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RESIDENTIAL SUD UTILIZATION
MANAGEMENT TRAINING

Atrezzo Next Generation (ANG) Submission Guide

Presented by:
Brianna Walton
Operations Manager for Kepro Maine

Hello and welcome to the Kepro Residential Substance Use Disorder Utilization
Management training. This video has been created to provide general guidance
for Providers on the process for submitting an appendix B ASAM request in our

web-based portal called Atrezzo.
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PART ONE

Introduction

In part one, we will provide a general introduction to this process.



Announcement

Beginning July 1, 2023, Kepro will be reviewing residential SUD admissions for
MaineCare members to assess appropriate American Society of Addiction
Medicine (ASAM) level of care.

Using evidence-based assessment tools is essential to assure recipients have
access to appropriate SUD services. This will support interventions that are
appropriate for the diagnosis and level of care. Working with Kepro, the
Department has established an independent process for reviewing level of care
placement in residential treatment settings. This Utilization Management (UM)
process is separate from licensing reviews. UM reviews will occur within ten (10)
days of an admission and then every 30 days after. The 30-day UM review will
provide information about how individuals move along the continuum of care.
The UM will no disrupt or delay services or result in a client being
discharged from care, without being transitioned to a lower level of care
that is immediately available and acceptable to the member.

Kepro




Utilization Process

The UM review process starts upon an admission to a SUD residential treatment facility. Every 30
days after admission, in conjunction with the treatment update, providers will submit
documentation to Kepro to conduct review ongoing need for ASAM level 3 services.

1.

vk
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Within 10 calendar days of admission, and ever 30 days thereafter, the provider will enter a
case in Atrezzo and submit clinical documentation to support ASAM residential level 3
services.

Kepro will review submitted documentation, and if Kepro determines the documentation
demonstrates fulfilment of ASAM criteria, the provider will receive a notice that the review is
complete through the Kepro Atrezzo provider portal.

If the case requires additional documentation or does not appear to meet ASAM criteria, the
provider will receive a message from Kepro review staff noting what is need to meet criteria.
Providers will have 15 calendar days to submit the additional information.

If the secondary review finds the case does not meet criteria or the provider does not
respond to the request for additional information, the Department will be notified for follow-
up and/or additional training opportunities.
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PART TWO

Agency Setup

In part two, we will review the process for setting up your Agency in the Atrezzo
system.



New Agency Setup

Provider Directory Questionnaire

Provider Directory Questionnaire

Dear Provider,

Thank you for taking the time to complete this ferm! This document is used to
help with communication between Kepro and our provider community. We will use

the contact information below to reach out to the appropriate contacts when

https://me.kepro.com/provid SRS

Thank you,

ers/provider-directory Reas

Name of Person Completing Form

Email of Person Completing Form

Agency Information

Agency Name

Kepro

If this will be your first time interacting with Kepro and your agency has not already been
setup in the Atrezzo system, please complete the Provider Directory Questionnaire. The
person completing the form will be setup as your agency’s Group Administrator for the
Atrezzo system. Kepro’s Operations staff will create the initial account and provide you with
your login and password to the system. The Group Administrator will then have the ability
to setup additional users within your agency, reset passwords, delete users, and view
reports.
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PART THREE

Entering a Service
Nelijler=1ile]g

In part three, we will review how to enter a service notification for new
admissions in to the Atrezzo system.



Accessing Atrezzo

Kepro HOME MEMBERS MEMBER ADVISORY COL

Visit www.qualitycareforme.com to access the

lntelligent Value Atrezzo portal

State of Maine Department of Health and Human Services

Kepro

To access the Atrezzo portal, go to our informational website;
www.qualitycareforme.com and click on the Atrezzo login button




Atrezzo Login

Kepro

LOGIN OPTIONS

Kepro Employees Customer/Provider

Use this login button if you have a Kepro

Use this login button if you are a customer or
domain account

provider user

LOGIN WITH PHONE
Remember Me
LOGIN WITH EMAIL

Remember Me

If you don't already have a Kepro account, you can register here.

If this is your first login with multi-factor authentication, click here to complete your
registration

Kepro Having trouble logging in? Click here

The Atrezzo system uses a Multi-Factor Authentication (MFA) login process.
Each user who currently has a Kepro login, will click here, if this is your first with
multi-factor authentication (MFA) to complete your registration. To view
instructions on how to login and setup your MFA, visit

https://me.kepro.com/resources/training/ and click on the Provider Portal Login
training video.
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Atrezzo Login

Kepro

Customer/Provider LOGIN OPTIONS
Customer/Provider
Use thls |Og|n bunon lf YOU are a CUStomer or {epro Use this login button if you are a customer or

provider user

provider user.

LOGIN WITH PHONE

LOGIN WITH EMAIL

LOGIN WITH PHONE

Remember Me

dy have a Kepro account, you can register here.
LOGIN WITH EMAIL

th multi-factor authentication, click here to complete your

— registration.
| Remember Me

ving trouble logging in? Click here.

Kepro

When you arrive to the login screen, you will use the Customer/Provider login.
Here you will choose Login with Phone or Login with email depending on how
your registered for the multi-factor authentication. Please note, if you chose to
register with phone and you do not currently have your phone you can still
login with email. If you click remember me, the system will remember your
login for four hours. Please do not use the remember me feature on a shared
device. In this demonstration, we will click Login with phone because that is
how we registered our multi-factor authentication.




Atrezzo Login
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Sign in with your email address

Email Address

Password

Forgot your password?

3¢ Kepro

To sign in, you will enter your email and password then click Sign in.
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Atrezzo Login

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

XXX-XXX-3661
Send Code
Call Me

Kepro

Next, you will choose how you want to receive your verification code. You can
click send code or call me. Send code will send a SMS text to your cell phone
with your verification code. Call me will prompt a phone call to your phone
where you will press a specific digit. In this example, we will chose send code.




Atrezzo Login

£ Cancel

We have the following number on record for you. We can
send a code via SMS or phone to authenticate you.

XXX-XXX-3661

Enter your verification code below, or send a new code

192652

3¢ Kepro

Enter in your verification code.
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Atrezzo Login

):C KeprO Home Cases Create Case Consumers Message Center o Reports
Change Context
HOME WORK-IN-PROGRESS NOT SUBMITTED SUBMITTED
Request 4 But Not Submitted
CONTRACT CASE TYPE CONSUMER ID CONSUMER NAME DATE OF BIRTH LAST MODIFIED
Kepro

The system will automatically verify your account and you will be logged into
the home screen.
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Creating the Request

):( Kepro Home Cases Create Case Consumers Message Center o

Change Context

Create Case

Kepro

Reports

To create a new request, click on the create case tab.

16



Step 1 - Case Parameters

):( Kepro Home Cases Create Case Consumers Setup Messag
Change Context
New UM Case PINES HEALTH SERVICES Maine ASO
Requesting Provider Outpatient
Step 1 Step 2 Step 3
Case Parameters Consumer Information  Create Case

Case Parameters /| Choose Request Type

Case Type * °
) Assessment ® UM
Case Confract Request Type *
Maine ASO ° ; O Inpatient @ Outpatient o

{ Cancel Go To Consumer Information o

Kepro

In Step 1 - Case Parameters:

1. Select UM for Case Type

2. Select Maine ASO for Case Contract
Select Outpatient for the Request Type
Click Go to Consumer Information. Note: Go to Consumer will remain

grayed out until all required fields are completed.
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Step 2 - Consumer Information

New UM Case Maine ASO

i Results

Mame & ooB S Address 5 Consumer D & Contract

Kepro

In Step 2 - Consumer Information

1. Inthe Consumer ID box enter the Member's MaineCare number. You may
also search for the Member by using their last name and Date of Birth.

Click Search.
Review the search results. If the correct member match is found, click

Choose.

2.
3.
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Step 2 - Consumer Information Continued

7 - ~, ~ o Sa el = =
)o\t Kepro Home Cases Create Case Consumers Setup Message Center o Reports Preferences
(Change Conflext
New UM Case Maine ASD Test Member 1 (M)
Requesting Provider Quipatient 01/011960
::: 51 Step 2 mp 3
Case Parameters Consumer Information ~ Creats Case

- Case: Pending Case ID
Request 01 Un-Submitted Cutpatient /A View Procedures No letters available Actions =

showing | 10 - | of 69 Previous Page [1 of 7 Next

=30

Cancel

Kepro

5. If the member has had a previously submitted or unsubmitted cases
associated with your organization, they will display here. If this is a new
request, click on Create Case.
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Step 3 - Additional Providers

3% Kepro

Message Center o Reports Preferences

Change Context

New UM Case Maine ASO  Test Member 1 (M)
F < 0170111960

ner Information  Additional Providers Service Details

Additional Providers/ Provider/Facility
Selected Providers
Provider Type Name ° Medicaid ID Specialty NPI Address County Phone Fax Action
Requesting PINES HEALTH SERVICES  PMP0000023088520  No Specialty Required 1922440834 1260 MAIN ST WADE, ME US 04786 Arcostook  (207) 498-1164 123) 456-7890
Servicing PINES HEALTH SERVICES  PMP0000023088520  No Specialty Required 1822448834 1260 MAIN ST , WADE, ME US 04786 Aroosiock  (207) 498-1164
Providers in receipt of faxed determination ietters: Official communication of service authorization will be sent to the fax number entered above:
dd a N Cancel Ga to Service Details
Kepro

In Step 3 - Additional Providers:

1. The Requesting and Servicing providers will automatically be indicated
based on the NPl number your login is associated with.

2. The servicing NPl number will need to be updated to the specific location
of where the member is residing. This is referred to as your NPI+3 and will

contain three numbers after the main NPl number. . To update to your
NPI +3, click on the update link

20



Step 3 - Servicing Provider

Country County

Kepro

In Step 3 - Servicing Provider:
1. Select the Provider type. This will most often be facility.

2.  Enterinthe NPI number for your agency. Searching by the facility name
will generally not bring up your NPI +3 locations.

3. When you have located the specific location of where the member is
residing, click on Choose

21



Step 3 - Servicing Provider

Kepro

You will see that the servicing provider has now been updated. Click on go to
service details
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Step 4 - Service Details

):( Kepro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

Change Coniext PINES HEALTH SERVICES, Maine DHHS

New UM Case PINES HEALTH SERVICES Maine ASO Test Member 1 (M)

Requesting Provider Outpatient 01/01/1960
Step 2 a see3 @ steps Step 5 Step 6 Step 7 Step 8
Consumer Information ~ Additional Providers Service Details Diagnoses Requests Questionnaires Attachments

Service Details/ Enter Service Details

Place Of Service Service Type * °

Select One v Select One

180 - Section 28 Rehab and Community Support (RCS) * B
Add a Note Cancel Go to Diagnoses

220 - Section 65 Behavioral Health Services

225 - Section 89 MaineMOM Services
230 - Section 92 Behavioral Health Homes

235 - Section 93 Opioid Health Home

240 - Secfion 97 Private Non-Med Instifution (PNMI) =

Kepro

In Step 4 - Service Details:

1. Select the section of MaineCare Policy for the service you are providing
from the Service Type drop down. In this instance we have selected
Section 97 Private Non-Med Institution (PNMI). The place of service field is
not required; however, you can complete this field if you choose to.

2. (lick Go to Diagnoses

23



Step 5 - Diagnosis

=% Kepro

Kepro

In Step 5 - Diagnosis:
The Atrezzo system will require you to enter in at least one diagnosis code.

1.

In the Diagnosis Search box, start typing in either the diagnosis code or
the description of the code. You will need to enter in at least three
characters for the search feature to start finding results. Once you have
found the diagnosis code, click on it to automatically add it to your
request. Repeat the same search process for each additional diagnosis
code.

If you have added more than one diagnosis code, you can rearrange the
order of how the diagnosis codes appear by clicking on the diagnosis line
and dragging it up or down in the list.

If you have added a diagnosis code in error, you may remove it by clicking
on the Remove link. Please note: Once your request has been submitted,
you will not be able to remove the diagnosis code.

When you have finished added the diagnosis code(s), click on Go to
Requests

24



Step 6 - Requests

):( Kep ro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

Change Context PINES HEALTH SERVICES, Maine DHHS

New UM Case  PINES HEALTH SERVICES

Search by #

Maine ASO  Test Member 1 (M)
Requesting Provider Outpatient 01/01/1960
step2 a sees @ str¢ Q@ stos @ sess step7 steps step step 10
Consumer Information  Additional Providers Service Details Diagnoses Requests Submit Case
Requests/Request Details
Request Type * FIPS Code Notification Date * Notification Time *
Service Notiiication - 05172023 03:21 PM
Cancel
Registration .
Retroactive MaineCare Eligibility

Service Notification

Service Nofification Extension
SMI Termination

SUT Discharge

Kepro

Go fo Procedures.

In Step 6 - Requests:

1.

2.

In the Request Type box, select Service Notification if this is the first

request you are submitting for the member.
Click Go to Procedures
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Step 6 - Requests Continued

):( Kep ro Home Cases Create Case Consumers Setup Message Center o Reporis

Change Context PINES HEALTH SERVICES, Maine DHHS

New UM Case  PINESHEALTH SERVICES  Maine ASO  Test Member 1 (M)
Requesting Provider Outpatient 01/01/1960
Step 2 & sto3 @ steps @ steps @ steps Step 7
Consumer Information  Additional Providers Service Details Diagnoses Requests Questionnaires
Requesis/Request 01/Procedures
Code Type * Search °
CPT - Search by code or description
[p20 ]
Preferred
All
240-100 Appendix F Aduit
240-200 PNMI Appendix B

Kepro

In Step 6 - Requests:

3. Inthe Search box, start typing in the procedure code 240-200. You will need
to enter in at least three characters for the search feature to start finding
results. Select the 240-200 PNMI Appendix B procedure code.
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Step 6 - Requests Continued

Requested End Date *

05/18/2023 06/16/2023

Requested Duration * Requested Quantity * ° Requested Frequency

6 30 30 Select One

Rates

Requested Rate
5
Add a Note °

K Jump o Supme Cance

In Step 6 - Requests:

4. Inthe Requested Start Date box, enter the start date of this request.
Please note, cases must be submitted within 10 calendar days of admission
and every 30 days thereafter.

5. Inthe Requested Duration box, enter in 30. This will automatically
populate the end date.

In the Requested Quantity box, enter in 30.

If you have added a procedure code in error, you can click on Remove.
When you have finished add the procedure code information, click on Go to
Questionnaires to navigate to the next step.

N




Step 7 - Questionnaires

3% Kepro Home  Cases  Create Case

Consumers  Setup  Message Center o Reports  Preferences

Search by #

Change Context  PINES HEALTH SERVICES, Maine DHHS

NewUM Case  PINESHEALTH SERVICES ~ Maine ASO  Test Member 1 (M)

Requesting Provider Outpatient 01/01/1960
sip2 sieps st s st @ swe @ s seps seps step 10
Consumer Information Additional Providers Service Details Diagnoses Requests Submit Case
Questionnaires/ Take Questionnaires
a AT D a ORI, a a a a a i
Request$  Q DS [ Type & Questionnaire’s Name A CreatedBy &  Created Date Completed By & Completed Date & Score & Action
RO1 3754860 Prior Authorization * ASAM Assessment

Kepro 05/23/2023 11:07:12 AM 0 0 m
Showing | 10 ~ | of 1

Previous  Page [1 of1 Next
Add a Note Jump to Submit Cancel Go to Attachments

Kepro

In Step 7 - Questionnaires:
1. Click Open to begin completing the ASAM Assessment questionnaire.
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Step 7 - Questionnaires Continued

n assessed for withdrawal risk, biomedical and mental health condition severity by an appropriately licensed medical

1.1.1. Indicate the type of review. «

Admission or transfer

1.1.1.1.1 . Has the patient been assessed for withdrawal risk, biomedical and mental health condition severity by an appropriately licensed medical
practitioner? «

Yes @ No

< RETURN TO CASE QAutosaved MARKAS COMPLETE >

Kepro

In Step 7 - Questionnaires:

2. The questionnaire will open in a separate window. Begin by answering the
first question. As you respond to a question, additional questions may
cascade for you to complete. When you have finished filling out the
questionnaire, you will see a green check mark.

3. Click Mark As Complete. This will return you back to the case.
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Step 7 - Questionnaires Continued

b 3 Kepro Home Cases Create Case Consumers Setup Message Center o Reports

Preferences

Change Confext PINES HEALTH SERVICES, Maine DHHS

New UM Case  PINESHEALTH SERVICES ~ MaineASO  Test Member 1 (M)

Requesting Provider Outpatient 01/01/1960

sten2 a sws @ sepd @ ses @ ses @ seet steps stepo

Consumer Information Additional Providers Service Details Diagnoses Requests
Questionnaires/ Take Questionnaires
Request &  Questionnaire ID & Questionnaire Type & Questionnaire’s Name A CreatedBy &  Created Date & Completed By &
RO1 3754860 Prior Authorization * ASAM Assessment Kepro 05/23/2023 11:07:12 AM Pines one

Showing | 10 = | of 1

[ Add a Note l

Kepro

Search by #

Step 10
Submit Case

Completed Date £ Score & Action

05/23/2023 11:09:19 AM 0

Previous Page D of 1 Next
Jump to Submit G Go to Attachmenis

In Step 8 - Questionnaires:

4. When you have completed the questionnaire click on Go to Attachments.
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Step 8 - Attachments

Search by #

):( Kep ro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

Change Context PINES HEALTH SERVICES, Maine DHHS

New UM Case PINES HEALTH SERVICES Maine ASO Test Member 1 (M)

Requesting Provider Outpatient 01/01/1960
step2 a sees @ step4 @ steps @ stps @ st @ st Step @ Step 10
Consumer Information  Additional Providers Service Details Diagnoses Requests i Communications Submit Case

Attachments/Documents

No documents have been added yet

Upioad a document o
| Add a Note Jump to Submit Cancel Go to Communications

Kepro

In Step 8 - Attachments:
On the Attachments page, if this request is for an admission, you will upload a

copy of the most recent assessment. If this is the second or ongoing request,
you will upload a copy of the most recent treatment plan.

1. To upload documents, click on the Upload a document button.
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@ open
4 1 > ThisPC > Desktop > Training
Organize ¥ New folder
v = ThisPC ® Name

¥ Downloads

¥ 3D Objects {19 ASAM Assessment.docx °

> I Desktop {39 Medical Necessity Phys Orders Ammend] | Clinical Letter
B Documents & Referral Refusal Questionnaire 2021062

Step 8 - Attachments Continued

Upload a document

Max File Size: 10 MB

Allowed File Types: doc, docx, jpg, jpeg, mdi,
pdf, tif, tiff, xls, XIsX, Xps

Request *

Drag And Drop Or Browse Your Files. *
RO1 ~

Document Type * e

Select One a
[ J

Appeal Document

) a secure location in accordance to HIPAA standards, please do not
you wish to upload

Application/Referral

L/ Decision Letter

File name: | ASAM Assessment.docx

-] Al Files ¢

Kepro

a

Cancel Upload
Crisis Evaluation ‘ J -

In Step 8 - Attachments:

2. Select the request number. If this is your first request, it will be RO1. If this is
your first Service Notification Extension, select RO2. If it's the second Service

Notification Extension, select RO3 and so on.

Click on Browse which will open a document search box on your computer.

Search for where you saved the document. When you have located it, click

on it.

Then click open.

You will be returned to the Upload a document window. Select the type of
document from the drop-down list.

Click Upload. Repeat these steps for each document you are uploading.
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Step 8 - Attachments Continued

):( Kepro‘ Home Cases Create Case Consumers Setup Message Center o RE Preferences

Change Coniext PINES HEALTH SERVICES, Maine DHHS

New UM Case  PINES HEALTH SERVICES ~ Maine ASO  Test Member 1 (M)

Search by #

Requesting Provider Outpatient 01/01/1960
step2 a ses © sept © seps © sepe © sep @ seps stepd Step 10
Consumer Information  Additional Providers Service Details Diagnoses Requests c Submit Case
Attachments/Documents
Request A File Name £ Document Type £ Uploaded On £ Action
RO1 B ASAM Assessment docx Assessment 5/18/2023 1:45:58 PM Remove

Showing | 10 = | of 1

Add a Note

Kepro

Previous Page [1 of1  Next
Jump to Submit ° Go to Communications

In Step 8 - Attachments:

8. At this point, you are ready to submit the request. If there is additional
information you need to convey, you can click on Go to communications to
add a note. This will typically not be necessary as information we need will
be collected through the questionnaire and uploaded documents. If you do
not need to add any additional information, click on Jump to Submit
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Step 10 - Submit Case

Guestionnaires Anachments
1 n
PINES HEALTH SERVICES RE9 Service Notification 240200

Update Providers Update Service Details Update Diagnoses Update Requests Update Procedures

Questionnaires Attachments Communications

Questionnaires Document Notes

View Questionnaires Update Documents Update Notes ‘
conce m

Kepro

In Step 10 - Submit Case:

1. Once you have completed the request, the information you input will be
displayed as tiles. If you need to update information prior to submitting,
you can click on the tile to navigate back to that section of the request or
click on the step. In this example, we've shown where you can update the
request at the step level or from the tile. Click on Submit.




Step 10 - Submit Case

Disclaimer

| understand that precertification does not guarantee payment. |
understand that precertification only identifies medical necessity
and does not identify benefits.

Once you click Agree, a case number will be [ |
; : Cancel Agree
assigned and you will be taken to that case. | )

Kepro

In Step 11 - Submit Case:

1. Once you click submit a Disclaimer popup will appear indicating that
precertification does not guarantee payment and precertification only
identifies medical necessity and does not identify benefits. Click on Agree.

2. Ifthere are no errors, you case will submit and you will receive a case ID
number. If there are errors, you will receive a message indicating what the
errors are that need to be addressed before the case can be submitted.
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Submitting the Request

):( Kepro Home Cases Create Case Consumers Message Center o Reports Search by #

Change Context

CONSUMER NAME  GENDER DATE OF BIRTH MEMBERID CONTRACT
TESTMEMBER1 M 01/01/1960 (62 Yrs) ~ 000000001A  Maine DHHS

CASEID CATEGORY CASE CONTRACTCASE SUBMIT DATE SRV AUTH

-222370015 Qutpatient  Maine ASO 10r14/2022

Kepro

Once the case has been submitted it will bring you to the request overview
page. This will be a receipt of all information provided in the request. It is
important to document the Case ID to reference this request at a later time

Please note: You will also be able to search and find the consumer by other
identifying information like Name, DOB, etc. If calling Kepro regarding this
request, two pieces of identifying information will be required to confirm the
member’s identity. For example, a Case ID and member’'s name.
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PART FOUR

Entering a Service
Notification Extension

In part four, we will review the process for entering in a Service Notification
Extension which will be required every 30 days after the initial admission.
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Searching for a Case

):( Kepro Home Cases Create Case ‘Consumers Setup Message Center o Reports Preferences . ['\ 222870015

Change Context PINES HEALTH SERVICES, Maine DHHS

Kepro

Using the case ID number that was generated when you submitted the
admission case, paste it into the search bar and click enter on your keyboard.
This will bring up your case.
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Searching for a Case

):( Kepro Home Cases Create Case Consumers Setup Message Center o

Change Context PINES HEALTH SERVICES, Maine DHHS

CONSUMER NAME GENDER  DATE OF BIRTH
TESTMEMBER1 M

MEMBER ID CONTRACT

01/01/1960 (63 Yrs) ~ 0D0000001A  Maine DHHS

CASEID CATEGORY CASE CONTRACTCASE SUBMIT DATE SRV AUTH

MPLETED ) 210470003 Outpatient Maine ASO

02/16/2021
UM-OUTPATIENT

CASE SUMMARY

Kepro

Reports Preferences

ACTIONS ~ EXTEND

When the case appears, click on Extend

39



Extending a Case

):( Kepro Home Cases Create Case Consumers Setup Message Center o

ge Context  PINES HEALTH SERVICES, Maine DHHS

CONSUMERNAME GENDER  DATE OF BIRTH MEMBER ID CONTRACT
TESTMEMBER1 M 01/01/1960 (63 Yrs) ~ 0000000D1A  Maine DHHS

CASEID CATEGORY CASE CONTRACTCASE SUBMIT DATE SRV AUTH

CASE SUMMARY

COMPLETED ) 210470003 Oufpatient Maine ASQ 02/16£2021

UM-OUTPATIENT

Reports Preferences

ACTIONS ~ EXTEND

Information X

Do you want to extend this record?

Kepro

2. You will get a pop asking if you want to extend this record. Click yes to

confirm.
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Extension - Clinical Information

):( Kepro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

Change Context PINES HEALTH SERVICES, Maine DHHS
CONSUMER NAME  GENDER  DATE OF BIRTH MEMBERID CONTRACT
TESTMEMBER1 M 01/01/1960 (63 Yrs) ~ 000000001A  Maine DHHS

CASE ID CATEGORY CASE CONTRACTCASE SUBMIT DATE SRV AUTH

210470003 Outpatient Maine ASO 02/16/2021

Search by #

ACTIONS ~ EXPANDALL v

|Consumer Details Location: 123 St Anywhere Maine: V
Provider/Facility 2 ', Requesting : PINES HEALTH SERVICES/1922449834 V
¥ Servicing - PINES HEALTH SERVICES/1922449834
Clinical Service Type - 240 - Section 97 Private Non-Med Notification Date - 05/19/2023 e v
Institution (PNMI) Notification Time : 09:43 AM

Request Type - Service Notification

Kepro

You will now be in an unsubmitted extension request.

1. Click on the down arrow in the Clinical section to expand it.
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Procedure (Request/Review)

’:( Kepro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

Change Context PINES HEALTH SERVICES, Maine DHHS

Displaying records 1 to 1 of 1 records Previous

Procedures(Request/Review)

° For the selected services type, procedure codes cannot be added on an extension. |f additional procedure codes need to be added to this request, please use Communicatic
section to provide those details and Kepro staff will update the request for you

Request 01: Reviewed: 1 Submitted COPY
Request 02 Un-Submitted COPY

REQUEST TYPE * FIPS CODE NOTIFICATION DATE *

Service Notification Extension 6 v 05/19/2023 ]

Kepro

1. Scroll down to the Procedures (Request/Review) Section.
2. Inthe Request Type drop down box, select Service Notification Extension
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Procedure (Request/Review)

’:( Kepro Home Cases Create Case Consumers Setup Message Center o Reports Preferenceq

hange Context PINES HEALTH SERVICES, Maine DHHS
9:46 AM [
Section 97 Adult PNMI Determination

¢ -S| ! ; = !
250-300 _ KEPRO USE ONLY Un-Submitted Units 05/19/2023 - 06/17/202

MODIFIER UNIT QUALIFIER
Select One ~ Select One v

REQUESTED START DATE * ° REQUESTED END DATE * REQUESTED DURATION = o REQUESTED QUANTITY *
05/19/2023 g 06/17/2023 = R 30

Kepro

3. The Requested Start Date box will automatically be filled in to start the next

4,

day after your previous request ended.
In both the Requested Duration and Requested Quantity box, enter in 30.
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Questionnaire

):( Kepro Home Cases Create Case Consumers Setup Message Center o Reports

hange Context PINES HEALTH SERVICES, Maine DHHS

[=+] Questionnaires

QUESTIONNAIRE °

ASSESSMENT INFORMATION CREATED INFORMATION

REQUEST D NAME TYPE BY ON

RO1 3701124 * ASAM Prior Authorization Kepro 02/16/2021 12:36:15 PM
Assessment

Kepro

—

Scroll down to the Questionnaire Section.

Open the ASAM Assessment questionnaire to complete. Click Mark as
completed when you have finished the questionnaire to return to the
request.
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Attachments

):( Ke pro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

(Change Context PINES HEALTH SERVICES, Maine DHHS

) Attachments = 4
4 = Document-0 Letters- 0
“ =] v

Kepro

1. Scroll down to the Attachments Section and click the down arrow to expand
it.




Attachments

):( Kepro Home Cases Create Case Consumers Setup Message Center o Reports Preferences

Change Context PINES HEALTH SERVICES, Maine DHHS

/) Attachments
Vi N\

“=| Documents ° A
DOCUMENTS ° CLICK HERE TO UPLOAD FILE <

Kepro

1. Click on the downward arrow to expand to documents section. Here you will
add a copy of the most current treatment plan
2. Choose the Click Here to Upload a File button




Attachments

FILE UPLOAD *

+ fields are mandatory

SELECTFILE «

BROWSEMAX FILE SIZE: 10 MB °

Acceptable File Types: doc, docx, jpg,

jpeg, mdi, pdf, tif, tiff, xIs, xIsx, xps .
DOCUMENT TYPE ~ Select One v

REQUEST * ° Select One v

All files uploaded will be encrypted and stored in a secure location in
accordance to HIPAA standards, please do not password protect or
personally encrypt any files you wish to upload

Larger files will take longer to upload/download. Please be patient

(Y o)
Kepro

W

Click Browse to open up a document search window. Find where you have
stored the document on your computer and select it to add to the request
Select the document type

Then select the request number. If this is the first 30-day extension, it will be
RO2. If it is the second 30-day extension it will be RO3 and so on

Click Upload

47



Submission

Create Case Consumers Message Center o Preferences

CASEID  CATEGORY CASE CONTRACTCASE SUBMIT DATE SRV AUTH
BMITIED ) 210470003 Outpatient Maine ASO 02/16/2021

UM-OUTPATIENT

ACTIONS - EXPAND ALL ~

Most Recent Note date:02/16/2021

Consumer Dtails Location: 123 St Anywhere Maine ~
ProviderFacilty Requesting | PINES HEALTH SERVIGES/ 1927449834 -
Servicing | PINES HEALTH SERVIGES/ 1922449834
Clinical
~
pllatesntons Complete: 0, Incomplote: 1 ~
Attachmants = Document-0 Lotters- 0 N
Communications Most Rocont Noto dato:02/16/2021 <
Questionnaires
= Complete: 0, Incomplete: 1 v
Aftachment N
s Document.0 Letters- 0 Vv

|Communications

0 | understand that precertification does not guarantee payment. | understand that precertification only identifies medical necessity and does not identify benefits.

NCEL RE(

Kep. -

1. Click on the precertification statement
2. Click Submit. If no errors are detected, your case will be submitted.




¢ Kepro

PART FIVE

Daily Authorization Report

In part five we will review the Daily Authorization Report.
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Daily Authorization Report

):( Kepro Home Cases Create Case Consumers Message Center o

Change Context

REPORTS

CONTRACT NAME © REPORTNAME REPORT CATEGORY REPORT DESCRIPTION

Maine DHHS ME Daily Authorizations

ME Authorizations ME Daily Authorizations

Kepro

The Daily Authorization Report is the primary way Kepro communicates to
providers regarding the status of a case. In the Atrezzo portal, users who have
been setup as a Group Admin + Reports or Admin +Reports User role will have

a Reports tab. Within the reports tab, you will find the Daily Authorization
Report.
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Checking The Daily Auth Report

Kepro

Start Date End Date| B ‘ | View Report

Request Type

Daily Authorization Report:

‘Requests submitted or certified or had a status change between 10/29/2020 and 11/27/2020
Total records: 1

Member | Member| Service |Service End| No Of Approved

__RequestID |KEPRO CaselD| Submit Date First Last | Start Date Date Days Units Status Request Notes

0 203030019 10/29/2020 Jon Doe 10/29/2020 [11/27/2020 (30 1 jApproved - Authorized

Kepro

In your daily authorization report, select the date range you want to search by.
Then select the request types you want to search by and click view report. If
you are wanting to view your agency's SUD Residential data, select Service
Notification and Service Notification Extension from the Request Type drop
down. Once the report runs, any cases that have been entered in Atrezzo under
your agency's NPl number that match your search criteria will display. The
report will provide you with a Kepro Case ID, start date, status and notes
section which will show any notes that have been added to the case.
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Questions?

Toll-Free Phone: (866) 521-0027

Option 1 - Member Services
Option 2 - Katie Beckett
Option 3 - Provider Relations
Option 4 - Care Management

7] | NI Option 5 - Appeals

SE Email:

Kepro

Thank you for joining the Kepro Residential SUD Utilization Management
Training. If you have further questions or need assistance, please call us at 866-
521-0027. For technical assistance, please press Option 3 to reach a member of
our Provider Relations Team. You can also reach a member of our Provider
Relations Team via email at ProviderRelaitonsME@Kepro.com. Our hours of
operation are Monday thru Friday 8am to 6pm.
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