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1. INTRODUCTION

1.1.Purpose

This documenprovides instructions on administrative functions regarding the billing antracts. For
AYTF2NYIEGAZ2Y 2 y-usérkiling wiNibow, s\ NRiliing $sgt Buide

1.2. Audience

Theintended audience for tis User Guidés any state and provider administrator managing a provider

agency offering billing services

2. GETTING STARTED

2.1. System Requirements

WITS is a webased application that is accessible through the mostatdate versions of the following
web browsers.

Google Chrome
Microsoft Edge
Apple Safari
Mozilla Firefox

2.2.PopUp Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window.
Ensure your browser allows payps for the WITS application to avoid functionality issues.

=A =4 =4 4

For more information on how to disable the pop blocker foithe web browser, reference the smart
guideDisable PofJp Blocker

2.3.URL Links

2.3.1.Testing/Training Environment

NOTE:It is recommended thatisersbookmark the following links for quick access to the WITS
environments.

To access your testing/training environment, use the following link:
https://al-uat.witsweb.org/

As with all training and testing environments, the following rules apply.

1 Theuser account credentials will match thattbieir actual role unless otherwise specified.

1 Only fictitious data should be entered into the system. DO NOT use data from an actual client.
1 Keep all entered data professional.

9 If adding an email address to a fictitioaiscount, the domain should be set to @test.com.
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2.3.2.Production Environment

To access the production environment, use the following link:

https://al.witsweb.org/

3. BILLING WORKFLOWS

Several workflows make up the billing proceRsis document covers many of thehindthe-scenes
setups that allow the following workflows &xecute successfully.

When an encounter is released to billing:

1 WITS will check for a TPL rate and an active TPL CGE. If these items exist, the claim is created. If
y 20X

1  WITS will check for a Medicaid rate and an active Medicaid CGE. If these items exist, the claim is
ONBIFGSR® LF y20X

1  WITS will check for a contract rate and an active government contract CGE. If these items exist, the
Of FAY A& ONBIFGSR® LF y20X

1 An error will display stating that the encounter cannot be released to billing.

When the claim is generated, it will be in the Released stttk S G & LIS 2F Of F AY RSLISYF
eligibilities.
9 If the client has ahird-party liability (TPL, it will be billedas the primary payoiSeeThird Party
Liabilityfor more information on this process.
9 If the client does not have a TPL, but does hdeglicaid then the claim will be billed against
Medicaidfirst.

9 If the client does not have TPL or Medicaid, but does have eligibility under a government
contract, then theclaim will be billed against that government contract first.

How the claim is processed at this point depends onghgortype (TPL, Medicaid, or government
contract)

3.1. Third Party Liability
IfaclienthasthirdLJr NI @ fAFoAfAGE o¢t[ 0 LRfAOET GKS OfFAY ¢
After the claim is generated, the provider will need to manually completefollowing steps:

1 The provide batchesthe TPL claimigether andplacesthe batch ina Billed status.
9 The provider manually sends claims to the appropriate TPL entities.
1 The TPL entity will process the claims and return a remittateting whether the claim was
denied and paidand how much of the claim was paid).
1 Providers will manually entgrayments against claims.
M If a balance remains:
0 A new claim is generateabainst Medicaid (if the client has Medicaid eligibility)

WITS Billing Administration User Guide Pagell
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0 A new claim is generated against a government contract (if the client doddeditaid
but is eligible for a government contract).

0 The provider can generatestatementto be sent to the client for the remaining
balance.

3.2.Medicaid

Medicaid claimsre automatically processed in WIT&claim against Medicaid will generate
automatically if the client does not havéPLeligibility butdoes haveactive Medicaid coveragédentified
Ay UGKSrecorfl A Sy i Qa

T 2L¢{ oAfft Ol GOK I LINE @ bhakef biddie manth RisédicBoR Of | A Y &
example, claims for the service month of May are bundled into the same batch. Claims with a
service month of June would be bundled into a separate batch.

91 Provider batched claims are théransmittedto the ADMHcontracting agencgywhich is acting
as a clearing house.

1 At set intervalsWITS wilbundle claims with the same service month intolearing house
batchandthen transmitted to Medicaid.

WITS Billing Administration User Guide Pagel?
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Agency 1 Claim Items/Batch

ADMH Clearing House Items/Batch

Agency 2 Claim Items/Batch

Medicsid
2 e

Agency 3 Claim Items/Batch

Figurel: Automated Batching Processledicaid

1 Medicaid will process the claims and retumm 835stating whether the claim is denied or paid
(and how much of the claim was paid).
1  WITS will process the remittances and apply payments against the claims.
9 If a balance remains:
o Inspecific instances few claims may meet criterthat allows theclaim to be rebilled
against a government contradh those instances, WITS will genertite new claim.
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0 Asanoptional step, providers can remove the remaining balamgereating an
adjustment to the claim.

3.3. Government Contract

The processing of claims against a government contract is automateldim against a government
contract will generate automatically if the client does not have TPL or Medgidility butdoes have
government contract eligibilitidentified in the client record
T '4 aSid AYyidSNDIfas GKS LINPGARSNRA I20SeNyoySyi
the ADMH contracting agency fprocessing.
1  WITS will adjudicate these claimstomaticallyat set intervals.
1 Adjudication rules are set tdeny claims. If the claim does not trigger any of the set rules, the
claim is paid.
1  WITS will apply paymeiigainst the claims
1 As an optional step, providers can remove the remaining balance by creating an adjustment to
the claim.If a balance remainghe remaining balance will need to lagljusted toremove it
fromtKS Of ASyidQa | 002dzy i @

4. CONTRACTING AGENCY SETUP

This section covers billing setups that must be performed atstlage Contractor) level
The setup fothe screens belowequiresthe user to have the contracting agenagtive in WITS.

1. Navigate to the contracting agency by clicking on the act@gency and facilityn the top right of
the WITSeader

2. The Change Facility screen will display. Chang&léve Agencyand New Facilityfields to match the
contracting agency and facility.

3. ClickGoto switch to the contracting agency.

WITS Billing Administration User Guide Pagel4d
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7 AL-WITS UAT : L
‘ @ 2430 SSRSReports  Snapshot ‘ swW Alabama Department of Mental Health, Administrative Unit h

6] Change Facility

Home Page

F Current Agency
= Alabama Department of Mental Health

State Waitlist

Agency

Current Facility

Administrative Unit

New Agency

00
= l Alabama Department of Mental Health A
Group List
New Facility
4 istrative Uni
l Administrative Unit v
Clinical

Dashboard

@ n X Cancel
Client List

Figure2: ChangingcontractorAgency and Facility

4.1. ContractorAgency Profile

There are several fields that must be set in the contracting agency piarfillee claim item submission
feature tofunction properly.

1. From the left navigation menu, clidigency
2. Inthe Agency List submenu. Cligency Profile

@ Agency

Home Page

E:é ~ Agency Profile
State Waitlist

Addresses/Phone
Aliases
Contacts
00
== > Governance
Group List
> Relationships
4
=
Clinical Announcements
Dashboard
E] > Referrals
Client List Removed Consents

Figure3: AccessingontractorAgency Profile

3. Scroll down the profile tohe fields displayed in the screenshot below.
4. Complete these fields and cli@ave and Finish

WITS Billing Administration User Guide Pagel5
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National Provider ID

l 1699828970

Federal Tax ID
63-0506021

State Business ID
Senate Dist House Dist Cong Dist
County

l Montgomery

Geo Code

- L 4 v

Contractor/Locator

Taxonomy Code

251S00000X

Interchange Receiver ID Application Receiver's Code
300002373 300002373

Receiver ETIN Receiver Name
300002373 ADMH

Payor ID Payor Name

300002373 ADMH

Domains

©
(<]

Selected Domains
Prevention
Treatment

Next > E Save and Finish X Cancel

Figured: Billingg ContractorAgency Profile Settings

Thehighlighted fieldsaboveare described in the table below.

Table2: ContractingAgency ProfileBilling Fields

Field Input Fields

4.2. Agency EDTontact

National Provider ID 1699828970
Federal Tax ID 63-0506021
Taxonomy Code 251S00000X
Interchange Receiver ID 300002373
Application Received / 2 RS 300002373
Receiver ETIN 300002373
Receiver Name ADMH
Payor ID 300002373
Payor Name ADMH

The billing process for transmittira;m 837P file to Medicaid requires that agency EQdontact be
created The contact information is included in Loop 1000A PER, Submitter EDI Contact Information. It
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may reflect a real or generic contact, and it represents the person or team at ADMH who manages
Medicaid billing.

1. From the left navigation menu, cliddgency
2. Under the submen\gency TypelickContacts

@ Agency
Home Page .
- Agency List
E:é > Agency Profile
State Waitlist
Aliases
Contacts

> Governance

00 ) )
== > Relationships
Group List
= Announcements
IS
Clinical > Referrals

Dashboard

Removed Consents

E

Client List Deleted Clients

Figure5: Accessing Contractor Agency Contacts

3. The Contacts screen will display. Cliéidd Contact
4. Complete the fields and cliave and Finish

WITS Billing Administration User Guide Pagel?
Version 1.0



\ﬂ.}’/FEI Systems

Contacts for Alabama Department of Mental Health

Agency Contact List

= Add Contact

Contact Type Name Status Created Effective

Agency Contact Profile

Staff Contact Type
I - I -
Effective Date Status

4/22/2024 [ l -

ﬁ Save and Finish x Cancel

Figure6: Agency EDI Contact

How the fields should be completed are detailed in the table below.

Table3: Agency EDI Contact

Field Description

Staff The persorthat manages Medicaid billing.

Contact Type Agency EDI Contact \
Effective Date Use current date |
Status Active |

4.3.Payor Plans

Payor Plans represent the funding sourossd by ADMH and pviers to bill/pay claim$?ayor Plans
are further divided into groups. In the caseTdfird-PartyLiability (TPLAnd Medicaidhere will be a
single group for each payor plan. Howeer,a governmentcontractpayor plan, there will be multiple
groups.
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Payor Plan:
Third Party
Liability

Payor Plan: Payor Plan:

Block Grant Medicaid

Group: Group: Group:
Genefall ﬂdolesfe.nt Special Group: Group:
Women's Medicaid TPL

Fund Fund
un un Fund

Figure7: Payor PlanGroup Relationship
Before creating a payor plan, verify or change to the contracting (ADMH) agency.
To access the Payor Plan

1. From the left navigation menu, cliddgency
2. Click orBillingto expand its submenu.
3. Click onPayor Plan List

WITS Billing Administration User Guide Pagel9
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@ Agency

Home Page .
> Agency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
= overdose Reversal Kits
Group List
— > Facility List
1=
Clinical Staff Members

Dashboard

&

e | - Billing

> Tx Team Groups

Invoicing

Claim Item List
Claim Batch List
Encounter List

EQB Transaction List

Support Ticket

> Payment List
Billing Transaction List
Client Balance
Clearing House Item

Clearing House Batch

Cost Center

~ Payor Plan List

Payor Plan Profile

Figure8: Accessing Payor Plan List

4. The Payor Plan Search screen will display. Under the section Payor Plan LisAdditlew Payor
Plan

WITS Billing Administration User Guide Page20
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Payor Plan Search

Plan Name Payor Company

Plan Type CH Agency

Plan Status

v @® Active () Inactive

X Cancel X Clear

Payor Plan List

= Add New Payor Plan

Company Plan Name CH Agency Plan Type HIPAA Payor ID Billing Form Status

Billing Form

Baxter Prevention Payor QOther Invoice Active

Figure9: Payor Plan List Screen

5. The Payor Plan Profile screen will display.

How the profile is completed varies basedtbe type of payor planThe following sections explain how
to complete the profile based on the plaype selected.

4.3.1.ThirdParty Liability Payor Plan

Third party liability (TPL) represents any insurance carrier. Providers will bill insurance carriers outside of
ADMH WITS. TPL claims and batches are created in WITS to represent the claim sent to the TPL and to
include coordination of benefits (COB) oryaubsequent Medicaid claims.
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Payor Plan Profile

Plan Type

l Group Insurance v
Billing Form

l CMS-1500 v
Agency

Claim Filing Type

Release To Billing Enabled

Plan Name

Company Name

Clearing House Agency

Client Confidential

Is Authorization Required?

Application Receiver #

HIPAA Processing Set

Element Delimiter

@ves O o |Qyes @ no
Effective Date Expiration Date
l 4/23/2024 A =
Reactivated Date
HIPAA EDI Information
Payor Name Payor ID#
Receiver Name Receiver ETIN

Interchange Receiver #

Segment Delimiter

Composite Delimiter

m Save and Finish % Cancel

FigurelO: Payor Plan ProfileThird Party Liability

To complete the profile, use the following table.

Tabled: TPL Payor Plan Profile

Field Description

Claim Filing Type

Release to Billing Enabled

Plan Type Group Insurance

Plan Name This can be set to Third Party Liahility
Billing Form CMS1500

Company Name This can be set to TPLTdirdPartyLiability
Agency Leave this field blank

Commercial Insurance @pany

NOTENOot arequiredfield butrecommended for best

practices.
Yes

WITS Billing Administration User Guide
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Is AuthorizatiorRequired?
Effective Date

Expiration Type
Reactivated Date

Payor Name
Payor ID#

No

This should be backdated leasta year from go live to
allow for late claims.

This is only set if the payor plan will no longer
used/valid after a set date.

This comment box is only used if the payor plan is
expired and then reactivated.

Assigned by ADMH.

Assigned by ADMH.

Once all fields are completed, cliSlaveand then clickNextto setup the group.

4.3.1.1.TPL Group List
The Group List will display. Clidienage Groups

Group List for Third Party Liability

Plan Type

Group Insurance

Available Groups Associated Groups

©
o

Next >

m Save and Finish X Cancel

Figurell: Group List TPL

Click+Add Groupand complete the required fields.

9 Group Name; TPL oiThird-PartyLiability

1 Group # This is determined by ADMH and is justraernal tracking ID.

1 Intervention Type; Not used for Medicaid

groups.

ClickSave and Finisto create the group. Clidkinishto return to the Group List selection screen.

WITS Billing Administration User Guide
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Group List for Third Party Liability

= Add Group

Currently, there are no results to display for the Group List for Prevention Payor.

Group Name Agency

Group # Intervention Type
l -

Last Updated Last Updated By

Plan Type Covered Population

Group Insurance

Age Group Gender Specific

E Save and Finish X Cancel

Figurel2 Add TPL Group

Click on the group in thAvailable Group$ox to highlight it. Click on theght arrow to move the
selection to theAssociated Groupbox.

Group List for Third Party Liability

Plan Type

Group Insurance

Available Groups Associated Groups

<

Manage Groups

< Back Next > m Save and Finish X Cancel

Figurel3: Selecting TPL Group

ClickSaveand Finish

4.3.2.Medicaid Payor Plan

Only oneMedicaid payor plan needs to be created within ADMHTS will generate an errarhen
trying to createmore than one payor plans for Medicaid.

WITS Billing Administration User Guide Page24
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Plan Type
l Medicaid

Billing Form

I 837

Company Name
Clearing House Agency

Client Confidential

270/271 Enabled
| Oves @ o
Acknowledgement Requested

|OY&S O o

Effective Date
l 4/22/2024 [5)

Reactivated Date

Payor Plan Profile

Plan Name

837 Type
8371

©
o
Agency

Claim Filing Type

Release To Billing Enabled

@ Yes O No

Transaction Type Code
l Chargeable w

Is Authorization Required?
| Ove @ wo

Expiration Date

o]

Selected 837 Type
837P

Payor Name
Receiver Name
Application Receiver #

HIPAA Processing Set

Element Delimiter

| -

HIPAA EDI Information

Payor ID#

Receiver ETIN

Interchange Receiver #

Segment Delimiter

v

Composite Delimiter

| -

Next »

m Save and Finish X Cancel

Figurel4: Payor Plan ProfileMedicaid

To complete the profile, use thellowing table

WITS Billing Administration User Guide
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Table5: Medicaid Payr Plan Profile

Field Description

Plan Type

Plan Name

Billing Form

837 Type; Selected 837 Type
Company Name

Agency

Clearing House Agency

Medicaid

This can be set to Alabama Medicaid or just Medica
837

837Pneeds to be moved tthe Selected 837 Type
This can be set to Alabama Medicaid or just Medica
Leave this field blank

Set this to the contracting agency (ADMH)

Claim Filing Type

Medicaid

Client Confidential

Release to Billing Enabled
270/271 Enabled

Transaction Type Code
Acknowledgement Requested
Is Authorization Required?
Effective Date

Expiration Type

Reactivated Date

This field idocked and annot be set

Yes

Yes

Chargeable

Yes

No

Thisshould be backdatedt leasta year from go live to
allow for late claims.

This is only set if the payor plan wil longerbe
used/valid after a set date.

This comment box is only usedhié payor plan is
expired and then reactivated.

Payor Name

Assigned bedicaid.

Payor ID#

Receiver Name
Receiver ETIN
Application Receiver #
Interchange Receiver #
HIPAA Processing Set
Segment Delimiter
Element Delimiter
Composite Delimiter

Assigned by Medicaid.
Assigned by Medicaid.
Assigned by Medicaid.
Assigned by Medicaid.
Assigned by Medicaid.
Alabama Medicai(b010)

*

Once all fields are completed, cliSlaveand then clickNextto setup the group.

4.3.2.1.Medicaid Grouphist
The Group List will displaglickManage Groups

WITS Billing Administration User Guide
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Group List for Alabama Medicaid

Plan Type
Medicaid

©
o

Manage Groups

Available Groups Associated Groups

< Back Next > m Save and Finish x Cancel

Figurel5: Group List Medicaid

Click+Add Groupand complete thdollowingfields

1 Group Name; Medicaid

1 Group # This igdeterminedby ADMHand is just an internal tracking ID.
1 Intervention Type; Leave blankNot usedfor Medicaid groups.

ClickSave and Finisto createthe group ClickFinishto return to the Group Lisselectionscreen.

Group List for Alabama Medicaid

= Add Group

Currently, there are no results to display for the Group List for Prevention Payor.

Group Name

Group #

Last Updated
Plan Type

Medicaid

Age Group

E Save and Finish x Cancel

Agency

Intervention Type

Last Updated By

Covered Population

Gender Specific

Figurel6: Add Medicaid Group

Click onhe group in théAvailable Group$ox to highlight it. Click on théght arrow to move the

selection to theAssociated Groupbox. ClickSaveand then clickNext

WITS Billing Administration User Guide
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Group List for Alabama Medicaid

Plan Type
Medicaid
Available Groups Associated Groups

Manage Groups

< Back Next » E Save and Finish X Cancel

Figurel?: Selecting Medicaid Group

4.3.2.2.MedicaidAgencyPlanProfile
The Agency Plan Profile for Medicaid will disphdi/fields need to be completed. The values are
assigned by Medicaid.

9 Submitter ETIN Assigned by Medicaid
1 Application Sender & Assigned by Medicaid
1 Interchange Sender ¢Assigned by Medicaid

Agency Profile for Alabama Medicaid

Billing Form
837

HIPAA EDI Information

Submitter ETIN Application Sender # Interchange Sender #

< Back Next > E Save and Finish x Cancel

Figurel8 Agency Plan ProfiteMedicaid

ClickSave and Finisbnce all fields are complete.

4.3.3.Government Contrad®ayor Plan

Depending on funding sources, a state agency may have muapler plans set for government
contracts. For exampl@ne government contract payor plan may cover a block grant, while another is
set up for state funds.

WITS Billing Administration User Guide Page28
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Payor Plan Profile

Plan Type
Government Contract hd
Billing Form
I WITS Batch v
Agency
A
Claim Filing Type
v
Release To Billing Enabled
@ Yes O No
Funding Source
v

Effective Date

l 5/1/2024 [

Reactivated Date

Plan Name
Company Name
Clearing House Agency

Client Confidential

Contracting Agency

Alabama Department of Mental

Is Authorization Required?
| Ovs @ no

Expiration Date

]

Budget Allocation Method

HIPAA EDI Information

Payor Name

Receiver Name

Application Receiver #

HIPAA Processing Set

Element Delimiter

Payor ID#

Receiver ETIN

Interchange Receiver #

Segment Delimiter

Composite Delimiter

Next »

E Save and Finish X Cancel

Figurel9: Payor Plan ProfilkkGovernment Contract

To complete the profile, use the following table.

Table6: Payor Plan ProfitesGovernment Contract

Field Description

Plan Type Government Contract

Plan Name Use to identify the funding source (block grant, state
funds, etc.).

Billing Form WITS Batch

Company Name ADMH

WITS Billing Administration User Guide
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Agency Leave this field blank

Clearing House Agency Leave this field blank.

Claim Filing Type Leave this field blank.

Release to Billing Enabled Yes

Funding Source Choose the funding source from ttieopdown options
(block grantstate funding SOR, et.

Is Authorization Required? No

Effective Date This should be backdated a year from go live to allo
for late claims.

Expiration Type This is only set if the payor plan will no longer
used/valid after a set date.

Reactivated Date This comment box is only used if the payor plan is

expired and then reactivated.
Once all fields are completed, clilaveand then clickNextto setup the group.

4.3.3.1.Government Contract Group List

The Group List will display. CiMdianage Groups

Group List for Block Grant

Plan Type

Government Contract

Available Groups Associated Groups

©
[

Manage Groups
€ Back Next > Save and Finish X Cancel

Figure20: Manage GroupsGovernment Contracts

For each population covered under a government contract, a gnougt be created A group caronly

belong to onegovernment contract. For exampliéa general group needs to be added to a block grant
andto state funds, then two general groups must be created. One for the block grant group and another
for the state funds group

WITS Billing Administration User Guide Page30
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e A

Group List for Block Grant

—+ Add Group

Currently, there are no results to display for the Group List for Prevention Payor.

. S
Group Name Agency

Group # Intervention Type

l v

Last Updated Last Updated By

Plan Type Covered Population

Government Contract l v

Age Group Gender Specific

[ - l v
m Save and Finish X Cancel

Figure21: Add Group Government Contract

Click+Add Groupand complete the required fieldssing the table below

ClickSave and Finisto create the group. Create additional groups as needed. Once all groups covered
under the government contract have been created, dizkishto return to the Group List selection
screen.

Table7: Group- Government Contract

Field Description

Group Name Enterthe name to identify the groug (KA f RNXB Y
{LISOAIE 22YSyQa .DNER dzLJs

Group # This is determined by ADMH and is just an internal
tracking ID.

Intervention Type Not used

Covered Population Identify the population covered under theogp.

Age Group Identify the age group (adolescent, adult, all age
groups, etc.)

Gender Specific Identify which gender(s) are covered under the grou

Click on the group in thavailable Group$ox to highlight it. To select multiple groups, hold down the
CTRL key and click on the groups being associated with the government contract.

Click on theight arrow to move the selection to thAssociated Groupbox. ClickSaveand then click
Next

WITS Billing Administration User Guide Page31
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Group List for Block Grant

Plan Type

Government Contract

Available Groups
Adult
Children First

Co-Occurring
o

Drug Court

Associated Groups

Prevention
Special Womens

< Back Next » n Save and Finish X Cancel

Figure22: Selecting Government Contract Groups

5. CONTRACT MANAGEMENT

A contract establishes a relationship between a provider agency and the state (contractor) agency.
While all provider agencies may view their contracts, only contraagi@ncies may set up and edit
contracts.

Before contracts can be created for any agency, the state will need to complete some steps in
preparation for contract creation.

5.1. Authorization Period

NOTEThe authorization period must be set under the contractor agency.
One authorization period is created for each fiscalryea

To create an authorization period:

1. From the left Navigation Menu, clidgency
2. In the submenu, clickContract Managemenand then clickAuthorization Period

WITS Billing Administration User Guide Page32
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@ Agency

Home Page .
> Agency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

[o]]
[==1

Group List

Overdose Reversal Kits

o > Facility List
=
Clinical Staff Members
Dashboard
> Billing

&

Client List ~ Contract Management

{g} Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category

Cost Reimbursement Line Item

Authorization Period
= W

ST TR Fund Transfer History

Cross Contract List
Authorization List
Contract EDI

Prevention Plans

Figure23: Accessing Authorization Period

3. The Authorization Period List displays.
a. Existing periods will be listed here.
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4 A
Authorization Period List
—+ Add New Period
Period # Name Effective Date Termination Date
3 FY 2020 10/1/2019 9/30/2020 }
4 FY 2021 10/1/2020 9/30/2021 }
3 FY 2022 10/1/2021 9/30/2022 }
9 FY 2023 10/1/2022 9/30/2023 }
10 FY 2024 10/1/2023 9/30/2024 }
13 Anusha Test 8/18/2023 8/31/2023 }
15 test auth period 9/1/2023 12/31/2023 }
b J

Figure24: Authorization Period

4. Click+Add New Period
5. On the Authorization Period Profile screen, complete the required fields.

Authorization Period Profile
# Hide Context Information

Created By Created Date Updated By Updated Date

Name Effective Date Termination Date

o o

E Save and Finish x Cancel

Figure25: Authorization Period Profile

6. ClickSave and Finish

5.2.Contract Service Rate

Contract ServicRates are created for each service that is billailder Government Contract Payor
Plans/GroupsFor information on settingesvice rates foMedicaid and TPL billable services, see
ServiceandRates
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Contract ServicRates are maintained by ADMH since they contain key data elements used for billing
and reporting.

Contract Serviceatesare created for each Payor Plan Group under which the service is payable. For
example,if the service Case ManagemenAdolescenis billabledzy RSNJ 6 KS LJ @2 NJ LX I y&a /
and General, then two service rates will need to be created. One for each payable group

To set &ontract ServiceRate:

1. From the left Navigation Menu, clidgency
2. ClickContract Managementin the submenu to expand it and show additional menu items.

@ Agency

Home Page

> Agency List

E:J: Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail
00
== Overdose Reversal Kits
Group List

© > Facility List

X
Clinical Staff Members

Dashboard

» Billing

B

Client List I ~ Contract Management

@ Contract List

System

CRTG nr Contract Service Rate

|_D Cost Reimbursement Category
Cost Reimbursement Line Item
E‘é} Authorization Period
SRS Fund Transfer History
Cross Contract List
Authorization List

Contract EDI

Prevention Plans

Figure26. Contract Service Rate

3. ClickContract Service Rate
4. The Contract Service Rate Search screen will display.
a. The user can search for existing rates, which will display in the Contract Service Rate List.
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Contract Service Rate Search

Service Provider Facility

Group Contract

v v

Contractor Deprecated

Alabama Department of Mental Health (Contractor) O Yes @ No

Rate Type Effective Date

b 4
Expiration Date Contract #
ASAM Contract Status
v Active v
.- JEES
4 ™
Contract Service Rate List
—+ Add New Contract Rate| /~> Export
Currently, there are no results to display for the Contract Service Rate List.

\ /
Figure27. Contract Service Rate Search
5. Under Contract Service Rate List, ch&iddd New Contract Rate
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Contract Service Rate Profile

Service Priority
I - I
Rate Type Duration Type

v

h

Group
l Duration

v
Contract
l - iffective Date
Provider Facility

v Expiration Date

Contractor
Alabama Department of Mental Health Created Date
Rate Per Unit
l Created By
Description
1 unit =

Updated Date

Minirmum Billing Units

Updated By
Minimum Days between Services

0

This service/rate may only be added by the Contractor

- l OYes @No

ﬂ Save and Finish X Cancel

Figure28: Contract Service Rate Profile

ASAM

6. Complete the required fields and any other relevant fields.
a. For information on the different fields, see table Contract Service Rate below.
7. ClickSave and Finish

Table8: Contract Service Rate

Field Description Required
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Service

Priority

Rate Type

Group
Contract

Provider Facility

Contractor

Rate Per Unit
Description

Minimum Billing Units

Minimum Days between Service
ASAM

This service/rate may only be
added by the Contractor
Duration Type

Duration

Effective Date

Expiration Date

This links the rate to a specific service. Available
services are loaded on the backend.

This field displays when Rate Type is s&tamdard
or Contract.
Used in payor adjudication to determine the priorit
in paying claims.
Determines which contracts are affected.
1 Standard applies the rate to all contracts.
1 Contract applies the rate to a specific
contract.
1 NonContracted Service prevents a provid
from billing for the set service.
Associates the rate to the select group.

This option links the service rate to a specific
contract.

If a contract iselected, the rate can be further
limited to a particular facility.
Automatically set to the state contracting agency.

The dollar amount that will be paid per set unit.
This field can be used tefine the unit

Set if there is a minimum number of units that mus
be billed.

Set if there is a waiting period before a client can
receive the service again.

The level of care fdhe service rate can be set here
if needed.

Yes or No. This should always be set to Yes.

The time unit for the entered duration. This field is
used if the service duration based.

A numeric value that corresponds with duration ty|
to define the length of time for the service.

When the service rate becomes active and availat
for selection.

Does the service rate expire after a specific date?
so, then set the date here.

5.3. Cost Reimbursement

Cost reimbursement is one of two methods the state can sébyprocess claimgom prevention
provideragencie. Cost reimbursement allows for strategy implementation activities to be invoiced for
reimbursement from the state.

5.3.1.Cost Reimbursement Category

The categories are a grouping of services/activities a provider agency might péntairare notdirectly

client related, such as prevention services/activities in the community.

Yes

Yes

Yes

Yes
No

No

Yes
Yes
No
No

No

No

Yes

No

No

Yes

No
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To setup a cost reimbursement category:

1. From the left Navigation Menu, clidgency

@ Agency

Home Page

» Agency List

F::é Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
= Overdose Reversal Kits
Group List
> Facility List
v
=
Clinical Staff Members
Dashboard
> Billing
Client List ~ Contract Management
® Contract List

System

SRRl R Contract Service Rate

|_D | Cost Reimbursement Category

Cost Reimbursement Line ltem

Authorization Period
(&

Support Ticket

Fund Transfer History
Cross Contract List

Contract EDI

Figure29: Cost Reimbursement Category

2. In the submenu, clickContract Managemenand then clickCost Reimbursement Categary
3. The Cost Reimbursement Category List displays.
a. Existing categories will be listed here.
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' ™

Cost Reimbursement Category List

+ Add New| > Export

Currently, there are no results to display for the Cost Reimbursement Category List.

Cost Reimbursement Category Profile

Cost Category Sort Order

Status

Description

Figure30: Cost Reimbursement Category List

4. Click+tAdd Newto display the Cost Reimbursement Category Profile screen.
5. Complete the required fields and the Description field as needed.
a. Two fields that need additional explanation are:
i. Cost Categorg These are associated with the various strategy activities a
prevention agency might perform.
ii. Sort Order Its display ranking in the category list. The lower the number, the
higher it will display in the list.
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4 N

Cost Reimbursement Category List

+ AddNew /> Export

Currently, there are no results to display for the Cost Reimbursement Category List.

Cost Reimbursement Category Profile

Cost Category Sort Order

Status
Active A 4

Description

m Save and Finish x Cancel

Figure31l. Cost Reimbursement Category Profile
6. ClickSave and Finish

5.3.2.Cost Reimbursement Line Item

Cost reimbursement categories need to be setup before creating their corresponding line items.

A line item is a specific service/activity within a category performed by a prevention agency.

To setup a cost reimbursement line item:

1. From the left Navigation Menu, clidgency

WITS Billing Administration User Guide
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Agency

Home Fa

ge
- » Agency List

F::é Grant Management Dashboard
State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

00
: Overdose Reversal Kits
Group List
o » Facility List
X
Clinical Staff Members

Dashboard
» Billing

Client List ~ Contract Management
Contract List
Contract Service Rate

Cost Reimbursement Category

Cost Reimbursement Line ltem

Authorization Period
SLTIELEE] Fund Transfer History

Cross Contract List

Contract EDI

Figure32: Cost Reimbursement Line Item

2. In the submenu clickContract Managemenand then clickCost Reimbursement Line Item
3. The Cost Reimbursement Line Item List displays.
a. Existing line items will display in the list section.
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Cost Reimbursement Line Item List

o

Currently, there are no results to display for the Cost Reimbursement Line Item List

Cost Reimbursement Line Item Profile

Line ltem Sort Order

Status

Cost Reimbursement Category

Description

Figure33: Cost Reimbursement Line Item List

4. Click+Add Newto display the Cost Reimbursement Line Item Profile.
5. Complete the required fields and the Description field as needed.
a. Two fields that need additional explanation are:
i. Line Item¢ This is the specific service or activity being performed by the provider.
ii. Sort Order Its display ranking in the category list. The lower the number, the higher
it will display in the list.
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' ™

Cost Reimbursement Line Item List

+ AddNew /> Export

Currently, there are no results to display for the Cost Reimbursement Line Item List.

Cost Reimbursement Line Item Profile

Line Itam Sort Order

Status
Active v

Cost Reimbursement Category

Description

m Save and Finish x Cancel

Figure34: Cost Reimbursement Line Item Profile

6. ClickSave and Finish

5.4.Contract Creation

Before a provider can create and submit a prevention plan to the state, the state must add the contract
to their agency into WITS.

1 One active contract should be created for each provider.
o If a provider offers more than one domain of service, both lsatisted on the same
contract.
o0 Alternately, two contracts can exist for the same provider, as long as the domain is
different in each.
1 Active contracts cannot overlap for the same provider and domain.

NOTEBefore creating a contract, the state administrator must access the state (contractor) agency.
To add a contract to the state agency:

1. ClickAgencyfrom the left Navigation Menu.
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@ Agency

Home Page .
> Agency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00

== Overdose Reversal Kits
Group List

o > Facility List
e
Clinical Staff Members
Dashboard
> Billing

Client List v Contract Management

@ Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category
Cost Reimbursement Line Item

Authorization Period
(&

Support Ticket

Fund Transfer History
Cross Contract List
Authorization List
Contract EDI

Prevention Plans

Figure35: Contract Management

2. In the submenu, clickContract Management
3. The Contract Search screen displays.
a. The user can search for existing contracts here that will display in the Contract List.
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Contract #

Provider Agency

Effective Date

Contract Search

Contract Name

Administering Agency

Termination Date

Contracting Agency
ADMH

Status
Active

-+ Add Contract

Contract List

/> Export

Currently, there are no results to display for the Contract List

Figure36: Add Contract

4. Under the Contract List section, clieAdd Contract
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Contract Profile

s Hide Context Information

Contract ID Contract Type Administering Agency
Government Contract
Created By Created Date Updated By Updated Date
Contract # Contract Name Effective Date Termination Date
8 o]
Status
h
Contracting Agency Contracting Agency Contact Contracting Agency Contact Email
Provider Agency Remit Payment To Provider Agency Contact
h

Provider Agency Contact Email

Monthly Cap Email to Contractor on Provider Submit
(O on (@ off
Domains Selected Domains
Treatment o Prevention

m Save and Finish X Cancel

Administrative Actions

Associated Plans Contracted Facilities Authorization Period Monthly Cap Prevention Plans

Figure37: Contract Profile

5. Complete the required fields and any other relevant fieldse the table Contract Management for
completing the contract.

Table9: Contract Management

Field Description

Contract # This isanalphanumeric identifier set by the state
agency.
Contract Name The contract name. This can be anything to help the

contractor and provider agency quickly identify the
correct contract.

WITS Billing Administration User Guide Paged7
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Effective Date This should be set to when the contract will go into
effect.

Termination Date This only needs to be set if the contract has a definii
termination date and will not be renewed.

Status The status of the contract.

1 Pending; The contract is still being setup an
not active, yetln this statusclaims and
invoices cannot be billed.

1 Activec The contract igctive in WITSlaims
and invoices can be billed.

1 Suspended The contract habeen
suspendedThis status will prevent any new
billing or payments against the contract.

1 Inactiveg Use this status when the contract
has endedthere are no active authorization
periods and the claim filing date has passec

Contracting Agency This should auto populate the state contracting
agency.

Contracting Agency Contact ¢CKS O2yGNF OGAy3a 3SyoOeQ

Contracting Agency Contact Email ¢CKS O2yGNY OGAy3a F3SyoeQ

addresses can be entered here. Separate each with
semicolon (;).

NOTEALt least one email address must be entered
here to receive a notification on submitted preventio

plans.
Provider Agency The name of the agency receiving the contract.
Remit Payment To ¢CKS AYTF2NXIGAZ2Y Ay (KAA
¢2¢ aSOlnvdcyRepoft. (1 K S
Provider Agency Contact The point of contact for the provider agency.
Provider Agency Contact Email ¢CKS LRAYyG 2F O2yidl 00 Qa

agency. Multiple email addresses can be entered he
Separate each with a sewnlon (;).Contacts listed
here will receive email notifications when:
1 Prevention plans are approved or rejected.
1 The 999 files generated.

Monthly Cap If there is a monthly dollar cap amount on claim
submissions, enter that information here. Otherwise
leave this field blank.

NOTEADMHis not using monthly caps.

Email to Contractor on Provider Submit If this is set td¥es the contracting agency will be
emailed anytime a claim or invoice is submitted by t
provider.

Domains The domains this contract covers should be added t

the Selected Domains field.
6. ClickSave

Once the contract has been createtwill need to be configured fo€ontract ManagementCost
Reimbursemenand/or ContractManagement Fee for Service
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5.4.1.Contract Managemeng Cost Reimbursement

Once the contract has been created, the following steps will need to be completed before a provider will
be able to submit invoices for reimbursement.

z

1. wSGdzNy G2 GKS LINPOGARSNRA O2yGNY Ol o
a. Agency>Contract Management
b. Search for the contract.

2. To the right of the contract, click theertical ellipsisand then clickProfile.

Contract Search
Contract # Contract Name Contracting Agency
ADMH
Provider Agency Administering Agency Status
Watchtower - - Active -
Effective Date Termination Date
m 8 C‘ear
| Profile |
4 ™
C t 1 L t Summary
ontract LIs
<+ Add Contract /> Export Clone
. . Adjudicate
Contract ID Contract # Contract Name Contractor Provider Administrator Effective Date
36 97529741 Watchtower Prevention ADMH Watchtower ADMH 12/1/2023 B
. /

Figure38: Contract Search

3. On the Contract Profile screen, locate the Administrative Actions section towards the bottitva of
profile.

5.4.1.1.Associate PlarnsCost Reimbursement

The first action that needs to be taken is associating a payor plan to the contract.

Administrative Actions

Associated Plans Contracted Facilities Authorization Period Monthly Cap Prevention Plans

Figure39: Associated Plans

1. Under Administrative Action, cligkssociated Plans
2. The ContracPlan List screen displays.
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Contract-Plan List for Contract # 97529741

. Hide Context Information

Contract Contract Type
Watchtower Prevention Government Contract

' ™
Contract-Plan List

=+ Add Plan | /> Export

Plan Groups Created by Created On

Figure40: ContractPlan List

3. Click+Add Plan
4. The Plan dropdown displays. Select the (d3o be associated with the contract.

Contract-Plan List for Contract # 1968514

A Hide Context Information

Contract Contract Type
Baxter FDN Contract Government Contract

'd ™\
Contract-Plan List

=+ AddPlan /> Export

Block Grant ./

Prevention
SOR
State Funds

Block Grant -

E Save and Finish X Cancel

Figure41: ContractPlan List

5. ClickSave

6. If more than one plan needs to be added, continue adding until all relevant plans are added to the
contract.
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7. Each plan then needs to be assigned to a group(sjhe right of the plan, click theertical ellipsis

and then clickGroups
a. Only existing groups can lassignedo acontract

b. Only groups that a providewill be using needs to baedded to the contract.

Contract-Plan List for Contract # 1968514
v Hide Context Information
Contract Contract Type
Baxter FDN Contract Government Contract
'd I
Contract-Plan List
-+ AddPlan /> Export
Plan Groups Created by Created On
Block Grant Wilson, Scott 12/18/2023 B
. _ /7
Figure42: Adding Groups
8. The ContracPlanGroup List screen displays.
9. Move groups from the Available Groups to Associated Groups.
Pagebl
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Contract-Plan-Group List for Contract # 1968514

A Hide Context Information

Contract Contract Type Plan
Baxter FDN Contract Government Contract Block Grant
Created By Created Date Updated By

Available Groups Associated Groups
Children's First
Detox Hospital
DYS Transfers
General
Indigent Drug Offender
Overdose Data to Action
SOR Treatment
Special Women's
SPF Rx
State - Assessments Institutions - Jails, Prisons and Hospitals
State Only Funds
Substance Abuse Community Corrections
Tuberculosis Screening

(~1 V]

m Save and Finish X Cancel

Updated Date

Figure43: ContractPlarGroup List

10. ClickSave and Finish
11. ClickFinishto be returned to the Contract Profile.

5.4.1.2.Associate Authorization PerigdCost Reimbursement

Each fiscal year, a new authuation period is created in the state contractiagency. This authorization
period will need to be associated &my active provider contractnd the fund allocation tierset

Toassociate an authorization period to a contract

1. Under Administrative Actions at the bottom of the Contract Profile, digthorization Period

Administrative Actions

Associated Plans Contracted Facilities Authorization Period

Monthly Cap

Prevention Plans

Figure44: Authorization Period

2. The Contract Authorization Period screen displays.
a. Any existing periods will display under Authorization Period List.
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Contract Authorization Period for Contract # 97529741

A Hide Context Information

Contract Provider Effective Date Termination Date
Watchtower Prevention Watchtower 12/1/2023

Authorization Period List for Watchtower Prevention

+ Add New Period| /> Export

Period # Fiscal Year Contract ID Period Name Effective Date Termination Date Claim Filing Cutoff Date

31 9887 FY 2024 12/1/2023 9/30/2024 10/31/2024

Figured5: Authorization Period List

3. Under Authorization Period List, cli¢hdd New Period
4. Below the Authorization Period List, Contract Authorization Period Profile becomes editable.
5. Complete the required fields and provide an Authorization # if needed.
a. Authorization Period; Any periods that have been created underthorization Perioawill
display here.
b. Effective Date; For existingorovider contractsthis is will behe start date of the
authorization period. For new provider contradtsthe middle of an authorization period
tKAad Ydzad YFIGOK GKS O2yidNIOGQa aidl NI RFEGSoO
c. TerminatonDate,¢ KAa RI S OFyy2( SEOSSR G(G(KS ! dzi K2NAT
d. Claim Filing Cutoff DateThis is the last day that invoices can be submitted for
reimbursement.
e. Fiscal Year Contract {PANn optional field that can be set by the state

f. FS Catmact ID¢ This is the funding source contract ID.
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Contract Authorization Period for Contract # 1068410
A Hide Context Information

Contract Provider Effective Date
Thans Treatment Titans Trimnt 11172024

Termination Date

Authorization Period List for Titans Treatment
-+ Add New Period /> Export
Period # Fiscal Year Contract ID Period Name

33 13544 FY 2024

Effective Date

1/1/2024

Termination Date Claim Filing Cutoff Date

9/30/2024 10/30/2024

Contract Authorization Period Profile

Authorization Period Effective Date Terminaticn Date
v B [al
Claim Filing Cutoff Date Fiscal Year Contract ID Authorization #
Created By Created Date
Updated By Updated Date

Figure46. Contract Authorization Period Profile

6. ClickSaveto remain on thescreenfor next steps.

Contract Authorization Period for Contract # 97529741

A Hide Context Information

Contract Provider Effective Date
Watchtower Prevention Watchtower 12/1/2023

Termination Date

p
Authorization Period List for Watchtower Prevention
-+ Add New Period /> Export

Effective Date

Period # Fiscal Year Contract ID Period Name

31 9887 FY 2024 12/1/2023

Termination Date

9/30/2024

Claim Filing Cutoff Date

10/31/2024
Profile

| Tiers |

Figure47: Authorization Period Tiers

7. To the right of the new period, click thvertical ellipsis and then clicKiers

8. The Contract Tier Management screen displays.

a. Existing tiers display in the Tire for Authorization Period section.
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A Hide Context Information

Contract Provider

Contract Tier Management for Contract # 97529741

Total Authorized

Effective Date

Watchtower Prevention Watchtower $25,000.00 12/01/2023
End Date Claim Filing Cutoff
09/30/2024 10/31/2024
'd N
Tier for Authorization Period FY 2024
—
Tier # Plan-Group Tier Type ASAM Eu%g;fﬂ?s&:{ Spent Amount Status
66 Prevention-Prevention Cost Reimbursement $25,000.00 $100.00 Active
AN J/
Figure48:. Add New Tier
9. Click+Add New Tier
10. The Tier Profile section displays under Tier for Authorization Period.
Tier Profile
Plan-Group
h 4
Initial Authorized Amount Tier Type
Cost Reimbursement A4
Status ASAM
Active v -
Monthly Cap FFS Equivalent
h O Yes O No
Created By Created Date
Updated By Updated Date
Figure49: Tier Profile
11. Complete the required fields.
a. See table Tier Profile for information on the different fields.
WITS Billing Administration User Guide Pageb5
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TablelO: Tier Profile

Field Description

PlanGroup

Initial Authorized Amount

This is theassociated plagroup that was setup under
Associated Plans.

This is the amount for use by the provider for the
designated authorization period.

Tier Type This should be set to Cost Reimbursement

Status The status of the selected tier. This must be set to
Pending when the tier is first created.

ASAM This dropdown will list the different levels of care. T}
only needs to be set if the tier is being limited.
NOTETHhis field is not used for Alabama.

Monthly Cap Choose whether monthly capfised or variable.

NOTEFor Alabama, this should be set to Variable.

FFS Equivalent

The fee for service equivalent. This is set to No for
Alabama.

12. ClickSave Once the profile has been created, it will display in the Tier for Authorization Period

section.

A\ Hide Context Information

Contract Provider

Contract Tier Management for Contract # 97529741

Total Authorized Effective Date

Watchtower Prevention Watchtower $25,000.00 12/01/2023

End Date Claim Filing Cutoff
09/30/2024 10/31/2024

-

-+ AddNew Tier /> Export
Tier # Plan-Group

66 Prevention-Prevention

.

Tier for Authorization Period FY 2024

ASAM

Cost Reimbursement

Profile

Adjust

Invoice-Budget
Spent Amount

$25,000.00 $100.00 Active B

Current Auth/
Budget Amount

Figure50: InvoiceBudget

13. To the right of the created tier, click thertical ellipsisand then clicknvoice Budget
14. The Invoice Template/Budget Profile screen displays.
15. SetCategorize invoictd Yes and then clickSave

WITS Billing Administration User Guide
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Invoice Template/Budget Profile for Watchtower Prevention - 97529741 - FY 2024

A Hide Context Information

Invoice Type Monthly Cap

Cost Reimbursement Variable Monthly

Created By Created Date Updated By Updated Date
Wilson, Scott 12/15/2023 12:37 PM Wilson, Scott 12/15/2023 12:37 PM

Categorize Invoice

@ Yes O No

E Save and Finish X Cancel
Ve

~
Invoice/Budget Line Items
-+ Add | /> Export
Line Item . Original Current Amount
D Category Line ltem Status Effective Budget Budget Available
Total Budget
Total Available
\ /

Figure51: Add Invoice/Budget Line Item

16. The section Invoice/Budget Line Items displays existing items, as well as allows new line items to be
created Click+Add
17. The Line Item Budget Profile screen displays.
18. Complete the required fields.
a. The displayed line items populate froitost Reimbursement Line Item
b. The total for line items added cannot exceed the Authorized Budget Amount.
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Line Item Budget Profile for Watchtower Prevention - 97529741 - FY 2024

A Hide Context Information

Available Tier Budget Current Budget
$0.00
Created By Created Date Updated By Updated Date
Line Iltem Original Budget
v
Status Effective MM/YY
Active hd 1/2024 v

E Save and Finish X Cancel

Figure52: Line Item Budget Profile

19. ClickSave and Finish
20. Repeat steps for adding Invoice/Budget Line Items as needed.
a. Again, the total for Invoice/Budget Line Items cannot exceed the Authorized Budget
Amount.
b. The total amounts for line items should match the Authorized Budget Amount.
21. ClickSave and Finisto return to the Contract Tier Management screen.
22. ClickFinishto return to the Contract Tier Management screen.
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Contract Tier Management for Contract # 97529741

# Hide Context Information

Contract Provider Total Authorized Effective Date
Watchtower Prevention Watchtower $25,000.00 12/01/2023
End Date Claim Filing Cutoff
09/30/2024 10/31/2024
e ~\
Tier for Authorization Period FY 2024
- Add New Tier /> Export
Tier # Plan-Group Tier Type ASAM Bu(zj:rer?f]\lr:cﬂr:{ Spent Amount Status
66 Prevention-Prevention Cost Reimbursement $25,000.00 $100.00 B
Profile
N _/
Invoice-Budget
Figure53: Tier for Authorization Period Profile
23. Click thevertical ellipsisto the right of the tier and clicRrofile.
24. Change the Status tActive.
Tier Profile
Plan-Group
Prevention-Prevention
Initial Authorized Amount Tier Type
$25,000.00 Cost Reimbursement
Status ASAM
Active b4 -
Monthly Cap FFS Equivalent
Variable Monthly ®
Created By Created Date
Wilson, Scott 12/15/2023 12:36 PM
Updated By Updated Date
Wilson, Scott 12/18/2023 4:40 PM
Figure54: Tier Profile Status
25. ClickSave and Finish
26. ClickFinishto be returned to the Contract Authorization Period screen.
27. ClickFinishagain to be returned to the Contract Profile screen.
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28. ClickSave and Finisto finalize all changes and leave the contract.

5.4.2.Contract Managemerg Fee for Service

For treatment providers and prevention providers using fee for servicefallmving contract
administrative actionsnust be completed.

9 Associated Plans
i Contracted Facilities
9 Authorization Period

To 00S&aa G(KS O2y iGN OGQa LINRPFALSY
1. From the left navigation menu, cliédigency

2. In the submenu, clickontract Management
3. Searchfor the contract being in question.

Contract Search
Contract # Contract Name Contracting Agency
ADMH
Provider Agency Administering Agency Status
Watchtower - - Active -
Effective Date Termination Date
m X Clear
| Profile |
' ™
Contract List Summary
-+ Add Contract /> Export Clone
; . - ) Adjudicate
Contract ID Contract # Contract Name Contractor Provider Administrator Effective Date
36 97529741 Watchtower Prevention ADMH Watchtower ADMH 12/1/2023 B
A\ v
Figure55: Contract Search
4. To the right of the contract, click theertical ellipsisand then clickProfile.
5.4.2.1.Associate PlarsFee for Service
The first action that needs to be taken is associating a payor plan to the contract.
1. Under Administrative Actions, cliédtssociated Plans
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Administrative Actions

Associated Plans

Contracted Facilities Authorization Period

Monthly Cap

Figure56: Associated Plans

2. The ContracPlan List screen displays.

# Hide Context Information

Contract
Watchtower Prevention

Contract-Plan List for Contract # 97529741

Contract Type
Government Contract

p
Contract-Plan List

+ Add Plan | /> Export

Plan

Created by Created On

Figure57: ContractPlan List

3. Click+Add Plan

4. The Plan dropdown displays. Select the Government Contract plan to be associated with the

contract.

a. The plans available in dropdown are setup unéayor Plas

b. More than one plan can be added to a contract.

WITS Billing Administration User Guide
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Contract-Plan List for Contract # 1968514

A Hide Context Information

Contract Contract Type
Baxter FDN Contract Government Contract

p
Contract-Plan List

-+ AddPlan /> Export

Block Grant L/

Prevention
SOR
State Funds

Block Grant -

E Save and Finish X Cancel

Figure58: ContractPlan List

5. ClickSave

6. If more than one plan needs to be added, continue adding until all relevant plans are added to the
contract.

7. Each plan then needs to have group(s) assigned.

8. To the right of the plan, click theertical ellipsis and then cliciGroups
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Contract-Plan List for Contract # 1968514

# Hide Context Information

Contract Contract Type
Baxter FDN Contract Government Contract

'."
Contract-Plan List

<+ AddPlan /> Export

Plan Groups Created by

Block Grant Wilson, Scott

Created On

12/18/2023

cmfitd

_

Figure59: Adding Groups

9. The ContracPlanGroup List screen displays.
10. Move groups from the Available Groups to Associated Groups.
a. More than one group can be added to the selected plan.

Contract-Plan-Group List for Contract # 16584731

V' show Context Information

Available Groups Associated Groups
Adult
Children First -
Drug Court >
General
Prevention
Special Womens

QO

m Save and Finish x Cancel

Figure60: ContractPlarGroup List

11. ClickSave and Finish

WITS Billing Administration User Guide
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12. ClickFinishto be returned to the Contract Profile.

5.4.2.2.Contracted Facilities Fee for Service

Providers using fee for services must havertfeilities linked to the contract.

1. Under Administrative Actions, cli€ontracted Facilities

Administrative Actions

Associated Plans Contracted Facilities Authaorization Period Monthly Cap

Figure61: Contracted Facilities

2. The ContracFacility List screen will display for the current Contract #.
3. Move facilities associated with the contract to tRacilities Covered under Contraséction.

Contract-Facility List for Contract # 16584731

/\ Hide Context Information

Contract Contract Type
Titan's Treatment Government Contract
Created By Created Date Updated By Updated Date
Available Facilities Facilities Covered Under Contract
Titan Treatment

m Save and Finish x Cancel

Figure62: Contract Facility

4. ClickSave and Finisto be returned to the Contract Profile screen

5.4.2.3.Authorization Period Fee for Service

Each fiscal year, a new authorization period is created in the state contracting agency. This authorization
period will need to be associated to any active provider contrantsthe fund allocation tiers set
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To associate an authorization period to a contract:

1. Under Administrative Actions at the bottom of the Contract Profile, digthorization Period

Administrative Actions

Associated Plans Contracted Facilities Authorization Period Monthly Cap

Figure63: Authorization Period

2. The Contract Authorization Period screen displays.
a. Any existing periods will display under Authorization Period List.

Contract Authorization Period for Contract # 97529741
A Hide Context Information

Contract Provider Effective Date Termination Date
Watchtower Prevention Watchtower 12/1/2023

Authorization Period List for Watchtower Prevention

+ Add New Period| /> Export

Period # Fiscal Year Contract ID Period Name Effective Date Termination Date Claim Filing Cutoff Date

31 9887 FY 2024 12/1/2023 9/30/2024 10/31/2024

Figure64: Authorization Period List

3. Under Authorization Period List, clie¢Rdd New Period

4. Below the Authorization Period List, Contract Authorization Period Profile will display.

5. Complete the required fields and provide an Authorization # if needed.

a. Authorization Period Any periods that have been created underthorization Perioawill

display here.

b. Effective Date; For existing provider contracts, this is will be the start date of the
authorization period. For new provider contracts in the middle of an authorization period,

GKAa Ydzad YI GOK G.KS O2ydNI OilQa

adr NG RIFGS

AN ¥ oA A 9~

Version 1.0

c. TerminatonDatg,¢ KA a RIGS OFyy2i SEOSSR (KS ! dzi K2NRT
d. Claim Filing Cutoff DateThis is the last day that claims can be submitted for
reimbursement.
e. Fiscal Year Contract {Orhis is he state created ID for the provider for the fiscal year.
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Contract Authorization Period for Contract # 1068410

4 Hide Context Information

Thans Treatment Titans Tromnt

Contract Provider Effective Date Termination Date
1/1/2024

Authorization Period List for Titans Treatment
-+ Add New Period  A> Export
Period 3 Fiscal Year Contract ID Period Name

33 13544 FY 2024

Effective Date

1/1/2024

Termination Date Claim Filing Cutoff Date

9/30/2024 10/30/2024

Contract Authorization Period Profile

Authorization Period Effective Date Termination Date
- o] ]
Claim Filing Cutoff Date  Fiscal Year Contract ID Authorization #
o]
Created By Crezted Date
Updated By Updated Date

Figure65: Contract Authorization Period Profile

6. ClickSave

Contract Authorization Period for Contract # 97529741

A Hide Context Information

Contract Provider Effective Date
Watchtower Prevention Watchtower 12/1/2023

Termination Date

e N
Authorization Period List for Watchtower Prevention
+ Add New Period /> Export
Period # Fiscal Year Contract ID Period Name Effective Date Termination Date Claim Filing Cutoff Date
31 9887 FY 2024 12/1/2023 9/30/2024 10/31/2024 H
Profile
~ —/

| Tiers |

Figure66. Authorization Period Tiers

7. To the right of the new period, click thwertical ellipsis and then clickiers
8. The Contract Tier Management screen displays.
a. Existing tiers display in the Tire for Authorization Period section.

WITS Billing Administration User Guide
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Contract Tier Management for Contract # 97529741

A Hide Context Information

Contract Provider Total Authorized Effective Date
Watchtower Prevention Watchtower $25,000.00 12/01/2023
End Date Claim Filing Cutoff
09/30/2024 10/31/2024
'd N
Tier for Authorization Period FY 2024
o
Tier # Plan-Group Tier Type ASAM Eu%g;fﬂ?s&:{ Spent Amount Status
66 Prevention-Prevention Cost Reimbursement $25,000.00 $100.00 Active
AN J/
Figure67: Add New Tier
9. Click+Add New Tier
10. The Tier Profile section displays under Tier for Authorization Period.
Tier Profile
Plan-Group
v
Initial Authorized Amount Tier Type
Fee for Service v
Status ASAM
v v
Monthly Cap FFS Equivalent
Created By Created Date
Updated By Updated Date
Figure68: Tier Profile
11. Complete the required fields.
a. Tier Type needs to be set to Fee for Service.
b. See table Tier Profile for information on the different fields.
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Tablell: Tier Profile

Field Description
PlanGroup This is the associated pkgnoup that was setup under

Initial Authorized Amount

Associated Plans.
This is the amount for use by the provider for the
designatedauthorization period.

Tier Type This should be set to Fee for Service.

Status The status of the selected tier to Active

ASAM This dropdown will list the different levels of care. T}
only needs to be set if the tier is being limited.
NOTETHhis field is not used for Alabama.

Monthly Cap Choose whether monthly cap is fixed or variable.

NOTEFor Alabama, this should be set to Variable.

FFS Equivalent

12. ClickSaveand Finish

The fee for service equivalent. This is set to No for
Alabama.

13. ClickFinishto be returned to the Contract Authorization Period screen.
14. ClickFinishagain to be returned to the Contract Profile screen.
15. ClickSave and Finisto finalize all changes and leave the contract.

5.5. Financial Summary

If needed, the state can accest NP @A R S NXuianmaFyfoalsefeCtédladthorization period.

1. From the left navigation menu, clidgency
2. Inthe submenu, clickontract Management

WITS Billing Administration User Guide
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@ Agency

Home Page .
> Agency List
E:Jz Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail
(o] e]

==l Overdose Reversal Kits
Group List
» Facility List
o ty
=
Clinical Staff Members

Dashboard
> Tx Team Groups

B

Client List  [EEGRSIGULLY

{g} Contract Management

System

Administration LITEITELE

I_D Contract Service Rate
Reports Cost Reimbursement Category
Cost Reimbursement Line [tem
Authorization Period
Fund Transfer History

Cross Contract List

Figure69: Accessing Contract ManagemeRinancial Summary

3. The Contract Search screen will display. Ssarchto locate a specific contract.
4. To the right of the contract, click on thertical ellipsisand then clickSummary
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Contract Search
Contract # Contract Name Contracting Agency
ADMH
Provider Agency Administering Agency Status
Titan Treatment - - Active v
Effective Date Termination Date
m : Clear
'd N\
Contract List
-+ Add Contract /> Export
Contract ID Contract # Contract Name Contractor Provider Administrator Effective Date Term Date
9 16584731 Titan's Treatment ADMH Titan Treatment ADMH 1/1/2024 E
Profile
) —J
Clone
Adjudicate

Figure70: Accessinginancial Summary

5. The Financial Summasgreen will displaySet theAuthorization Periodand the Financial Summary
Detail section will update tist associated plans and expenditure amounts.
6. ClickFinishonce doneadding andeviewing data.
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Authorization Period

Contract Type

Government Contract

Contracting Agency
ADMH

Provider Agency

Titan Treatment

Administering Agency

SFY 2024 v

Financial Summary for Titan's Treatment

Contract ID
9

Contract #
16584731

Effective Date
1/1/2024

Termination Date

Pre Paid Balance

ADMH $0.00
s N
Financial Summary Detail
/> Export
Asss‘calr?ted Tier Type Group ASAM Authorized/Budgeted Encumbered Expended ;;;It EunivFjem iilz:l):glle Status
Block Grant gzif;bursemem Adult $24,000.00 $0.00 $1,000.00  $1,000.00 $23000.00  Active : I
Block Grant Fee for Service  Adult $30,000.00 $0.00 $270.00 $270.00 $29,730.00 Active :
Block Grant  Fee for Service g?gfre” $210,000.00 $0.00 $0.00 $0.00 $210,000.00  Active H
Block Grant Fee for Service General $400,000.00 $0.00 $0.00 $0.00 $400,000.00  Active :
Block Grant  Fee for Service  OPeCidl $200,000.00 $0.00 $60.00 $60.00 $199,040.00  Active H
Womens e ’ ) . e *
Eﬁvjing Fee for Service Adult $400,000.00 $0.00 $0.00 $0.00 $400,000.00  Active
E:fn‘;mg Fee for Service g:‘g?re” $200,000.00 $0.00 $0.00 $0.00 $200,000.00  Active H
A J
x Cancel
Figure71. Financial Summary Screen
5.6.Fund Transfer
If needed, funds can be transferred between tiexdhe same contracbr betweencontracts
1. Navigate to the Contract List.
a. Agency > Contract Management
2. Search for the contract that funds where funds will be removed.
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Contract Search

Contract # Contract Name Contracting Agency
ADMH
Provider Agency Administering Agency Status
Watchtower v v Active -
Effective Date Termination Date
m X Clear
Profile
e )
Contract List
=+ Add Contract /&> Export Clone
) - ) Adjudicate
Contract ID Contract # Contract Name Contractor Provider Administrator Effective Date
36 97529741 Watchtower Prevention ADMH Watchtower ADMH 12/1/2023 E
h /
Figure72: Contract Summary
3. To the right of the contract listing, click tiertical ellipsisand then clicKSummary
4. The Financial Summary screen displays.
Financial Summary for Watchtower Prevention
Authorization Period Contract ID
36
Contract Type Contract #
Government Contract 97529741
Contracting Agency Effective Date
ADMH 12/1/2023
Provider Agency Termination Date
Watchtower
Administering Agency Pre Paid Balance
ADMH $0.00
Financial Summary Detail
/~> Export
Currently, there are no results to display for Financial Summary Detail.
X Cancel
Figure73: Set Authorization Period
5. Set the Authorization Period.
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6. The Financial Summary Detail section will update and display summary data.

~
Financial Summary Detail
/> Export

Associated
Plan Tier Type Group ASAM

Prevention COSI Prevention $25,000.00
Reimbursement

Authorized/Budgeted

Encumbered

$100.00

Expended

$0.00

Amount
Available

Fund Transfer E

Total FFS

Spent Equivalent Slaits

$100.00

[

A

/

Figure74. Fund Transfer

7. To the right of the associated plan, click trertical ellipsisand then clickeund Transfer
8. The Contract Funding Transfer List screen displays.

Contract Funding Transfer List

Transfer Funds From

97529741

Transfer Date

12/18/2023 5:04 PM

Transferred By

Wilson, Scott

Available Balance

$24,900.00

Contract

Watchtower Prevention

Plan

Prevention

Group

Prevention

ASAM

Contract Fund Transfer List
/> Export

- Add Transfer Transaction

Currently, there are no results to display for the Contract Fund Transfer List.

Total Transferred

Save and Finish X Cancel

Figure75: Contract Funding Transfer

9. Click+Add Transfer Transaction

10. The Contract Funding Transfer Profile displays.
a. The originating contract cannot be edited.
b. Contractq Set the contract the funds are being transferred to.
c. PlanGroupASAM Set the plargroup the funds are being transferred to.
i. Options will not display until a contract with associated pigrsups is selected.

o

Transfer Amount, The amount of money being transferred.

WITS Billing Administration User Guide
Version 1.0

Pager3



SFFEI Systems

Contract Funding Transfer Profile

Transfer Funds From

97529741

Contract Transfer Date
Watchtower Prevention 12/18/2023 5:10 F
Plan Transferred By
Prevention Wilson, Scott
Group Available Balance
Prevention $24,900.00
ASAM

Transfer Funds To

Contract Plan-Group-ASAM

Transfer Amt

Save and Finish x Cancel

Figure76. Contract Funding Transfer Profile

ClickSave and Finish

5.7.Fund Transfer History

This screen allows the administrator to view fund transfers that have taken place within a contract.
To view the contract fund transfer history:

1. From the left Navigation Menu, clidgency
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@ Agency

Home Page .
> Agency List
E‘; Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

[o])

== Overdose Reversal Kits
Group List

o > Facility List
XS
Clinical Staff Members
Dashboard
> Billing

&

Client List Iv Contract Management

@ Contract List

System

Administration Contract Service Rate

|_D Cost Reimbursement Category

Cost Reimbursement Line Item

Authorization Period
(3

SRS Fund Transfer History

Cross Contract List

Authorization List

Contract EDI

Prevention Plans

Figure77: Fund Transfer History

2. In the submenu, clickContract Managemenand then clickund Transfer History
3. The Contract Fund Transfer History Search screen displays.

a. The user can search for a particular transfer of funds.

b. Results display in the Contract List section.

WITS Billing Administration User Guide Page’5
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Contract Fund Transfer History Search

Funding Source Contracting Agency Fopulation Provider Agency

Authorization Period Administering Agency ASAM Level of Care

v v -

m * Clear

Contract List
/> Export
Transfer # Contract # Contract Name Plan Group ASAM Transfer Amt Transfer Date FY Transferred By
1 Community Contract Block Grant Children's First -$100.00 5/30/2023 FY 2021 carroll, Tim
1 Community Contract Block Grant General $100.00 5/30/2023 Fy 2021 carroll, Tim
2 Community Contract Block Grant Detox Hospital -$1,000.00 5/30/2023 Fy 2021 Carroll, Tim
2 Community Contract Block Grant Children's First $1,000.00 5/30/2023 Fy 2021 Carroll, Tim
3 Montgomery Metro Treatment Center Block Grant General -$10,000.00 10/31/2023 FY 2024 Carroll, Tim

Figure78: Contract Funds Transfer History Search

5.8.Cross Contract List

The Cros€ontract List provides a quick way to see the authorized and spent amounts for all providers
and contract tiers. The list may be filtered by various criteria, including Funding Source and
Authorization Period. The search results may be exporeExcel.

From the left Navigation Menu, clidgency

In the submenu, clickContract Management

Under Contract Management menu items, clgtossContract List
The Cros€ontract Search screen appears.

Enter desired criteria and cli@earch

To export the data, click thExportbutton.

oOgswWNE
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Cross-Contract Search
Funding Source Contracting Agency Population Provider Agency
v ADMH v v
Authorization Period Administering Agency % Available ASAM Level of Gare
v v v
m * Clear
-
Contract Tier
Contract ID Contract # Contract Name Plan Group ASAM Auth Amt Spent Amt FY
15 478320 Addiction Prevention Coalition Covid - 19 Prevention Prevention $122,350.00 $0.00 FY 2023
15 478320 Addiction Prevention Coalition Covid - 19 Prevention Prevention $52,650.00 $0.00 FY 2023
15 478320 Addiction Prevention Coalition Covid - 19 Prevention Prevention $50,000.00 $0.00 FY 2024
15 478320 Addiction Prevention Coalition Covid - 19 Prevention Prevention $48,310.44 $0.00 FY 2024
15 478320 Addiction Prevention Coalition Covid - 19 Prevention Prevention $0.00 $0.00 FY 2025

Figure79: Cross Contract Search

5.9. Contract EDI
C2NJ LINE A RS N&A

the provider.

i KI

0 oAt

0S dzLJ 2+ RAY 3

GKSANI yoTQa

The EDI contract profile is created under the contracting agereygreate an ER@bntractprofile:

4. From theAgencysubmenu, cliclContract Management
5. ClickContract EDI

WITS Billing Administration User Guide
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@ Agency

Home Page .
» Agency List

E‘; Grant Management Dashboard

GPRA Discharge Due

GPRA Follow-up Due Summary
Agency

GPRA Follow-up Due Detail

00
=0

Overdose Reversal Kits
Group List
> Facility List

Staff Members

» Tx Team Groups

> Billing

~ Contract Management

Contract List

Contract Service Rate

Cost Reimbursement Category
Cost Reimbursement Line Item
Support Ticket

Authorization Period

Fund Transfer History

Cross Contract List

Contract EDI

Clinical File Management

Alerts Configuration

Figure80: Accessing Contract EDI

6. The Contract EDI Search screen will display.
a. 9EA&GAY3 O2yidGNI OG 95LQ8 RA&ALILFE dzy RSNJ / 2y (NI
b. Searchcan be performed to narrow the results listed.
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Contract EDI Search
Contract # Contracting Agency
Alabama Department of Mental Health (C«
Contract Name Provider Agency
Effective Date Administrating Agency
= -
Terminaticn Date Status
] -
Search x Clear
Contract EDI List
Provider Agency Contract Name Interchange Sender ID Application Sender's Code Submitter ETIN
Administrative Agency Example Provider Contract 999999 999999 999999
Agency for Substance Abuse Prevention Community Contract 123 456 123
Birmingham Recovery Center Birmingham Recovery Center 555444333222111 5554443332221 555444333222111
Montgomery Metro Treatment Center Montgomery Metro Treatment Center 111222333444555 111222333444555 111222333444555
Figure81: Contract EDI
7. Click+Add Contract EDI
8. The Contract EDI Profile screen will display.
9. Complete the required and relevant fields.
Provider Agency Interchange Sender 1D
-
Contract Mame Application Sender's Code
-
Contract # Submitter ETIM
Contract ID
ﬂ Save and Finish ® Cancel

Figure82: Contract EDI Profile

10. ClickSave and Finish
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6. PROVIDER AGENCY SETUP

This section covers billing setups that must be performed aptiogider agencyevel.
The setup for the screens below requires the user to have the contracting agency active in WITS.

1. Navigate to the contracting agency by clicking on the a@gency and facilityn the top right of
the WITS header.

2. The Change Facility screen will display. Chang&ldve Agencyand New Facilityfields to match the
contracting agency and facility.

3. ClickGoto switch to the contracting agency.

O AL-WITS UAT SSRSReports  Snapshot  } SW Scott Wilson

IAlabama Department of Mental Health, Administrative Unit Iv

Change Facility

Current Agency

Alabama Department of Mental Health

Current Facility

Administrative Unit

New Agency
I Montgomery Metro Treatment Center -

New Facility
| Mtg Metro Methadone v

H X Cancel

Figure83. Change Provider Agerayd Facility

6.1. Provider Agency Profile

There are several fields that must be set in the contracting agency profile for the claim item submission
feature to function properly.

1. From the left navigation menu, clidgency
2. Inthe Agency List submenu. Cligency Profile

WITS Billing Administration User Guide Page80
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@ Agency
Agency List

Home Page

F: v Agency Profile
State Waitlist

Addresses/Phone
Aliases
Contacts
o0
= > Governance
Group List
> Relationships
(]
X
Clinical Announcements
Dashboard
@ > Referrals
client List Removed Consents

Figure84: Accessing Provider Agency Profile

3. Scroll down the profile to the fields displayed in the screenshot below.
4. Complete these fields and cli@ave and Finish

National Provider ID Federal Tax ID
l 1700093853 58-2341214
State Business ID Contractor/Locator
VCO00060799
Senate Dist House Dist Cong Dist
County
l Montgomery hd
Geo Code
Taxonomy Code
Domains Selected Domains
Prevention Treatment
©
<
Figure85: Billingg Provider Agency Profile
The highlighted fields above are described in the table below.
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Tablel2: Provider Agency Profiilling Fields

Field Description

National Provider ID 9YGiSNJ 6KS LINRPOZARSNRAa Yyl
Federal Tax ID 9y i SNJ (i K$%eddraN®x@h RS NI &
County Enter he countywhere the agency resides.
Taxonomy Code 9YUSNI 6GKS LINRPJARSNRA (I

6.2. |dentifiers

For any identifiers not locateith the Agency Profile, they can be recorded on the Identifiers screen.

This includes the Medicaid Contract Number, which must be enteaeti fiscal year for any provider
that bills to Medicaid.

NOTES KS &aiGSLJA o06St2¢ | aadzyS GKS | LI AOFofS LINRPJDARSNI

1. From the left navigation menu, clidigency
2. ClickAgency Profilgo expand its menu options and then clidentifiers.

@ Agency

Home Page .
~ Agency List
Eg ~ Agency Profile
State Waitlist
Addresses/Phone
Identifiers
Agency
Aliases
00
== Contacts
Group List
> Governance
4
Clinical > Relationships
Dashboard
@] Announcements
Client List > Referrals
{g} Removed Consents

System
Administration

Deleted Clients

|_D Grant Management Dashboard

Reports GPRA Discharge Due

Figure86. Accessingdentifiers

3. The Identifiers screen will display. Chokdd Identfier.
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'd ™
Identifiers List

= Add Identifier

Currently, there are no results to display for the Identifiers List.

Identifier Profile

Category Identifier #
-
Type Effective Date
v l 9/4/2024 [

Expiration Date Comments

| o

Save and Finish x Cancel

Figure87: Identifier Profile

4. The Identifier Profile section will become editable. Comptaterequired and relevant field&lse
the following table for information oeach field.

Field Description

Category The categry that aligns with the identifier.
1 Medicaid Contract Number is usedidentify
the yearlyprovider contract with Medicaid.

Identifier # An alphanumeric fieltbr theidentification number
such as the Medicaid contract number.
Type Identifies the type of identifier.

1 Medicaid Contract Number is ustxidentify
the yearly provider contract with Medicaid.

Effective Date When the identifier takesffect. For example, the
aSRAOIAR O2yGNF OlGQa adl

Expiration Date When the identifier is no longer valid. For example, |
aSRAOIAR O2yGNI OGQa SyR

Comments Text field for entering any additional notes relating t(

the identifier.

5. ClickSave and Finish
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6.3. Contacs: File Import Billing

A contact must be set for eagiiovideragency that is usinthe Claim Item Submission feature for
uploading 837P files to WITBhe contact set must have an email address associated withdtadf
account. This contact will receive an email with Hiking file could not be uploaded to WITS from the
SFTP server.

6. From the left navigation menu, clidigency
7. Under the Agency List submenu, ckdantacts

@ Agency
Home Page .
~ Agency List
E‘é > Agency Profile
State Waitlist
Aliases
Contacts
Agency
> Governance
00 . .
== > Relationships
Group List
- Announcements
I35
Clinical > Referrals

Dashboard

Removed Consents

E

Client List Deleted Clients

Figure88: Accessing Provider Contacts

8. On the Contacts screen, clitldd Contact
9. Complete all fields and clidave and Finish
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Contacts for Alabama Department of Mental Health

Agency Contact List

- Add Contact

Currently, there are no results to display for the Agency Contact List.

Agency Contact Profile

Staff Contact Type

l - l -
Effective Date Status

4/22/2024 [ l -

m Save and Finish x Cancel

Figure89: Fill Import Billing Contact

How the fields should be completed are detailed in the table below.

Tablel3: File Import Billing Contact

Staff Aproviderstaff member with a valid associated emal
Contact Type Filelmport ¢ Billing

Effective Date Use current date

Status Active

6.4. TPLPayor Plag ProviderAgency Profile

The Payor Plarg Agency Profilavill need to be set for all agencies that will be processing TPL claims.
The TPL payor plan will need to be created at the contractor (egellhird-Party Liability Payor Plan
before the following steps can be completed.

1. Navigate to theprovideragency by clicking on the actiggency and facilityn the top right of the
WITS header.

2. The Change Facility screen will display. Chang&lgve Agencyand New Facilityfields to match the
contracting agency and facility.

3. ClickGoto switch to the contracting agency.
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c’ AL-WITS UAT SSRSReports  Smapshot  § SW ISCDHW‘ISUH
=

v
Alabama Department of Mental Health |

6] Change Facility

Home Page

Current Agency

Alabama Department of Mental Health

Current Facility

New Agency

| Watchtower -

New Facility

I Watchtower -

n x Cancel

Figure90: Switching to Provider Agency

4. From the left navigation menu, clidgency
5. Scroll down the submenu and cliBklingto expand its options.
6. ClickPayor Plan Lisirom the Billing submenu
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@. Agency

Home Page .
> Agency List
Eg Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

Agency

H

Client List v Billing

@} Invoicing

System
Administration

GPRA Follow-up Due Detail

Claim Item List
|_D Claim Batch List
Reports Encounter List

E‘I EOB Transaction List
Lt

Support Ticket

» Payment List

~ Payor Plan List

Payor Plan Profile
Group List

Agency Plan Profile

Facility Plan Profile

Figure91. Accessing Payor Ligtrovider

7. The Payor Plan List screen will displapeeded, use Search tocate thethird-party liability payor
plan.

8. Under thesectionPayor Plan Listlick on thevertical ellipsisto the right ofpayor plan for Third
Party Liability and then clidkrofile.
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Payor Plan Search
Plan Name Payor Company
Plan Type CH Agency
Group Insurance v -
Billing Form Plan Status
v @ Active O Inactive
X Cancel X Clear
Payor Plan List
= Add New Payor Plan
Company Plan Name CH Agency Plan Type HIPAA Payor ID Billing Form Status
TPL Third Party Liability Group Insurance 123 CMS-1500 Al - E
Delete
Figure92: Third Party LiabilisyPayor Plan
9. The Payor Plan Profile will dispiaya read only format.
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Payor Plan Profile

Plan Type

Group Insurance

Billing Form

CMS-1500

Agency

Claim Filing Type

Commercial Insurance Co.

Release To Billing Enabled
e

Effective Date
10/1/2020

Reactivated Date

4/23/2024

Plan Name

Third Party Liability

Company Name

TPL

Clearing House Agency

Client Confidential

Is Authorization Required?

Expiration Date

o

HIPAA EDI Information

Payor Name

TPL

Receiver Name

Application Receiver #

HIPAA Processing Set

Element Delimiter

Payor ID#

123

Receiver ETIN

Interchange Receiver #

Segment Delimiter

Composite Delimiter

Next » Save and Finish X Cancel

Figure93: Payor Plan ProfileTPL

10. ClickNexttwice to navigate to the Agency Profile screen.
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Agency Profile for Third Party Liability

Billing Form
CMS-1500

Agency Primary Provider # Primary Provider # Type

Agency Secondary Provider # Secondary Provider # Type

HIPAA EDI Information

Submitter ETIN Application Sender # Interchange Sender #

< Back Next » m Save and Finish x Cancel

Figure94: Agency Profile Third PartyLiability

11. Complete the fieldsvith the information from the table below.

Tablel4: Agency ProfileTPL

Description
Agency Primary Provider # This is a generic identifier determined by ADMH.
" Primary Provider # Type 9YLX 28SNR&A LRSYGATFAOI GA
' Agency Secondary Provider # This is a generic identifier determined by ADMH.
\ Secondary Provider # Type Location Number

12. ClickSave and Finish

6.5. Government Contrad®ayor Plaig ProviderAgency Profile

The Payor Plag Agency Profile will need to be set for all agencies that will be processing government
contract claims. Thgovernment contracpayor plan will need to be created at the contractor level (see
Government ContradPayor Plapbefore the following steps can be completed.

1. Navigate to the provider agency by clicking on the adyency and facilityn the top right of the
WITS header.

2. The Change Facility screen will display. Chang&léve Agencyand New Facilityfields to match the
contracting agency and facility.

3. ClickGoto switch to the contracting agency.
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AL-WITS UAT : Scott Wilson
‘ c - SSRSReports  Snapshot N sw I Alabama Department of Mental Health I v
.

Change Facility

Current Agency

Alabama Department of Mental Health

Current Facility

New Agency

Watchtower v

New Facility

l Watchiower -

Figure95: Switching Agency

4. From the left navigation menu, cliddgency
5. Scroll down the submenu and cliBklingto expand its options.
6. ClickPayor Plan Lisirom the Billing submenu.
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@. Agency

Home Page .
> Agency List
Eg Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

Agency

H

Client List v Billing

@} Invoicing

System
Administration

GPRA Follow-up Due Detail

Claim Item List
|_D Claim Batch List
Reports Encounter List

E‘I EOB Transaction List
Lt

Support Ticket

» Payment List

~ Payor Plan List

Payor Plan Profile
Group List
Agency Plan Profile

Facility Plan Profile

Figure96. Accessing Provider Payor List

7. The Payor Plan List screen will display. If needed, use Search to locate the government contract
payor plan.

8. Under the section Payor Plan List, click onubadical ellipsisto the right of payor plan for
government contract and then cli¢krofile.
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Payor Plan Search
Plan Name
Plan Type

Government Contract hd

Billing Form

X Cancel Search X Clear

Payor Company

CH Agency

Plan Status

@ Active O Inactive

s N
Payor Plan List
-+ Add New Payor Plan
Company Plan Name CH Agency Plan Type HIPAA Payor ID Billing Form Status
ADMH SORIl Government Contract WITS Batch Active
ADMH Block Grant Government Contract WITS Batch £ E
ADMH Covid 19 Prevention Government Contract WITS Batch i Delete :
ADMH State Funding Government Contract WITS Batch Acuve
h /

Figure97: Government ContractPayor Plan

9. The Payor Plan Profile will display in a read only format.
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Plan Type

Government Contract

Billing Form
WITS Batch

Agency

Claim Filing Type

Release To Billing Enabled

Yes

Funding Source

Block Grant

Effective Date
10/1/2007

Reactivated Date

Payor Plan Profile

Plan Name

Block Grant

Company Name

ADMH

Clearing House Agency

Client Confidential

Contracting Agency

Alabama Department of Mental t

Is Authorization Required?

No

Expiration Date

Budget Allocation Method

HIPAA EDI Information

Payor Name

Receiver Name

Application Receiver #

HIPAA Processing Set

Element Delimiter

Payor ID#

Receiver ETIN

Interchange Receiver #

Segment Delimiter

Composite Delimiter

| Next » |

Figure98: Payor Plan ProfileGovernment Contract

10. ClickNexttwice to navigate to the Agency Profile screen.
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Agency Profile for Block Grant

Billing Form

WITS Batch

Agency Primary Provider # Primary Provider # Type

Agency Secondary Provider # Secondary Provider # Type

l v

HIPAA EDI Information

Submitter ETIN Application Sender # Interchange Sender #

< Back Next » m Save and Finish x Cancel

Figure99: Agency ProfileGovernment Contract

11. Complete the fields with the information from the table below.

Tablel5: Agency ProfileGovernment Contract

Field Description

Agency Primarrovider # This is a generic identifier determined by ADMH.
Primary Provider # Type 9YLX 28 SNR& LRSYGATFAOI GA
Agency Secondary Provider # This is a generic identifier determined by ADMH.
Secondary Provider # Type Location Number

12. ClickSaveand Finish

7. STAFF MANAGEMENT

Once the agency has been created, staff can be assigned.

NOTESince staff will likely need to be assigned to a facility, it is recommended that a staff account is
not created until after all facilities have been created.

7.1.1.Staff Creation
Before creating a staff member, the admin will access the agency the staff member will be assigned.

1. From the left Navigation Menu, clidgency
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Agency

» Agency List

Grant Manageme...

GPRA Discharge ..
00
(== GPRA Follow-up ...
Group List
GPRA Follow-up ...
v
X
Clinical Overdose Revers...
Dashboard
> Health Informatio...
P > Facility List
@ DIRECT Setup
System staff Members

Administration

D

Document Storag...

e

Billing

FigurelO0 Accessing Staff Members

2. In the submenu, clickStaff Members

3. The Staff Member Search screen displays.
a. The user can search for existing users already assigned to the agency.
b. Staff members will be listed under the search section.

Staff Member Search + Create New Staff Member
Search Advanced Search
Showing 1-0 of 0 4 E] » Select Columns | Il ~ Select view| B | = /> Export
First Name Last Name Agency Status Email Identifier Start Date Termination Date
<O

Figurel0l Create Staff Member

4. In the upper right corner of the screen, clie€reate New Staff Member
5. The Add Staff Member window appears.
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Prefix

First

Preferred

Middle

Last

Suffix

Gender

x Cancel

Add Staff Member

Figurel02 Add Staff Member

6. Ata minimum, complete the required fields and clgkve
7. The screen will refresh, and the user will now be on the Staff Member Workspace.
a. The workspace is divided into four parts.
i. Sections of the workspace are listed to the left for quick navigation.
The main workspace and its sections are used to define a staff member and their

role.

Various action buttons that allow the user to manipulate the workspace.

iv. On the right, are two parts.
1. Completion RequirementsDisplays the minimum tasks that must be
O2YLX SGSR F2NJ GKS adl¥¥ YSYyoSNna 002d
2. Additional Iltems; Navigation actions that can be selected to quickly access
RATFSNBY(O LI NGA 2F GKS adlFF YSYOoSNDa
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< Staff Member Workspace % el ~ DoneEditing B @

v Profile Completion Requirements v

+ Profile
Employment Profile Ada Employment Start Date

User Account /')  GORDON, Barbara ress

. 1 da Staff Member Type
Domains Fomale 9
E-Prescribing Setup Additional ftems

Date of Birth

Define Employment Profile

~ Employment Profile
o Tite Staff Member Type Employment Type Employment Date Range

Full Time Equivalent

Relationships

No Items

=+ Add Relationships

v User Account

+ Add Account

~ Domains

Treatment Domain Model
Prevention

+ Add Domains

+ E-Prescribing Setup

User Type
Role Type

Description

Figurel03 Staff Member Workspace

8. Resolve the Completion Requirements.
a. Clicking on a completion requirement will navigate to the associated section of the
workspace.
b. Completion Requirements vary depending on state requirements. See$@ffedMlember
Required Fields belaw
i. Add Employment Start Date
ii. Add Staff Member Type
iii. Add Email Address
iv. Add Social Security Number

Tablel6: Staff Member Required Fields

Requirement Workspace Location  Description

Employment Start Date = Employment Profile 1 This is the Employment Date Range.

1 The first box is the start date.

T ¢KS aSO2yR A& (KS dza
instances of temporary hiregjhis can be left
blank for permanent employees.

1 Hasend dateshouldbe unchecked for
permanent employees.

Staff Member Type Employment Profile ¢KS dzaSNna NetS i G4KS |

Email Address Contact Information ¢KS dzaSNN& LINAYEFNE SYI AT
email address.
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Social Security Number  Identifiers ¢tKS dzaSNna {{bo

9. Complete othessections of the workspace as needed.
a. SeeStaff Member Workspacfer information on the different sections.

~ User Account

ser 1D:

x Cancel

Figurel04: User Account

10. Under workspace section User Account, chékld Account
a. NOTEThis only needs to be done for users that will need to access WITS.
b. Enter User ID and cliékreate Account
c. Two emails are generated as discusseWiiS Overview and Basic Navigation
11. Roles will now display under the User Account section.

<€ Staff Member Workspace < s ooneEding & B B @

v Profile ~ User Account
Employment Profile
o barbara gordon
User Account

Identifiers
Domains
System Roles

Agency Roles

Figurel05 Manage Roles

12. Click+Manage Roles the User Account section.
13.1 aaA3dy NRfSa G2 (GKS dzaSNna | 002dzyd a4 ySSRSRO®
a. Search for the role(s) to be assigned.
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r
Agency Roles

& GORDON, Barbara

Available Roles [ ide Inherited Roles Show description Assigned Roles Show description
Search.. | Search.
‘Agency Administrator Task Group o
This role should be a: n in charge of updating ar ord (Agency Profile, View included roles
Contact: ps, €1c.). Thi 5 10 all sub-
menus y and the Repor
Agency Billing Task Group o
Full access 1o the Agency Billing screens, other than Encounter, under Agency/Billing View included roles
Agency H835 Management Task Group o
Allows access to the Agency H835 Management screen. View included roles
Agency H999 Management Task Group o
Allows access to the Agency H999 Management screen View included roles
Agency Invoicing (Full Access) Task Group o
Full access to the Invoicing screens used for Cost Reimbursement and located under Agency Billing View included roles
Agency Invoicing (Read-Only) Task Group o
Read-Only access to the Invoicing screens used for Cost Reimbursement and located under Agency  View included roles
Billing
Agency Reporting Task Group o —_—
Acc run orts under the Reports. This role also gives access to the Unfinished  View included roles
ragram report
ASAM Delete Task Group o
This role will provide the user the ability to delete ASAM records from the Summary List View included roles
Task Group o
View included roles
ASAM Profile (Full Access) Task Group o
Grants full access to the ASAM Profile screen. View included roles
Assessments (Full Access) Task Group o
Full access to all options under Client List/Activity List/Assessments View included roles
Assessments (Read-Only) Task Group o
Read-Only access to all options under Client List/Activity List/Assessments. View included roles
Assessments Delete Task Group o
Ability to delete certain assessments (DENS and ADAD) under Client List/Acitivity list/Assessments. View included roles
Audit Report Task Group n

Figurel06 Assigning Roles

14. Click thet symbol to the right of the Available Role to move it to the Assigned Roles box
a. See table below for information on roles and their uses.

Tablel7: Agency Roles

Role Name Description |
Agency Billing Full access to the Agency Billing screens, other than Encounter, under
Agency/Billing.

Agency H835 Management Allows access to the Agency H835 Management screen.

Agency H999 Management  Allows access to the Agency H388nagement screen.

Agency Invoicing (Full Acces Full access to the Invoicing screens used for Cost Reimbursement and locate
under Agency Billing.

Agency Invoicing (Read Onl ReadOnly access to the Invoicing screens used forRstbursement and
located under Agency Billing.

Billing Encounter List Allow user to access the Encounter List screen under Agency/Billing.

Contract Management (Full | Full access to all contract screens under Agency/Contract Management.

Access)

Contract Management Readonly access to contract management under Agency/Contract Manageme

(ReadOnly) but without access to adjustments of on Contract Management/Contract
List/Authorization Period/Tiers/Adjust link.

Create Agency Claim Batch Create Provider Claim Batches by Agency by the Create Batches link on the
Agency/Billing/Claim Item List screen.

Create Facility Claim Batche Create Claim Batches by Facility by the Create Batches link on Agency/Billing
Item List screen

Encounter (Delete) Enable user to delete the encounter under Client List/Activity List.
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Role Name Description |

Invoice Attestation The role allows user to sign a cost reimbursement invoice and record the
attestation statement to be displayed on the printed invoice.

Payor Adjudication Full access to all functionality under Payor Adjudication for their agency.

Rate (Full Access) Full access to System Administration/Rates. This role allows the user to read,
and edit rates.

Rate (Rea®nly) ReadOnly access to Agency Rate Profil&gstem Administration/Rates screen.

Release To Billing Allows user to release encounters to Billing by the RetedB#ling action link on

the Encounter Profile screen.
WITS Billing Administrator  Full access to the system wide billing screens including Agency/Billing, Systel
Admin/Rate, Billing reports.

15. Clickl am donein the top right corner of the window when finished.
16. From Additional Itemést to the right of the workspaceclickAdd Facility Assignment

a. If the userhasaccess to multiple facilities, each one will need to be assigned.
17. The Facilities window displays.

a. Click on the facility the user will be accessing.

b. Set the Effective Date Range.

i. End date is blank for permanent employees of the facility.

c. Click Save.

d. Repeat these steps for each facility the user will be accessing.
18. ClickDone Editingn the top right corner of the Staff Member Workspace to lock fields.

‘taff Member Workspace © ~ Done Editing | b =NO)

FigurelO7. Leaving Staff Member Workspace

19. Click<to the left of Staff Member Workspace to leave the record and return to the Staff Member
Search screen.

7.1.2.Staff Member Workspace

Each section of the Staff Member Workspace is explained here to assist admins in completing user
setups.

7.1.2.1.Profile

¢tKS dzaSNDa yIrYS>y 3ISYRSNE YR RFEGS 2F O0ANIK RAALIX I
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w Profile

GORDON, Barbara

Female

Date of Birth

Figurel08 Staff Member Profile

A photo can also be added to the profile by clicking the pencil icon.

1 Once added, images can be replaced and/or removed.

Select an image from your computer

Choose File fNo file chosen

Figurel09 Profile Image Upload

The admin will be prompted to choose the image file.

T ¢KS FAES Ydzad 068
o Exists on local drives.

-00SaaArotS FTNRY (KS dzaSNRa Oz

o Exists on accessible server drives.

7.1.2.2.Employmenfrofile

CKSNBE IINB (g2 LI I OSa

agency.

Ay GKAA

aS0GAz2y F2NI YIyl 3IAy3

w Employment Profile
Job Title Staff Member Type
Full Time Eguivalent Taxonomy Type

Relationships

No [tems

=+ Add Relationships

Employment Type

Taxonomy Classification

Employrment Date Range

Taxenomy Specialization

Figurel10. Employment Profile

ThePencilicon allows the following information to be edited.
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Job Title

D Include Job Title in Display Name

Staff Member Type
Employment Type
Employment Date Range
M- (] Has end date
Full Time Equivalent
Taxcnomy Type

Taxcnomy Classification

Taxonomy Specialization

E  Gancel

Figurelll Employment Profile Edit
The fields are described below.

Tablel8 Employment Profile

Description

Job Title
Include Job Title in Display Name

¢tKS dzaSNna 220

GAGES F

Checking this box will shdheir title anywhere their
name displays.

Staff Member Type

¢tKS dzaSNna NertS G GKS

Employment Type

Employment Date Range

LRSYGAFASa (GKS dzaSNDna S
contractors, volunteers, permanent, etc.)

f
f
f

This is the Employment Date Range.

The first box is the start date.

¢tKS aSO2yR Aa&a GKS dz
instances of temporary hires)his can be left
blank for permanent employees.

Hasend dateboxcan be unchecked for permanent
employees.

Full TimeEquivalent

Denotes whether the employee is full or part time.

Taxonomy Type

Taxonomy Classification

Taxonomy Specialization

1

1

Applicableto healthcare practitioners and
identifies their healthcare field.

If this field is set, then Taxonomy Classifica
becomes a required field.

SetTaxonomy Typbefore setting
classification.

The taxonomy code related to tgd S NI 2
healthcare profession.

SetTaxonomy Classificatitvefore setting
specialization

Specialization code related to the selected
classification.
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Click+Add Relationships the Employment Profile section to identify users that are related in some
capacity.

Relationship to this Staff Member

Related Siaff Member

x Cancel

Figurell2 Add Relationships
There are two fields that will need to be entered.

1 Relationship to this Staff MemberThe relationship between staff members (wife, husband,
sister, brother, etc.).
1 Related Staff Membeg Identifies the related staff member.
0 The related staff member must have a user account in WITS at the same agency.

7.1.2.3.User Account
CKAada Aada oKSNB | dzaSNRa | 002dzyi Aa ONBFGSR G2 Fff2
additional fields and options become available.
1 Reset Credentials Selecting this option will send an email to the user prompting them to reset
their login credentials.
f Lock Agency Acces$ KAa of 2014 GKS dzaSNna FO00Saa G2 GKS
0 When selected, the admin will be prompted to enter a Lock Reason.
1 System Roles Assigned system specific roles display here.
0 These roles can only be assigned by WITS administrators.
0 SeeSystem Accountfor more information on assigning system roles to a user.

1 Agency Roleg Assigned agency specific roles display here.
0 +Manage Roleg This is selected to add agency specific roles to the user.

~ User Account

UseriD:  bgordon1
AL-WITS QA
Lock Agency Access

System Roles

Agency Roles

Figurell3 User Account Options
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7.1.2.4.Contact Information

Information related to contacting the user is captured here. This section does not displaduhtil
Email Add Phone Numberor Add Addresss clicked from the Additional Items list to the right of the
Staff Member Workspace

NOTEEmail address is a required fieldhen creating a staff member.

~ Contact Information

Prefered Method Of Contact

] No ltems

. No Items
+ Add Phone Numbers
Q@ No ltems

+ Add Physical Addresses

Figurell4: Contactinformation

Preferred Contact Method denotes how the user prefers to be contacted. It can be set by selecting the
Pencil icon.

+Add Email Address

1 Allows email addresses to be added to the user account.

1 Multiple email addresses can be added.

1 Primary box identifies that email address as the primary account. This is where system emails
will be sent.

Email Address

X Cancel

Figurell5 Email Address
+Add Phone Numbers

1 Allows phone numbers to be added to the user account.

9 Multiple numbers can be added.

1 Typeg Denotes the type of number (home, mobile, emergency, etc.)
1 Primary box identifies that phone number as the primary number.
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[Orimen

Save x Cancel

Figurell6 Phone Number

+Add Physical Addresses

T rff26a dzZaSNDRa LKeaAOlt RRNBSaa G2 oS IRRSR G2
Multiple addresses can be added.

Typecg Denotes the type of address (home, work, current, etc.)

Confidential box will hide the address information from showing anywhere in the system.

Validate Addresg When selected, the address is checked through usps.com for validity.

=A =4 -4 A

I vI |E] -Sonﬂdewtiall

City State Fostal Code

Validate Address

County

Save x Cancel

hittp:// www.usps.com/

Figurell?: Physical Address

7.1.2.5.Domains

Domains assigned to the user displays here. By default, the domains assigned to the agency are assigned
to the user.

1 Pencil icorg Allows editing of the assigned domain.
 TrashcanicoqwSY2 @Sa (KS FaaA3daySR R2YIFIAYy FTNRBY (KS dza
I +Add Domairg Selected to add additional domains to a user's account.

o Only domains assigned to the agency can be added.
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v Domains

Treatment Domain Model & Ay
Prevention

Figurel18 Domains

7.1.2.6.Facility Assignments

This must be set for agency users before they are able to access specific agency locations. This section
does not display untihdd Facility Assignmenis clicked from the Additional Items list to the right of the
Staff Member Workspace.

9 Assigned facilities can be edited or deleted by selecting the pencil or trashcan icon, respectively.
1 An assigned facility can then have program assignments added by cliéiddgProgram

Assignment
1 Additional facilities can be assigned to a user by clickiad Facility Assignments

w Facility Assignments

Watchtower

12/18/2023 -

Program Assignments

No ltems

=+ Add Program Assignments

+ Add Facility Assignments

Figurell9 Facility Assignments
Program Assignments identifies what programs are assigned to the user at the selected facility.
NOTESetting this is optional.

1 Programg Only programs available for the facility will show in this dropdown.
1 Effective Dateg If effective dates are set, the user will only have program access within the set
dates.
f Hasenddate! yOKSO] GKA&a AT GKSNB A& y2 SyR RIFIGS F2N
9 Hours/Weekg The number of hours per week the user works within that program.
0 CKA& A& 2yfe Iy AYyF2NNIGA2yFE FTASETR YR KI &
system.

WITS Billing Administration User Guide Pagel07
Version 1.0



\ﬁ.FFEI Systems

m- [} 3 Has end date

X Cancel

Figurel2G Program Assignments
+Add Facility Assignmentspens the window below.

1 Available facilities will display in theft Facilities column.
1 When selected, the facility moves to thight column.

| Effective Date; The firstfieldh RSY 0 A FASa 6KSy GKS dzaSNRa
field identifieswhentheuseQa | O0Saa (2 GKS Tl OAfAGe

0 Uncheck the boxlas end datef the user alwayfasaccess to the facility.

Effective

al- ] Has end date

x Cancel

Figurel21: Add Facility Assignment

7.1.2.7.Professional Qualifications

This section can be used to capture certifications, degrees, and licenses. This section does not display
until Add Professional Qualificationss clicked from the Additional Items list to the right of the Staff

Member Workspace.
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D Include in Display Name

Qualification Number

Effective

B - ] Has end date

Save x Cancel

Figurel22 Professional Qualifications

Information on the different fields can be found in the table below.

Tablel9: Professional Qualifications

Category The qualification type (certification, degree, license)

Type Further defines the qualification (type of degree,
certification, or license).

Issuer Name The name of the organization thadministered the

Include in Display Name

Quialification Number
Effective Dates

qualification.

When checked, the qualification will display whereve
G§KS dzaSNRa yIYS RAALI L &
If the qualification has an identifier code, enter it her
When the qualification was bestowed and when it
expires (if at all).

Has end date

Uncheck if there is no expiration date for the
qualification.

Note

7.1.2.8.ldentifiers

Optional notes that can be added.

+ NA2dza ARSYGATFTASNA OFly 6S FRRSR | dzASNRBdd I 002 dzy i .
Identifiersis clicked from the Additional Items list to the right of the Staff Member Workspace.
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M- (] Has end date

x Cancel

Figurel23 Identifiers
Information on the different fields is described in the table below.

Table20: Identifiers

Field Description

Type This is a dropdown of possible identifiers

Identifier The alpha numerical identification code for the
selected identifier type.

Effective Dates The active dates for the identifidor examplea
RNA @SNDRa f A OSsyud &d expirdabrR
date.

Has end date Uncheck if there is no expiration date for the identifi

Note Optional notes that can be added.

7.1.2.9.Languages

Language fluency can be captured here. This section does not displafdditianguages clicked from
the Additional Items list to the right of the Staff Member Workspace.

1 Language; Choose the language from the dropdown.

1 Reading; Record the fluency from no proficiency to extremely proficient.
1 Speaking; Record the fluency from no proficiency to extremely proficient.
9 Writing ¢ Record the fluency from no proficiency to extremely proficient.

Lenguage

Spanish and Spanish Creole ® v

Reading Speaking Writing
d Not at all Proficient d Moderately Proficient d Extremely Proficient

E  Cancel

Figurel24: Languages

7.1.2.10.Checklist Items

/| KSO1ftA&ald LGSYA FNB dzaSR (2 NBO2NR {(l&al1a GKNRdAdAK?Z2
recorded include on boarding, periodic, and separation. This section does not displaddar@ihecklist

Item is clicked from the Additional Items list to the right of the Staff Member Workspace.
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1 Category The type of checklist being captured (on boarding, periodic, separation, etc.).
1 Typeg Different kinds of tasks that might be captured during that stage of employment.
Examples include background checks, policy and procedure reviews, development plans, etc.

X Cancel

Figurel25 Checklist Items
Once a checklist item has been created, there are additional steps that may be required.

1 Noting whether the task was completed and when.
1 Deleting the task if it is no longer applicable.
1 Adding and answering followp questions.

w Check List ltems

On Boarding

Background Check [} w

+ Add Check List item

Figurel26 Checklist Followp

7.1.2.11.Training

This section is used to record training received by the user. This section does not displagadintil
Trainingis clicked from the Additional Items list to the right of the Staff Member Workspace.

1 Training Course The name of the course taken.
1 Completed; The date the course was completed.

Training Course

Completed

x Cancel

Figurel27. Training
7.1.2.12 Notes

This section is used to capture any notes relevant to the user and/or their account. This section does not
display untilAdd Notesis clicked from the Additional Items list to the right of the Staff Member
Workspace.
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1 When selected, a blank text baisplays for the admin to enter information.

7.1.3.Staff Management Functions

This section covers information on different functions an administrator might need to perform when
managing staff accounts. Click on tretical ellipsisi 2 G KS NAIKG 2F (GKS 2F GKS 3

f Lock AgencyAcces§ 201 a GKS dzaSNRa | 002dzyi®@ ¢KS T RYAY &
locking the accounfThis automatically happens if the user enters the wrpagsword three
times.

1 Reset Credentials Resets the user's login credentials.

1 View Profilec Select this to access the user account.

Tim Drake Watchtower N/A Reset Credentials

Nl View ot

Figurel28 User Account Actions

1 Release Agency LogK his unlocks the user account. This is also selected when the user enters
the wrong password three times.

ol seectcokrms| - | selectview([B 18] o pon

Figurel29 Release Agency Lock

8. CLAIM ITEM SUBMISSION

Providers using an Electronic Health Record (EHR) that is not WITS can be setupdéohgp@37P
claims into WITSTo use this featurehe contracting agencgnust establishthe followingfor each
provider.

9 An active contract using fee for service. S&mtract Management Fee for Service
o TheContracting Agency Contact Email field must be completed under the Contract
Profile.
A The contact(s) listed here will receiga email notification when the 999 and
835 files are generated by WITS.
T ! o0AffAYy3a FAES AYLRNI O2ydl OG Ydzad Bdi®FileRRSR G2
Import Contacts
1 A contract EDI profile must be created for the provider. Sestract EDI
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There are two ways to upload an 837P filbe first is through the H837 Managemesttreen in WITS.
The second is by using an SFTP site. The process for uploading asi8g&ther method is covered
under the Billing End User Guidader the Claim Item Submission section.

After an 837P is uploaded and successfully processed

1 An encounter is created under the cliemtcord indicated in the 837P file. The encounter will be
in the released status.
 Aclami©ONBFGSR 3IFAyald GKS Ot ASyidQa SyO2dzyiSNX® ¢K
1 A 999 file is generated\notification isemailed to theemail address(es) listed on the
/| 2y GNI OGAy3 1'3Syo0e [/ 2yil O0 irdoving that ®I9EsR Ay (G KS
generated

8.1. SFTRSetup

Before a provider can use the SFTP site to upload an 837P file, they must have an accouhfareate
the site and the requisite folders &blished. ADMH will need to contact tN&ITS Support team and
request access for the provider.

1 Send an email teupport@witsweb.org
1 Inthe email, includéhe name of the provider agency and the email address that will be linked
to the SFTP account.

9. MEDICAIQLAIM MANAGEMENT

The billing procesis briefly discussed in thgilling Workflowssection.For detailed information on how
the provider will process claims, see 4TS Billingend User Guide

The claim management process here is specific to how the contracting agency (ADMH) will process
Medicaid and government contract claims.

9.1.Clearing House

Alabama is acting as the clearing house for all providers that will be submitting claims for Medicaid.
OnceWITSrocesses and batchés LINE @dinks SHddioaideQ édaim batch wildisplay under the
ADMH contracting agency on the Clearing House tesnu option

Theproviderbatched claims will be in the Released status. From there, a processor will execatsyand
batched claims from providers in a Released status witldiehed togetheiin a clearing house batch.
Theclearing house batch will then be transmitted to Medicaid.
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Provider 1
Claim Batch

Provider 2 ADMH Clearing Medicaid

Claim Batch House Batch

Provider 3
Claim Batch

Figurel30 Clearing House Batch Process

9.1.1.Clearing House Item
If needed, provider batches can be reviewed and manually batchédidyH from the Clearing House
Item menu option.

To access ttee claim batches:

1. From the left navigation menu, clidgency
2. Inthe submenu, clicBillingto expand its options.
3. ClickClearing House Item
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@ Agency

Home Page .
> Agency List
f::é Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

Q0
(== Overdose Reversal Kits
Group List
> Facility List
o
=
Clinical Staff Members

Dashboard

> Tx Team Groups

B

Client List v Billing

{g} Invoicing

System
Administration

Claim Item List

|_D Claim Batch List
Encounter List

EOB Transaction List

> Payment List

Billing Transaction List

Client Balance

Clearing House ltem

Clearing House Batch

Cost Center

Figurel31 Access Clearing House Item

4. TheProvider Claim Batch Search screen will display Sésechas needed to locate specific or all
batched provider claims.
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Provider Claim Batch Search

Plan CH ltem #
Agency Name Facility Name
Provider Batch # Rel To CH Date

Billing Form CH Item Status
- Released -

Create CH Batches
m * clear

Provider Claim Batch List

/> Export
CH Provider Facility Billing , Sve CH Item
tem# Batoh# oSty Nene Name Form Recibeid Mo/Yr b Status Charas
14 6 Alcohol and Drug Abuse 837 5/6/2024 12:00 Alabama

Treatment

Dec 2023 Released
AM Medicaid E
Profile

Figurel32 Provider Claim Batch Search Screen
To batch all provider claims in the Released status, Clickte CH Batches
Toreview or edita batched provider claim

1. dick on thevertical ellipsisto the right of a batched claim and then cliekofile.

2. The Provider Claim Batch Profile screelh display NOTEAdministrative actions at the bottom of
the screermay show the following actiond®ut no actions need to be taken by the ADMH staff since
this workflow is automated.

a. Awaiting Reviewg Places the claim in a review status.
b. Hold¢ Places the claim in a hold status.
c. Rejected by Clearing Hous&ejects the claim.

WITS Billing Administration User Guide Pagell6
Version 1.0



SFFEI Systems

Provider Claim Batch Profile
A Hi ntext | mation

Plan. CH Item # Agency Name Facility Name
Alabama Medicaid n Alcohol and Drug Abuse Treatment

Provider Batch # Released to CH Date Billing Form: CH Item Status:
2 41812024 837 Released
Service Month/Year Charge

Apr 2024 $0.00

Claim Item List

A> Export
Claim # Claim tem # Unique Client Number Service Billing Units Charge Delay Reason Override Reason
22 20 J6939135F203555 HOD06/HF 0.00 $0.00

Save and Finish x Cancel

Administrative Actions

Awaiting Review Hold Rejected By Clearing House

Figurel33 Provider Claim Batch Profile

3. ClickSave and Finisto finalize changes or cliégkanceto return to the ProviderClaim Batch Search
screen without making changes to the batched claim.

9.1.2.Clearing House Batch

When the batch is created for the clearing hougee batch will be in the Released status.
To review or make changes to the clearing house batch:

1. From the left navigation menu, clidgency
2. Inthe submenu, clicBillingto expand its options.
3. ClickClearing House Batch
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@ Agency

Home Page

> Agency List

E:J= Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

Agency
GPRA Follow-up Due Detail
o]
== Overdose Reversal Kits
Group List
> Facility List
D

I

Clinical Staff Members

Dashboard

&

Client List > Billing

{g} Invoicing

System . .
Administration Claim Item List

> Tx Team Groups

I_D Claim Batch List
Reports Encounter List

EOB Transaction List
> Payment List

Billing Transaction List

Client Balance

Clearing House ltem

Clearing House Batch

Cost Center

Figurel34 Accessing Clearing House Batch

4. The Clearing House Batch Search screen will digpésmSearchto locate specific batches.
5. Click on thevertical ellipsisto the right of the batch to displato options.
a. Provider Batcheg, Click this option to diplay the provideclaim batches included in the
clearing house batch.
b. Profile¢ This option displays the Clearing House Batch Profile screen.
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Clearing House Batch Search

Plan Service Month/Yea
-
Billing Form Created Date
¢ ol
CH Batch # Status
Released -
HB37 Status

< Clear

Clearing House Batch List

A> Export
Batch # Status H837 Status Plan Billing Form Charges
] Released Alabama Medicaid 837 $6,205.05

Service Ma/¥r

Mar 2024

Created

Provider Batches

Profile

Provider Claim Batch List

Currently, there are no results to display for the Provider Claim Batch List.

Figurel35 Clearing House Batch Search Screen

9.1.2.1.Provider Claim Batch List

This section populatewith the provider batches included in thearing house batctvhenProvider

Batchesis clicked

If a provider batch needs to be removedcklthe check box to the left of the batch, and then click

Remove from Clearing House Batch
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e ~N
Clearing House Batch List
/A> Export
Batch # Status H837 Status Plan Billing Form Charges Service Mo/Yr Created
6 Released Alabama Medicaid 837 $6,205.05 Mar 2024
Provider Batches
~ Profile —
s —

Provider Claim Batch List

I Remove From Clearing House Batch I

D Provider Batch # Agency Name Status Charge
O n Alcohol and Drug Abuse Treatment Batched $864.00
Oy 12 BHG Huntsville Treatment Center Batched $288.00
D 13 BHG Huntsville Treatment Center Batched $5,053.05
. v

Figurel36 Provider Claim Batch List

9.1.2.2.Clearing House Batch Profile
To the right of thebatchclick the vertical ellipsis and thehak Profile.
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Clearing House Batch Search
Plan Service Month/Year
Billing Form Created Date
v B
CH Batch # Status
Awaiting Review v
H837 Status
- JEE
e N
Clearing House Batch List
> Export
Batch # Status H837 Status Plan Billing Form Charges Service Mo/Yr Created
7 Awaiting Review Alabama Medicaid 837 $2,552.10 Oct 2022 E
Provider Batches
12 Awaiting Review Alabama Medicaid 837 $0.00 Apr 2024 H
Profile
. /
Figurel37: Accessing Clearing House Batch Profile
The Clearing House Batétofile screerwill display
Clearing House Batch Profile
Batch # Charge Amount
6 $6,205.05
Status Created Date
Released 4/18/2024 9:09 AM
Plan Updated Date
Alabama Medicaid 5/7/2024 11:35 AM
Billing Form Service Month/Year
837 v 3/1/2024
HIPAA Processing Set HB837 Status
Errors List
/> Export
Currently, there are no results to display for the Errors List.
Administrative Actions
Summary Report Awaiting Review Hold Void Bill It
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Figurel38 Clearing House Batch Profile
The following Administrative Actions are available.

1 Summary Repou This option provides asummary report of the provider claim batches
included in the clearing house batch.

1 Awaiting Review Places thdatch in an awaiting reviewstatus.
1 Hold¢ Places the batch on hold.
1 Voidc Voids the batch.
1 Bill Itg This optionchanges the&3atus of the clearing house batch to Billed and H837 Sttus
Queued.
1 Reprocess BatohThis option only displays if tt&87 fails to generate due to missing required
elements.
@ The 837 file has been queued and will be processed in a background task. x
Clearing House Batch Profile
Batch # Charge Amount
6 $6,205.05
Status Created Date
Billed 4/18/2024 9:09 AM
Plan Updated Date
Alabama Medicaid 5/7/2024 12:24 PM
Billing Form Service Month/Year
837 - 3/1/2024
HIPAA Processing Set HB837 Status
Queued

Figurel39 Clearing House BatclBilled

SeeProcessing Medicaid Claifos next steps in this process.

9.1.2.3.Clearing House Batch Summary Report

When Summary Report isaitied under Administrative Actions, the Clearing House Summary Report
screen will display. The report lists all provider clagiches that are included in the clearing house
batch.

If needed, the report can be exported by clickixport This will allow the user to satiee reportto
their computerin an Excel format.
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Clearing House Batch Summary Report Report

m Save and Finish X Cancel

Clearing House Batch Summary Report Report List

Provider Agency Facility Facility Secondary Provider # Procedure Modifiers Court Ordered Charges Units

Alcohol and Drug Abuse Treatment  ADATC Birmingham H0006 HF No $864.00 864.00
BHG Huntsville Treatment Center BHG Huntsville Level | Outpatient HO006 HF No $288.00 288.00
BHG Huntsville Treatment Center BHG Huntsville Methadone 90834 HF No $5,053.05 45.00

Figurel40: Clearing House Batch Summary Report

9.2. Processing Medicaidlaims

At set intervals, WITS will gerate an 837P file for all clearing heudaim batchesvith an H837 Status
of Queuedon the Clearing House Batch PraffieeClearing House Batch Profile

Once the 837P file is created by WITS,H837 Status will change to Generated. The file will then
transmit to Medicad.

If the file fails to transmit to MedicaidVITS wilplace thebatch in one othe followingstatuses:

9 837 Generation Errerg No Retry

1 837 Generation Errors Auto Retry
1 837 Transmissiokrrorsc No Rety

9 837 Transmission Erro¢sAuto Retry

The setion Errors Liswvill displayany837 Generation erns (for examplemissing tax DNPI, EDI
contacts, etc.)NOTEThese sorts of errors are resolved during initial setup and testing.

When any of the above errors occur, contact WITS Production Support for assistance.

9.2.1.999 File

The 999 imn acknowledgement from the receiviegtity that the 837P file was accepted. In this case,
the 999file will be generated by Medicaid and returned to ADMitth one of two responses.

If the transmission wasuccessfuland Medicaid accepted the 837te H837 Status field will update to
Transmitted.

After WITSeceives and processes the 9%9e Status will change to Accepted by Payor.
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Clearing House Batch Profile
Batch # Charge Amount
5 $12.00
Status Created Date
IAccepIed By Payor I 2/14/2024 219 PM
Plan Updated Date
Alabama Medicaid 5/8/2024 3:03 PM
Billing Form Service Month/Year
837 - 2/1/2024
HIPAA Processing Set HB837 Status
Alabarma Medicaid (5010) | Transmited |
~
Errors List
/> Export
Currently, there are no results to display for the Errors List.
vy

ﬂ Save and Finish X Cancel

Administrative Actions

Summary Report

Figurel41 Clearing House Batéttcepted

If the transmission was successful but Medicaid rejected the 8Rér5tatus field will state Rejected by
Payor istead.NOTEIn theseinstancesgcontact WIT®roduction Support for assistance.
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Clearing House Batch Profile

Batch #

10

Status

Rejected By Payor

Plan

Alabama Medicaid

Billing Form
837 -

HIPAA Processing Set
Alabama Medicaid (5010)

Charge Amount

$9.00

Created Date

4/18/202411:07 AM

Updated Date
5/8/2024 3:14 PM

Service Month/Year

4/1/2024

H837 Status

Transmitted

Errors List
A> Export

Currently, there are no results to display for the Errors List.

E Save and Finish x Cancel

Administrative Actions

Summary Report

Figurel42 Clearing House Batch Rejected

If needed, the 999 file can be downloaded.

Note: Only userswith the WITS Administrator rolean access the 999 files from Medicaid.
Todownloadthe 999 file from Medicaid

1. From the left navigation menu, cli§ystem Administration
2. Inthe submenu, click999 Managemento display the H999 Management screen.
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.@ System Administration
Home Page
cmereas Code Tables

F::é System Accounts

State Waitlist

Activity Management

Adjudication Rule
Agency
Services
[e]+]
== Rates
Group List
H837 Management
154
Clinical H835 Management
Dashboard
@ H999 Management
Client List HL7Management
:@} SPARS Batch Errors
System
Administration System Info
|_D NOMS Extraction
Reports Agency Oversight Assignment

Federal Poverty Update
Alert Types

Master Patient Index

Figurel43 Accessing System Administratid999 Management

3. Click on therertical ellipsisto the right of the file and then clidRownload

H999 Management

File Name Upload Date

4 ™\
H999 File List
/> Export
File Name Upload Date Created Date
173_20240418144826_300002373-5.999 4/18/2024 2:48 PM E
Profile

: ] ——

Figurel44: Medicaid H999 Management

4. Choose where to save the fidad clickSave
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Figurel45 Download Medicaid 999

9.2.2.835 File

OnceMedicaid processes the claim on their end, an 835 file will be generated and transmittéaMbl.
The 835nforms on the status of the processed clapaid or denied.

NOTEThe 835 from Medicaid can only be viewed by a user with the WITS Administrator role.
To access and download the 835 from Medicaid:

1. From the left navigation menu, cli§ystem Administration
2. In the submenu, clickil835 Managemen
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