Creating Pre-Authorizations on the Web

Go to the LSBHIDEI website by typing the following URL into the address line using your browser software.
Please use Internet Explorer version 11 and make sure you turn on COMPATIBILY MODE:

www.lsbhidei.orq

LACKAWANNA SUSQUEHANNA

Behavioral Health ~ Intellectual Disabilities ~ Early Intervention (BHIDEI) Program

Home Overview Programs Publications Forms Resources Provider Information

Contact Us HELP

The Lackawanna-Susquehanna (L-S) Behavioral Health Intellectual Disabilities Early
Intervention (BHIDEI) Program serves more than 13,000 individuals through various
providers of behavioral health and intellectual disabilities services,

The program’s service area consists of two Northeastern Pennsylvania counties —
Lackawanna and Susquehanna - which have a combined population of more than
255,000 residents,

The BHIDEI program was started in 1967 under provisions of the Mental Health and
Mental Retardation Act passed by the Permsylvania Legislature.

Each year, LSBHIDEI spends nearly $67 million in public funds to make sure the
behavioral health and intellectual disabilities needs of its service area communities
are met.

The program’s primary goal is to facilitate the inclusion and full participation of all
persons with behavioral health in their local community, It organizes itself to
proactively address the planning, development, procurement, management, and
evaluation of services, thereby enhancing consumer satisfaction and positive
personal outcomes.
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1-800-273-TALK {8255)
2 4 , ‘;} Treatment
Referral Line
1-800-662-HELP(4357)
Disaster Distress Helpline
1-800-985-5980
Text TalkWithUs to 66746

Emergency Crisis:
Lackawanna County: 570-348-6100
Susquehanna County: 570-278-6822




Click on Provider Information and then on LS eBilling. Then click on the “Authorizations site”:

Home Overview Programs Publications Forms Resources Provider Information

m Provider Information LS eBilling
LS eBilling

Authorizations site

Billing site
FAQ for Supports Coordinators (pdf)
FAQ for Providers (pdf)

HCSIS Consumer Demographics Registration Fields (pdf)




A new window will open with “Authorization Log In” as the title.

Type the user id and password in. These are assigned at the county. If you lose your user id and/or
password, just call Marianne or Katerina at the LS County Admin Office (570-346-5741) to have them

reset.
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Authorization Log In

Welcome to the Lackawanna and Susquehanna Counties' secure ebilling
website, This website is only to be used by registered LS MHMR
providers and Base Service Unit (BSU) support coordinator staff.

[f you are not a Registered Provider, please contact npinto@smhmr.org or
click on the registration button in the above menu. LS MHMR Information
Systems personnel will verify and provide you with your userid and
password within two business days.

Flease enter your User ID and a Password.

User ID: |
Password: |
Submit |

Copyright 2004 Univeristy of Scranton
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A new feature has been introduced that will allow you to enter pre-authorizations for a different fiscal
year. The current fiscal year will be the default selection. If you wish to change, select the fiscal year
here, then click on “Change FY”. Note that the change will not take effect unless you click on the
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“Change FY” button.
Click “Create Pre Authorizations”.



Enter the Client’s social security number as the Client ID and press “Submit™:
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Verify the consumer’s name and then select the services by clicking “Add Service” for each service the

client is to receive.

3 LW eBilling - Registered Provider Home Page - Microsoft Internet Enplorer . =1
File Edit ‘Wiew Favorites Tools  Help ﬁ
R - | ﬁ| Qisearch [G]Favorites fMeda £ | BN S B -

Address I@j httpeff10.0.0. 136 securefasp/provider_preauth.asp j @Gn |L|nks e
GDLngE Gi» vIGD +$}' @ gj' - | 5:? Bookmatks = 5] 11 blocked ‘ "? Check - thunk i | Autofil |e Sendtow - OSetthSv

home logoff register contact us help

Create Pre Authorizations
Registered Provider: ABC - Used for Testing only Feports |
Fiscal Year: 7/1/2006 - 6/30/2007
Client ID: [123456783

Submit |
Services 2 Records found
Client ID: 123456789
Name: Mickey Mouse
Address: 123 Main 5t
A 18510
DOB:
Gender:
Create/yfew Pre Authnrizati* | Client Report
St(:\(:icv (?nltiee rxxSernvice Ef;e:twe End Date Max Units Notes g:.:criptiun Program
[ bTest hestentialtesting only g ooy GA0o007 9999 usedfor. o MR
testing anly
1 = used for
u cTest testing for new fy 71,2008 BISQ/2007 2 tasting only Half-Day MR
Createfview Fre Authorizations |
[
l_l_l_ @ Internet

|ﬁj Done

#listart |J m 8 I5| i »“ @Lackawanna-susque..‘ | @st eBilling - Regi... ‘—d5:1A ssAppsMaste...l n%]SQL Server Enterpris...l @Wab[nvoicingCheatS...l (Ilig ;56 AM

When finished, click on “Create/View Pre Authorizations”. The screen will change to show the

selected services.

To view a list of the pre-authorizations already in the system for your client, just click on the

“Create/View PreAuthorizationst” button.

Another new feature will allow you, the provider, to enter the effective date(s) and the requested
number of units for your pre-authorizations:
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Fiscal Year: 7/1/2006 - 613012007

Registered Provider: ABC - Used for Testing only

Client ID: 123456789

Name: Mickey Mouse

Address: 123 Main St

Scranton , PA 18510
DOB: 1/1/1955
Gender: Male

Services Selected for Pre Authorization

Site Max Requested  Unit

Delete 5 A
Service Effective Date End Date Units  Units Doy

Service Code
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Update PreAuth(s) Delete Service I Next Client
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Service Code
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If you change any of these fields, you must click “Update PreAuth(s)” for the change to take effect.
You will receive a message indicating whether the changes were accepted or not. The Effective Dates
MUST fall within the fiscal year that you selected at the beginning of the process.
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Registered Provider: ABC - Used for Testing only
Client 1D: 123456789
Name: Mickey Mouse
Address: 123 Main St
Scranton, PA 18510
DOB: 1/1/1955
Gender: Male:

Services Selected for Pre Authorization
Delete  Site Max Requested  Unit

Service Code Service Eifaciivellate EndDate Units  Units Description Brogram

T bTest oty 2 [3r172007 [er3nsz007 a93 [0 Day MR

Updates accepted. Click on Next Client to continue.

Update PreAuth(s) | Delete Service MNext Client

Add Additional Services for Pre Authorization

i L Effective Date End Date Max Units  Unit Description  Program

Service Code
r cTest testing for new fy 71172008 B/3072007 2 Half-Day MR

Add Service
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You may remove a pre-authorization by clicking in the “Dg¢lete Service” check box and then on the
“Delete Service” button. You may also add another seryi€e by clicking the “Add Service” check box
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Once you are satisfied with the service selection, click on the “Next Client” button.



3 LSW eBilling - Registered Provider Home Page - Microsoft Internet Explorer = |ﬁ' |1|

File Edit VWiew Favorites Tools  Help ﬁ

&Back + = - E) ) | Qisearch [EFavorites HliMedia % | By S - /
Address Ifé;'] http:/{10.0.0.136/secure)asp/preduth_audit, asp / j 6o | Links **
GDLngC|Cv dGo +{ﬁj [ R | ¢ Bookmarks= &5 11 blocked | "% Check - 'ynutoLink w | Autofil | s Send tow () Settings+
Registered Provider: ABC - Used for Testing only =
Client ID: 123456789
Name: Mickey Mouse
Address: 123 Main 5t

Scranton , PA 18510
DOB: 1/1/1955
Gender: Male

Services Selected for Pre Authorization

Dele?e Site Service Effective Date End Date Ma.’f Ref]uested nig e
Service Code Unis  Units Description

Program

Residential

O blest testing only 2

[311/2007 [B/30/2007 9699 1D Day MR

Updates accepted. Click on Next Client to continue.

Update PreAuth(s) | Delete Service MNext Client

Add Additional Services for Pre Authorization

Add Site
Service Code

[ | cTest testing for new fy 741/2006 B/30/2007 2, HalfDay MR

Add Service |

Service Effective Date End Date Max Units Unit Description  Program

|

[&) pone ’_|_|_|e Internet
;astart”J H & ) & ”J & |Lackawanna-Susque. . ||@L5w eBilling - Regi... {_ﬂs:mccessnppsl\’lastem| “E5GL Server EnterpriS---| @WeblnvoicingCheatS...| el 1oi1eam

You will be returned to the first screen where you may input another Client ID or Logoff if you are
finished:
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Create Pre Authorizations
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Client ID:
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It is now up to the consumer’s support coordinator to review and approve the pre-authorizations.
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Invoicing on the Web for Service Providers

Log in to the LSBHIDEI at www.lIsbhidei.org

Select Provider Information, LS eBilling.

Select Billing site to enter an invoice:

Home Overview Programs Publications Forms Resources Provider Information

m Provider Information LS eBilling
LS eBilling

Authorizations site

Billing site
FAQ for Supports Coordinators (pdf)
FAQ for Providers (pdf)

HCSIS Consumer Demographics Registration Fields (pdf)

Type the user id and password in. These are assigned at the county. If you lose your user id and
password, just call Marianne or Katerina at the LS County Admin Office (570-346-5741) to have them

reset.
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Billing Log In

Welcome to the Lackawanna, Susquehanna, Wayne Counties' secure
ehilling website. This website is only to be used by registered LSWW MHIMR
providers and Base Service Unit (BSU) support coordinator staff.

If you are not a Registered Prowider, please contact gattenst@lswmhmr.org
or click on the registration button in the above menu. LSW MHMR
Infarmation Systems personnel will verify and pravide you with your userid
and passwiord within two business days.

Please enter your User ID and a Password
User ID:

Password:
Subrnit

Copyright 2004 Lniveristy of Scranton
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Select the month you are billing from the drop down list that you wish to create an invoice for:
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Next, select the service and the click on “Submit’:
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: Subrnit
IAythorizations 2 Records found
Create Invoice | Print Authorizations Dowinload
mm Effective Date Expiration Date m Authorization #
123456789 Mause, Mickey 172912008 1 436980
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*
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Enter the number of units and any MA, Food stamps, and/or Room and Board dollars in the appropriate
column for each consumer.

The date range will default to the first and last dates of the month selected but you may change either
of these as needed within the month. You may not, however, select a different month. For example, if
you need to enter services for a partial month you could.
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Billing Month:  July 2006
Registered Provider: ABC - Used for Testing enly
Site Code: ABC
Service Description: ABC ACADEMY - used for testing only
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When you have finished entering and reviewing the information, click on “Create Invoice™:

ling.Iswmhmr.org/updAuthorizationsRes.aspx?billingmonth=July 2006 g Ellil Aﬂﬂ
Bl Edt [“He Edi view Favories Tools Help ﬁ E
o »
|D & B ek - - @ F O] Qe (ilFevrits @iede B B D W A- 2
[lc] Address I@https:,iﬂhllhng.\swmhmr‘nrgjupdﬂuthnr\zatlnnsRas‘aspx?h\\hngmnnth:]u\y’%ZEIZDDG%ZEI%2EI%2EI%2EI%N}%{D%2EI%2EI“/nZEIDJnZEI“/nZD“/nZEI“Jn2EI% j @ce |Links Gt =
: L S ;
m ebilling
B Billing Month:  July 2006
- Registered Provider: ABC - Used for Testing ghly
Site Code: ABC
i Service Description: ABC ACADEMY ~Gsed for testing only
Edit Authorizations
x
Are you sure you want o create an invoice?
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Select “OK” if you are sure you want to create an invoice.




After you click on “OK” the system will calculate all of the values and present a new screen with all of
the columns of your invoice filled and the total calculated.
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Invoice Batch Number: 16281
Registered Provider: ABC - Used for Testing only
Site Code: ABC
Service Description: ABC ACADEMY - used for testing only
Waiver Number: NIA
Designation: MH
Billing Month: July 2006
Submitted: 9/16/2006 3:29:00 PM
Rate: 100.000 Eligible Rate: 0.0000 Ineligible Rate: 100.0000
Amount Due: $4,990.00
Frint Irvoice | Submit to County |

[Reminder: Plzase change your print layoutto landscape in order to print entirs invaice.

Unit Total Gross | Gross Food Room Het Het lieas
Last Begin i Gross | Eligible [Ineligible | S0 Less | Eligible |Ineligible | =22
W Amount | Amount 7 Bnard Amount | Amount

Dunﬂld

Duck 9E7ES4321 410035 TH2006 712008 Cther 50 $500000  $0.00 $500000  S0.00 FI000 3000 $OOO0 $4,990.00
Totals 50 §5,000.00  $0.00 $5,00000  $0.00 $10.00 $0.00  $0.00 $4,990.00
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Please click the “Print Invoice” to print a copy for your records. As the small print below the print
button mentions, be sure to have your printer in Landscape mode.

Please review it and only when you are satisfied that the invoice is correct, click on “Submit to
County”. Up to this point, the invoice is temporary and will be automatically removed from the
system unless you select “Submit to County”.

After you click “Submit to County” an email will be sent to the Fiscal department of the county and
you will see the following screen:
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IAn invoice has been sent to the LSW MHMR witk the following information.

Month Billed: July 2006
Provider Name: ABC - Used for Testing only

Batch Number: 16281
Site Code: ABC
Service Description: ABC ACADEMY - used for testing dply

Flease contact us if you have any questions or comments.

Please refrain from clicking the back button in your browser and Nesubmitting the invoice to the county.

Mew Invoice
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You may want to print this and keep it for your records.

Once you press “Submit to County”, do not press it again or you will be sgnding the invoice twice.

To enter another invoice, click on “home” to start the selection process again



