
County DSS NEMT – Enrollment, Payment 
Authorization Submission, and Prior 

Approval Inquiry 



Agenda 

• Administrative Items 
• Course Overview 
• Purpose of Training 
• Demonstrations  
• Wrap-Up 
• Q&A 

Presenter
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
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WebEx Ground Rules 

 
• 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.) 

Presenter
Presentation Notes
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 

Presenter
Presentation Notes
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 
 

Presenter
Presentation Notes
Script:
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



NCTracks Provider Enrollment for County DSS 

VS. 
 

Existing Enrolled Provider 
 

Presenter
Presentation Notes
Script: 
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. 

Presenter
Presentation Notes
Script:
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.



ENROLLING AS A BILLING 
AGENT 

Presenter
Presentation Notes
Script:
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/


NCTracks Provider Portal – Getting Started 

Presenter
Presentation Notes
Script:
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.



NCTracks Provider Portal – Obtaining an NCID 

Presenter
Presentation Notes
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



NCTracks Provider Portal – Provider Enrollment 

3/7/2017 

Presenter
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.



NCTracks Provider Portal – Begin Application 

3/7/2017 

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



NCTracks Login 

3/7/2017 

Presenter
Presentation Notes
Actions:
Enter a valid NCID and Password.
Select Log In.
Advance to the next slide.



Provider Location/Enrollment Application Type 

 

3/7/2017 

Presenter
Presentation Notes
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 

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.




Billing Agent Terms and Conditions 

Presenter
Presentation Notes
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 

Presenter
Presentation Notes
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 

Presenter
Presentation Notes
Script:
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.



Trading Partner Agreement 

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.



Review Application 

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.



Sign and Submit Electronic Application 

Presenter
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.




Final Steps 

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



















Application Status 

Presenter
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) 

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. 

Presenter
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.



Let’s See It 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 

Presenter
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 

Presenter
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 

Presenter
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





Trading Partner Agreement Page 

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 

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 

Presenter
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 

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 

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. 

Presenter
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.



User Provisioning 

Presenter
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.



User Provisioning 

 

Presenter
Presentation Notes
Script:
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.



User Provisioning 

Presenter
Presentation Notes
Script:
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.



User Provisioning 

Presenter
Presentation Notes
Script:
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.



User Provisioning 

Presenter
Presentation Notes
Script:
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.



User Provisioning 

Presenter
Presentation Notes
Script:
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.



Trading Partner User Roles 

Presenter
Presentation Notes
Script:
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.




Trading Partner User Roles 

Presenter
Presentation Notes
Script:
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.



Trading Partner User Roles 

Presenter
Presentation Notes
Script:
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.



PAYMENT AUTHORIZATION 

Presenter
Presentation Notes
Script:
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
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Presenter
Presentation Notes
Script:
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. 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

File Name: 
mePA_NEMT_CountyProviderID_CountyCode_YYYYMMDD 

    (Example: PA_NEMT_1234567890_003_20160901) 

Presenter
Presentation Notes
Script:
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.



NEMT Batch Upload 

Presenter
Presentation Notes
Script:
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.



NEMT Batch Transfer Upload 

Presenter
Presentation Notes
Script:
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.



NEMT Batch File Upload 

Presenter
Presentation Notes
Script:
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.



NEMT Batch File Upload 

Presenter
Presentation Notes
Script:
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  

       Step 1 

Step 2 

Presenter
Presentation Notes
Script:
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 

Step 3 

Step 4 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
Select the location where the file to be downloaded will be saved and select Save.

Actions:
Advance to the next slide.



NEMT Response File 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

Presenter
Presentation Notes
Script:
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 

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.



PRIOR APPROVAL SEARCH 

Presenter
Presentation Notes
Script:
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



Prior Authorization Inquiry (Operations Portal) 

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.



Prior Approval Search 

Presenter
Presentation Notes
Script:
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.



Prior Approval Search 

Presenter
Presentation Notes
Script:
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



Prior Approval Search Results 

Presenter
Presentation Notes
Script:
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




Prior Approval Search Results 

Presenter
Presentation Notes
Script:
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.




Prior Approval Details 

Presenter
Presentation Notes
Script:
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 

 
 

Presenter
Presentation Notes
Script:
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  
 

Presenter
Presentation Notes
Script:
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.





 
 
 

Email for Web Attendance 
NCMMIS_Training_Team@csra.com 

include:  
 

Course Name: County DSS Enrollment, Payment Authorization 
Upload, Prior Approval Search 

 
 
 

Confirm Attendance 

Presenter
Presentation Notes
Script:
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 
  

Presenter
Presentation Notes
Script:
What questions do you have for me?

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