,
misrepresentatien, falsifying data systems input, other acts of misrepresentation, or conspiracy to engage therein.

5. I will maintain production daims data for seven years from the date of the service and be able to repreduce production claims for resubmission or audit upon
request from NC DHHS.

6. I will allow, upen request, and at a reasonable time and place, autherized federal or state government agents to inspect, copy, and/or take any records 1
maintain on the services provided and billed on behalf of my client.

Attestation Statement

¥ ATTESTATION

[ I certify that the responses in this attestation and infermation submitted in this application are trus, sccurate, complete, and current as of the dats this
attestation is signed.

Plezce be gune to complete all
L Presdius reculred fledds with valle comtent. et 11
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Script:
The Billing Agent Terms and Conditions attestation has to be selected before you are able to advance to the next page of the application.

Actions:
Attest by selecting the checkbox.
Select Next.
Advance to the next slide.


Basic Information Complete

Provider Portal

b Home b Provider Enroliment ¢ Online Provider Enroliment Ap...

Bligibility | Prior Approval Claims | Referral | Code Search | Envoliment | Administrafion | Payment | Trading Pariner | Consent Forms

Provider Enrollment

NOTE: Data Is nat saved unkess the ‘Next

Basic Information Completed

(= V.1
ELECTRONIC SIGHATUR

Our records indicate that an Electronic Signature PIN has already been associated with this Office Administraters NCID, Please wse the cumrent PIN to
electronically sign this application upon submission. If you have lost or forgotten your PIN, you will have the opportunity to reset it upon submission.
APPLICATION RETRIEVAL

Y¥ou hawe successfully completed the basic information of the enrcllment application.

If you wish to retrieve and complete your saved application, please use the User ID (NCID) entered on the Basic Information page and NCID password to sign in
to the NCTracks portal. Please complete this application within 90 days for submission to the state. If not completed within 90 days, the incomplete application
will be deleted.

i Presvious

Plezcs be sure to complete all
regulred flelds with vallc content. Mg

stem Requirements

FRzpart Fraud
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Script:
The Basic Information Completed screen informs you that the basic information has been completed and that an electronic Personal Identification Number (PIN), which is needed to sign and submit this application, has been sent to the email address of the authorized individual listed on the previous page. 

Actions:
Advance to the next slide.


Method of Claims and Electronic Transactions

Provider Portal Higibility = Prior Approwal Claims | Referral | Code Search | Enroliment | Administrafion | Payment | Trading Partner | Consent Forms:
¥ Home: F Provider Enrglirment ¢ Onling Provider Ennolirment Ag..
Provider Enrollment Method of Claim and Electronic Transactions & | AA | Help
NOTE: Data Is rat saved uniess the ‘Hext ¥ ndicates a reculred flald L=gend -
button ks activated.
Contect VT Center £ 7
¥ METHOD OF TRANSACTION -
" Elling Agem Infamation
Edifecs Message goes here...
Tams and Condtiol
+" Temne and Conditane Please select how the enrolling billing agent will be sending and receiving claims. {Select all that apply)
I=thod of Claim Submission
[ Submit a single claim via the NCTracks Provider Portal
Trading Pamner Agreemant
[ Submit a batch dlaim via NCTracks
Fiaview Application
+

Plezmcs be sure to camplete all
SLPrEdouUs reguired flelds with wallc contant. Heat 1

Sawe Draft| |Delets Draft

=m Raguirements Fe=part Fraud
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For the purpose of submitting batch payment authorization files through NCTracks, you need access to the Trading Partner pages. This is accomplished by selecting “Submit a batch claim via NCTracks”. Do not let this terminology mislead you. County DSS will not submit batch claims. They will only be submitting batch Payment Authorizations. Selecting the aforementioned option will accomplish this.

Actions:
Advance to the next slide.
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Provider Portal

# Fome b Frovder Bnrslimant | Dolon Provider Earclieant A

Provider Enroliment Trading Partner Agreement @ ah
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Presenter
Presentation Notes
Script:
The Trading Partner Agreement  Upon submission of the Billing Agent application, a Transmission Supplier Number (TSN) will be assigned to the enrolling group. 

The Trading Partner Agreement speaks to any entity transmitting or receiving HIPAA compliant X12 Electronic Transactions with North Carolina Medicaid. NEMT Payment Authorizations are not HIPAA compliant X12 Electronic Transactions; this page is only relevant in the fact that at the end of the application submission process it will contain the TSN that will be used for the submission of the Payment Authorization batches.

Actions:
Advance to the next slide.
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Provider Portal

Welcome, Hazrel Dula. [Log owt)

Hel

¢ Homs ¢+ Provider Enrodimant ¢ Onling Prowider Enrolimant Ap. .

Provider Enrollment

MNOTE: Dats |5 not =&
bUtton . actvates

unizss the ‘Mext’

Coatact EvC Center §

¥ Tems snd Conditions
»/ Method of Claim Submission

¥ Tmdin

Aooiication

Review Application

&= | AA | Help
¥ Ingicates 3 requined fisid

Legend -
EMAIL CONFIRMATION

address.

® The below email address is the email for the Office Administrator for this provider. During the approval process, communication will be ==nt to this =mail

® Il the email below is incorrect, you may now navigate back to the Basic Information pages to update it. (Remamber to dick Next on the Basic Informatian pag
wour change.]

Contact Email: beheek§ese.com
REVIEW APPLICATION

clicking "Next'.

To review your apgplication in Adobe POF format, dick Review Application’ below. IF you have successfully completed all required information for your provider
enroliment application and are satisfied the information is complete and accurate, you may procesd o the Attachments/Submit Electronic Application page by

Trading Fartner Agresment| |Review Application -

+
o Previous

Plazze b Sure to complets 2il
reguined flales with valld cantsnt. et il

Sawe Drafi| |Delete Draft



Presenter
Presentation Notes
Script:
You now have the ability to review the application in PDF format to ensure accuracy before submitting your application.

Actions:
Advance to the next slide.


Provider Portal

" Home  Provider Enroliment * Online Frovider Enroliment Ap...

Provider Enrollment

NOTE: Catz Is not saved unless the Naxt'
Duticn ls acthvated.

Terms and Condons

Meihod of Clalm £

W Welcome=, Hazel Dula.

oo oLiE

Adminletration | Payment Trading Partner l:umltﬂu'mu|

Sign and Submit Electronic Application

= AA
WM Indicatas a raquired fisid Legand
If for any resson you navigate awsy from this page without clicking "Submit Now', you will be reguired bo re-enter the information.
ELECTROMWIC 5IGHATURE COMFIRMATIOH

Attestation: I have read
submitt=d with the appli

nd agre=d to the t=rms and conditions of participation. By submitting this form, I confirm the information contained in the documents
onfenrsllment documents/Administral Participation &gre=ment are true, accurate, complete, and current as of the date
electronic document is submitt=d. I do hersby attest that any falsification, omission, or concealment of mate:
criminal liability.

al fact may subject me to administrative, civil, or
# Login ID (NCID): |

W Password:

our change.}
your change.}

& If this is your first Provider Enrollment submission, your Electronic Signature PIN has now be=en sent to . Plzase retrieve it now bo complete submission. IT the
email is incorrect, you may now navigat= back to the Basic Information page to update it. {Remember bo click Next on the Basic Information page bo store

= If there is a PI

Ir=ady associated with this NCID, please use it now. If you heve forgotten your PIN, you may reset ik by =nt=ring you Login ID {NCID) and
Password and clicking the "Forgot PIN' link. The PIN will be s=nt Lo your =mail address.

Pleas= contact the CSC EVC Center at BOO-GBB-6696 if you have any Lrouble with your El=ctronic Signaturs PIN Number.
M PIN:

Please review the doc
® Tradin

ments you are going to slectronically sign.

OHLINE APFLICATION SUBMISEION

You may now submit your Online Application by clicking "Submit Now’ below. After submitting you will have the option to print & copy of the completed
application for your records_
You will also rece

y= instructions to finalize the application process on the next page.

Submit Later Submit Now

CSRA=
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Presentation Notes
Script:
Once you have completed and received a check mark for all the application pages to the left, you are now ready to submit the application.

The user must enter their NCID (user ID), Password, and PIN in order to sign and submit the application. The PIN was emailed to the email address on the application of the Authorized Individual.
You will need to retrieve this in order to electronically sign and submit the application.

Actions:
Enter NCID, Password, and PIN and select Submit Now.
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§ Welcome, Hazel Dula. {Log out)

NCTracks Hel,

Provider Portal
* Home + Provider Enrcliment * Online Provider Enrollment Ap...
Provider Enroliment Final Steps = | AA | Help

Comtact EVC Center 3 W Indicates & negquired Meid Lagend -

DHLIKE SusmiISsION COMPLETE

Thank you for submitting the online portion of your application.

se sawve/print the following documents for your reconds

® Online Application

Mow that you have submilted your online application, you will not be able to retrieve the appli

ion or reprint application documents.

You will b= contact=d by the Trading Partner Testing Unit with instructions for transaction certification. If you are not contack=d within on= we=k, pleas= contact
theTrading Partner Testing Unit at 1-B00-688-6636 or NCMMIS_EDI_SUPPORT@csgov . COM.

Return to Provider Enrollment tus and Mansgement Hom=



Presenter
Presentation Notes
Script:
The application has been submitted. On the Final Steps screen, the following links are provided:
Online Application  Allows you to save and/or print the application in PDF format.
Coversheet  To be used for mailing or faxing any documents to CSRA for the continued processing of your application. 
Trading Partner Agreement – Contains TSN information. Print this document because it contains your TSN information, which will be needed to upload the Payment Authorizations.

Please note that once you navigate beyond this page, you will not be given the option to retrieve these documents again.

Notice the “Provider Enrollment Status and Management Home” hyperlink on the lower right side of the screen.

Actions:
Select the hyperlink.
�Supplemental Points: N/A
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5 | Referral | Code 5earch | Enrollment Administration | Payment| Trading Partner | Consent Forms

Status and Management & | AA Hep

% indicates a required field

Legend v

Welcome to Provider Enrollment Status and Management
Please choose from the options below to manage your enrollment status.

SUBMITTED APPLICATIONS

Below is the status of applications you have submitted.
If status is Payment Pending, we have received initial confirmation from Paypoint that your payment was confirmed; it may take up to 48 hours to verify the

payment. If status is Pay Now, your NC Application Fee payment was not made or failed; click Pay Now to make payment.
If status of the application is in Payment Pending, Returned, or In Review, you can upload supporting documentation by clicking the Upload Documents

hyperlink.
= RECORD RESULTS
Submit Date Status

NI'IIJ;:;rpical MName DBA Name Application Type

|5[JDEIO{JEID || WAKE COUNTY | Enrollment |DG¢’13g2ﬂld|ﬁnggroved |
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Presentation Notes
Script: 
From the Status and Management page, you will see that these application types approve immediately. However, user provisioning will need to be completed prior to submitting the Payment Authorization batch. 

Prior to uploading Payment Authorization files to NCTracks, you will be required to validate your file layout and county content. The details of this process will be distributed to the county DSS offices from DMA since it will contain password information.

We will take a closer look at these processes later in the training.

Now let’s review the Abbreviated Manage Change Request process to Add/Update Method of Claim and Electronic Transaction and/or Billing Agent Information.

Actions:
Advance to the next slide.

Supplemental Points: N/A



ABBREVIATED MANAGE
CHANGE REQUEST (MCR)

CSRA=


Presenter
Presentation Notes
Script:
As previously mentioned, County DSS have two options for obtaining access to NCTracks in order to upload Payment Authorization batches. We have already reviewed the option of enrolling as a Billing Agent. Let’s discuss the second option to Add/Update Method of Claim and Electronic Transaction and/or Billing Agent Information to an existing provider record.

Actions:
Advance to the next slide.�
Supplemental Points: N/A



Abbreviated Manage Change Request (MCR)

» The method of claims submission “Submit batch claim via NCTracks” has
to be added in order to perform these tasks.

* This MCR does not require credentialing and will automatically approve.
* There are no fees associated with this type of update.

CSRA=
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Presentation Notes
Script:
If your County DSS already has an actively enrolled NPI and you wish to use that NPI for the purpose of submitting Payment Authorization batches, you may do so after you have made sure you have access to the Trading Partner pages. This access is granted by indicating that you would like to be able to “Submit batch claim via NCTracks”.

If you elect to use an existing NPI for NEMT Payment Authorization submission, you have to work closely with the Office Administrator (OA) of that NPI to ensure that it remains active.

The OA or Enrollment Specialist (ES User) are the only persons who have access to the Status and Management page where applications and the Abbreviated MCR can be submitted. Please make sure that if you are selecting this option, you are able to work with the OA or ES User to complete this process.

This type of application update does not require our Enrollment team to perform any credentialing, so the updates automatically approve upon submission.

This type of update to an existing provider record does not have any fees associated with it.

Actions:
Advance to the next slide.
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Presenter
Presentation Notes
Script:
Now, I will navigate to the Provider portal on NCTracks in order to demonstrate the Abbreviated MCR application to request access to the Trading Partner pages. 

Actions:
Advance to the next slide.�
Supplemental Points: N/A

	

https://tng.nctracks.com/content/public
https://tng.nctracks.com/content/public

Status and Management

MANAGE CHANGE REQUEST

= RECORD RESULTS

ZIP Code

27502-1216
27502-1216
28403-6062
27502-1216
27502-1216

Begin Date Status
01/01/2015 Active
01/01/2015 Active
02/01/2005 Active
01/01/2015 Active
01/01/2015 Active

1f you are a behavioral health provider contracted with a Local Management Entity/Managed Care Organization (LME/MCO) and you update your data in a
NCTracks Manage Change Request application, please ensure your LME/MCO has the same updated data on file.
The following provider accounts associated with your NCID are active. Please select the account with which you would like to submit a Manage Change
Request, then click 'Update’.

CSRA=
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Presentation Notes
Script:
Updates to an existing provider record can only be performed by the Office Administrator or Enrollment Specialist. You will need to work with them to assist you in the process of making this update to the record.

The NPI that you will be using to submit batch Payment Authorizations should be listed in the Manage Change Request section of the Status and Management page. If the OA or ES User does not see the NPI in this section, it could mean that (1) there is already an application that has an “In Review” status and additional updates cannot be made until the application is processed; or (2) the person who is trying to process the MCR is not the OA or ES User.

Actions:
If the NPI is present, in the Manage Change Request section, select the radio button to the left of it and select Update.
Advance to the next slide.


Requested Manage Change Request Type Screen
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Presentation Notes
Script:
From the Requested Manage Change Request Type screen, the user can select the type of abbreviated Manage Change Request they would like to complete.

Actions:
Select “Add/Update Method of Claim and Electronic Transactions and/or Billing Agent Information”.
Select Next.



Method of Claim and Electronic Transactions
Screen

@ Welcome, 4 S (Log out)

Provider Portal

} Home } Provider Enrollment } Online Provider Enrollment Ap...

Method of Claim and Electronic Transactions & | AA |Help

¥ indicates a required field Legend -

=

% METHOD OF TRANSACTION

Please select how the enrolling billing agent will be sending and receiving claims. (Select all that apply)

Submit a single claim via the NCTracks Provider Portal
| Submit a batch claim via NCTracks
[[] Billing Agent

{t Previous Next »

Cancel Application
- ________________________________________________________________________________________________

CSRA=
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Presentation Notes
Script:
This screen allows the user to select the Method of Claim and Electronic Transaction(s) the user would like to add/update on the provider record. �Note: If “Submit a batch claim via NCTracks” is selected, the user is directed to the Trading Partner Agreement screen after selecting the Next button.

The changes that you are requesting should not have any bearing on the “Associated Billing Agent” selections already made. You will need to discuss with the OA that this request is to only “Add” a method of transaction, and should not remove any rights that have already been established for other business purposes.

Note: The question will only display if the checkbox next to “Billing Agent” is checked.
	
Actions:
Select Next to continue.

Supplemental Points: N/A
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¢ Homa ¥ Provider Essrollmant § Online Prowsder Esrcllrmsnt Ap.

Trading Partner Agreement

L ¥ raguires fins

A Trading Partner Agreamwnt [TPA] d wquined to be completed for any entity that is transmitting
Tran: ons with horth Caro - v could be & Provider, Biling Agency, Point of Sale/Switch

oe . and conditions by which the Trading Partners agree co scchange informarsn elecresical 1 vwih v ssmmblish an slecoresic anship wich CSC as the Frscalf Ageer for
oreh Carcling Medicasd program. A filly awecumed. TPA mune B an file e 1o taiting slectronic ranssssons with North Carcling Maedaic.

Tha following infarmarion iy requested to protess your TRA1

Treding Partner Nane: ODDOHMUNITY PHYSICIANS
Uiar 1D [NCID): Providhes Tradning 1

Provider Nember(s) or Atypical Nambee

Provder Transmussion Supphber Number{TSN)

Foar mivy Quastons regarding the compieton of this Trading Fartner Agreement. please contact che €5 kelp desk for Elecoronic Date INterchange [ED1 | supporn

1. Gereral
This Agresmest efecthve on 08722 2018, is between C5, with offices located at 2610 Wydiff Boad. Baleigh. NC 27807, acing on beha'f of the North Carclna Department of Health and Human Services [HE
DHHS) in tha rete of Business Asseciate of the NC DHHS, and the EDI Puroner ideonif

A, Trachng Parmngr Namsi COMMUNITY PHYSICIANS
Ma=g: Duls Hasel
st Tebephona Number
1001, CtvEmer Flix Nasrmieert
2. Purpssie
A. This Agresmnent outiines the requirernents for the transfer of electronic baalthcace nformation between the Trading Partner named in paragr {above], and CSC

. Tha Trading Pasrtnav i i the Businsss of submiting sa:d slecronic ransacions oa babal of iesel or provider [5). With respect to aach transacoes, asch parmy B that it will ot change any Sefinicen
dama condnion or osg of B dare elemens or pegmaest oy proscribed in the X172 HIPAA ED[ Standards.

. Thes ae of infarmation i for the purpose of sllowing providers to conduct slectro sacticens thrsugh the Tradng Pamner for heshcars services provided to bane jas of the Divigion of MedScal
Assistance [DMEA] andlor the Divisson of Mental Health/Development Disabilties and Substance Abuse Services [DMADDSAS]. This Agresment prowides for the exchange of infermation beteeen these
parties necessary for the procsssing of such transactions. Thase transactions must be in accondance with tha Amencan Mational Stardards Insutute | accrediced standards and in comglance with the
Haaleh Ingurance Pereabiliy and Acesuneabiling A (HIPAA) of 1996, CFR 43 Pares 160 and 162, Seandards for Elncrranic Trarsacteny, publishad in the Federal Regiper Auguse 17, 2000,

. Tha Trading Partner i prohibiced from 1 fing slectronic healthears information received from CSC, DMA, or DMHDDVSAS for any purpose not axpresaly permitted by relased 1o paragrahs 11 A, B, €
El=0 N

. DA o i BOESTE FIEY PRHSCT wiem claems subemigon 31 any T duol 1o prevdsr 5 & CSC EVC Canter in

% ohorg npmbgr of By k . F J L ch
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Presenter
Presentation Notes
Script:
The Trading Partner Agreement page will display. The agreement speaks to any entity transmitting or receiving HIPAA compliant X12 Electronic Transactions with North Carolina Medicaid. NEMT Payment Authorizations are not HIPAA compliant X12 Electronic Transactions; this page is only relevant in the fact that at the end of the application submission process, it will contain the Transmission Supplier Number (TSN) that will be used for the submission of the Payment Authorization batches. 

Actions:
Attest by selecting the checkbox.
Select Next.
Advance to the next slide.


Sign and Submit Abbreviated Manage Change
Request

CSRA=

Sign and Submit Abbreviated Manage Change Request

H inficates & requingd Neld

= | WA | Hal

Lagend

ELFCTROMIC SEGRATURE G FIFRLETIDH

Attestation: T have read and agreed to the terms and conditicns of participation, By submitting thes form, T confirm the mformaton contained in the

documents submitted with the application/enroliment decuments/Admmisrative Participaton Agreement are troe, accurabe, complete; and current &s
sion, or cancealmant of matenal fact may subject ma

of tha date this slactronic document is submitted. 1 do hereby attast that any falsification, omiss
Lo admemd tratneg, cnal, oF chirenal habdity .
°¢ Lagin 1D {MCID): ot Password:
] aaLal s []] || %] : ra E Passward

# If o have forgotien your FIN, you may resst it by entenng you Lagn 1D {NCID} and Password and chickang the ‘Forgot PIN' ok, The PEN will

be sent bo wour amail address.

Please confacth the C5C BEVC Center 3t B00-688-6696 1f you have any Droubde with wour ElRcimonic Sgnature PIN Number,

eﬁl PIR: Enegat Pk

Flease review the documents you are going to electronicalfy sign.
® Agraemant and A LestaRons

CrHUME APPLICATION Sipaisiec
¥ou may now submit your Online Applicaton by clicking "Submit Now' below. after submitting you will have thae option to print a copy of tha

o Sulimit How
$

completed appecation for your raconds,

[ETEA
Applicaisn

IE Prgviooss



Presenter
Presentation Notes
Script:
The Sign and Submit Abbreviated MCR screen allows the user to electronically sign and submit the Abbreviated Manage Change Request application. The Sign and Submit Abbreviated Manage Change Request screen populates for each Abbreviated Manage Change Request. 

The user must enter their Login ID (NCID), Password, and PIN, and then click the Submit Now button to submit the Abbreviated Manage Change Request type. 

Actions:
Advance to the next slide.

Supplemental Points: The Electronic Signature PIN was sent to the Office Administrator upon enrollment. In the event that the Office Administrator has lost or forgotten their PIN, they can select the link “Forgot PIN” and the PIN will be reset and sent to the email address in the provider record. 
 





Abbreviated Manage Change Request — Final
Steps Screen

Provider Portal | Eliﬁ:iity| Prinrﬂppmual| Clairts| Referral Code Search Enrollment | Administration | Payment Trading Pariner | Consent Forms

+ Home + Provider Enrollment

Abbreviated Manage Change Request - Final Steps & | AA | Heb

¥ indicates a required field Legend il

OHLINE SUBMISSION COMPLETE

Thank you for submitting the online portion of your application.

Please save/print the following documents for your records

# Online Application
® DHHS Participation Agreement
® Trading Partner Agresment

+

Return to Provider Enrollment Status and Management Home

Legal Privacy Sy=tern Requirements Report Fraud

CSRA=:
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Presentation Notes
Script:
After the user has successfully signed and submitted the Abbreviated MCR application, the Abbreviated Manage Change Request – Final Steps screen displays. PDFs of the Abbreviated MCR application, DHHS Participation Agreement, and Trading Partner Agreement are available for printing or saving. Once the user closes this screen, these documents are no longer accessible.

Actions:
Advance to the next slide.

Supplemental Points: N/A
 





Abbreviated Manage Change Request — Final
Steps Screen

NCTracks Provider Enrollment Page 1.of 3

Trading Partner Agresment

A Trading Partner Agreement (TFPA) & 2 document required 1o be complsied for sy entify that is traremitting or receiving Health
Insuranoe Portabiity and Acoountability Acl (HIFAA) compliant X12 Electroric Trareacions with Monh Caroling Medicaid. An enlity
could be 3 Provider, Billing Agency, Poinl of SalefSwitch Vendor, Cleannghousedyalue Added Network (VAN), of Insurance Compary
This TPA stipulaies the general 1erms and condions by which the Trading Pamners aginee o exchange nfoamabion elecionicaly. TRAS
ane esed by all entites that wish 1o estabish an electronit refalonahip with C3C a3 the Fiscal Agent for the Nomh Carsling Medicaid
program, A Sully executed, TPA must be on file pior b lesting elecinonic irarsactions with Marth Carglinag Medicaid

T folowing informalion & neguested io plocess your TPA
Tradrs) Parnes Mars

User ID (NCID) : providemnuinmg1

Provider Mumben(s) of Apital Bumber, SECu s

[Prenader Transmission Suppher Numben TSN PSHH |

For any quesions neganding the completion of this Trading Panner Agreement, phease conbacl the CSC help desk for Elecironic Data
INterchiange (EDI) support

1. General

This Agreement eBective an DEZCNEG, & between C5C, with oMces ocaled a1 2610 Wy chil Road. Raleigh. WG 27607, acting on
behall of the hordh Carplina Department of Heallh and Human Senvices (MG DHHES) in the role of Business Associate of the RC DHHS,
and the EDI Partner identilied in paragraph A Delow.

A, Trading Pariner Mame:
I. Contact Name: Dula Hazel
M. Contact Telephone Mumbsr
Hll. Contact Fax Mumber:

CSRA=


Presenter
Presentation Notes
Script:
Please be sure to open and review the Trading Partner Agreement (TPA) so that you are able to obtain the Transmission Supplier Number (TSN) that will be used in the future.

Although the application process is complete, Payment Authorization batches cannot be transmitted until the TSN is active. 

Prior to uploading payment authorization files to NCTracks, you will be required to validate your file layout and county content. The details of this process will be distributed to the county DSS offices from DMA since it will contain password information.

After saving or printing this document, it can be closed and the user can select the “Provider Enrollment Status and Management Home” hyperlink to return to the Status and Management home screen.

Actions:
Close document.
Select “Status and Management Home” hyperlink.
Advance to the next slide. 





Status and Management Page

CSRA=

Provider Portal

» Mo+ Status and Manasgement

Contact Information
1f you have any questions n
eempletion of Provider
certac C5C Call Car
Phone: S00-688-6696
Fax: B55-7T10-19635

Ermaili BOTrmskasds

Quick Links

Edgitility  Prioe Approval | Clsims  Referal | Code Search  Enrolimest  Administration  Paymend  Trading Pariner | Consend Forms.

Status and Management

Welcome to Provider Enrollment Status and Management
Flease choose from the options below to manage your enrcliment status.

Babow 5 the status of applicatians vou have submated.

If status is Payment Pending. we have received initial confirmation from Paypoint that your payment was confirmed) it may take up to 48 hours to varify tha
payment. If status Is Pay Now. your NC Application Fes payment was not made or i click Pay Now to make payment.

IF stwtus of the application & in Paymant Pending, Raturned, or In Reviaw, you can upload supporting documantation by clicking the Upload Documants

hyperiink.
P A Hame DBA Name Submat Date Status

COMMUNITY PHYSIC &/22/2016 Manage Change Reg
Complete



Presenter
Presentation Notes
Script:
From the Status and Management Home screen, under the Submitted Applications section you will see an “MCR Completed” status.

This completes the demonstrations for both enrolling as a Billing Agent and adding/updating Method of Claim and Electronic Transactions and/or Billing Agent Information to an existing provider record.

Actions:
Advance to the next slide.


User Provisioning

 All user NCIDs that will be submitting NEMT Payment Authorization
batches or checking the status of submitted NEMT Prior Approvals will
need to be provisioned.

« User provisioning is performed by the Office Administrator (OA).
* Trading Partner user roles must be assigned.

CSRA=
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Presentation Notes
Script:
Now that these processes are complete, let’s get you on your way to assigning user roles so that Payment Authorization batches can be uploaded.

In order to be able to access the Trading Partner pages where Payment Authorization batches are uploaded, the OA will need to provision the NCIDs of all the users who will be performing this task. Everyone that will be using the secure NCTracks Provider portal must have their own NCID. If the same user will be submitting Payment Authorizations in the Provider portal and checking Prior Approval status in the Operations portal, two separate NCIDs will be required. The same NCID cannot be used in both portals. 

The OA or User Administrator are the only people that can complete user provisioning. 

Actions:
Advance to the next slide.


B Welcome, Msssd Bslls (Log out)

Provider Portal

¢ Home
Mew User Setup
Subscription Preferance

Message Center for fses Lo s
Mew Group Satup More Announcements Quick Lin

Announcements
MNPl Group Mainienance

Department of Health and Human Services

Date: Feb 10, 2016 12:00:00 AM Attention: All Providers

Stay on top of NCTracks - sign up for the newsletter

The best way to stay on top of updates to NCTracks is to subscribe to the NCTracks Communications and Updates newsletter, If
you are nat already receiving the newsletter, you can subscribe by clicking on the link under the heading "Sign Up for NCTracks
Communications" on the B r Communications webpage, Signing up will ensure that you receive not only the regular
newsletter, but important time-sensitive messages sent via email.

: Provider User Status and | Provtdsr Trsining
\ ] Training Administration | Management Manuzls
] A aulie 1 | |

& Inbox

ion of Heslth Service Requlation

ICD-10 Webpage

Cffice of Rural Health and Community C:

Provider Status Massaga Date
Rejected Prior Approval Record
1952825848 Fead et 05/09/2016 01:43 pm
tor A wval i TEW
SOl et = Prior Approval Record Assigned For Review D5/05/2016 0436 pm
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Presentation Notes
Script:
The process of granting access to the NCTracks secure Provider portal is done through user provisioning. User provisioning is the way that the OA informs NCTracks of “who” will be performing “what” in the system. The “who” is defined by the NCID, and the “what” is defined by the role.

For the purpose of uploading Payment Authorization batches, the users have to be provisioned in two separate ways.

The first is through the User Administration tool, and the second is through the Trading Partner page.

Let’s look at the first of these: New User Setup.

Actions:
Navigate to the Administration tab at the top of the page and select the “New User Setup” option.
Advance to the next slide.
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PI'OV'idEI' Fcrtal | Eligihili'ly| Prior Approval | Claims Referral Code Search  Enrollment | Administration Trading Parlner| Parment| CnnﬁentForm5| Training | PURTAL—[)E‘U’|

+ Home * User Administration * New User Setup

New User Setup & AA

* indicates a required field

Help
Legend v

Welcome to the NCTracks User Administration New User Setup. This is a simple four step process for adding a New User to your NCTracks Administration Account. This Setup allows Office Administrators/User

Administrators to easily set up new accounts for users that have an NCID and email within an organization. The Office Administrator/User Administrator can assign Provider Groups and roles for each user being
added.

You may begin adding a new user here:

STEP 1 oF 4- NEw User AssIGHED AN ELECTRONMIC PIN?

® A PIN allows a user to submit secure forms in the NCTracks Provider Portal.
a Once you have completed the information below, click "Next’ to continue.

# Is the Mew User an owner, or do they have a managing relationship with the Administration Account NPI?

i} Yes <—

MNext 1

Clear| |Cancel
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There are four (4) steps to complete in this process. You will need to answer “No” to the question “Is the New User an owner, or do they have a managing relationship with the Administration Account NPI?”.

Actions:
Select Next.
Advance to the next slide.
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* Home + User Administration *» New User Setup

New User Setup & | AA | Help
* indicates a required field Legend -
STEP 2 oF 4- CrEATE & New User

® Enter the ‘NCID" and 'Email’. Click "Werify the NCID' button to populate the Last Name and First Name that is on record with NCID.
a Make sure that you are provisioning the correct NCID. If so complete or modify required information.

*A User Administrator has access to the NCTracks User Administration Site, and can add, maintain, and delete General Users.

# User ID (NCID): Get NCID # Email:
Last Name: First Name:
Middle Initial: Suffix: Chonselzl
# User Type: | Choose |E| Phone #: [(000) 000-0000 | ext.
+*
i Previous Mext 1

Clear | |Cancel
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Step 2 of the process is where the OA will enter the user’s NCID and the email address that was used when the NCID was created on the ncid.nc.gov website. Once this is completed, select Verify the NCID. This step ensures that the NCID is valid. Once the NCID is verified, the user’s last name and first name will populate and the OA will need to assign “General User” as the User Type.

Actions:
Select Next.
Advance to the next slide.
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* Home ¢ User Administration } New User Setup

New User Setup & | AA | Heb
* indicates a required field Legend -
STEP 3 oF 4 - AssiGN ProviDER GROUPS TQ THE MEw User

® Select the provider groups from the available groups on the left for which you would like the New User { ecrider-dev ) to do business.
& For your convenience, the list at the nght shows the members of each group.

Provider Groups Group Legend
Available Groups ¥ Selected Groups

1775:1003000100 S Empty

1775:1003000308 !

il

1775:1003000647 Add all ¥
1779:1003050238
1779:1003866534 { Remave
17759:1013950324 =
nnnnnnnnnnnnnn { Remaove All
Show Assigned Groups Legend
tt Previous Next 1

iClear ||[Cancel
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Step 3 of the process is where the OA will select the NPI or Atypical ID that the role will be assigned to. If you enrolled as a Billing Agent, there should only be one NPI or Atypical ID available. If you updated an existing NPI or Atypical ID, it is possible that the OA has more than one NPI or Atypical ID that they manage. The OA needs to ensure that they are selecting the correct NPI or Atypical ID. 

Actions:
Select the NPI or Atypical ID from the Available Groups section.
Select Add. The NPI or Atypical ID should populate in the Selected Groups section of the page.
Select Next.
Advance to the next slide.
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* Home * User Administration * New User Setup

New User Setup &  AA Help
Legend v

& ndcates » requred feid

Stee 4 or 4 - Assion ACCESS RO

® Select the access role(s) from the available roles for this New User (ecrider-dev)
& Click "Submit’ when you are ready to activate the New User you have created.

Roles Legend

o Assiceed Roles

Claims User-Verify Patient, Claims Status Search - “
Traning - Traning access

Enroliment Specialist

Payment History E Add All )
PrescnibingProvider
Prior Approval Inquiry Only L
Referrals User-Referral Entry and Inquiry -
- ] - . . £ Remave Al
Shaw Astigned Role Legend
i Previous Click here to finish and add the New User;

Clear Cancel
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Step 4, the final step, is where the OA will assign the roles that the user will be able to perform. Just as we saw in the previous step, you are given a list of roles to select from in the Available Roles section and then add them to the Assigned Roles section.

The NCID of the user that will be uploading NEMT Payment Authorizations will need to be provisioned for the Provider portal with at least one role. I would like to recommend the role of “Training – Training access” be added so that the user has the ability to access the Skillport Training tool and take advantage of valuable training material available.

Actions:
Select role from Available Roles list.
Select Add.
Select Submit.
Advance to the next slide.


-
= Welcome,

Provider Portal

| Eligibility | Prinrﬁppnwd| Claims | Referral | Code Search | Enrollment Adminisiration = Trading Partner Payment| Consent Forms | Training| P{)RT&L-DEV|

* Home * User Administration * User Maintenance

User Maintenance & | AA | Help
#* indicates a required field

Legend v

Submission Confirmation
Added the User NCID: ecrider-dev

SEARCH CRITERIA

Use the following search criteria to find a User. User profiles can be updated by choosing a row from the results list by clicking User ID (NCID) link to continue.

Last Name: Email:
User ID (NCID): User Status: | Choose [*]

Provider Group: | Choose E

Search| |Clear

+
MNew User
Press the New User Setup button below to begin adding a New User.
New User Setup|
+
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Submission Confirmation  The first user provisioning step is complete once you receive the confirmation.

As mentioned earlier, there are two types of user provisioning required for NEMT Payment Authorization batch uploads. Let’s go ahead and review the last type of user provisioning: Trading Partner user provisioning.

Actions:
Advance to the next slide.
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From the Provider portal home page, the OA will need to navigate to the Trading Partner tab and select the “Manage Transactions for User” option. The second type of provisioning that needs to be completed is the Trading Partner User Role.

Actions:
Select “Manage Transactions for User” from the Trading Partner tab at the top of the page.
Advance to the next slide.
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Opening the “User Name” drop-down menu will provide a list of all the users that the OA has the ability to assign Trading Partner roles to. 
Once a user is selected, the OA will be prompted to select the TSN that they need to be assigned to. In most cases, there will only be one option available, and that should be the TSN that was assigned during the enrollment or Abbreviated Manage Change Request update process. This information can be found on the Trading Partner Agreement.

Actions:
Select the name of the user to be provisioned.
Select the appropriate TSN.
Advance to the next slide.


User TSN Roles

P Home

Trading Partner User Roles

TRADING PARTHER USER B :
User Name: [ ~ |
T5M Splection ?
TSMN: |WAKE COUNTY DSS BILLING AGENT - [¥]
Transaction Transaction Type MovelT/FTP - Batch g come
Batch Real Time
Eligibility 270 =i =] =il
Claim Status 276 = 2] )
Pended Claim 2779 =i N/ A N A
Payment Order/RA 820 = = N/A
MC Enroliment 834 B MSA NSA
Remittance 835 5 1] /A
Dental Claim 837D B N/A NfA
Institutional Claim 8371 = N/A N/A
Professional Claim 8379 =i N/A /A
Acknowledgement TAL & WA N A
I?Ion-&men;en:-,.- Medical Transpoertation (HEMT) Prior Approval NEMT 5] WA M/ A I
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For NEMT Payment Authorization batch upload, the OA will need to select the checkbox in the MoveIT/FTP – Batch column on the Non-Emergency Medical Transportation (NEMT) Approval line.

Actions:
Select Update.
After updating the Trading Partner roles, user provisioning has been completed.
Advance to the next slide.
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Now that we have reviewed the processes of enrolling as a Billing Agent, submitting an Abbreviated MCR to update the provider record, and user provisioning, let’s review the Payment Authorization process.

Actions:
Advance to the next slide.�
Supplemental Points: N/A


Overview of the Process

Non-Emergency Medical Transportation (NEMT) Provider

NEMT Provider
contact County
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County DSS
Contract

NEMT Provider
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Contracted Vendor
with County DSS

County DSS sends
»{ Prior Approvals to

NCTracks

NCTracks
NEMT
Enrollment

v

NEMT Provider
Submits Medicaid
Enrollment
Application
through NCTracks

Enrollment

Application is
Approved

NEMT Provider

NEMT Provider

4

NEMT Provider
Receives
Schedule Trip from
County DSS

A

NEMT Provider

Renders Service

NEMT Provider
Submits Claims to
NCTracks
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Although CSRA is now the Fiscal Agent for the processing and payment of NEMT services, NEMT providers will continue to work with the county DSS.

NEMT vendors must be contracted with all counties that they will be servicing. Once the contracting process is complete, they will enroll in NCTracks in order to become an NC Medicaid provider. After all of the NCTracks enrollment criteria are met and their application is approved, the County DSS will be able to negotiate trip assignments. 

The most important point to note here is that NEMT services require an approved Payment Authorization on file in order for claims to pay. The County DSS will not submit the payment authorization to NCTracks until after the trip completion is confirmed. The County DSS Payment Authorization process will be our focus from here on.

Actions:
Advance to the next slide.


NEMT Payment Authorization Batch

 Claims for NEMT services will be adjudicated and paid through
NCTracks.

* Once the County DSS and vendor have agreed upon an NEMT trip, the
trip is completed and the confirmation by the vendor is sent to the County
DSS. The County DSS will add the information to a Payment
Authorization batch.

* The file will be created using Microsoft Excel and saved as a Comma
Separated Values (CSV) (comma-delimited) file type.

* Fourteen (14) data elements will be required in the file for each NEMT
trip.

* Payment Authorization batches should only include confirmed NEMT trip
Information.

* For each approved NEMT service entered on the Payment Authorization
batch, the PA Begin Date should be the same as the PA End Date.
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Now that you have completed all of the necessary steps to allow access to the NCTracks Provider portal, we need to discuss the information that you will be submitting through the portal.

Because CSRA is the Fiscal Agent for claims adjudication and payment for NEMT services rendered to Medicaid beneficiaries, a Payment Authorization for the services rendered will need to be submitted by the County through NCTracks in order for claims to pay properly. In most cases a Prior Approval would be received prior to the services being rendered. For these types of claims, the information that comes from the County should be viewed as “Payment Authorization” since the authorization is granted after the services have been rendered.

The Payment Authorization batch file will be created in Microsoft Excel and saved as a Comma Separated Values (CSV) file type. There will need to be specific information included in the file to identify the authorizing County DSS, the recipient, the authorized service dates, the rendering NEMT vendor identification, and the amount to be reimbursed for the trip along with a few other data elements. Once the authorizations have been received and the vendor submits their claims, the claims will pay accordingly.

Let’s take a look at the data elements to be included in the file along with the file format.

Actions:
Advance to the next slide.





NEMT Prior Authorization Batch File

County
Provider County
1D Code
52001943 092
52001943 092
52001943 092
52001943 092

TSN
X916
X916
X316
X316

File Submit
Date
2016-06-20
2016-06-20
2016-06-20
2016-06-20

Action
Code

PA Tracking ID
0 092TC101
0 092TC102
0 092TC103
0 092TC104

NEMT
MEMT Provider
RecipientID ProviderID Location
1234567897 34084014 13'03
1234567897 34084014 TD'I:I'B
3456789017 1053679390 TD'I:I'B
4567890127 1053679390 13'03

PA Begin PAEnd Procedure
Date Date Code
2016-06-23 2016-06-23 AO100
2016-06-24 2016-06-24 AO0100
2016-06-10 2016-06-10 AO120
2016-06-01 2016-06-01 AO120

Amount PA Status
45.34 A
46.34 A
70.23 A
78.23 A
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Earlier, we discussed that the Payment Authorization batch file will house fourteen (14) data elements for each trip. We are going to examine each of these data elements, but we are going to do so by defining sections at a time so that each section is explained in detail.

The first section that we will cover is the Authorizing County DSS Information section.

Actions:
Advance to the next slide.


NEMT Prior Authorization Batch File

A B C D

1 Authorizing County Identification Information

2 County Provider ID County Code TSN File Submit Date
3 52001943 092 X916 2016-05-06

4 52001543 092 X916 2016-05-06

5 52001943 092 X916 2016-05-06

6 52001943 092 X916 2016-05-06

7 52001943 092 X916 2016-05-06

8 52001943 092 X916 2016-05-06

9 52001943 092 X916 2016-05-06

10 52001943 092 X916 2016-05-06
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The first four (4) columns of the file contain information that is specific to the County DSS that is submitting the authorization and the date that the file is being submitted.

Let me define these data elements:

Column A  the County Provider ID. This may be an NPI or Atypical ID based on how the County enrolled in NCTracks. 
Column B  the County Code for your County. The valid values for this field will be 001  100. 
Column C  the TSN or Transmission Supplier Number. The TSN was issued when the County DSS enrolled with Trading Partner capabilities. 
Column D  the date the file is transferred to NCTracks. The valid date format is YYYY-MM-DD. 

You will notice that the information in the first four columns does not change. The columns are left justified. Column B is formatted as “Text” to allow numbers to be entered that begin with zeros, and column D is formatted as YYYY-MM-DD. 

Actions:
Advance to the next slide.


NEMT Prior Authorization Batch File

CSRA=

F

PA Specific

Action Code

PA Tracking ID

Recipient ID

092TC101

1111111117

092TC102

222222222X

092TC103

333333333Y

092TC104

4444444440

092TC105

555555555C

092TC106

666666666K

092TC107

FITITT777L

0
0
0
0
0
0
0
0

092TC108

388888888P
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This segment of the Payment Authorization batch file contains information that is specific to the authorization.

Column E – the Action Code. The valid values for this field will be: “0” (zero) if this is the first submission of the authorization (first submissions require a new and unique Payment Authorization Tracking number), or “1” if it is updating an existing authorization. If you are updating an existing authorization, the Payment Authorization Tracking number will already be in the system and will need to match. 

Column F – the Payment Authorization Tracking ID number. Each new authorization requires its own unique Tracking ID number. The unique Payment Authorization identification number will be created by the County DSS and will be used to search for records in the NCTracks Operations portal. The ID format begins with the 3-digit County code; this can be a combination of alpha and numeric characters; no special characters and a 14-character maximum.

Column G – the Recipient ID (RID) of the beneficiary receiving NEMT services. The RID must be in NCTracks.

Actions:
Advance to the next slide.


NEMT Prior Authorization Batch File

H |
Rendering Provider Identificaton Information
MEMT Provider ID NEMT Provider Location
3408404
3408404

3408404
3408404
3408404
1234567899
1234567899
1234567899
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This segment will contain information that identifies the Rendering Provider.

Column H – NEMT Provider ID. This will be the NPI or atypical ID of the provider performing NEMT services. The NPI is 10 digits and the atypical ID is 8 digits. In this example the Atypical IDs shown are 7 digits; however, the County DSS Atypical number will be 8 digits. 

Column I – NEMT Billing Provider service location. During the NEMT provider enrollment process, providers were advised that there was not a need to add additional service locations to their record since all of the counties they service could be captured under the primary service location. The valid values for this field would be 003 or higher if the NEMT provider should happen to have multiple service locations on file.

Please also note that column I will require “Text” formatting in order to accept numbers that have preceding zeros. This is achieved by selecting the column to be formatted, right-clicking and selecting “Format Cell”, selecting “Text” from the category list, and then selecting “OK”. 

Actions:
Advance to the next slide.


NEMT Prior Authorization Batch File

CSRA=

PA Specific

PA Begin
Date

PA End
Date

Procedure
Code

Amount

PA Status

2016-06-23

2016-06-23

A0100

45.34

A

2016-06-24

2016-06-24

A0100

46.34

2016-06-10

2016-06-10

A0120

76.23

2016-06-01

2016-06-01

A0120

76.23
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The last segment of information that we will cover will be some additional Payment Authorization specific information.

Column J – Payment Authorization Begin Date is the begin date of the authorization. The valid values are YYYY-MM-DD.
Column K – Payment Authorization End Date is the end date of the authorization. The valid values are YYYY-MM-DD.
***Note: Please notice that the dates on each line is specific to a single date of service. Dates can not be spanned on the line.****


Column L – Procedure Code identifies the services that were rendered. The valid values are A0100, A0110, A0120, A0130, A0140, and A0999.
Column M – Amount approved for payment. The value must be greater than zero. Do not include the dollar sign. The format includes 2 places after the decimal.
Column N – Payment Authorization status. The valid values are “A” for Approved or “V” for Void. We expect most records to have an “Approved” Payment Authorization status. In the event that an error was made in submitting the record, the status can be updated to “Void” so that no claims will pay against it. This is because PA records cannot be deleted once they have been created in NCTracks.

This defines all 14 fields of the NEMT Payment Authorization batch file. Now that you have the data compiled, the file needs to be prepared to upload to NCTracks.

Actions:
Advance to the next slide.


NEMT Prior Authorization Batch File

Organize ~ New folder ===
|§ Microsoft Excel Mame : Date modified

L I County Training 6/23/2016 6:50 PM

| Favorites “| ) Enroliment 5/24/2016 5:33 PM
B Desktop | | NEMT Quiz CSC Survey Central_files 4/27/2016 11:57 A...

4 Downloads 7 042716_NEMT_ONGsite_registration.xlsx 4/20/2016 4:43 PM

~i» Recent Places 4] DOT Convention FAQuxlsx 5/31/2016 5:09 PM
ﬂj MM Final Coord Comm Form_Training IL..  4/14/2016 10:02 PM

- Libraries iy lﬂ‘l MM Einal Canrd I’_'nmnl:\”fnrm Trainina Tl AMS{INTA 2-14 DAA

File name: Copy of CSR 1210 county inbound file layoutxlsx

o
Type =

File fol|
File fo I
File fol|_|
Micros
Micros

Micros

ISave as type: IE)(ceI Workbook (*.xlsx)

Authors: Bendetta Cheek Tags: Add a tag

[] Save Thumbnail

“ Hide Folders Tools - Save ll Cancel l

File Name:

PA_NEMT_CountyProviderlD_CountyCode_YYYYMMDD
(Example: PA_NEMT_ 1234567890 003 20160901)

CSV (Comma delimited) (*.csv)
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You will now save the Excel file you just created as a Comma Separated Values (CSV) comma-delimited file.

Once you select “Save As” from the Excel File menu, you will notice that you have the option of changing the file type. The default behavior in Excel is to save the file as an Excel Workbook (*.xlsx). Select the drop-down arrow and a list of available file types will populate. You may see more than one CSV option; please be sure to select the type that is CSV (Comma Delimited) (*.csv).

The file name should follow the naming format of PA_NEMT_CountyProviderID_CountyCode_YYYYMMDD where CountyProviderID = County DSS NPI or atypical ID and CountyCode = 3-digit County code in order for the files to be received and processed. The file location is left up to the discretion of your organization.

Now that the Payment Authorization file has been created and saved, it is now time to complete the process of sending the information to NCTracks.

Let’s review this process. 

Actions:
Advance to the next slide.
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CCNC/CA {Managed Care)

Date: Feb 10, 2016 12:00:00 AM sttention: All Providers Depanment of Health and Hur

Division of Health Service Regulatior

Stay on top of NCTracks - sign up for the newslettar

The best way to stay on top of updates to NCTracks is to subscribe to the NCTracks Communications and Updates newsletter, If Division of Medical Assistance
you are not already recsiving the newslatrer, you can subscribe by clicking on the link under the heading "Sign Up for NCTracks DMA {Health Chadk)
Communicatiens” on the Provider Communications webpage. Signing up will ensure that you receive not only the regular T e
newsletter, but important time-sensitive messages sent via email, DMH/DD/SAS

Division of Public Health

ICD-10 Webpage

QFeick AominisTrators |

. Office of Rural Health and Community Care
Provider User Status and Prowider Trainin
Training | |Administration Management Provider Man
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Now that you have the Payment Authorization batch file created and saved, you are ready to transmit that file to NCTracks.
You will navigate to the Trading Partner menu tab at the top of the page and select the “Batch Transfer” option.

Actions:
Select Batch Transfer.
Advance to the next slide.


ﬁ\ Provider Portal - NCTra

MNCTracks File Transf...

=D
X

English - Francais - Deutsch - Espafiol

Security Notice:
You are about to access a secured resource.
NCTracks reserves the right to monitor and/or
limit access to this resource at any time.

Need Help? Tech Support - Online Manual
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A new browser will open, requesting that you log in to the “MoveIT NCTracks File Transfer” system. The first time you use this program, you may need to install a utility (Upload/Download Wizard) that enables your ability to upload files. You will need to work with your technical team in order to accomplish this if you are not comfortable performing the installation yourself. 

The properly provisioned user will log in with their NCID and Password.

Actions:
Enter NCID.
Enter Password.
Select Sign On.
Advance to the next slide.


Signed onto S o

Li¥ L | by o i

h Home

£ Folders
</ Logs

Need Help?

@ 1ech Support

All time and date stamps
displayed on this site
are GMT -4, except

time and date stamps
recorded during standard
time (GMT -5).

@ Welcome to NCTracks File Transfer Dev! Please watch this area for important messages.

@ Home

Go To Folder: | / = | | Go To Folder

*» /Home/Provider/BXVKMXDE [ 1

Name Created
# parent Folder

E &g 10/12/2015 11:37:57 AM
Select Folders: All - Empty - Mot Empty - None

Upload Files Now... {2

User Quota Info: 0 KB of 2000 MB used. (0%:)
Select a folder: | / Home / Provider / BXVKMXDE / tng / In [*]

»# CLICK HERE to Launch the Upload/Download Wizard...

Size/Contents
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We are on the batch transfer Home Page. This page contains two main sections. The first section of the page is the Mailbox. This mailbox contains folders where you will be able to find records of files sent to NCTracks as well as Response files received from NCTracks. The Response files will only contain information on the Payment Authorizations that were rejected. We will discuss these folders in more detail as we move through the training, but let’s upload a file so that we will have information to review in the folders.

The second section of the page is where you would go to upload files.


Signed onto S o

A Vil ¢ o . wad

h Home

£ Folders
</ Logs

Need Help?

@ 1ech Support

All time and date stamps
displayed on this site
are GMT -4, except

time and date stamps
recorded during standard
time (GMT -5).

o

@ Home

Go To Folder: | / = | | Go To Folder

®» /Home/Provider/BXVKMXDE

Name
# parent Folder
O (& tng
Select Folders: All - Empty - Mot Empty - None

* | Upload Files Now...

User Quota Info: 0 KB of 2000 MB used. (0%:)

Created

10/12/2015 11:37:57 AM

Select a folder: | / Home / Provider / BXVKMXDE / tng / In [*]

»# CLICK HERE to Launch the Upload/Download Wizard...

Size/Contents
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In the Upload Files Now section of this page, you will see a link “CLICK HERE to Launch the Upload/Download Wizard”. Let’s select the link so that we can see the steps involved in the upload process.

Actions:
Select the “Upload/Download Wizard” link.
Advance to the next slide.


NEMT Batch File Upload

MNCTracks Upload Wizard - Upload to ?ﬁﬂ / Provider / BXVKMXDE / tng / In
| o— | e— — t

| - Flease drop files into the list below, or : _ S e p 1

?w@g%’!;%!‘ use the buttans to the right. Add File el |

Add Falder |
Filename Size | Modified | |

| |

) MNext » Cancel
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NCTracks Upload Wizard - "pload to ;ﬂﬂ / Praovider / BXVKMXDE / tng / In
— —

use the buttons to the right.

WIZARD
Add Folder |

| Size | Modified
534 20160626 1.

f‘y’?{?’ijﬁﬁ Flease drop files into the list helow. or Add File | Bamove

Filenarne
CiUsers\bcheek\DeskiophGa-Livel Tr...

Mlenet » Cancel
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There are four (4) steps in the batch upload process:
Step 1: Uploading the file requires that you select the Add File button to fetch the file from its saved location. The selected file displays in the Filename section of the NCTracks Upload Wizard screen.
Step 2: Select Next.

Actions:
Advance to the next slide.


NEMT Batch File Upload

MNCTracks Upload Wizard - "pload to ;ﬁm / Provider / BXVKMXDE / tng / In
| o— | — —

| ?ﬂﬁij%‘? Choose Upload Optians
WIZAHDL @ Upload files individually

" Upload all files as one zip

| MNotes: I

[~ Promptfor "Upload As" names and notes
ose Wizard when done
| [~ Close ‘Wizard when d I

%_— <Back | | oNew> | Cancel | _ Step 3

MNCTracks Upload Wizard - "pload to ;nﬂ / Provider / BXVKMXDE / tng / In
— —

'@ Transter complete. Integrity werified an all files.

Transferred 1 file in 0 seconds (3.07 KB/sec). (56.3%: total compression)
Fress OK to close this window and wview the Transfer Report.

|
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Step 3: In this step, we are confirming the default “Upload Option” of Upload files individually, by selecting Next. Once this is confirmed, the file will transmit.
Step 4: Confirm that the file transfer is complete. 

It is at this point that we want to go back and review the “mailbox” on the File Upload Home page.

Actions:
Advance to the next slide.


NEMT File Transfer Upload

@l /Home/ Provider/ BXVKMXDE/ tng/

Go To Folder: | / ]| (9 Go To Foider |

® Folders and Files

Name Created
& parent Folder
F (& Reject 10/12/2015 11:37:59 AM
I B @& Response I 10122015 11:37:58 AM
ENEE] | 10/12/2015 11:37:58 AM

Select Folders: All - Empty - Not Empty - None

Selected File/Folder Actions:
Perform Ad:iun:[ Copy | | ¥ Download |
Capy/Move Options: To Folder: | / Home / Provider / BXVKMXDE / tng / In [»]

Advanced Copy/Move Options >

CSRA=
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From the Home page, you will have access to the Response file that has information on the rejected authorizations and the “In” folder that contains the files that you have sent to NCTracks. Expanding the “In” folder provides the ability to see the files that have already been transmitted. Reviewing this folder prior to submitting new authorizations eliminates loading multiple files in the same day. Providers are able to upload more than one file per day; however, CSRA sweeps the system once (early evening, approximately 6:00 p.m.) and processes only the most recent file transferred.

Let’s review the Response file.

Actions:
Select “Response” folder.
Advance to the next slide.


NEMT Response File

CSRA=

" LEaENE  Ma Bapgbiia e uedarli s EeE 0 cSapall s -

Q-_J‘ / Home/ Provider/ BXWGIXAP/ fstr/ Response/ PA/

Go To Folder: [ ZI & Go To Folder

* Folders and Files

Name
& Parent Folder
| PA_NEMT Response BXWGIXAP NEMTRESP 2016-06-20 121653.ba

| PA NEMT Response BXWGIXAP NEMTRESP 2016-06-17 145332.0xt

| PA_NEMT Response BXWGIXAP NEMTRESP 2016-06-20 121837.txt

] PA NEMT Response BXWGIRAP NEMTRESE 20l6-06-17 15060560
| PA_NEMT Response BXWGIXAP NEMTRESP 2016-06-17 150429, txt

Select Files: All - New - Old - None

Selected Filef Folder Actions:
Perform Action: [ 3¢ Delete ) | ! Copy | [ 3 move | [ # Dowmioad |

Copy/Move Options: To Folder: | / Home / Provider / BXWGIXAP / fstr / In[ =]

Cre

6/2
6/2
6/2
6/1
6/1
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NCTracks will only process one Authorization file upload daily. The most recent file received from the County DSS will be processed and replied to with a Response file.

Once the Authorization file is processed, a Response file will be delivered to the Trading Partner mailbox. The naming convention for the Response file can be recognized in the folder with “RESP”. Select the file to view the rejected authorizations.

Note: The Response file will only contain rejected records; if all submitted records are accepted, the Response file will be blank.



NEMT Response File
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e T

“'ou are about to download a file.

File name: PA4_MEMT_Responze B-WGIAP MEMTRESP_2016-06-20_
From: /Home/Provider/B=MWwWGEAP fstr/Aesponse/Fa
WWiould vou like to open the fle, or save it to yowr computer?

"Opening” a file means dovenloading it to a temporay directory, and then running the
azsociated program, if an.

Open Save Cancel

[T Automatically opendsave fles Bke this [= ba) from now on Configure
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In the File Download popup message, select Open to view the file or Save to download the file. In this document, Save was selected.

Actions:
Advance to the next slide.


NEMT Response File

2 Select the destination filename o |

K\ )@ | « Documents » CSRs » CSR1210 » TestFiles i search ol
Organize = New folder

¢ Favorites . Documents library
[ Desktop Test Files
4 Downloads
=4 Recent Places

Arrange by:  Folder =

Name
EL) pa_MEMT 52001943 092 20160620.c5v
4 Libraries
%) Documents
I My Documents
1. Public Documents
W My Music
L. Public Music
o) Music ~ il

File narme:  PA_NEMT_Response BXWGIXAP_MEMTRESP_2016-06-20__121837. bt

Save as type: [All Files

= Hide Folders
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Select the location where the file to be downloaded will be saved and select Save.

Actions:
Advance to the next slide.


MCTracks Download Wizard

@ Transfer complete. Integrity verified on all files.

D ownloading:
Pa_MEMT_Response BewGEAP_MEMTRESP_2016-08-20_ 121837 tat

.|

E ztimated time left: Done.  [Got 302 of 302 bytes)

Download tao: Wwncmrarafiledl \userfhatroph D ocumentzhCS R 25\C5H

121007 est
Transfer rate: 0.78 EB/sec [17.8% total compreszion)

Open Open Folder

=
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The NCTracks Download Wizard will indicate when the download is complete and successful. The file can be opened directly from this Wizard or the Wizard can be closed and the file opened from the saved location. 

Actions:
Advance to the next slide.


NEMT Response File

Text Import Wizard - Step 1 of 3 12| =

The Text Wizard has determined that vour data is Fixed Width.
If this is correct, choose MNext, or choose the data type that best describes your data.
Original data type

| describes your data:
@ Delimited - Charagters such as commas or tabs separate each field.

7 Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: | 1 = File grigin: 437 : OEM United States E

Preview of file \\ncmresrvifil,. . \PA_NEMT_Response BXWGIXAP MEMTRESP 2016-06-20_ 121337.txt.

LO03003005;015;3676;2016-06-20;0;015TC002 ;9521048758 ;5904748 —
El 003003005;015;3676;2016-06—-20;0;015TCO04 ;9463484570 71427378017 |

4 |
5 | -
4

m k

e

3
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The Response file is transmitted to the provider in the same format that it was received (CSV) and can be viewed in Excel format. 
 
Actions:
Select the “Delimited” radio button for file type, then select Next. 



NEMT Response File

—
Text Import Wizard - Step 2 of 3 P =
This screen lets you set the delmiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
[ T1ab
V] Semicolon | Treat consecutive delimiters as one
T tomma
= Text gualifier: |~ -
Space
[7] gther:
Data preview
003003005 P15 PB67G EOle-06-20 15TCO0Z 521043755 904748 | ~
003003008 pPl1s &7G ROle-0&-20 15TCO04 4€34B4570 427378
¥ m = b
cancdH-:m [Li_ezt:v]|ﬁ|ish|
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The default Delimiters value will appear as ‘Tab’. Deselect ‘Tab’ and select ‘Semicolon’, then select Next.

Actions:�Advance to the next slide.


NEMT Response File

CSRA=

Text Import Wizard - Step 3 of 3

Column data format
@ General

Date: MDY E
Do not import column (skip)

Data preview

| This screen lets you select each column and set the Data Format.

‘General' converts numeric values to numbers, date values to dates, and al
Text remaining values to text.

003003005 0l&-06-20
1003003005 0le-06-20

i

o

ral ral =
15TCO0Z 521045758 04748 =
15TCo04 483484570 1427378
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This screen lets you select each column and set the Data Format. You want to make sure this is set to “General” before you select Finish.

Actions:
Advance to the next slide.


NEMT Response File

&
1003003005
1003003005

C
15 367G
15 367G

1]
20/ 2016
&/ 20{ 2016

E F 5] H 1 1
0 D15TCO02 1234567892 5904748 3 6/1/2014
0 DI5TCO0d 2345678302 1427378017 3 5/24/2016

K L
714/ 7006
6/21/ 2006 AD120

1234.56

ar
J|B1

CSRA=



Presenter
Presentation Notes
Script:
The NEMT Response file will open in Excel format for easy viewing. Only rejected records will be included in the Response file. The record contains all values originally submitted in the Authorization file, with the status of ‘9’ for Rejected in column N and the reject reason value in column O.

To determine the reject reason for the authorization, you will utilize the Operations portal Prior Approval Inquiry screens.

Let’s navigate to the Operations portal now to perform a Prior Approval inquiry.

Actions:
Advance to the next slide.
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In the event that you have to research and resubmit a Payment Authorization, it’s important to ensure the reason for the rejection. Only a reject reason code will be delivered in the Response file. 

Actions:
Advance to the next slide.�
Supplemental Points: N/A


Home Providers Recipients Operations

Home
Welcome to NCTracks, the new multi-payer Medicaid Management Information System for
the M.C. Department of Health and Human Services (N.C. DHHS).

PROVIDERS - Click on the Providers tab above (or the link below) to enter the Provider
Portal. Providers can click on the Pharmacy link below for information on drug coverage.

RECIPIEMTS - Click on the Recipients tab above (or the link below) to enter the Recipient
Portal. Recipients can view eligibility information and pay premiums (if required).

STATE and FISCAL AGENT Staff — Click on the Operations tab above to access the Operations Portal and ShareMET.

CSRA=


Presenter
Presentation Notes
Script:
From the NCTracks Home page, select “Operations” in order to log in to the Operations portal to perform a read-only inquiry of the rejected authorization information.

Access to the Operations portal will require a properly provisioned NCID. You will work with your supervisor and submit a request for access to the Operations portal.

Actions:
Advance to the next slide.


Operations

¢ Home

Operations Portal

Claims

lcome,

Ecommerce Managed Care = Financial Provider Recipient Reference Prior Approval TPL | Other  Admin

PA Entry
Refemral Search

Subscription Preferences | & | A A

Referral Entry
Cwemide Search
Override Entry
On Request Reports
Getting Help in the NCTrac Mass Update

General Announcemse

Did you know that there are a vty l=l5E ks gvailable when using the secure NCTracks
portal? If you want to know mo FlﬁTa_‘Elnnmy [ of a particular web page, you can click on
the link for Page Level Help. To & brmation is being requested in a particular
section of a webpage, click on the questmn mark for Data/Section Group Help. For the definition
of a particular field, hover the cursor over the underlined word for Tooltip Help. These help
features and others are available on every page of the secure NCTracks portal.

For a complete explanation of all the help options in the secure NCTracks portal, see the
"Features of NCTracks Portal Help System”™ document under Quick Links on the secure NCTracks
QOperations Portal home page.

Knowing how to get help will make it easier to use the secure NCTracks portal.

Quick Links

CSRA FA Ops Contact List

CSR Tracking System

Features of MCTracks Porzal Help System

Issues List (Ops portal version)

Learning Management System

ShareNET

State Haoliday Schedule for NC
Tzbles Manual (CSRA ShareMET Site]

Tahles Manual {DHHS Sharepoint Site)

out :I

Help
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Let’s perform a PA search now by selecting “PA Search” from the Prior Approval menu tab at the top of the page.

Actions:
Advance to the next slide.�
Supplemental Points: 
It is important to remember that all of the processes associated with uploading the authorization files to NCTracks are performed in the Provider portal. The Provider portal can be identified by noting that all of the menu options appear in BLUE menu tabs. When you are in the Operations portal performing authorization inquiries, menu options will appear in GREEN menu tabs.


& wWelcome, (Log out)

O | 1=

Operat'ions Clalms Ecommerce Managed Care Financidl Provider Recliplent Referencs Prior Approval TPL  Offer | Admin

¥ Horme b PA Search

PA Search & | AA | Help
¥ Ingicates @ requirsd flsic Legend -
?
& REVIEW =
Business Location: El Availzble Reviews:

Hext PA:>| |Shaw My PA's| Count

Find| |Clear
Unigue Identifier
P& Number: Confirmation Mumber : Refraction Confirmation
Number:
ITr—:u:king Number: I History =:
Recipient
[Recipient ID: | First Name: Last Name:
ordering/ Requesting Provider
MPI: Atypical 1D: Lecator:
First Name: Last Name:
BillingfRendering Provider
MPI: Atypical 1D: Locator:
First Name: Last Mame:
Revisw
User ID: Business Location: ] Additional Criteria: Bl
Prior Approval
IPA Type: E| I Service Type: E| Status: El
Dizgnosis Code: Procedure: Drug Code Type: |
Effactive Begin Date: |mm/cd/yvyyy Effective End Date :  |mm/dd/yyyy FDB Drug Code:
Payer: [ad Health Blan : [ad Benafit Plan: [adl

Clear
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The Prior Approval Search will allow the user to search for the Payment Authorizations using multiple search criteria elements. The ones that you will use are either:

Prior Approval Tracking Number – This is the unique tracking number that the County DSS assigned to the authorization (Column F in both the outgoing authorization file and the Response file)

OR

The Recipient ID and Prior Approval Type of A50, NEMT- Non Emergency Medical Transportation Services

Once you have entered the search criteria, select Find.

Actions:
Advance to the next slide.�
Supplemental Points: N/A
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This search was performed using the recipient ID (RID) and Prior Approval Type A50-NEMT. Search results will display with the NCTracks-assigned Prior Approval Number, Prior Approval Type, Status, Recipient ID, Recipient Name, Requesting NPI, Billing NPI, Procedure, Effective Begin Date, Effective End Date, Alert Date, and the User ID.

The user must select the Prior Approval Number hyperlink in order to view the Prior Approval details. 

Actions:
Select “Rejected” authorization.
Advance to the next slide.�
Supplemental Points: N/A
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The Prior Approval Search Results can only be viewed by the authorized user. Payment Authorization information cannot be changed here.

The Prior Approval screen is divided into several different sections:

On the header tab of the Prior Approval, the Overview section has information on the NCTracks Prior Approval Number, the Prior Approval Type, the County tracking number, the request begin and end dates, the effective begin and end dates, the date received, as well as the County and County code that transmitted the authorization.

The Recipient section provides information on the person that the authorization has been processed for. This information includes the recipient identification number (RID), eligibility dates, and health plan, name, gender, date of birth, Social Security Number, and address.

The Requesting Provider section provides information on the NEMT provider that is authorized to receive payment for the service, their identification number (NPI or Atypical), address, and taxonomy.

The area of focus for troubleshooting purposes is the Prior Approval Edits section of the header tab.

This section will provide information on why the authorization was rejected. In this case, the edit is B7  County DSS Provider Number Not on file. This would indicate that the NPI or atypical provider number listed in column A of the authorization file is not valid.

At this point, if the information is correctable, a correction using the existing tracking number in the County’s next authorization file would need to be resubmitted. 

When resubmitting information in the authorization file that would be considered a data entry error or correctable, the authorization would need to be resubmitted in the next NEMT batch file using the same Prior Approval tracking number and an updated County Provider number (or corrected field that caused the authorization to fail the edit) as well as an updated Action Code of “1” to indicate that this is an “update”. All fields are required in the resubmission. The tracking number and begin and end dates are not to be changed.

It will not be until the Prior Approval is in an “Approved” status that the NEMT provider’s claim adjudicates and pays appropriately.

In the event that an NEMT provider submits a claim for a County authorized trip and the approved Prior Approval is not on file, the provider’s claim will “Pend” for 14 days. A pending claim means that there is information required to process and pay the claim that is not available. Instead of denying the provider’s claim, we will process the claim nightly looking for the approved authorization from the County. If the authorization is received and approved within the 14-day pend cycle, the claim will pay accordingly. If the authorization is not received and approved within the 14 days, the provider’s claim will deny.

You will be able to perform additional Prior Approval searches as necessary until a resolution (if applicable) to all rejected authorizations is identified. 

Actions:
Advance to the next slide.
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You are able to navigate through the prior approval’s pages by selecting the tabs across the top of the prior approval’s page.
Let’s select the “Detail” tab so that you can see the additional information you have access to.

Once you have selected the “Detail” tab, you will see the PA line detail.  From here you are able to see the effective dates, the PA Status, the approved amount, and how much is remaining on the PA to be used by the NEMT vendor.

Once again, PA information cannot be updated or changed from these pages. Since the information is “view only,” any changes or updates that need to be made to the PA will have to be submitted through the batch upload process.

Action:
Advance to the next slide.


Summary / Wrap-Up

* Enroll as a Billing Agent

* Update an existing provider record to include Method of Claims
Submission in order to upload Payment Authorization batches

* Create Payment Authorization batches
* Upload Payment Authorization batches
» Search for NEMT Prior Approvals
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Let’s recap what we have learned today. Today’s training has provided information on:
Enrolling as a Billing Agent
Updating an existing provider record to include Method of Claims Submission in order to upload Payment Authorization batches
Creating Payment Authorization batches
Uploading Payment Authorization batches
Searching for NEMT Prior Approvals

Actions:
Advance to the next slide.�
Supplemental Points: N/A


Additional Resources

(Home » Providers » Trading Partner Information)

* Trading Partner FAQs
» Trading Partner Companion Guide

(Home >» Providers » Provider User Guides and Training)

« How to Select a Billing Agent and Other Claims Submission Options in
NCTracks Job Aid

(Skillport » Catalog » Provider Training Folder » User Guides » Reference Documents)
 Assign the Enrollment Specialist User Role Participant User Guide
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NCTracks has resources available to providers that will assist them in completing processes within the NCTracks portal. Listed here is information on where to access additional resource information.

These resources can be accessed through the Provider portal from the Provider Home Page under the “User Guides and Training” menu item and the Trading Partner Information page as well as through SkillPort.

Actions:
Advance to the next slide.




Confirm Attendance

Email for Web Attendance
NCMMIS Training Team@csra.com
Include:

Course Name: County DSS Enrollment, Payment Authorization
Upload, Prior Approval Search
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In order to receive attendance credit for today’s course, please respond to this email address stating that you have attended today’s session. Once you have responded with an email, you will get a reply email with a course and instructor survey to complete.

Actions:
Advance to the next slide.

Supplemental Points: N/A


Q& A

CS
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What questions do you have for me?

Actions:
Advance to the next slide.�
Supplemental Points: N/A
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