Delay Reason Codes
User Guide



Table of Contents

Table of Contents

................................................................................................................................................ 2
ADbOUL this USer MANUAI ..........ciiiiiiiiiiiiiinitinitintinitc st sae st s ssae s ssae s ssse s ssaessesasessssasssnnne 3
(DT lo AV 1 T=Yo E-Y o o I @ Yo =33 4
How Do | Add Delay Reason Codes and Supplemental INformation?..........cccveevvieecierecieciee et 4
How do | View/Edit DRC and Supplemental Information in Charge Details?..........ccceevvveeeeeeereereiceeeeeeeeveeeeee e 8

CalMHSA Specialty Mental Health Services Clinical Documentation User Guide Page 2



About this User Manual

This user manual is designed to provide a how-to guide of the features and functionality of SmartCare. It will
outline how to complete each workflow in a step-by-step format with related screenshots that will make
understanding how to complete each workflow easy. Through this guide, you will learn about SmartCare’s
comprehensive suite of tools and advanced technologies to enter client data securely and efficiently.

We hope that by following these instructions you will gain a better understanding of the capabilities of
SmartCare so that you can start using the system right way with confidence.

Audience

This manual is intended for use by anyone who will use the SmartCare EHR to support Specialty Mental Health
Services or Substance Use Disorder billing documentation.

Computer Literacy Assumptions for Understanding this User Manual

e Ability to perform basic word processing such as typing and searching for documents in files
e Understands data entry techniques into electronic forms and documents

e Familiarity with running a windows operating system or other popular programs like Mac OS.
e Basic knowledge of data bases and their structure

e Basic knowledge of how to use internet browsers like Microsoft Edge and Google Chrome

IT Support Requests:

Please call our Help Desk at 916-214-8348 or submit a live chat question to https://2023.calmhsa.org

Note: Before beginning to use the same system, make sure you have a compatible internet browser like
Microsoft Edge and Google Chrome. CaIMHSA recommends Google Chrome for best user experience.

LMS Related Support:

Please email: moodle@calmhsa.org
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Delay Reason Codes

Medi-Cal will deny claims if the DRC and DRC Control Identifier Number Information isn’t submitted in the claim file when
appropriate.

Medi-Cal requires claims to be submitted within a specific number of days. If claim submission is delayed for reasons
beyond the county’s control, the county can submit a DRC with the claim. In addition to the DRC, the county also needs to
submit the DRC Control Identifier Number (provided by Medi-Cal) in the PWK loop/segments of the claim file. Medi-Cal
will then consider the claim for payment.

In order to submit a DRC and DRC Control Identifier Number, the counties must submit a request for the codes to Medi-
Cal. This request is submitted as an Excel spreadsheet to MedCCC via email. MedCCC will then respond and provide the
applicable DRC and DRC Control Identifier Number.

How Do | Add Delay Reason Codes and Supplemental Information?

There are multiple ways to identify charges that have the Timely Filing Plan rules charge errors so that a DRC and
supplemental information can be added for billing.

e From the Dashboard: Warnings, Errors, Flags
e From the Charges/Claims Screen

Dashboard: Warnings, Errors, Flags widget

1. Click the Search icon.
2. Type “Dashboard” in the Search bar.
3. Click to select “Dashboard (My Office)” from the search results.

Qn*ﬁ'

Q, |Dashboard 9

9 Dashboard (My Office) n

4. The Dashboard screen will open.
5. Locate the Warnings, Errors, Flags widget. Select the charges hyperlink.

Dashboard o z © FES x
Caseload =% | Warnings, Errors, Flags =
Clinician Caseload Due Date Select Assignment... w
Test Case Load 05/10/2010 Services 755 B
Charges 4
Claims T
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6. The Charges/Claims screen will open.

Skip to step four in the Charges/Claims section below for next steps.

s = - T
Charges/Claims (4)@ Select Action v BB S 2OEm?
All Payer Types v All Payers v AllPlans v  Financial Assignment... w Apply Filter o
All Charges (ready to bill or not) v All Priorities v All Programs v All Procedure Codes W
Show charges with errors W All Service Area “  Capitated/ Non Capitated ~ Timely Filing Error W
All Locations W # of client statementis since charge cre: v
Charge Creation From - Charge Creation To s Claim Line Item ID Payer Claim #
Service 1D Charge ID Igrucess Batch All Clinicians
client ID DOSFrom 01/01/2023 (4~  DOSTo 04/24/2023 [~ FF: L‘:Ee“"“d ~  Processed To (o
Show charges with balance [] Show charges with credit balance [ ] Included Error Services || Show charges in Internal Collections
| Exclude from Work Queus IH_I Not counted toward Work Queue Productivity '_ Show charges with balances greater than zero
|_| Show $0 Balance Paid Charges
Select: All, All on Page, None Charges Total $0.00 Balance Total $0.00
g E Procedure . 5 i
ChargeID  Plan A Client Name Dos Clinician i Charge Balance Unbilled Paid Amt  Bill Date Flagged
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Charges/Claims Screen

1. Click the Search icon.
2. Type “Charges/Claims” in the Search bar.
3. Click to select “Charges/Claims (My Office)” from the search results.

go*e

Q

23

Charges/Claimsg]

Charges/Claims (My Office) i}

4. The Charges/Claims screen will open. Set filters to All Charges (Ready to bill or not), Show charges with errors,
and Timely Filing Error.

5. Click the Apply Filter button.

6. Select the checkbox next to the Charge ID column.
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Charges/Claims (4) Select Action v BB fRLOEM? x

All Payer Types v All Payers v allPlans v Financial Assignment... v W

All Charges (ready to bill or not) Y Priorities w  all Programs ~ Al Procedure Codes ~
Show charges with errors vp&;wice Area w  Capitated/ Non Capitated ~ ITimety Filing Error vI
All Locations v # of client statements since charge cre: v
Charge Creation From B~  Charge Creation To *  Claim Line Item ID Payer Claim #
Service ID Charge ID I':)"Ie“ Batch All Clinicians
Client 1D DOSFrom 01/01/2023 [~  DOSTo 04/23/2023 [~ :[':’rﬁess“'d B~  Processed To -

Show charges with balance [_] Show charges with credit balance [ Included Error Services [_| Show charges in Internal Collections
(] Exclude from Work Queue [ ] Not counted toward Work Queue Productivity [_| Show charges with balances greater than zero
[] Show $0 Balance Paid Charges

Select: All, All on Page, None Charges Total $0.00 Balance Total $0.00
- e Procedure 5 < -
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7. Inthe Select Action dropdown, select Add Delay Reason from the dropdown.

Select Action

Select Action
Add Delay Reason
Add Supplemental Information

Add to External Collections

Add to Internal Collections

Batch Update Billing Code and Revenue Code
Mark as Do Not Bill

Mark as Flagged

Mark as Rebill

Mark claim line To Be Replaced
Mark claim line To Be Voided
Mark Ready to Bill

Remove Flagged

Remove from Do Not Bill

Remove from Internal Collections
Remove from Ready to Bill
Remove from Rebill

Remove from To Be Replaced
Remove from To be Voided

8. The DRC popup window will open. Select the applicable DRC.
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9. Click the OK button.

Add Delay Reason (2 x|

Add Delay Reason

Delay Reason

| v

10. To Add Supplemental Information, select the checkbox next to the Charge ID column.
11. In the Select Action dropdown, select Add Supplemental Information from the dropdown.

+
Charges/Claims (4) {select Action VIIL B whILOEHB? x

All Payer Types v All Payers v AllPlans v Financial Assignment... v Apply Filter -

All Charges (ready to bill or not) v All Priorities v All Programs v All Procedure Codes b

Show charges with errors ~  All Service Area “  Capitated/ Non Capitated ~  Timely Filing Error ~

All Locations w  # of client statements since charge cre: Vv

Charge Creation From v Charge Creation To bt Claim Line Item ID Payer Claim #

Service ID Charge ID IFE)racess Batch All Clinicians

, . Pr d

Client ID DOSFrom 01/01/2023 @~  DOSTo 04/24/2023 v  ~o-=F v  Processed To -

Show charges with balance [ ] Show charges with credit balance [] Included Error Services | Show charges in Internal Collections

|| Exclude from Work Queue | Not counted toward Work Queue Productivity Show charges with balances greater than zero

Show $0 Balance Paid Charges

Select: All, All on Page, None Charges Total $0.00 Balance Total $0.00
70 ChargeID  Plan A Client Name Dos Clinician liraing Charge  Balance  Unbiled  PaidAmt  Bill Date Flagged
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12. The Add Supplemental Information Pop up will open. Type ID in the ID text field. The ID is equal to the MedCCC
provided DRC Control Identifier Number.

13. Click Type in the Type dropdown. Type is equal to CT-Support for Delay Reason Codes; this goes in the PWK 01
segment in the claim file.

14. Click Transmission Code in the Transmission Code dropdown. Transmission Code is equal to EM; this goes in the
PWK 02 segment in the claim file.

15. Click the OK button.
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Add Supplemental Information

Type I

VQ Transmission Code I

How do | View/Edit DRC and Supplemental Information in Charge Details?

1. Click the Search icon.
2. Type “Charges/Claims” in the Search bar.

3. Click to select “Charges/Claims (My Office)” from the search results.

go*e

Charges/Claimsg]

Q

Charges/Claims (My Office)

(2]

4. The Charges/Claims screen will open. Click the Charge ID hyperlink in the Charge ID column for the charge you
wish to view or edit. Note you will need to filter for the charges that you wish to view.

Charges/Claims (4) Select Action v
All Payer Types w Al Payers v AllPlans w  Financial Assignment... w
All Charges (ready to bill or not) v All Priorities v All Programs v Al Procedure Codes ~
Show charges with errors %  All Service Area “  Capitated/ Non Capitated %  Timely Filing Error b o
All Locations v # of client statements since charge cres v

Charge Creation From - Charge Creation To v Claim Line Ttem ID Payer Claim #
Service ID Charge ID EOWSS Batch All Clinicians

: " Processed
Client ID DOS From 01/01/2023 (@~ DOSTo 04/24/2023 [~ From M Processed To
Show charges with balance [_| Show charges with credit balance  [_] Included Error Services [ | Show charges in Internal Collections
|_| Exclude from Work Queue || Not counted toward Work Queue Productivity | Show charges with balances greater than zero

[] Show $0 Balance Paid Charges

Select: All, All on Page, None

ChargeID  Plan A Client Name Dos Clinician
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Apply Filter -

Charges Total $0.00

Unbilled Paid Amt

Balance Total $0.00

Bill Date

Flagged
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5. The Charge Details screen opens. The Delay Reason and Supplemental Information sections are visible. Edit the

data as needed.

6. Once edited, click the Save button in the toolbar.

; A
Charge Details o 2?8 x
General Contact Status History Action History
General :
Charge 1D [ Service ID ]
Client Tl Payer s TR, Priority 1
Status
B ReadyToBill [] Flagged Internal Collections:  No Delay Reason v
[ Rebill [J DoNat Bill External Collections: 01 Proof of eligibility unknown or unavailable
02 Litigation
03 Authorization Delays
04 Delay in Certifying Provider
Revenue Work Queue Management 05 Delay In Supplying Billing Forms
06 Delay in Supplying Custom-made Appllances
Charge Status g P v Status Date r 07 Third Party Processing Delay
08 Delay in Eligibility Determination
Status Comments 0% Original Claim Rejected or Denied Due to a Reason Unrelated to the Billing Limitation Rules
10 Administration Delay in the Prior Approval Process
11 Other
15 Natural Disaster
Procedure Billing Code
DOs LADL N LR BN Billing Code = = .
i o ML e o] ] B
Procedure Code P - Revenue Code e e
v Tty
— . - Rata TN " u -
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Charge Details

o 2?2 A
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General Contact Status History Action History
Ledger Entries
. " B . .

d ChargeId Date Activity Payer Type Amount Check# Reason Codes/Desc RenerdConea/nEas
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Charge Errors

Error Type Error Description

Fia e g mn D c— e g —
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Supplemental Information

j 0] Type w Transmission Code e
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