Provider Portal Training

CalOptima Health, A Public Agency

Our Mission

To serve member health
with excellence and
dignity, respecting the
value and needs of each
person.

Our Vision

By 2027, remove barriers
to health care access for
our members, implement
same-day treatment
authorizations and
real-time claims
payments for our
providers, and annually
assess members’ social
determinants of health.




Welcome

o The Provider Portal is a secure online
website where you have access to : A
CalOptima Health 24 hours a day, 7 e
days a week. With a secure username |
and password, authorized provider
users can:

= View Member Eligibility
Check Claims History
Check Authorization Status
Submit Referrals

View Reports

@ CalOptima Health
Provider Portal
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Purpose of This Training

o CalOptima has launched a new care management system.

o To familiarize new users with the features of CalOptima Health’s Provider Portal. In
this training you'll learn about:

= Account and Security Features
Searching Member Information
Searching Claims Information
Viewing Claim Details
Submitting Referrals

Viewing Referral Details

= Viewing Reports

o This training provides an overview of the Provider Portal features. For detailed
instructions on how to complete specific tasks, please refer to the Provider Portal
User Guide available at caloptima.org.

o CalOptima
Health




Account and Security Features

o There are two types of user accounts: Staff
and Local Office Administrator (LOA).

= Staff are able to search for members, claims
and referrals as well as enter referrals
depending on their security settings. PCPs
can access these features and view reports.

= The LOA controls security roles and
responsibilities for the users in their office.

o Security Settings

= View Member Eligibility
View Claims History
View Referrals

Submit Referrals
View Reports

o CalOptima
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Searching Member Information

Member Search Options

o On the left navigation panel, click
Members.

o To search for member information, use
either the Member Identification
Number (Member ID) or the Member
Name.

o ONLY Provider users associated with
the member at the primary care
provider (PCP) or group level can view
member information due to PHI
sensitivity.

% CalOptima Health
Provider Portal

CalOptima

® Health




Searching Member Information (Cont.)

Enter the Member ID
o Select Member ID tab

o Please note that the Member
ID is also referred to as the
CalOptima ID Number (CIN)

o Click Search

o CalOptima
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Searching Member Information (Cont.)

Enter the Member Name
o Click on Name tab

o Enter First Name, Last Name,
Date of Birth and City

o Click Search

o CalOptima
Health




Member Information

Member Listing

o The member matching the
search criteria is displayed. e O =, S

CIN: DEFAULTO1 Line of business: Medi-Cal

CIN, MEDS 1D, or MBI accepted
Health network:  Health Network
O a C C e S S e e e r PCP Name: Primary Care Physician
e e BRI

information, click on the

blue box on the right.
Click to access
| member face-sheet

o CalOptima
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Member Information (Cont.)

Member Information Displayed

Member Demographic Information

= Some information is hidden if the member isn't
associated with the provider at PCP level.

Eligibility
= Eligibility history can be displayed by clicking on the
blue Eligibility History button.
Claim History
= Dates of service, Diagnoses, and Provider Services.
Referrals

= Member's referrals which can be sorted by Most
Recent, Status, Code, or Provider.

Labs
= Lab results, including Lab Date and Results.

Medications

= Alist of prescriptions and information therein.

gé:ﬂ CalOptima Health

Provider Portal

Facesheet

S

CIN:
MBI None

SAN CLEMENTE, CA 92672

Spanish/Spanish
Spoken/Written

Male

W 02/16/...- (Age )

Member ID:  Search

Eligibility Claims History Referrals Labs Medications

Member is currently Eligible

Line of business: Medi-Cal
Health network:
Eligibility date: 08/16/2021 - Current

Other health care

N None
insurance:

PCPID:
PCP name:
AID category:

AID coda:

9 Eligibility History

Eligibility History
button

CalOptima
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Searching Claims Information

Claims Search Options

o On the left navigation panel, click
Claims.

o To search for claim information, use
either the Date or the Claim Number.

o When searching for claims, only
claims relating to your provider or
group for the past two years will
display.

% CalOptima Health
Provider Portal
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Searching Claims Information (Cont.)

Claims Search by Date

I Claim Look
o Click ok Date tab aim Lookup

o Enter the Date Range, Type of Date,
Status and CIN

o Click Find Claims

o CalOptima
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Searching Claims Information (Cont.)

Claims Search by Claim #
o Click on Claim # tab Claim Lookup

o Enter the Claim Number
o Click Find Claims

o CalOptima
Health




Claims Detail Information

Claims Selection

o To view the details of a
claim, click the Claim
Number or the blue
Search icon located on the
Claims Search Results.

o For more details about the
Remittance Advice, click on
the green RA button in the
far-right column.

= RA will show for claims paid
as of last check run.

@ The payable amount may not reflect

Claim Search Results Q Search for New Claim

Status Claim Number Member Name

Claim Number

the fin

al claims payment. Please review the

Remittance Advice (RA) for final claims detail,

RA button

O

Search icon

CalOptima
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Claims Detail Information (Cont.)

Claims Information Displayed
o Services o

e o

o Member Info 2 el S o

= Member Information B - o

= Health Network Services

= Contact Information o L —— .
o Providers - e

= Payment Provider S e e S ST

= Service Provider
o Diagnosis

O




Creating a New Referral

@ CalOptima I;|egltthI

Creating REferraI ‘CreateReferral Referral Lookup Submit ADT ADT Lookup
. Submit a Referral
o User requires LOA access to create - t 5
refe rraIS T T Mee CTRaEE el
o On the left navigation panel, click - °““
Referrals. oo crsce o el
o Click on the Create Referral button. Create Referral

1b. Who is this refe Referrals buttOn

Find a Member

Member ID Name

Member ID

NOTE: All referrals are subject to the member’s
eligibility and if approved, providers will be
granted 180 days to render services.

CalOptima
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Submitting Referrals

There are six sections to
complete to Submit a
Referral

Select Referral Type and Member
Select Referring Provider

Select Referred To Provider

Enter Medical Information
Attach Clinical Documents
Review

O O O O O O

Submit a Referral

About the Referral

This referral is a ROUTINE Referral Only. For URGENT Referrals, read below.

1a. What type of referral is this?

() Medical (For services NOT related to BH)

CalOptima
Health




Submitting Referrals (Cont.)

Select Type of Referral and
Member

o Referral Type

= Medical - Services NOT related to
Behavioral Health (BH)

= Behavioral Health — Services NOT
related to Medical and RX Auths.

o Member

= Find a member by using the Name or
Member ID (CIN, MEDS ID or MBI
accepted)

€ ~BoUT THE REFERRAL

1a. What type of referral is this?
© Medical (For services NOT related to BH)

() Behavioral Health

1b. Whao is this referral for?

Find a Member

Member ID Name

Member ID

Enter ID

O

CalOptima
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Submitting Referrals (Cont.)

Member Selection

o Medical Outpatient Authorizations can be

referred only on behalf of the eligible e
members with CalOptima Direct (COD) or
CalOptima Community Network (CCN).
= For OneCare wrap services, select the Member’s
Medi-Cal LOB segment. Seecta Member

o Behavioral Health Authorizations can be

referred on behalf of the eligible members = G < )

o ONLY users associated with the member at
the PCP or group level can view member o e
information. wme | o .

Orange, CA 92868

HN: Optum Care Network - Monarch

Medi-Cal LOB segment

o CalOptima
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Submitting Referrals (Cont.)

Authorization Notes

o ONLY users associated with the member at the PCP
or group level can view member information.

o CalOptima
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Submitting Referrals (Cont.)

Referring Provider
Information

o Select the referring provider

= Referring provider must be in ”
your office

= Choose the group or the office e — sty o
you want to make the B
authorization (service address) |

= Selecting incorrect provider e ——— T -
will result in having to start the o pr—

referral over

o CalOptima
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Submitting Referrals (Cont.)

Referred To Provider

O

To find a provider, search using
the provider’'s name, provider 1D
or provider specialty (e.g.,
orthopedic surgery).

Select from list displayed of
contracted providers who
accept members based on their
age and gender.

3. Who is the Referred To Provider?
Find a Provider

Provider Name Provider ID Provider Specialty

Select a Provider

o Durable Medical Equipment

Durable Medical Equipment

o CalOptima
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Submitting Referrals (Cont.)

Referred To Provider Cont.
o Warnings may display for the

selected provider:
= @ Indicates that the provideris far SR it
away Durable Medical Equipment @
= ™ |ndicates that the prOVider IS not seshedle
accepting new patients i e
o Closed panel providers are also o e -
displayed. While closed panel 0

providers do not accept new
patients, they do accept current
patients.

o CalOptima
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Submitting Referrals (Cont.)

Medical Information

@ MepicaL INFO
O Req ueSt Date 4a. When will this referral take place?
= The Request Date is pre- Request Date | 12077202 O
programmed and will always O —
display the day you are filling out o retro referrai
the referral () Urgent Referral
- You may SeIeCt Retro Referral 4b. What is the Place of Service?
for services previously provided.
You will need to change the b b,
Service Date to a date prior to | 2. 0n Campis Outot Hospital
the current displayed date. ated to BH)

o Place of Service

o CalOptima
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Submitting Referrals (Cont.)

Medical Information Cont.

o Services

= Enter service and number of units
= Add up to 20 services

= Only services that require prior
authorizations can be added

o Diagnosis
= Add up to 20 diagnoses

o Clinical Indications

= Can also include important
information related to request

4c. What service(s) does the member need?

Choose services for Medical (For Services NOT related to BH)

Service Name Units Questionnaire
E0630 - PATIENT LIFT HYDRAULIC/MECH INCL SEAT SLING/PAD 2
Find a Service Select a Service Enter Units
patient lift hydraulic | Choose a Service Code "| 2 E Add Service
E0630 - PATIENT LIFT HYDRAULIC/MECH INCL SEAT SLING/PAD o

4d. What are the ICD codes for this referral?

1CD Code Description
M13.861 OTHER SPECIFIED ARTHRITIS RIGHT KNEE
Find an ICD Code Selectan ICD

M13.862 - OTHER SPECIFIED ARTHRITIS LEFT KNEE ~

M13.862 Find a Diagnosis T Add Diagnosis

4e. What are the clinical indications for this referral?

Clinical Indications

Misdirected referral - 12/5/2022. Refer to supporting document attached for original auth request from Provider Office Medical Group. Primary contact: John Doe (714)555-5555. Patient is wheelchair
lbound needs assists to get from Bed to chair. Please approve hoyer lift with large sling.

)

287 /500 characters

CalOptima
Health




Submitting Referrals (Cont.)

Clinical Attachments

o Supplying CalOptima
Health Wlth more Cllnl Cal © CLINICAL ATTACHMENTS Dgr’Nfl“’f‘

u u u © Supplying CalOptima Health with more clinical information, gives you the best opportunity for faster response times. B rome
-
information gives you the
ralAtachmentxlsx
]
b e St O p p O rt u n I ty fo r fa S te r ReferralAttachmentPDF.pdf  69.1KB n

response times

= You can upload up to 3 files e
via the Provider Portal Ul. e

= The care management
system supports unlimited
document uploads.

= Max file size is 25MB

AE&®HE
(rrrEe

G EE B . 4 o WAL

o CalOptima
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Submitting Referrals (Cont.)

Medical Info Edit

Review and Submit

o Review the referral before submitting @ e =
u P ri O r i ty E0630 - PATIENT LIFT HYDRAULIC/MECH INCL SEAT SLING/PAD 2 unit(s)
| Refe r r a | Ty p e = |ﬂ| Clinical Indications

Misdirected referral - 12/5/2022. Refer to supporting document attached
for original auth request from Provider Office Medical Group. Primary

= Member Details “”g o i ok Flaceaborove yer K it Exge
= Referring Provider o
= Referred To Provider
= Medical Information I
« Services
« Diagnosis
= Clinical Indicators

= File Attachments

o CalOptima
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View Referral Information

Referral Search Options Ey—

O On the |eft nav|gat|on pa nell C||Ck Create Referral | ReferralLookup | SubmitADT  ADT Lookup
Referrals

o On the upper sub-navigation, click
Referral Lookup

o To search for referral information, use
either the Date or the Referral Code

o When doing referral searches, only
referrals relating to your provider
organization will display

Referral Lookup

CalOptima
® Health




Referral Information Search

Search by Date

o Select Date Range, Type of Date, Referral Lookup
Status and CIN B oo
= Status has three options: Open, Closed, or S peotont
VO i d e d 3 Months v Request Date v
o Click Find Referrals starus
All Statuses (3) v

Clear ‘ ELEEES

Please allow 5 days for CalOptima Health to review your request.

o CalOptima
Health




Referral Information Search (Cont.)

Search by Referral Code

o Enter the Referral Code Referral Lookup
o Click Find Referrals

Referral Code

o CalOptima
Health




Referral Search Results

Referral Listing

o To review referral details, enter the
Referral Code or click the blue
Search icon on Referral Search
Results.

Referral Search Results Q Search for New Referral

Status Code Member Name LOB A~ Referred Provider Requested

071621

CALOPTIMA MEMBER Medical Doctor

Medical Doctor

CALOPTIMA MEMBER 07/16/21

Referral ID Prefix

o Referral ID starting with “RM" is
from Provider Portal.

Referral Code

= “R”indicates Medical or Pharmacy. Search icon
= “M” indicates Behavioral Health.
o Any other prefix comes from the
care management system.
CalOptima
o Health 30




Referral Search Results

Info Bar (All Tabs) B caopumatiesty

Create Referral Referral Lookup Submit ADT ADT Lookup

o Determined will no longer NP p—
be available. . ?‘3%“5?
o Only when status is other
than Pending will we
show Determined On
date.

o Valid Thru is based on
the duration. Determined On Valid Thru

CalOptima
® Health




Printable Download (PDF)

A printable version of the
referral can be found in the
upper-right corner of the
gray-bar above all tabs.

o Printable version is in

f% CalOptima Health
Provider Portal

Create Referral Referral Lookup

CalOptima

Healt
PDF format' MEMBER INFO
o Printable version willno | = ==

Spoken Language Spanish

.
longer show Provider
. Written Language Spanish
S p e C I a I ty Health Network CalOptima Community Network
" Line of Business Medi-Cal
PCP
Eligibility Date

Address

8/1/2022-Current

**********

**********

Phone
Email

**********

MEDICAL INFORMATION

Submit ADT ADT Lookup

Referral #: & & v

Priority Requested Determined On

Referral #: R
Retro Date Requested  9/6/2023

Valid Thru  9/5/2023-12/4/2023 Current Status Pending

PROVIDERS

Referring S B o s .
Provider ID

Address

Phone

Fax

Referred To -
Provider ID

Address

Phone

Printable Download

o CalOptima
¥ Health




Viewing Referral Details

Referral Tabbed Information

S L]
O e I"VI C e S m Referral #: s @ Pending
Member Information - i o mpemeson i i
M Member Info Providers Diagnosis Attachments
Providers

O
O
o Diagnosis
@)

Place of Service
12 - Home

Attachments enices

o CalOptima
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Viewing Referral Details (Cont.)

Services L —
o Added Place of Service — . T
o Added Decision Description o

o Added Description grid

o Will now show: s

= Service Lines
= Extension Lines
= Stay Lines (for inpatient authorizations)

o Decision column will now point to
Decision Reason Code

o Determined On date will be the last
Decision Date for the services

o CalOptima
Health




Viewing Referral Details (Cont.)

Member Information
o Member Info

o Health Network

o Contact Info

KETErral 7. W——— - ) Fenaing
CIN Priority Requested Determined On Valid Thru Printable
Routine 12/18/23 NA 12/18/23 - 06/15/24 Download

Services Member Info

Member Info

9 Female

Member ID:
Date of birth: 06/16/1962

Language:  English / English
Spaken  Written

Providers Diagnosis Attachments

Health Network

Health Network: CalOptima Community Network Expansion
Line of business: Medi-Cal

PCP: UCI Family Health Center - Anaheim

Contact Information

Address:

Phone:

Email:

o CalOptima
Health




Viewing Referral Details (Cont.)

Providers
o Referring Provider
o Referred To Provider

o Data provided by the care
management system

o For inpatient authorization,
Referring and Referred to
provider will be the
Facility.

o CalOptima
Health




Viewing Referral Details (Cont.)

Diagnosis
o Code
o Description

o Data provided by the care .
management system -

KETerral #. mms " ) Fenaing

o CalOptima
Health




Viewing Referral Details (Cont.)

Attachments

o Displays uploads via care
management system AND
attachments via Provider
Portal

o 3 Documents Max can be
uploaded via Provider
Portal.

IOptima Health

Provider Portal

Create Referral Referral Lookup

CIN Priority
Routine
Services
Attachments
Files

10/05/23
10/05/23

o
10/05/23

All attachments are files that were uploaded at the time of sul

Submit ADT

ADT Lookup

Referral #: & & o ® Approved

Requested Determined On Valid Thru Printable

10/05/23 10/06/23 10/05/23 - 04/02/24 Download

Member Info Providers Diagnosis

x  +

C @ @ File  C/Users; w o

downloads/

G Google

3 — 100% + = © 4

Time In Time Out Visit Date
89:00 16:00 ©9/30/2023

(MOC20) Patient ID Number (M0030) Start of Cave Date of Care Date:

(Moo2)
09/30/2623 [INA - Not Applicable
isode Star Date

09/30/ 2023

(MeB40 Patient Name)

(Last) (Suffic) (Firs) [ (M0064) Social Securty Number
[ UK - Unknwn or Not Available

CalOptima
Health




Contact Us

o For general questions about the portal
or to change the LOA, please contact
CalOptima Health Provider Relations:

= 714-246-8600 Option #2
= 888-587-8088 Option #2
o To report suspect or potential security

iIncidents or privacy breaches, please
contact:

= CalOptima Health's Privacy Officer at
privacy@caloptima.org or

= CalOptima Health Compliance and Ethics
Hotline at 877-837-4417

CalOptima
Health




Stay Connected With Us

www.caloptima.org

O (O) W @caloptima
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