General Information

The Electronic Document Management (eDocMgmt) functionality lets the nursing facility community
including any parent companies, Myers & Stauffer (MSLC), DMAS & Xerox users, have access to
information needed for cost reporting efforts.

Access to the system is restricted based on the user’s role and their security. There are two new
security roles — AuthStaff — eDoc Upd and AuthStaff-eDoc Inq that will let users see different
screens. Users that should have no access to eDocMgmt can be restricted via the View/Edit User
functionality.

The eDocMgmt system contains 4 options. The following is the full list of menu options:

Document Search

Document Upload

« Parent/Provider Association Search
File Folder/Doc Type Exclusion

Nursing Facility providers and associated parent companies will have access to the first two menu
options, assuming a valid security role.

MSLC users, DMAS users & Xerox users will have access to all four menu options, again assuming
a valid security role.

The Document Search option will let the user enter search criteria including a file folder, document
type and date parameter(s). Any document that meets that criteria for the associated provider will
be displayed and available for downloading to review, load to a local drive and/or print.

The Document Upload lets the user upload documents to eDocMgmt and associate search prop-
erties to the document so that it's available for search and retrieval.

All provider NPIs that are part of the eDocMgmt population (based on a list from DMAS & MSLC)
will be loaded in to the Parent Association Table. This table is checked to determine if the NP1 or par-
ent association AP exists as part of eDocMgmt.

The Parent/Provider Association Search option lets the user check to see if an NPl is part of
eDocMgmt, and if they are associated with a parent company. The reserve is also an option, where
the user can select a parent company and see all NPIs associated with that parent.

In combination with user roles and security roles, access to specific File Folders and/or Doc Types
can be restricted so that users are not accessing information that should not be available to them.

The File Folder/Doc Type Exclusion option will let MSLC, DMAS and Xerox users check if any exclu-
sion(s) are associated with a specific User ID. Ifthe User ID is not known, then the user can check



all users associated with a specific NPI/API and then select the user id. From this screen exclusions
can be added/removed.



Data Elements

Data Elements Not Previously Defined
« File Folder (PDE-1362)
o Document Type (PDE-1363)
« Fiscal Period End Date (PDE-1364)

Data Elements Previously Defined
o NPI/API (pdE-0610)
« Provider Name (existing — Provider Org-Last Name pdE-0011; Provider's First
Name pdE-0012)
User ID (existing Submitter ID pdE-0006)
User First Name (pdE-0463)
User Last Name (pdE-0464)
Delete Ind (existing Mail Delete Ind pdE-1360)
Document Date (existing Mail Document Date pdE-1358)
Document Description (existing Mail Description pdE-1359)



File Folder (PDE-1362)

General Information

This is the folder type assigned to documents for eDocMgmt. The file folders were defined by Myers
& Stauffer LC based on the folders being used in GoFileRoom.

Page o eDocMgmt Document Search

o eDocMgmt Search Results

o eDocMgmt Document Upload

o eDocMgmt File Folder/Doc Type Results
(User View)

Portlet Name « Document Search

« Search Results

o Document Upload

 File Folder/Doc Type Exclusion Results
(User Selection)

Element Type Drop Down
Data Type Alphanumeric
Field Type Required
Size 50

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules

N/A

alid Values

« General Correspondence

« Permanent

o Cost Report Filing PBP

« Field Audit PBP

« Home Office PBP

- PFAPBP

« Reports PBDMAS

o Cost Settlement PB Myers and Stauffer
« Field Audit PB Myers and Stauffer



« Home Office PB Myers and Stauffer
« PFA PB Myers and Stauffer

N/A

« EDM-S-0002 — eDocMgmt Document Search

« EDM-S-0003 — eDocMgmt Search Results

« EDM-S-0004 — eDocMgmt Document Upload

« EDM-S-0011 — eDocMgmt File Folder/Doc Type Results (User View)

Tables — MMIS/DB2

=
>

Tables - Portal

« EDM-T-0001 — EMC Report Table
« EDM-T-0002 — Folder/Doc Type Table
« EDM-T-0003 — Folder/Doc Type Exclusion Table



Document Type (PDE-1363)

General Information

This is the document type associated to the folder type assigned to documents for eDocMgmt. The
document types were defined by Myers & Stauffer LC based on the folders being used in
GoFileRoom.

Page « eDocMgmt Document Search

« eDocMgmt Search Results

o eDocMgmt Document Upload

« eDocMgmt File Folder/Doc Type Results
(User View)

Portlet Name o Document Search

« Search Results

o Document Upload

« File Folder/Doc Type Exclusion Results
(User Selection)

Element Type Drop Down
Data Type Alphanumeric
Field Type Required
Size 50

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules

N/A

alid Values

General Correspondence
« Incoming
« Outgoing

Permanent
« Articles of Incorporation
« Board of Director Minutes
o Chart of Accounts



Contracts

Corporate By-Laws

Equity Accounts and Ownership
Fixed Assets & Depreciation Schedules
Insurance

Leases

Legal and Capital Structure
Loans and L/T Debt Agreements
Operating/Partnership Agreement
Organizational Charts

Real Estate

Stock Book

Cost Report Filing PBP

A-4 Support

A-6 Support

A-8 Support

Additional Requested Information
Audited Financial Statements
Cost Report

Cost Report Questionnaire
Fixed Asset Schedule
Grouping Schedule

Proof of Payment

Trial Balance

NF Wage Survey

FRV Reporting Form

Field Audit PBP
« General Ledger
« Invoices
« Workpapers

Home Office PBP
« Additional Requested Information
Audited Financial Statements
B-1 Support
C Support
Cost Report Questionnaire
Fixed Asset Schedule
Grouping Schedule
Home Office Cost Report
Trial Balance

PFA PBP



A/R Aging

Admissions Package

Bank Statements

DMAS 122

GL Trial Balance

Petty Cash Reconciliation
PFA Account Bank Signature Card
PFA Account Reconciliation
PFA Quarterly Statement
PFA Trial Balance

Surety Bond

Reports PBDMAS
« Annual CMI Notification
o Cost Report Settlement Data
« ECR Data
« Facility Case Mix
« Resident Case Mix
o Old ECR Versions
« Patient Pay

Cost Settlement PB Myers and Stauffer
o Adjustment Report

« Adjustment Report Workpapers

o NPR Letter

» Settled Cost Report

» Settlement Summary

o Transmittal Letter

« FRV Annual Report

Field Audit PB Myers and Stauffer
o FAAR Supporting Workpapers
« Field Audit Adjustment Report

Home Office PB Myers and Stauffer
« Adjustment Report
« Adjustment Report Workpapers
o NPR Letter
o Settled Cost Report

PFA PB Myers and Stauffer
o Attachment A
o Attachment B
o AttachmentC
o Audit Report



e Schedule A
« Schedule B

N/A

« EDM-S-0002 — eDocMgmt Document Search

« EDM-S-0003 — eDocMgmt Search Results

« EDM-S-0004 — eDocMgmt Document Upload

« EDM-S-0011 — eDocMgmt File Folder/Doc Type Results (User View)

Tables — MMIS/DB2

m 2
>

ables — Portal

« EDM-T-0001 — EMC Report Table
« EDM-T-0002 — Folder/Doc Type Table
« EDM-T-0003 — Folder/Doc Type Exclusion Table



Fiscal Period End Date (PDE-1364)

General Information

This field contains the fiscal period end date associated with the document in the eDocMgmt
repository.

Page o eDocMgmt Document Search
o eDocMgmt Search Results

o eDocMgmt Document Upload
Portlet Name « Document Search

« Search Results

o Document Upload

Element Type Text
Data Type Date
Field Type Required
Size 10

MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

« Date format— MM/DD/CCYY

alid Values

N/A

N/A

« EDM-S-0002 — eDocMgmt Document Search
« EDM-S-0003 — eDocMgmt Search Results
« EDM-S-0004 — eDocMgmt Document Upload



Tables — MMIS/DB2

N/A

Tables - Portal

« EDM-T-0001 — EMC Report Table



User ID (PDE-0006)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-0006

Page « eDocMgmt - File Folder/Doc Type Exclu-
sions

« eDocMgmt - File Folder/Doc Type Results
(NPI View)

« eDocMgmt - File Folder/Doc Type Results
(User View)

Portlet Name » File Folder/Doc Type Exclusion

« File Folder/Doc Type Results (NPI View)

« File Folder/Doc Type Results (User View)

Element Type N/A
Data Type N/A
Field Type N/A
Size N/A
MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

N/A

alid Values

N/A

pd

IA



« EDM-S-0009 — eDocMgmt — File Folder/Doc Type Exclusion
« EDM-S-0010 — eDocMgmt — File Folder/Doc Type Results (NP1 View)
« EDM-S-0011 — eDocMgmt - File Folder/Doc Type Results (User View)

Tables — MMIS/DB2

N/A

Tables — Portal

« EDM-T-0003 — Folder/Doc Type Exclusion Table



Provider Name (PDE-0011; PDE-0012)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-0011 and pdE-0012

Page « eDocMgmt - Document Search

o eDocMgmt - Search Results

« eDocMgmt — Provider/Parent Association
Results

Portlet Name o Document Search

« Search Results
« Provider/Parent Association Results

Element Type N/A
Data Type N/A
Field Type N/A
Size N/A
MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

=
>

alid Values

N/A

N/A



« EDM-S-0002 — eDocMgmt - Document Search
o EDM-S-0003 — eDocMgmt - Search Results
« EDM-S-0006 — eDocMgmt — Provider/Parent Association Results

Tables — MMIS/DB2

N/A

Tables - Portal

N/A



Provider Name (PDE-0011; PDE-0012)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-0011 and pdE-0012

Page « eDocMgmt - Document Search

o eDocMgmt - Search Results

« eDocMgmt — Provider/Parent Association
Results

Portlet Name o Document Search

« Search Results
« Provider/Parent Association Results

Element Type N/A
Data Type N/A
Field Type N/A
Size N/A
MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

=
>

alid Values

N/A

N/A



« EDM-S-0002 — eDocMgmt - Document Search
o EDM-S-0003 — eDocMgmt - Search Results
« EDM-S-0006 — eDocMgmt — Provider/Parent Association Results

Tables — MMIS/DB2

N/A

Tables - Portal

N/A



User First Name (PDE-0463)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-0463
Page « eDocMgmt - File Folder/Doc Type Results
(NPI View)
« eDocMgmt - File Folder/Doc Type Results
(User View)
Portlet Name « File Folder/Doc Type Results (NPI View)
« File Folder/Doc Type Results (User View)
Element Type N/A
Data Type N/A
Field Type N/A
Size N/A
MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

N/A

alid Values

=
>

N/A

« EDM-S-0010 — eDocMgmt — File Folder/Doc Type Results (NP1 View)
« EDM-S-0011 — eDocMgmt - File Folder/Doc Type Results (User View)



Tables — MMIS/DB2

N/A

Tables - Portal

« EDM-T-0003 — Folder/Doc Type Exclusion Table



User Last Name (PDE-0464)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-0464
Page « eDocMgmt - File Folder/Doc Type Results
(NPI View)
« eDocMgmt - File Folder/Doc Type Results
(User View)
Portlet Name « File Folder/Doc Type Results (NPI View)
« File Folder/Doc Type Results (User View)
Element Type N/A
Data Type N/A
Field Type N/A
Size N/A
MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

N/A

alid Values

=
>

N/A

« EDM-S-0010 — eDocMgmt — File Folder/Doc Type Results (NP1 View)
« EDM-S-0011 — eDocMgmt - File Folder/Doc Type Results (User View)



Tables — MMIS/DB2

N/A

Tables — Portal

« EDM-T-0003 — Folder/Doc Type Exclusion Table



NPI/API (PDE-0610)
General Informaton

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-0610

Page « eDocMgmt - Document Search

o eDocMgmt - Search Results

o eDocMgmt - Document Upload

o eDocMgmt — Parent/Provider Association
Search

« eDocMgmt — Provider/Parent Association
Results

« eDocMgmt — Parent/Provider

« eDocMgmt - File Folder/Doc Type Exclu-
sions

o eDocMgmt - File Folder/Doc Type Results
(NPIView)

« eDocMgmt - File Folder/Doc Type Results

(User View)

eDocMgmt — NPI Selection

Document Search

Search Results

Document Upload

Parent/Provider Association Search
Parent/Provider Association Results
Provider/Parent Association Results

File Folder/Doc Type Exclusion

File Folder/Doc Type Results (NPI View)
File Folder/Doc Type Results (User View)
eDocMgmt — NPI Selection

Element Type N/A

Data Type N/A

Field Type N/A

Size N/A

MMIS Data Element N/A

MMIS DE Number N/A

Portlet Name




Business Rules

o Must be 10 digit numeric

« Must be an active provider on the MMIS

o Must not be a program 10 or program 12 (only) provider

« Must exist within the eDocMgmt functionality (has a record on the Provider/ Par-
ent Association Table)

alid Values

N/A

N/A

EDM-S-0002 — eDocMgmt - Document Search

EDM-S-0003 — eDocMgmt - Search Results

EDM-S-0004 — eDocMgmt - Document Upload

EDM-S-0005 — eDocMgmt — Parent/Provider Association Search
EDM-S-0006 — eDocMgmt — Provider/Parent Association Results
EDM-S-0007 — eDocMgmt — Parent/Provider Association Results
EDM-S-0009 — eDocMgmt — File Folder/Doc Type Exclusion
EDM-S-0010 — eDocMgmt — File Folder/Doc Type Results (NP1 View)
EDM-S-0011 — eDocMgmt - File Folder/Doc Type Results (User View)

ables — MMIS/DB2

‘

N/A

Tables — Portal

EDM-T-0001 — ECM Report Table

EDM-T-0003 — Folder/Doc Type Exclusion Table
EDM-T-0004 — Provider/Parent Association Table
PUB-T-0001 — Web Registration Table
WPR-T-0001 — Web User Role Table






Document Date (PDE-1358)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-1358

Page o eDocMgmt — Document Search
o eDocMgmt - Search Results

Portlet Name o Document Search
« Search Results

Element Type N/A

Data Type N/A

Field Type N/A

Size N/A

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules

« Date Format needs to be MM/DD/YYYY

alid Values

N/A

=
>

« EDM-S-0002 — eDocMgmt - Search
« EDM-S-0003 — eDocMgmt — Search Results



Tables — MMIS/DB2

N/A

Tables - Portal

« EDM-T-0001 — ECM Report Table



Document Description (PDE-1359)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-1359

Page o eDocMgmt - Search Results
o eDocMgmt — Document Upload

Portlet Name « Search Results
o Document Upload

Element Type N/A

Data Type N/A

Field Type N/A

Size N/A

MMIS Data Element N/A

MMIS DE Number N/A

Business Rules

» Display only on the Search Results
« Required entry on the Document Upload

alid Values

N/A

N/A

« EDM-S-0003 — eDocMgmt - Search Results
 EDM-S-0004 — eDocMgmt — Document Upload



Tables — MMIS/DB2

N/A

Tables - Portal

« EDM-T-0001 — ECM Report Table



Delete Ind (PDE-1360)

General Information

This data element has previously been defined. The following information is how this data element is
used within the eDocMgmt functionality.

Portal Data Element pdE-1360

Page « eDocMgmt - Search Results (MSLC/Internal
User Version)

« eDocMgmt — Parent/Provider Association
Results

« eDocMgmt - File Folder/Doc Type Results
(NP1 View)

« eDocMgmt - File Folder/Doc Type Results
(User View)

Portlet Name « Search Results

« Parent/Provider Association Results

« File Folder/Doc Type Results (NPI View)

« File Folder/Doc Type Results (User View)

Element Type N/A
Data Type N/A
Field Type N/A
Size N/A
MMIS Data Element N/A
MMIS DE Number N/A

Business Rules

N/A

alid Values

o Unchecked = no delete request
o Checked = delete request



N/A

« EDM-S-0003 — eDocMgmt - Search Results

« EDM-S-0006 — eDocMgmt — Provider/Parent Association Results

« EDM-S-0010 — eDocMgmt — File Folder/Doc Type Results (NP1 View)
« EDM-S-0011 — eDocMgmt - File Folder/Doc Type Results (User View)

Tables — MMIS/DB2

m 2
>

ables — Portal

« EDM-T-0001 — ECM Report Table



N/A



Programs

Provider (MH/ICF) Users Flow
Parent Company Users Flow
Internal Users Flow

MSLC Users Flow

Superuser Provider Flow



Provider (NH/ICF) Users Flow

General Information

This is the flow of programs and screens that are utilized by the NH/ICF provider users. Users will
have access to search and upload functionality.

Provider Users — Menu
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Provider User — Option 1

Opiion 1
™ Document Search

Folder
DocType Table
{EDM-T-0002)

Y

Document
Search
(EDM-5-0002)

Online Help
{EDM-3-0008)

Folder
DocType
Exclusion

Table

{EDM-T-0003)

ECM Repart

Table -

{EDM-T-0001)

Back 1o

Search Results Manu

(EDM-S-0003)

Selected
Document
[Mew Window)

EMC »



Provider Users — Option 2
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Parent Company Users Flow

General Information

This is the flow of programs and screens that are utilized by the users associated with the Parent
Companies. Users will have access to search and upload functionality for both their specific parent
company and the specific NPls that are associated to that parent company.

Parent Company Users - Menu



Registration
Table
(PUB-T-0001)

Provider

Parent ’ -
A ciation Usmaé’_llsar 5
Table

{EDM-T-0004)

m m
From From
Opt 1 Opt 2

eDochamt - Upd

k.

ﬁo:hﬂgrnt
Menu
_ {EDM-5-0001)
= (Drop Down &
Static Versions)
2 options)

Parent User - Menu

Portal Tabs -
Mo eDochigmt
Tab

astricted fro
eDocMgmt

Mer

"ortal Tabs -
With
elDocMgmt
Tab

eDochMgmt - Ing

eDocMgmt
e
Online Help (EDM-S-0001)
(EDM-S-0008) (Drop Down &
Static Versions)
1 option)
¥
7]
Online
Help

Opticn 1 Option 2 Option 1
Document Search Daocument Upload Daocument Search
¥ ¥ ¥
Te To To
Opt 1 Opt 2 Opt 1

Parent Company Users — Option 1



Parent User — Option 1
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Parent Company Users — Option 2
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Online Help
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Internal Users Flow

General Information

This is the flow of programs and screens that are utilized by the internal users (DMAS and Xerox).
Users will have access to search, upload, Parent/Provider Association and File Exclusion/Document
Type Exclusion functionality. Internal users will have access to all provider and parent companies
associated with eDocMgmt.

nternal Users — Menu
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Internal User — Option 1
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Internal Users — Option 2
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Internal Users — Option 3
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Internal User — Option 4
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Myers & Stauffer, LC (MSLC) Users

Flow

General Information

This is the flow of programs and screens that are utilized by the internal users (DMAS and Xerox).
Users will have access to search, upload, Parent/Provider Association and File Exclusion/Document
Type Exclusion functionality. Internal users will have access to all provider and parent companies
associated with eDocMgmt.

MSLC Users — Menu
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MSLC Users — Option 2
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MSLC Users — Option 3

MSCL User — Option 3

Option 3
Parent/Provider
Asgsociation
Search

A

Y

Parent /
Provider
= Association 2

Cnline
Help

Online Help
(EDM-5-0008)

Retum to Search

Search b
D-5-0005)

Parent APl Entry

Back to
Meanu

Prowvider
Parent

Provider MPI Entry

Retum fo Search

Parent/
Provider
Association
Resuls
DM-S-0007)

Association
Tabla
(EDM-T-0004)
F

rovider!
Parent
Association
Results
D-5-0006

Data Lpdat

MSLC Users — Option 4



MSCL User — Option 4
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Superuser Provider Flow

General Information

This is the flow of programs and screens that are utilized by the Provider Superuser. Users will have
access to search, upload, Parent/Provider Association and File Exclusion/Document Type Exclu-
sion functionality. Like Internal Users and MSLC users, Superusers will have access to all provider
and parent companies associated with eDocMgmt.

Superuser Provider - Menu



Superuser - Menu

Registration
Tabla

Sae Flow -
Provider User

from
Opt 4,
N Online Help
L (EDM-5-0008)
L A A 4 L 4 A 4
Option 3 :
Option 1 Oplion 2 ParentProvider Pl e
Document Search Dacument Upload Association 7
5 " Type Exclusion

¥ ¥

¥ ¥
To To To To
Cpt 1 Cpt 2 Opt 3 Opt 4

Superuser Provider — Option 1




Superuser — Option 1
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Superuser Provider — Option 2

Superuser — Option 2
(Same as Internal User)
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Superuser Provider — Option 3

Superuser — Option 3
(Same as Internal User)
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Superuser — Option 4

(Same as Internal User)
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eDocMgmt Menu (EDM-S-0001)

eDocMgmt — Document Search (EDM-S-0002)

eDocMgmt — Document Search Results (EDM-S-0003)

eDocMgmt — Document Upload (EDM-S-0004)

eDocMgmt — Parent/Provider Association Search (EDM-S-0005)

eDocMgmt — Provider/Parent Association Results (EDM-S-0006)

eDocMgmt — Parent/Provider Association Results (EDM-S-0007)

eDocMgmt — Reference Material (EDM-S-0008)

eDocMgmt — File Folder/Doc Type Exclusion (EDM-S-0009)

eDocMgmt — File Folder/Doc Type Exclusion Results (NPl View) (EDM-S-0010)
eDocMgmt — File Folder/Doc Type Exclusion Results (User View) (EDM-S-0011)
eDocMgmt — NPI Selection (EDM-S-0012)

Additional screen updates have been made to the following screens in the associated system doc-
umentation:

« Internal User — Home Page (INT-S-0001)

o Internal User System Documentation
Secured Provider — Home Page (PRV-S-0001)

o Secured Provider System Documentation
« Public Portal - Home Page (PUB-S-0001)

o Public Provider System Documentation
Registration — Add New User (WPR-S-0008)

o Web Portal Registration System Documentation
Registration — View/Edit User (WPR-S-0009)

o Web Portal Registration System Documentation



eDocMgmt Menu (EDM-S-0001)

General Information

If a user wants to search for a document, upload a new one, check parent/provider association or file
folder/doc type exclusion, this is the screen to initiate the selection.

This form consists of a series options.

Screen Name eDocMgmt Menu

Source/Originator Provider Portal Secured Welcome Page
Internal User Secured Welcome Page

Usage eDocMgmt functionality options

creen Sample — EDM-S-001

‘

eDoc Management -
eDocMgmt Menu
Online Help
# Document Search
¢ Document Upload
e Parent/Provider Association Search
@ File Folder/Doc Type Exclusion
Return to Home Page

Data Elements

Data Element Name (ID) Instructions
N/A

Navigation



Button/Link Action Link

Document Search Navigates the user to the eDocMgmt | EDM-S-0002
Document Search screen
Document Upload Navigates the user to the eDocMgmt | EDM-S-0004

Document Upload screen
Parent/Provider Association Navigates the user to the eDocMgmt | EDM-S-0005

Search Parent/Provider Association Search
screen

File Folder/Doc Type Exclu- Navigates the user to the eDocMgmt | EDM-S-0009

sion File Folder/Doc Type Exclusion
screen

Online Help Navigates the user to the eDocMgmt | EDM-S-0008
Reference Material

Return to Home Page Returns the user to their respective INT-S-0001
secured home page, either Internal PRV-S-0001
User or Provider

Description Resolution

N/A

_

This screen is accessed through the secured internal user or secured provider portal utilizing the
‘eDocMgmt Menu’ tab.

1. Log in to secured provider portal or secured internal user portal.
2. Hover over ‘eDoc Management’ navigation tab.
3. eDocMgmt options display as drop down selections.



eDocMgmt Document Search (EDM-

S-0002)

General Information

This screen will be the means for users to search for documents based on the user’s security and
access to file folder/document types.

The NPI/API will be a display field depending on the user’'s NPI/API. For internal users, superuser
providers, MSLC users or Parent Company users, the entry from the NPI Selection screen (EDM-S-
0012) will be displayed and disabled.

The Provider’'s Name will be retrieved from the Provider/Parent Association Table (EDM-T-0004)
based on the selected NPI.

For Parent Company users, the Provider/Parent Association Table (EDM-T-0004) will be checked
for the Parent API/NPI association. The Association Start Date will display in the Document Date >
Than field. This field will be enterable but the user will not be able to change the date to one older.
For example, if the Document Date > Than is 10/02/2015 (based on the Association Start Date), the
user would not be able to enter a date of 10/01/2015 or older but could change it to 10/03/2015 or
newer. This will ensure that the Parent Company user is not accessing documents that are prior to
when the Parent/NPI association was established.

The Association End Date will be checked. Ifit's 12/31/9999, then no entry is displayed is in the
Document Date < Than field. If there’s an Association End Date other than 12/31/9999, the date will
be displayed in the Document Date < Than field. The field will be enterable but the user will not be
able to change the date to a newer one. For example, the Document Date < Than is 10/02/2015
(based on the Association End Date), the user would not be able to enter a date of 10/03/2015 or
newer but could change it to 10/01/2015 or older. This will ensure that the Parent Company user is
not accessing documents that are after the Parent/NPI association was ended.

The Folder/ Doc Type Table (EDM-T-0002) will be read to establish the drop down list of File
Folders. Internal Users, authorized MSLC users and superuser providers will see all file folder
options. For all other users, before displaying the list, the Folder/Doc Type Exclusion Table (EDM-
T-0003) will need to be read using the user’s associated NPl and User ID. If the user is found on the
table, any file folder exclusion with a doc type record of "All” associated with the NPI/User ID, will be
removed from the drop down list.

Based on the selected File Folder, the Document Type drop down will be established. The Folder-
/Doc Type Table (EDM-T-0002) will be read using the selected File Folder to establish a drop down
list containing the valid document types. Internal Users, authorized MSLC users and superuser pro-
viders will see all document types associated with the File Folder. For all other users, before dis-
playing the list, the Folder/Doc Exclusion Type Table (EDM-T-0003) will need to be read using the



user’s associated NPI, User ID and selected File Folder. Ifthe user is found on the table, any file
folder exclusion/doc type records will be removed from the drop down list.

Screen Name Document Search

Source/Originator eDocMgmt Menu

Usage Entry of document search criteria to retrieve doc-
uments.

Screen Sample — EDM-S-0002
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please

see Data Elements.

Data Element Name (ID)

Instructions

NPI/API
(pdE-0610)

The NPI or APl associated with a provider or a par-
ent company.




This field is display only.
Provider Name The name of the provider or parent company.
(pdE-0011 & pdE-0012)

This field is display only.

File Folder Select the file folder associated with the desired doc-
(PDE-1362) ument.

This field is selectable.
Document Date Enter optional date criteria for the desired
(pdE-1358) document. Date must be in the format

MM/DD/YYYY or utilize the calendar widget.

These date field are enterable and at least one
optional date selection is required.

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
screen.

Search Transfers the user to the EDM-S-0003
eDocMgmt Search Results screen

Reset Activates the buttons for each EDM-S-0002
form.

Cancel Internal Users — navigates userto | EDM-S-0001
the eDocMgmt Menu — static PRV-S-0001

menu screen.
« Note: due to the risk of
internal user log out once
user is on the provider side
of the portal, we will need
to return the internal user
back to the static menu.

Providers, Parent companies,
MSLC and superusers — navigates
user back to the Secured Provider
—Home Page screen.

Error Messages




Description

Resolution

File Folder selection is required

Enter valid screening date in the format
MM/DD/YYYY or MM-DD-YYYY

Document Type selection is required

Enter either a valid assessment or reassessment
date in the format MM/DD/YYYY or MM-DD-
YYYY

Invalid date entered. Date must be in
MM/DD/YYYY format

Enter valid initial request date in the format
MM/DD/YYYY or MM-DD-YYYY

Document Date > Than cannot be greater
than the Document Date < Than

Enter valid date in the format MM/DD/YYYY or
MM-DD-YYYY

At least one optional selection must be
entered

Enter the member’s last name.

Document Date cannot be prior to the Par-
ent/NPI association start.

Enter the member’s first name.

Invalid date entered. Date must be in
MM/DD/YYYY format.

Enter member’s social security number in the
format 999999999 or 999-99-9999

At least one optional selection must be
entered

Enter member’s social security number in the
format 999999999 or 999-99-9999

Invalid date entered. Date must be in
MM/DD/YYYY format.

Enter the member’s building number and street
address.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

O1 B ol ==

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select ‘Document Search’ option.

Document Search screen displays.




eDocMgmt — Document Search Res-

ults (EDM-S-0003)

General Information

This screen will display all the documents that meet the selection criteria submitted by the user from
the eDocMgmt Document Search (EDM-S-0002) screen.

All documents stored in the ECM, converted from GoFileRoom, and all relevant documents (see
Appendix C) added going forward, will be loaded to the new ECM Report Table (EDM-T-0001).
Based on the User’s NP, File Folder and Doc Type selection and any optional dates entered, the
associated documents will be retrieved and displayed on this screen. Since the user’s security role
and the exclusions associated with the user were used during the selection process, the documents
displayed will only be those from File Folder/Doc Types the user is permitted to view. The ECM
Report Table (EDM-T-0001) also contains an indicator if a document has been deleted. If a doc-
ument is flagged as deleted, it will not display.

The user’s associated/selected NPI and provider name will display, along with the selected File
Folder and Document Type.

The Document Description will be retrieved from the ECM Report Table (EDM-T-0001). The
description will be displayed as a hyperlink. If the hyperlink is triggered, the program will read the
ECM Report Table (EDM-T-0001) and retrieve the ECM location associated to the document. The
WebServices program (EDM-P-0001) will be triggered, passing the necessary data for the doc-
ument’s retrieval via the CFSL (Common FileNet Service Layer). (See Section 11. Apps for addi-
tional detail.) The returned document will open in a separate window for the user’s review, printing
or saving to a local machine. Note: Viewing and printing will be dependent on the user’s software
(i.e. if the user selects an Excel spreadsheet but does not have Microsoft Excel on their machine, it
might not open correctly).

The Document Date will be display only and will reflect the date in the ECM Report Table (EDM-T-
0001) associated to the document. This date will display in the MM/DD/YYYY format.

The Format field will display the format type from the ECM Report Table (EDM-T-0001) associated
with the document.

Per GoFileRoom Training Guide, the only browser supported is |E and the following format types
are used. eDocMgmt will support IE and those formats, at a minimum, as well:

« Word

o Excel

« PDF

o TIxt



o Zip
e Pmn
« 2540 Cost Report (extensions may vary i.e. 13a1)

For MSLC users, internal users or superuser providers, the delete column and associated button will
also display. The Delete column will contain a checkbox associated with each document. If any of
the delete checkboxes is checked, and the Delete button is clicked, a confirmation message would
be engaged, giving the user the option of either cancelling and returning to the screen for correction,
or confirming the delete. After confirmation, the associated document in the ECM Report Table
(EDM-T-0001) will be flagged as delete. The screen will redisplay without the deleted documents.

Provider or Parent company users will not see the ‘Del’ column or the Delete button.
The screen will allow for paging if more than one page of data is available for display. Paging will be
consistent with other portal pages including a counter (99 of 99) and

<<1,2,3>>paging.

If no results are found for the criteria entered, the user will receive an error message.

Screen Name Document Search Results
Source/Originator Document Search
Usage Displays results of documents meeting the entered

search criteria; From this screen the user can
retrieve the document for viewing, updating, saving
on their local drive and/or printing.

Screen Sample — EDM-S-0003
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Data Elements



Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
NPI/API The 10-digit NPI/API associated with the user’s ID
(pdE-0610) or NPI/API selection entry.
Display only.
NPl Name The provider’s organization name or first/last name
(pdE-0011 & pdE-0012) associated with the user’s ID or NPI/API selection
entry.
Display only.
File Folder The file folder associated with the location where
(PDE-1362) the eDocMgmt document is stored.
Display only.
Document Type The file folder/document type associated with the
(PDE-1363) location where the eDocMgmt document is stored.
Display only.
Document Description The description associated with the location where
(pdE-1359) the eDocMgmt document is stored.

This field is a hyperlink and clicking it will retrieve
the document from eDocMgmt for viewing, modi-
fying, saving to the user’s local drive and/or printing

Document Date The date the document was initially uploaded into
(pdE-1358) eDocMgmt (or GoFileRoom if a converted doc-
ument).
Display only.
Fiscal Period End Date The fiscal period end date associated with the
(PDE-1364) eDocMgmt document.
Display only.
Format This indicates the format type of the document.
Display only
Delete Indicator This field will display only for MSLC users, internal
(pdE-1360) users and superuser providers. Parent company

users and provider users will not see this column.

If clicked a confirmation pop up will be triggered.
« Confirmation pop-up — Confirm (button) —
will process the deletes and redisplay the




search results without the deleted doc-
uments.

« Confirmation pop-up — Cancel (button) —
return the user back to the search results,
asis.

This field is a checkbox indicating the document is
to be removed from display on the Search Results.
Note: No document is actually removed from
eDocMgmt just flagged as deleted for no display.

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
screen.

Reset Removes any data entered onthe | EDM-S-0003

screen and lets the user re-enter.

Delete Triggers the deletion of any doc- EDM-S-0003
ument with a checkbox in the
Delete column. Once completed,
a message will display and the
screen results will rebuild without
displaying any documents that
were flagged for deletion.

Paging Displays the next set of document | EDM-S-0003
results.

Error Messages

Description Resolution
N/A N/A
Access

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.



O Ok i =

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.

eDocMgmt options display as drop down selections.

Select ‘Document Search’ option.

Document Search screen displays.

Enter desired search criteria and click ‘Search’ button.

Search Results screen will display with all documents that met the entered
search criteria.



eDocMgmt — Document Upload (EDM-

S-0004)

General Information

This screen will allow the users to upload documents to the ECM. Users that only have AuthStaff —
eDoc - Inq or Restricted eDocMgmt access will not have access to this option from the eDocMgmt
Menu screen (EDM-S-0001).

Users will leverage the ‘Attachment’ button in the same fashion as the attach function is used
throughout the portal. Users will have access to their local drives to select the desired document for
uploading. They will click ‘Done’ to attach the document to the page and display the name of the doc-
ument on the screen (with the option to ‘Remove’ (via a hyperlink)).

The NPI will be a display field depending on the user’'s NPI. For internal users, superuser providers,
MSLC users or Parent Company users, the entry from the NPI Selection screen (EDM-S-0012) will
be displayed and disabled.

The Folder/Doc Type Table (EDM-T-0002) will be read to establish the drop down list of File Folders
available to the user. Internal Users and superuser providers will see all file folder options.

For all other users, before displaying the list, the Folder/Doc Type Exclusion Table (EDM-T-0003)
will need to be read using the user’s associated NPl and User ID. If the user is found on the table,
any file folder exclusion with a doc type record of “All” associated with the NPI/User ID; will be
removed from the drop down list.

Based on the selected File Folder, the Document Type drop down will be established. The Folder-
/Doc Type Table (EDM-T-0002) will be read using the selected File Folder to establish a drop down
list containing the valid document types. Internal Users and superuser providers will see all doc-
ument types associated with the File Folder. For all other users, before displaying the list, the Folder-
/Doc Type Exclusion Table (EDM-T-0003) will need to be read using the user’s associated NPI/ID
and selected File Folder. If the user is found on the table, any file folder exclusion/doc types records
will be removed from the drop down list.

The Document Description will be enterable and will be required.

The Fiscal End Date will be enterable and will be required. The date format for display and entry is
MM/DD/YYYY. The calendar widget will also be available for the user to change the date.

Per GoFileRoom Training Guide the following format types are supported:
« Word
o Excel
« PDF



o TIxt
e Pmn
« 2540 Cost Report (extensions may vary i.e. 13a1)

eDocMgmt will handle these, at a minimum, as well.

When all required data is entered, the user selects ‘Upload’. A new WebServices program (EDM-P-
0002) will be triggered, passing the necessary data for the document’s storage, viathe CFSL. (See
Section 11. Apps for additional detail.) When the document is added to the ECM, the ECM Report
Table (EDM-T-0001) will be updated with the document’s information as well as the location of the
document in ECM (for later retrieval). The user will receive a message when the document has
been successfully added to the ECM and added to the table.

Screen Name Document Upload
Source/Originator eDocMgmt Menu
Usage This screen will be used to upload documents in to

eDocMgmt, assigning appropriate properties to the
document for later search and retrieval.

Screen Sample — EDM-S-0004
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
NPI/API For all users, this field will be displayed and
(pdE-0610) disabled. It will either be the NPI/API| associated

with the provider user or the NPI/API entered in the
selection screen.




This field is display only.
File Folder Select the file folder the uploaded document is to be
(PDE-1362) associated with.

This field is selectable and required.

Doc Type Select the document type associated to the selec-
(PDE-1363) ted file folder the uploaded document is to be asso-
ciated with.

This field is selectable and required.

Document Description Enter a description for the document that will be
(pdE-1359) used in the Document Search display.

This field is enterable and required.
Fiscal Period End Date The date is enterable, in the format MM/DD/YYYY
(PDE-1364) or entered via the calendar widget.

This field is enterable and required.

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
(EDM-S-0008) screen
Attachment Activates the attachment process EDM-S-0004
and displays the screen allowing
the user to select a document from
their local drive.

Upload Add document to ECM and add EDM-S-0004
properties to the ECM Report
Table (EDM-T-0001).

Reset Clears screen data, resets to EDM-S-0004
defaults and remains on screen.
Cancel « Internal Users — navigates | EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal
user log out once user is on the
provider side of the portal, we will
need to return the internal user
back to the static menu.




o Providers, Parent com-
panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description

Resolution

File Folder selection is required.

Select the appropriate file folder option from the
drop down list.

Document Type selection is required.

Select the appropriate document type option,
associated with the selected file folder option,
from the drop down list.

Document description is required.

Enter the description to be associated with the
document and will be used to display in the Docu-
ment Search.

Invalid date entered. Date must be in
MM/DD/YYYY format.

Enter valid date in the format MM/DD/YYYY or
make a selection from the calendar widget.

Fiscal End Date is required. Date must be
in MM/DD/YYYY format.

Enter valid date in the format MM/DD/YYYY or
make a selection from the calendar widget.

Document must be attached to upload.
Click ‘Attachment’ and add document.

Click ‘Attachment’ button, select desired doc-
ument from the user’s local drive.

Attached document has been successfully
loaded to eDocMgmt.

No resolution needed; successful load message.

Attached document was not loaded to
eDocMgmt. Please contact the Virginia
Medicaid Web Support Helpdesk at 866-
352-0496.

This usually indicates an issue loading the doc-
ument to the database. User will need to contact
the help desk who might need to contact devel-
opment support.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

1. Log in to secured provider portal.
2. Hover over ‘eDoc Management’ navigation tab.




3. eDocMgmt options display as drop down selections.
4. Select ‘Document Upload’ option.
5. Document Upload screen displays.



eDocMgmt — Parent/Provider Asso-

ciation Search (EDM-S-0005)

General Information

This screen is only available to the MSLC users, internal users and superuser providers. All other
users will not have access to this option from the eDocMgmt Menu screen (EDM-S-0001).

Users are required to enter either the Parent API or the Non-Parent NPI for navigation to the appro-
priate results screen.

An entry to the Parent API will be validated for format and then used to call the Provider/Parent Asso-
ciation Table (EDM-T-0004). If the APl is not found, the user will receive an error message. If APl is
found, user will be routed to the Parent/Provider Association Results screen (EDM-S-0007).

An entry to the Non-Parent NPI will be validated for format and then used to call the Provider/Parent
Association Table (EDM-T-0004). If NPl is found for the current date, user will be routed to the Pro-
vider/Parent Association Results screen (EDM-S-0006).

If NPl is not found, user will receive a message asking if the NPl is to be added to eDocMgmt. A but-
ton titled ‘Add NPT’ will display for user to request addition.

If clicked, the program will call the MMIS DB2 Database (I_PROV_NPI) to validate the NPI exists, is
active in the MMIS and is not Program 10 (or Program 12) only. If not found or inactive or only Pro-
gram 10 (or Program 12), an error will display. If the NPl is found and active, a new record will be
added to the Provider/Parent Association Table (EDM-T-0004). The MMIS DB2 Database (PS_
NAME) will be called to retrieve the Provider Name for the record.

Update the rest of the record with the Associated Parent AP| and an Association Begin Date of the
current date and an End Date of 12/31/9999. Once added the screen will redisplay with a message.

Note: New Parent companies can be added to the MMIS by Xerox as an API and then the Parent
API will be added to the table. New Parent Companies can be added with an MSR.

Screen Name Parent/Provider Association Search
Source/Originator eDocMgmt Menu
Usage This screen will be used to look for NPI’s associated

to a parent company API or to find a parent com-
pany that might be associated with an NPI.




Screen Sample — EDM-S-0005
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
Parent API For a list of NPIs associated with a parent company,
(pdE-0610) enter the parent company’s API.
This field is enterable and at least one entry is
required.
Non-Parent NPI Tofind if an NPl is associated to a parent company,

(pdE-0610) enter the individual provider's NPI.




This field is enterable and at least one entry is

required.
Button/Link Action Link
Online Help Transfers the user to the EDM-S-0008

eDocMgmt Reference Material
(EDM-S-0008) screen
Submit With Parent API entry EDM-S-0007,
« Trigger validation edits EDM-S-0006
and if successful trans-
fer user to the Par-
ent/Provider Association
Results screen (EDM-S-
0007).
With Non-Parent NP1 entry
« Trigger validation edits
and if successful trans-
fer user to the Pro-
vider/Parent Association
Results screen (EDM-S-

0006).
Add NPI Validate and add NPI to Pro- EDM-S-0005
(situational button) vider/Parent Association Table

(EDM-T-0004) and redisplay
screen with message

Reset Clears screen data, resets to EDM-S-0005
defaults and remains on screen.
Cancel « Internal Users — navigates EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal user
log out once user is on the provider
side of the portal, we will need to
return the internal user back to the
static menu.

o Providers, Parent com-




panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description

Resolution

Either the Parent APl or Non-Parent NPI
entry is required.

For a list of NPls associated with a parent com-
pany, enter the parent company’s API.

To find if an NPl is associated to a parent com-
pany, enter the individual provider's NPI.

One entry is required.

APlisinvalid. Please enter valid 10-digit
API.

Enter a valid 10-digit API associated with one of
the eDocMgmt parent companies or MSLC.

Parent APl and Non-Parent NPI cannot
both be entered. Please enter only one
API/NPI entry.

For a list of NPls associated with a parent com-
pany, enter the parent company’s API.

To find if an NPl is associated to a parent com-
pany, enter the individual provider’s NPI.

One entry is required.

Either the Parent APl or Non-Parent NPI
entry is required.

For a list of NPls associated with a parent com-
pany, enter the parent company’s API.

To find if an NPl is associated to a parent com-
pany, enter the individual provider's NPI.

One entry is required.

NPl isinvalid. Please enter valid 10-digit
NPI.

Enter valid 10-digit NPl associated with an active
MMIS provider not program 10 or 12 only.

NPl is not part of eDocMgmt, click ‘Add NPI’

button to add provider.

NPI currently is not part of eDocMgmt. If the NPI
is new and needs to be added to eDocMgmt, click
the ‘Add NP/’

NPI currently does not exist on the MMIS
and can’t be added.

NPI to be added is not an enrolled NP1 in the
Medicaid system and can’t be added to
eDocMgmt.

NPl is currently inactive on the MMIS and
can’t be added.

NPI to be added is currently inactive in the Medi-
caid system and can’t be added to eDocMgmt.




NPl is Program 10 and/or Program 12 only
and can’t be added.

NPI to be added is either Program 10 or Program
12 only and can’t be added to eDocMgmt.

NPI has successfully been added to
eDocMgmt.

NPI to be added has been validated against the
MMIS and added to eDocMgmt.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

O pkwn =

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select ‘Parent/Provider Association Search’ option.
Parent/Provider Association screen displays.



eDocMgmt — Provider/Parent Asso-

ciation Results (EDM-S-0006)

General Information

This screen will be display only. The Non-Parent NPI entered on the Provider/Parent Association
Search screen (EDM-S-0005) is used to call the Provider/Parent Association Table (EDM-T-0004),
along with the current date and return the associated Parent APl and Parent Company Name (Pro-
vider Name).

If no Parent API is associated with this Non-Parent NPI for the current date, then this screen will dis-
play with no information in either the Parent API or the Parent Company Name along with an error
message.

Screen Name Provider/Parent Association Results

Source/Originator Parent/Provider Association Search

Usage This screen will display the entered NPI's current
parent association

Screen Sample — EDM-S-0006
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
Non-Parent NPI The 10-digit numeric NPI entered in the search
(pdE-0610) screen.

This field is display only.
Parent API The 10-digit numeric API representing the parent
(pdE-0610) company associated with the NPI.

This field is display only.
Parent Company Name The name of the parent company associated with
(pdE-0011, pdE-0012) the NPI.

This field is display only.

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
(EDM-S-0008) screen

Return to Search Returns the user to the Par- EDM-S-0005
Screen ent/Provider Association Search
screen.
Reset Clears screen data, resets to EDM-S-0005
defaults and remains on screen.
Cancel « Internal Users — navigates | EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal

user log out once user is on the pro-
vider side of the portal, we will

need to return the internal user
back to the static menu.

o Providers, Parent com-




panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description Resolution

NPI is not associated with a Parent Com- Non-Parent NPl is found in the Provider/Parent

pany. Association Table (EDM-T-0004) but has no
associated parent company on record.

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select ‘Parent/Provider Association Search’ option.
Parent/Provider Association screen displays.

Enter Non-Parent NPI and select ‘Submit’
Provider/Parent Association Results screen displays.

NS o1 R ool =

eDocMgmt — Parent/Provider Association Results (EDM-S-0007)

eDocMgmt — Reference Material (EDM-S-0008)

eDocMgmt — File Folder/Doc Type Exclusion (EDM-S-0009)

eDocMgmt — File Folder/Doc Type Exclusion Results (NP1 View) (EDM-S-0010)
eDocMgmt — File Folder/Doc Type Exclusion Results (User View) (EDM-S-0011)
eDocMgmt — NPI Selection (EDM-S-0012)

Additional screen updates have been made to the following screens in the associated system doc-
umentation:

« Internal User — Home Page (INT-S-0001)
o Internal User System Documentation
« Secured Provider — Home Page (PRV-S-0001)
« Secured Provider System Documentation
« Public Portal - Home Page (PUB-S-0001)
« Public Provider System Documentation



« Registration — Add New User (WPR-S-0008)

« Web Portal Registration System Documentation
« Registration — View/Edit User (WPR-S-0009)

« Web Portal Registration System Documentation



eDocMgmt — Parent/Provider Asso-

ciation Results (EDM-S-0007)

General Information

This screen will only display to MSLC users, internal users and superuser providers. Access to the
menu option’s availability is controlled within eDocMgmt Menu (EDM-S-0001).

This screen displays any NPIs associated with the Parent API (in ascending numeric order) sub-
mitted on the Provider/Parent Association Search screen (EDM-S-0005).

The API entered is used to call the Provider/Parent Association Table (EDM-T-0004) and return any
associated NPls.

This screen will be divided into two sections. The first section will display existing NPls associated
with the API for the current date (using the Association Begin and End Dates).

Each NP1 will be preceded by a checkbox to allow the user to select the NP1 for deletion if it's no
longer associated with the Parent API. The screen will allow for paging if more than one page of
data is available for display. Paging will be consistent with other portal pages utilizing a counter (99
of 99) and << 1, 2, 3 >> paging.

The other half of the screen will display a row of enterable text boxes for the user to add any new
NPIs that need to be associated with the Parent API. If more entries are needed, the user will need
to click the ‘Additional NPIs Needed’ button to open up another row of text boxes.

If no NPls are associated with this Parent API, then this screen will display with no information in the
established NPI section, along with an error message. The Add section will be available to associate
new NPlIs.

When the ‘Submit’ button is clicked, the screen will be processed. If any of the delete checkboxes
are checked, a confirmation message would be engaged, giving the user the option of either can-
celling and returning to the screen for correction, or confirming the delete. After confirmation, the
API/NPI association record in the Provider/Parent Association Table (EDM-T-0004) will be end
dated. The Association End Date will be set to the previous date (current date minus one).

If any NPls were added, and have cleared the field edits, then the Provider/Parent Association Table
(EDM-T-0004) is called to see if the NPl is currently part of the eDocMgmt pool. If found, and the
‘Associated Parent field is blank, update the ‘Associated Parent’ field with the Parent APl and make
the Association Begin Date the current date and End Date 12/31/9999.



If the ‘Associated Parent’ APl is already completed and the End Date is 12/31/9999, a confirmation
message would be engaged, giving the user the option of either cancelling and returning to the
screen for correction or confirming the change.

After confirmation, the End Date will need to be changed to the previous date (current date minus
one) on the current Parent API. The NPI record will be replicated and the new Parent APl added
along with a Begin Date of the current date and an End Date of 12/31/9999.

If the NP1 is not found on the Provider/Parent Association Table (EDM-T-0004), the program will call
the MMIS DB2 Database (I_PROV_NPI) to validate the NPI exists, is active in the MMIS and is not
Program 10 (or Program 12) only. If not found or inactive or only Program 10 (or Program 12), an
error will display. If the NPl is found and active, a new record will be added to the Provider/Parent
Association Table (EDM-T-0004). The MMIS DB2 Database (PS_NAME) will be called to retrieve
the Provider Name for the record. Update the rest of the record with the Associated Parent AP| and
an Association Begin Date of the current date and an End Date of 12/31/9999.

Once all NPI deletes have been processed and all new NPIs added, the screen will redisplay without
the deleted NPIs and including the new NPIs that were added.

Screen Name Parent/Provider Association Results

Source/Originator Parent/Provider Association Search

Usage This screen will display the NPI’s associated to the
entered parent company’s API.

Screen Sample — EDM-S-0007
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
Non-Parent NPI The 10-digit numeric NPI entered in the search
(pdE-0610) screen.

This field is display only.

Parent API The 10-digit numeric API representing the parent
(pdE-0610) company associated with the NPI.




| [ This field is display only. |

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
(EDM-S-0008) screen

Delete (check box) Clicking this and then hitting the EDMS-S-0008
submit button will start the delete
process. Note: Delete doesn’t
physically remove the NPI just ter-
minates the association to that par-

ent company.
Additional NPIs Opens another row of four text EDM-S-0008
Needed (button) boxes for NPl entry.
Submit (button) o Confirm deletion — upon EDM-S-0008

confirmation; End Date the
NPI on the Provider/Parent
Association Table (EDM-T-
0004).

« Add — add the NPI to the
Provider/Parent Asso-
ciation Table (EDM-T-
0004).

o Rebuild screen with dele-
tions and additions pro-

cessed.
Return to Search Returns the user to the Par- EDM-S-0005
Screen ent/Provider Association Search
screen.
Reset Clears screen data, resets to EDM-S-0008
defaults and remains on screen.
Cancel « Internal Users — navigates EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal

user log out once user is on the pro-
vider side of the portal, we will

need to return the internal user




back to the static menu.

o Providers, Parent com-
panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description

Resolution

No NPIs are currently associated with this
Parent Company. Please enter any NPIs to
be associated.

Parent company entered does not have any asso-
ciated NPIs yet. Add NPlIsinthe Add section and
submit.

NPI <#>isinvalid. Please enter valid 10-
digit numeric NPI.

Enter valid 10 digit numeric NPI

NPl is currently associated with a different
parent company. Click ‘Ok’ to confirm the
existing parent association should be ended
and the new association added. Click
‘Cancel to return to the screen.

NPI requested for addition is currently part of
another parent company. Confirm if that existing
parent company association should be ter-
minated.

NPI currently does not exist on the MMIS
and can’t be associated to this Parent Com-

pany.

NPI requested for addition is not currently
enrolled with the MMIS so cannot be associated
with a parent company.

NPl is currently inactive on the MMIS and
can’t be associated to this Parent Company.

NPI requested for addition is currently not active
on the MMIS so cannot be associated with a par-
ent company.

NPl is Program 10 and/or Program 12 only
and can’t be associated to this Parent Com-

pany.

NPI requested for addition is currently either Pro-
gram 10 only or Program 12 only and therefore
cannot be associated with a parent company.

No NPIs added; please enter NPls and then
request Additional NPIs Needed.

Additional NPIs Needed button was hit when cur-
rent entry row still had available entries. Com-
plete the available entries and then request
additional if needed.

No deletes or additions to process. Please
make necessary updates.

Submit button hit with no deletion or addition
request. Enter any NPIs to be added or check
any that need to be deleted and then hit ‘Submit’.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.
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Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select ‘Parent/Provider Association Search’ option.
Parent/Provider Association screen displays.

Enter Parent AP| and select ‘Submit’.
Parent/Provider Association Results screen displays.



eDocMgmt — Reference Material

(EDM-S-0008)

General Information

This screen will contain the reference material for the eDocMgmt functionality. The screen can be
accessed via any of the following methods:
« Navigation Tab - Provider Resources >> Electronic Document Management
(eDocMgmt)
« Quick Links - Provider Resources >> Electronic Document Management
(eDocMgmt)
« eDocMgmt screens - Online Help link

Screen Name Reference Material

Source/Originator Provider Resources (navigation tab & Quick Links)
AlleDocMgmt online screens

Usage This screen will have links to the eDocMgmt User
Guide, the eDocMgmt FAQ and the eDocMgmt
tutorial.

Screen Sample — EDM-S-0008
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
N/A N/A

Navigation

Button/Link Action Link

eDocMgmt User Guide | Opens the user guide inanew win- | N/A
dow to view, save and/or print

eDocMgmt FAQ Opens the frequently asked ques- | N/A
tions in a new window to view,
save and/or print

eDocMgmt Tutorial Triggers the computer based train- | N/A
ing foreDocMgmt

Error Messages

Description Resolution
N/A N/A

‘

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select any eDocMgmt option.

Screen displays.

Click ‘Online Help’ in the upper right corner of the screen.
eDocMgmt Reference Material screen displays.

Noeokowh=



eDocMgmt — File Folder/Doc Type

Exclusion (EDM-S-0009)

General Information

This screen will only display to MSLC users, internal users and superuser providers. Access to the
menu option’s availability is controlled within eDocMgmt Menu (EDM-S-0001).

This screen will let the user request access to any exclusions associated with a user for review
and/or updating. Exclusions are at the User ID level. From this screen, exclusions can be requested
by a specific User ID or if the user’s ID is unknown, by NPI to receive a list of users associated with
the requested NPI.

To see all users with exclusions associated with a provider, enter the NPI.
To update exclusions for an existing user id with exclusions or to add a new user, enter the User ID.

If an NPl is entered, the program will call the Provider/Parent Association Table (EDM-T-0004) to
ensure the NPl is part of eDocMgmt. If found the user will be transferred to the File Folder/Doc Type
Exclusion Results (NPI View) (EDM-S-0010) screen. If not an error message will display.

If a User ID is entered, this program will call the Folder/ Doc Type Exclusion Table (EDM-T-0003)
using that User ID. If records are found associated with this User ID, the user will be transferred to
the File Folder/Doc Type Exclusion Results (User View) (EDM-S-0011) screen.

If no records are found on the table, the program will call the Web Registration Table (PUB-T-0001)
using the User ID entered. If User ID is found, has the appropriate eDocMgmt security (PAH,
OrgAdmin, AuthStaff —eDoc — Inq or AuthStaff —eDoc — Upd and not restricted from eDocMgmt)
the user will be transferred to the File Folder/Doc Type Exclusion Results (User View) (EDM-S-
0011) screen. If User ID is not found on the Web Registration Table (PUB-T-0001), or does not
have the appropriate eDocMgmt security, an error message will display.

Screen Name File Folder/Doc Type Exclusion

Source/Originator eDocMgmt Menu

Usage This screen will allow the user to enter a specific
user id or an NP for a list of user ids to exclusions.

Screen Sample — EDM-S-0009
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
NPI The 10-digit numeric NPI/API entered in the search
(pdE-0610) screen.

Either this field or the User ID is required.
User ID The User ID associated to the user whose exclu-
(pdE-0006) sions need to be reviewed or who needs exclusions

modified (added or deleted).

Either this field or the NPl is required.

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
(EDM-S-0008) screen




Submit (button) « Process data and transfer EDM-S-0010;
user to File Folder/Doc EDM-S-0011
Type Exclusion Results
(NPI View) (EDM-S-0010)
screen.

« Process data and transfer
user to File Folder/Doc
Type Exclusion Results
(User View) (EDM-S-0011)

screen.
Reset Clears screen data, resets to EDM-S-0009
defaults and remains on screen.
Cancel « Internal Users — navigates | EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal
user log out once user is on the
provider side of the portal, we will
need to return the internal user
back to the static menu.

« Providers, Parent com-
panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description Resolution

NPI or User ID entry is required. Either the NP1 or the User ID field must be
entered when the ‘Submit’ button is clicked.

Both NP1 and User ID cannot be entered. Both the NPl and the User ID fields cannot be

Please remove one entry. entered when the ‘Submit’ button is clicked.
NPlisinvalid. Please enter valid 10-digit If NPl is entered, it must be 10-digit numeric
numeric NPI.

NPl is not part of eDocMgmt. Please add If NPl is entered, it needs to exist on the Pro-

NPI via Provider/Parent Association Search | vider/Parent Association Table (EDM-T-0004),




screen.
User ID does not exist. Please enter valid If User ID is entered, it needs to be found on
User ID. either the Folder/ Doc Type Exclusion Table
(EDM-T-0003) or the Web Registration Table
(PUB-T-0001)

User ID does not have security for If User ID is entered, is not found on the Folder/
eDocMgmt. Please enter valid User ID. Doc Type Exclusion Table (EDM-T-0003) but is
on the Web Registration Table (PUB-T-0001), it
needs to have the appropriate eDocMgmt secur-
ity.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select ‘File Exclusions/Doc Type Exclusion’ option.
File Exclusions/Doc Type Exclusion’ screen displays.

Ok i =



eDocMgmt — File Folder/Doc Type
Exclusion Results (NPl View) (EDM-

S-0010)

General Information

This screen can only be accessed from a validated selection made on the File Folder/Doc Type
Exclusion screen (EDM-S-0009).

Any users, with appropriate eDocMgmt security, associated with the NP will be listed.

The NPI entered from the File Folder/Doc Type Exclusion screen (EDM-S-0009) will display on this
screen and is not enterable.

The program will use the NPI to call the Web Registration Table (PUB-T-0001). All users asso-
ciated to this NPI with the appropriate eDocMgmt security (PAH, OrgAdmin, AuthStaff —eDoc —Inq
or AuthStaff —eDoc — Upd and not restricted from eDocMgmt) will be displayed on the screen and
will be available for exclusion modification.

Preceding each user row will be a checkbox to be used for selection. Even though it's a checkbox
only one entry at a time will be allowed. If a second box is checked, the first will be removed.

If a selection is made and ‘Submit’ clicked, the user will be transferred to the File Folder/Doc Type
Exclusion Results (User View) (EDM-S-0011).

The screen will allow for paging if more than one page of data is available for display. Paging will be
consistent with other portal pages utilizing a counter (99 of 99) and << 1, 2, 3 >> paging.

Screen Name File Folder/Doc Type Exclusion Results (NP1 View)
Source/Originator File Folder/Doc Type Exclusion
Usage This screen displays all the users currently asso-

ciated with the entered NPI. From this screen the
user can select the User ID they will to review
and/or modify.

Screen Sample — EDM-S-0010
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
NPI The 10-digit numeric NPI/API entered in the exclu-
(pdE-0610) sion request screen.

This field is display only.

User ID The User ID associated to each user part of the
(pdE-0006) selected NPI organization.

This field is display only.
User Last Name The last name of the user associated with the selec-
(pdE-0464) ted NPI organization.

This field is display only.

User First Name The first name of the user associated with the selec-
(pdE-0463) ted NPI organization.




This field is display only.

Button/Link Action Link

Online Help Transfers the user to the EDM-S-0008
eDocMgmt Reference Material
(EDM-S-0008) screen

Submit (button) Process selection and transfer EDM-S-0011
user to File Folder/Doc Type Exclu-
sion Results (User View) (EDM-S-
0011) screen

Return to Search (but- | Navigates the user back to the File | EDM-S-0009

ton) Folder/Doc Type Exclusion screen
(EDM-S-0009).
Reset Clears screen data, resets to EDM-S-0010
defaults and remains on screen.
Cancel « Internal Users — navigates | EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal
user log out once user is on the
provider side of the portal, we will
need to return the internal user
back to the static menu.

o Providers, Parent com-
panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description Resolution
User selection is required. A user selection must be checked when the ‘Sub-




mit’ button is clicked.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

O Ok i =

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.

eDocMgmt options display as drop down selections.

Select ‘File Exclusions/Doc Type Exclusion’ option.

File Exclusions/Doc Type Exclusion’ screen displays.

Enter NPlin ‘NPI’ entry, click ‘Submit’.

File Exclusions/Doc Type Exclusion Results (NPI View) displays.



eDocMgmt — File Folder/Doc Type

Exclusion Results (User View) (EDM-
S-0011)

General Information

This screen can be accessed from a validated selection made on the File Folder/Doc Type Exclusion
screen (EDM-S-0009) or from eDocMgmt — File Folder/Doc Type Exclusion Results (NPl View)
(EDM-S-0010).

Any folder/doc type exclusions associated with the selected User ID will be listed.

The NPI, User ID, First Name and Last Name will be display only, populated from the File Folder-
/Doc Type Exclusion Table (EDM-T-0003).

This screen will be divided into two sections. The first section will display existing file folder/ doc type
combinations currently associated with the NPI/User ID. Records associated with the NPI/User ID
will be retrieved from the File Folder/Doc Type Exclusion Table (EDM-T-0003). Each File Folder-
/Doc Type exclusion row will be followed by a checkbox to allow the user to select the exclusion com-
bination for deletion if it's no longer associated with the NP1/User ID.

The screen will allow for paging if more than one page of data is available for display. Paging will be
consistent with other portal pages utilizing a counter (99 of 99) and << 1, 2, 3 >> paging.

The other half of the screen will display a row of selectable drop downs for the user to add any new
exclusion combinations. All File Folder options will be included in the drop down list. The list will be
built from the Folder/DocType Table (EDM-T-0002). Once the File Folder selection is made, the
DocType drop down list will be generated from the Folder/DocType Table (EDM-T-0002) only with
doc types associated with the selected folder. Each File Folder selection will also include a Doc
Type of ‘All’ that can be chosen to exclude all document types associated with that Folder.

If more entries are needed, the user will need to click the ‘Additional Exclusions Needed’ button to
open up another row of drop downs.

If no exclusion combinations are associated with this NPI/User ID, then this screen will display with
no information in the established Exclusion section, along with an error message. The Add section
will be available to associate new Folder/Doc Type Exclusions.

When the ‘Submit’ button is clicked, the screen will be processed. If any of the remove exclusion
checkboxes are checked, a confirmation message would be engaged, giving the user the option of
either cancelling and returning to the screen for correction, or confirming the delete. After con-



firmation, the exclusion combination record in the Folder/Doc Type Exclusion Table (EDM-T-0003)
will be deleted.

If any exclusion combinations were added, then the Folder/Doc Type Exclusion Table (EDM-T-
0003) is called to see if the folder/doc type exclusion already exists for this NPI/User ID. If found an
error message will display.

Once all exclusion combination deletes have been processed and all new ones added, the screen
will redisplay without the deleted combinations and including the new combinations that were added.

Screen Name File Folder/Doc Type Exclusion Results (User
View)

Source/Originator File Folder/Doc Type Exclusion or

File Folder/Doc Type Exclusion Results (NPI View)
Usage This screen displays any File Folder and/or Doc
Type Exclusions for the selected user. Users can
also delete and/or add exclusions.

Screen Sample — EDM-S-0011



War 3, 2015

Home | ContactUs | Log

qjﬁgin.fa

Hame ] Claim l] Hember i[ Service Asthorization l] Payment History | EHR Incentive Frogram I RA Messages l Provider Maintenance [ Provider Enrollment |

(R (N TR I L EE———— -
Lewel of Care lﬂlﬂ'*l Fre-Admivsion Screeaing ¥ | Frovider Portal Secare Email | «D0C Hamagement

WAPreesderEROCFF Do Resultallues Varw
File Folder/Doc Type Exchusion Results
[User Selection]
Online Help
WPL: 5000033163
Useer [0; PatayPother
Last Hame: Poller First Mame: Pabsy

Do Typels) Excleded =

o Extlgoon Combnaboes dre cumently assanabed with ths User [0, Pleade select anry that e 1o be assodiated

] e e R e [

Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
NPI The 10-digit numeric NPI/API entered in the exclu-
(pdE-0610) sion request screen.

This field is display only.
User ID The User ID associated to each user part of the
(pdE-0006) selected NPI organization.

This field is display only.
User Last Name The last name of the user associated with the selec-
(pdE-0464) ted NPI organization.

This field is display only.
File Folder The File Folder name the user is excluded from or




(PDE-1362) to be excluded from.

This field is display only in the existing exclusions
section and a drop down selection in the addition

section.
Doc Type The File Folder/Doc Type name the user is
(PDE-1363) excluded from or to be excluded from.

This field is display only in the existing exclusions
section and a drop down selection in the addition

section.
Button/Link Action Link
Online Help Transfers the user to the EDM-S-0008

eDocMgmt Reference Material
(EDM-S-0008) screen

Additional Exclusions Opens another selection row with EDM-S-0011

Needed (button) the file folder and document type
drop downs.
Submit (button) Process selected exclusion com- EDM-S-0011

bination removal requests and
additions selections and rebuild
the screen with deletions and addi-

tions applied.
Return to Search (but- | Navigates the user back to the File | EDM-S-0009
ton) Folder/Doc Type Exclusion screen
(EDM-S-0009).
Reset Clears screen data, resets to EDM-S-0010
defaults and remains on screen.
Cancel « Internal Users — navigates | EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.

Note: due to the risk of internal
user log out once user is on the
provider side of the portal, we will
need to return the internal user
back to the static menu.

« Providers, Parent com-




panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description

Resolution

No Exclusion Combinations are currently
associated with this User ID. Please select
any that are to be associated.

If no exclusion combinations are currently asso-
ciated with the NPI/User ID, the screen will dis-
play with no information but with the Exclusion
addition section available.

File Folder/Doc Type combination currently
exists. Please update selection or remove.

If an exclusion combination is entered, and
already found on the Folder/ Doc Type Exclusion
Table (EDM-T-0003) this message displays.
User can make a different selection.

File Folder/Doc Type combination is
required. Please select Doc Type.

A File Folder selection was made. A Doc Type
selection is required and selection is needed.

No Exclusions added; please select exclu-
sions and then request Additional Exclu-
sions Needed.

Complete all open exclusion drop downs and if
additions are still needed, select add exclusions
button.

No deletes or additions to process. Please
make necessary updates.

Submit clicked with no deletions or additions
entered. Either select the File Folder/Doc Type
exclusion to be removed or enter the File Folder-
/Doc Type combination to be added.

_

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

ore IO 1R Lol ==

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.

eDocMgmt options display as drop down selections.

Select ‘File Exclusions/Doc Type Exclusion’ option.

File Exclusions/Doc Type Exclusion’ screen displays.

Enter NPlin ‘NPI’ entry, click ‘Submit’.

File Exclusions/Doc Type Exclusion Results (NPI View) displays.
Select desired user to view and/or modify exclusions and click ‘Submit’.
File Exclusions/Doc Type Exclusion Results (User View) displays.







eDocMgmt — NPI Selection (EDM-S-

0012)

General Information

This screen is only used with internal users, superuser providers, users associated with a Parent
Company APl or MSLC API.

For option 1 or 2 (from eDocMgmt Menu (EDM-S-0001)), any of the above users will see the NPI
selection before being routed to their selected option.

The NPI entry must be 10-digit numeric.

After entry, the NPI will be validated against the Provider/Parent Association Table (EDM- T-0004).
For users associated with either a Parent APl or MSLC API, the table will be called using the
API/NPI combination. If no NPI exists on the table then there would be no documents in the ECM
for eDocMgmt so an error will display. If API/NPI combination is found, the user will continue with
the option selected using the NP1 entered. Note: Users associated with Parent API/NPI com-
binations will continue with the option selected regardless of whether the Parent API/NPI asso-
ciation is no longer in effect.

Internal Users and superuser providers will call the table with the NP1 only. If NPl does not exist on
the table then there would not be any documents in the ECM for eDocMgmt so an error message will
display. If NPl is found, the user will continue with the option selected using the NP1 entered.

Screen Name NPI Selection
Source/Originator eDocMgmt Menu
Usage This screen will precede the Document Search and

Document Upload screens for parent company
users, internal users, MSLC users and superusers.
Users will enter the API/NPI they wish to search or
upload for.

Screen Sample — EDM-S-0012
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Data Elements

Note: For more detailed information on each of the data elements noted in the table below, please
see Data Elements.

Data Element Name (ID) Instructions
NPI/API Enter the 10-digit numeric NPI/API to continue the
(pdE-0610) Document Search or Document Upload for.

Button/Link Action Link

Submit Process data and navigate userto | EDM-S-0002
next screen (this screen used mul- | EDM-S-0003
tiple places so navigation will be to
continue with the option selected
using the NPI entered).

Reset Clears screen data, resets to EDM-S-0012
defaults and remains on screen.
Cancel « Internal Users — navigates | EDM-S-0001,
user to the eDocMgmt PRV-S-0001

Menu (EDM-S-0001) —
static menu screen.




Note: due to the risk of internal
user log out once user is on the
provider side of the portal, we will
need to return the internal user
back to the static menu.

« Providers, Parent com-
panies, MSLC and super-
users — navigates user
back to the Secured Pro-
vider — Home Page (PRV-
S-0001) screen.

Error Messages

Description Resolution
NPlisinvalid. Please enter valid 10-digit Enter valid 10-digit numeric NPI/API
numeric NPI.

Invalid NPI selection for user’s organization. | NPI selected is not associated with their parent

Please enter another NPI. company. Enter a new valid 10-digit numeric
NPI/API.

NPl is not part of eDocMgmt. Please enter NPI selected is not within the eDocMgmt data.

another NPI. Enter a new valid 10-digit numeric NPI/API.

This screen is accessed through the secured provider portal utilizing the ‘eDoc Management’ tab.

Log in to secured provider portal.

Hover over ‘eDoc Management’ navigation tab.
eDocMgmt options display as drop down selections.
Select ‘Document Search’ or ‘Document Upload’ option.
NPI Selection screen displays.

bk owo =



Tables — MMIS/DB2

Table Name Description Access
N/A N/A N/A




Tables — Portal

ECM Report Table - WP_EDOC_RPT_TB (EDM-T-0001)

Folder/Doc Type Table (EDM-T-0002)

Folder/Doc Type Exclusion Table - WP_EDOC_EXCLSN_TB (EDM-T-0003)
Provider/Parent Association Table - WP_EDOC_PROV_REL_TB (EDM-T-0004)



ECM Report Table - WP_EDOC_RPT_

TB (EDM-T-0001)

The ECM Report Table houses the information associated with the eDocMgmt documents and their
locations in ECM.

Data Elements

Data Element Name A Description
Length

WP_NPI_ID 10

(pdE-0610) NPI or API 10 digit numeric ID

WP_RPT_DESC 200 Document Description associated

(pdE-1359) to the loaded document

WP_RPT_FILE_FLDR 50 File Folder document is stored

(PDE-1362) under

WP_DOC_TYPE 50 Document Type associated with the

(PDE-1363) File Folder the document is stored
under

WP_RPT_DATE 10 Date the document was loaded to

(pdE-1358) eDocMgmt

WP_FISC_YEAR 10 Fiscal period end date association

(PDE-1364) with the document

WP_FILE_TYPE 10 Format type of the loaded doc-
ument (i.e. .doc, .xIs)

WP_FILE_NAME 200 Name of the uploaded document
file

WP_RPT_GUID 50 Location of the stored document in
ECM

WP_DEL _IND 1 Indication that document was

(pdE-1360) deleted; this is for display purposes
only no document is actually
removed from ECM with this indic-
ation

G_AUD_ADD_USER_ID 30 User ID associated with the user
who initially loaded the document;




could be a system ID (i.e. for system
generated reports); will not change
once added

G_AUD_ADD_TS

Date/timestamp initial record was
added; will not change once added

G_AUD_USER_ID

30

User ID associated with any modi-
fication of the record after the initial
add.

G_AUD_TS

Date/timestamp associated with
any modification of the record after
the initial add.

WP_FILE_SIZE

10

Size of the stored document




Folder/Doc Type Table (EDM-T-0002)

General Information

The Folder/DocType Table was created for usage in the drop down lists and ensuring documents
are associated with the correct folder/doc type. The file contains the following fields:

Data Elements

Data Element Name Field Description
Length
File Folder 50 Folder Description associated with report.

Valid Values are:

« General Correspondence

o Permanent

« CostReport Filing PBP

« Field Audit PBP

« Home Office PBP

« PFAPBP

o Reports PBDMAS

« Cost Settlement PB Myers and

Stauffer

« Field Audit PB Myers and Stauffer

« Home Office PB Myers and Stauffer

« PFA PB Myers and Stauffer
Document Type 50 Document Type Description associated with
report

Valid Values are (associated to Folder):
« All (indicates user is restricted from
all doc types associated with the
named folder)

General Correspondence
« Incoming
« Outgoing

Permanent
« Articles of Incorporation
« Board of Director Minutes




Chart of Accounts

Contracts

Corporate By-Laws

Equity Accounts and Ownership
Fixed Assets & Depreciation Sched-
ules

Insurance

Leases

Legal and Capital Structure
Loans and L/T Debt Agreements
Operating/Partnership Agreement
Organizational Charts

Real Estate

Stock Book

Cost Report Filing PBP

A-4 Support

A-6 Support

A-8 Support

Additional Requested Information
Audited Financial Statements
Cost Report

Cost Report Questionnaire
Fixed Asset Schedule
Grouping Schedule

Proof of Payment

Trial Balance

NF Wage Survey

« FRV Reporting Form

Field Audit PBP

« General Ledger
« Invoices

o Workpapers

Home Office PBP

Additional Requested Information
Audited Financial Statements

B-1 Support

C Support

Cost Report Questionnaire

Fixed Asset Schedule

Grouping Schedule

Home Office Cost Report

Trial Balance




PFA PBP

o A/R Aging

« Admissions Package
« Bank Statements
DMAS 122

o GL Trial Balance
« Petty Cash Reconciliation
o PFA Account Bank Signature Card
o PFA Account Reconciliation
o PFA Quarterly Statement
o PFA Trial Balance
« Surety Bond
Reports PBDMAS

« Annual CMI Notification

o Cost Report Settlement Data
« ECR Data

Facility Case Mix

Resident Case Mix

Old ECR Versions

Patient Pay

Cost Settlement PB Myers and Stauffer
« Adjustment Report
« Adjustment Report Workpapers
« NPR Letter
« Settled Cost Report
o Settlement Summary
« Transmittal Letter
o FRV Annual Report

Field Audit PB Myers and Stauffer
« FAAR Supporting Workpapers
« Field Audit Adjustment Report

Home Office PB Myers and Stauffer
« Adjustment Report
« Adjustment Report Workpapers
« NPR Letter
« Settled Cost Report

PFA PB Myers and Stauffer
o Attachment A
« Attachment B
o AttachmentC




o Audit Report
e Schedule A
e Schedule B




Folder/Doc Type Exclusion Table —
P EDOC_EXCLSN _TB (EDM-T-

0003)

General Information

The Folder/Doc Type Exclusion Table houses the information associated with any file folder/doc
types exclusions assigned to a user.

Data Elements

Data Element Name ke Description
Length

WP_EDOC_EXCLSN_SK 10 Exclusion Table Key

WP_NPI_ID 10

(pdE-0610) NPI or API 10 digit numeric ID

WP_USER_ID 30 The user id associated with the exclusion

(pdE-0006)

WP_FIRST_NAME 30 The first name of the user associated with

(pdE-0463) the exclusion

WP_LAST_NAME 20 The last name of the user associated with

(pdE-0464) the exclusion

WP_FILE_FLDR 50

(PDE-1362) The File Folder the user is excluded from

WP_DOC_TYPE 50 The File Folder/Doc Type the user is

(PDE-1363) excluded from

G _AUD_ADD USER_ID 30 User ID associated with the user who ini-
tially loaded the document; could be a sys-
tem ID (i.e. for system generated
reports); will not change once added

G _AUD_ADD_TS 6 Date/timestamp initial record was added;
will not change once added

G_AUD_USER_ID 30 User ID associated with any modification
of the record after the initial add.

G AUD_TS 6 Date/timestamp associated with any modi-
fication of the record after the initial add.







Provider/Parent Association Table —
P EDOC PROV_REL TB (EDM-T-

0004)

General Information

The Provider/Parent Association Table houses the information associated with each NPl and any
parent company links.

Data Elements

Data Element Name ke Description
Length

WP_NPI_ID 10

(pdE-0610) NPI or API 10 digit numeric ID

WP_NPI_NAME 50 The NPI or parent company name

(pdE-0011, pdE-0012)

WP_PRNT _NPI 10 The parent company AP associated with

(pdE-0463) this NPI

WP_REL_BEGIN 10 The beginning date of the parent com-
pany association

WP_REL_END 10 The ending date of the parent company
association

G _AUD ADD USER_ID 30 User ID associated with the user who ini-
tially loaded the document; could be a sys-
tem ID (i.e. for system generated
reports); will not change once added

G_AUD_ADD_TS 6 Date/timestamp initial record was added;
will not change once added

G _AUD_USER_ID 30 User ID associated with any modification
of the record after the initial add.

G AUD TS 6 Date/timestamp associated with any modi-
fication of the record after the initial add.
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