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Getting to the CareLink Website

You will be able to get to the CareLink website via the Southeastern Center
website. Open up a web browser (Internet Explorer), and type
http://carelink.carenetasp.com/secenter/login.asp in the address bar, or from
www.secmh.org, select Providers from the menu, click on fiCareLinkd , thend
click on fiCareLink Websiteo

Logging in to CareLink

This is the Secure Login page.

: CareLink

ity Healthcare

Secure Login

Please enter your username and password below.

Username: |

Password:

When entering your password, please ensure that your Caps Lock key is not depressed.

Click in the box to the right of Username and type your username.
Username:

Click in the box to the right of Password and type your password.

Click LOGIN.

A username and password will be assigned to you by the Information
Technology Department at Southeastern Center. Download the CareLink
User Request Form from the CareLink Page at http://www.secmh.org.
Contact helpdesk@secmh.org with questions. It is currently the policy of SEC
to provide the 1% license (username) free of charge to each provider.
Additional licenses (usernames) can be obtained for a nominal annual fee.
These usernames are per fiscal year; availability and charges are subject to
change.

Note: Itis the responsibility of your organization to ensure staff receives
training prior to requesting their username and password. While
organizations are responsible for training newly hired staff, if unable to
provide adequate training, you may contact the CareLink Training
Coordinator, Edith Williams, (willia@secmh.org) for upcoming training dates
at Southeastern Center.
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e Your password is case sensitive. Make sure you enter your password
exactly in the format it was created.

e If you incorrectly enter your username and password 3 times, the
system will lock your user account. After 15 minutes, you may attempt
to log in again.

e If your password expires and you have trouble resetting it, contact the
helpdesk at helpdesk@secmh.org to have it reset.

This is the Security page.

ATTENTION:

The information contained in this information system is private and confidential, it is fully bound
by the provisions of all federal and state regulations governing confidentiality of alcohol and
drug abuse patient records. This system is intended only for the professional use of authorized
agents of a Substance Abuse or Mental Health Treatment program or related agency. If you
have reached this site in error, please contact Creative Socio-Medics at (877) 889-8800
immediately.

By selecting "continue”, you agree, under penalty of perjury, that you are an authorized agent
to use this information system.

Exit

This is the Security Page letting you know that you are about to view confidential
health information.

Click on continue if you agree that you are authorized to view this information.
Continue

This is the CareLink News page.

CareLink - News TEST,PROVIDER 6/27/2008 9:52:03 AM  MainMenu | Log Out
No. Date News
+ |1 (12312007 +++++++nformation about Billing Process++++++ (...)
+ |2 121412007 IURGENT! for IPRS Community Support Providers The (...)
+ (3 [10/232007 SELECTING PROPER CLIMICIAN FOR TREATMENT BILLING {...)
+ |4 (102312007 ENTERING TREATMENT HISTORY Providers were previ (...)

Skip to Main Menu

Carelink v1.101 ® 2008 Netsmart Technologies, Inc.

Check this page for News updates from Southeastern Center. If there is a plus
sign in the left hand column, you may need to click the plus sign to expand the
news message in order to read it in its entirety. Click the minus sign to minimize
the news message.

Click Skip to Main Menu.

Skip to Main Menu



mailto:helpdesk@secmh.org

Navigating the CareLink Main Menu
The main menu allows you to access different sets of pages within CareLink.

This is the CareLink Main Menu.

CareLink - Main Menu TEST,PROVIDER 6/27/2008 9:53:58 AM Main Menu | Log Out

You are logged in as: |58
Your last login was: 6/27/2008 9:52:00 AM

Main Menu - Treatment Provider

Billing Change Password Look Up Client
News Reports Submitted Auth Requests
| Logout/ Exit |

Carelink v1.101 @ 2008 Netsmart Technologies. Inc

e Look up client i this allows you to search for a client who has been
assigned to you in the system.

e Change password T this allows you to change your password. If you feel
that there may be a security threat, you should always change your
password.

e Billing 1 this allows you to bill for all the treatment (services) you have
entered through CareLink.
o Only 1 person in your agency should be responsible for this option.

e Submitted Auth Requests 1 this allows you to search for clients within
your agency who have submitted authorization requests and view those
authorization details.

e News i this allows you to go back to view the news page.

e Reports i this takes you to the Reports Menu where you can run the Auth
Usage report to see a list of clients having 3 or fewer authorized units
remaining and the CareLink/MSO Audit Log report to see if your CareLink
transactions were accepted by MSO. SEC cannot add to the reports.

From the top of the Main Menu, you can see the name of the Provider logged in,

Wherever you are in the system, remember you can always get back to the Main

Menu or Log Out from the right side of the top blue bar on the screen.




Changing Your CareLink Password
Your CareLink password expires every 90 days. On or after the 90™ day, when

you login to CareLink, the system will automatically take you to the Change

Password screen.
fyouneed to change your

Passwor do

password

from

Change Password

t he

ma i

at anyt.i

n me nu.

The change password screen will ask you to put in your old password and then
enter a new password. You will need to re-enter your new password for system

verification.

This is the Change Password Screen.

CareLink - Change Password

TEST,PROVIDER 6/27/2008 10:19:23 AM

Password Information

Please enter your current password:

Please enter your new password:

Please re-enter the new password:

Save Changes to Password

Password Tips:

Password cannat be “password”.
Passwords must be between 6 and 15 characters.
Passwords are case-sensitive

Passwords cannot be the same as your username, or your username backwards.
Passwords cannot be common English words or commeonly used (guessable) passwords.
Try substituting numbers or punctuation for letters. For example, instead of “carenet” use “c@r3n3t”

Return to the Main Menu

Carelink v1.101 @ 2008 Netsmart Technologies, Inc.

Main Menu | Log Out

Click Save Changes to Password.

Save Changes to Password

You will be returned to the main menu.

If you decide not to change your password, click Return to the Main Menu.
Return to the Main Menu

e CarelLink requires users to change their password every 90 days.
e Users may change their password at any time.
e Passwords are case sensitive, sSo when creating a new password,

carefully note how you are entering it into the system.

Looking Up a Client in CareLink

Once a client has been screened and referred to your agency for service, you will
receive the screening

number

Our STR staff
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ability to look up the client in CareLink. In order to review demographic and
funding source information, review and request authorizations, or review and

enter treatment (service) information for a client, you will need to work from the
cientos profile screen.

To get to the client profile screen, clickon i L o 0 k U pfror€the m&in menu.
Look Up Client

This is the Look Up Client screen.

CareLink - Look Up Client

TEST,PROVIDER 6/27/2008 10:17-53 AM Main Menu |  Log Out

Search Criteria

Client ID / SSH:

First Name:

Last Name:

Agency: TESTFROVIDER

Search by Criteria

Carelink v1.101 & 2008 Netsmart Technologies. Inc

To look up a specific client within the CareLink system, enter a combination of
the clientd siformation and click on the iiSearch by Criteriadbutton.

e Entertheclientt s L ME r e c inithd boxta tmebright of Client ID /
SSN, and/or
Entertheclientd s fi rst name i n the bang/ort o
e Entertheclientd s | a st herbaxnoehe right oftLast Name.

To look up all clients assigned to your agency within the CareLink system, do not
enter any information in the search criteria boxes and click on the fiSearch by
Criteriadbutton.

Search by Criteria

Each provider can only view clients who have been authorized to their specific
agency.

This is the Look Up Client 1 Search Results screen.

CareLink - Look Up Client

TEST,PROVIDER 6/27/2008 10:27:13 AM Main Menu | Log Out

@ Search Results showing 1 - 2 of 2 record(s) >
Client ID Last Hame First Hame Agency Updated By
97853 BIRD BIG TESTPROVIDER 62712008 MSO_USER
97852 MOUSE MICKEY TESTPROVIDER 62712008 MSO_USER

e Search Results showing 1 - 2 of 2 record(s) S5

Search Criteria

Carelink v1.101 © 2008 Netsmart Technclogies, Inc.
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You can click on the LME record number from the Client ID column to display the

c | i eproftleGsaeen.
Client ID

97353

Note: If you search for a specific client and there is only one result, the system

will take you directly to the client(
Navigating the Client Profile Screen in CareLink
After you select a client from the fiLook Up
profile screen displays. The client side bar on the left contains all the different
pages of information within the clientods rec
review and enter information. This manual will address each tab separately.
Demographic
The first tab in the client side bar is Demographic, which is the first page to
di spl ay when the client is selected. You ca

information on this page.

This is the Demographic page.

Client SSN
111111111

CareLink - Demographic

Client Name:

BIRD, BIG

Client ID:

97853

Agency:

TEST,PROVIDER

archive records

Demographic Information

Name:

BIG
(First)

TEST.PROVIDER 6/27/2008 10:34:05 AM Main Menu | Log Out

BIRD
(Last)

Date of Birth:

12101960

Gender:

Valid Dates

Recent Address Information

Address

Address 2 City State ZipCode | County

7112007 -

12 BIRD LANE

WILMINGTON North Carolina 28412 MEW HANOVER

address history

Carelink v1.101 © 2008 Netsmart Technologies. Inc.




As |l ong as there is no enadn,tdeatheaddressist he 0 Val
the current address that we have in our system.

Valid Dates

2007 -

Funding Source

The second tab in the client side bar is Funding Source, where you can review

the clientds Funding $Sher pasinf ®Oematgir@ampmhi c |
were attached electronically to the Funding Source. Please refer to the Provider

Web Portal Instructions for the new process for submitting the Demographic

Form B (page 9).

To review a clientds Funding Source infor ma
fromthe clientsidebar. I n or der to get to this screen,
from the main menu and search for a client.)

Client SSN

000000000

Demographic

Fundling Source

Awthorizations

Treatment

Exit to
Main Menu

The Funding Source screen lists all of the active funding sources for a client.

e SCREENING is the funding source the client is enrolled in to cover the
STR phone call.

e |PRS is the funding source the client is enrolled in once the client has
received their initial service and a complete and accurate Demographic
Form B has been submitted (see Provider Web Portal Instructions,
page 9, for submission instructions).

e Check the fVadkesrehaxdisnse end date fomthe
funding source. If there is, you cannot request authorizations or enter
treatment (services) for billing against that funding source past the end
date.




This is the Client Funding Source Information screen.
Client SSN CareLink - Client Funding Source Information TEST,PROVIDER 6/27/2008 10:56:36 AM  MainMenu | Log Out
111111111

Client Name:|BIRD, BIG

Client ID: 97853
Agency: TEST,PROVIDER

Demographic

Authorizations Current Information

history records

Exit to
Main Menu

Funding Source Valid Dates Attachment

SCREENING TEST,PROVIDER 7112007 - Add New

Carelink v1.101 © 2008 Netsmart Technologies. Inc.

Instructions for Accessing the Southeastern Center Provider Web Portal

The Provider Web Portal allows contracted providers to submit a Demographic
Form B in electronic format, in lieu of completing the existing Word document
and attaching it via CareLink. Soon providers will also be able to view, print or
download their IPRS and/or Medicaid remittance advice without receiving a
paper copy in the mail. We will let everyone know as soon as this feature is
available. In the meantime, it is our hope that the Provider Web Portal will help
to expedite the Form B process. Please let us know if you have comments or
suggestions for making the Web Portal even better.

To access the website, open your web browser and go to:
https://forms.secmh.org

(Note that you must use Ahttpso and not fAhtt

First time users:

1. Go to the website and click the Acreate accounto
2. Note: if you provide services at different provider agencies, you will need to create a

separate account for each agency. Be sure to include the correct NPI number for the

correct agency.
3. Complete the following fields on the registration screen.

a. First, select your provider agency name from the drop-down list.
If you agency is not listed, type it into the field below the drop-down list.
b. Enter a user name that you would like to use to log into the site. If the user name

is already in use, you will receive an error message. In that case, choose a
different user name.
Enter your first name
Enter your last name
Enter an NPI Number that is in use at your provider agency.
Enter a password using the format listed on the web page. Be sure to write
down your password. Your password will be encrypted in our system and we
will have no way of reading it. If you forget your password, we will reset your
account with a temporary password and you will need to create a new password
to gain full access to the system.
g. Enter avalid e-mail address. This is the e-mail address that we will use to notify

you when your account has been activated.

=020


https://forms.secmh.org/

h. Select a security question and answer. We use this to verify your identity should
you need to have your password reset.

4. After you have successfully completed the registration process, click Submit.

5. You will not have immediate access to the system after you register. Before activating
your account, we will first verify the information you submitted, which will take 1-2
business days. We will notify you by e-mail (using the e-mail address you provided
during registration) as soon as your account is activated.

Using the system:

1. After you receive a confirmation e-mail that your account has been activated, you can
then log into the system.
2. You will then be taken to the home page. Be sure to read any important messages that
are listed there.
3. Tasks that you can perform (once you are | ogged i
now, you can only complete a Form B. Eventually you will also be able to view your
electronic remittance advice (ERA) and there are other functions planned in the future.

Submitting an Electronic Form B:

1. Select the Form B option from the home page.

2. Select the type of Form B you wish to submit. The types of forms that you can submit are
discussed later in this document.

3. Enter a Client Number, then click Al ookup client ¢

4. If aclientis located in our system using the Client Number you entered (assuming that
client is assigned to your agency), then client name will be displayed and you will have 2
options for completing the Form B.

a. Autofill the Form B: If you select this option, the Form B will be populated with
existing client data that we already have on file. Read through the form and
make any necessary changes to the data listed. This should be a big timesaver
when submitting a Form B as an update.

b. Use ablank Form B: If you select this option, a blank Form B will be displayed
and you will need to complete all of the appropriate fields.

5. If aclient was not found using the Client Number you entered, then you will only have the
option of completing a blank Form B. (Please verify that the correct Client Number has
been entered.)

6. After you have entered the data on the Form B, enter any notes or comments you wish to
submit with the Form B.

7. Click the Submit button.

8. You will see a message if the form was successfully submitted. If there are errors, use
your Back button to go back and make any corrections and re-submit the form.

Form B Types:
Discharge: You will only need to enter or verify the client name and DOB. Then complete the
discharge fields that are shown and submit the form.

No Show: Like a Discharge, you will only need to enter or verify the client name and DOB. Then
simply enter the date of the no-show and submit the form.

Update: Depending on if you chose fAautofill Form BO or
populated with selected data. Make any changes as needed and submit the form.

Transfer: The fAautofill 0 option is not avatéthedblarke wi t h cl i
Form B in its entirety and submit when completed.

10



Questions or Problems:

Please contact the Business Office if you encounter problems submitting a Form
B. If you encounter problems after hours, please complete a manual Form B and
send to the Business Office via secured e-mail.

Requesting and Receiving Authorization of Services in CareLink

The third tab in the client side bar is Authorizations. You can review

Authorization Requests History Information, enter Authorization Requests, and
attach Person-Centered Plans on this page. The STR department will have sent
the provider a one day fAnotificationbo
specific code or number of wunits, but
the client in CareLink. Once the provider submits a complete and accurate
demographic Form B (see page 9, for instructions), the Business Office staff will
enter an initial 30-day authorization.

Click the Authorizations tab from the client side bar. (In order to get to this
screen, click on ALook
Client SSN

000000000

Demographic

Funiding Source

Authorizations

Treatment

Exit to
Main Menu

Authorizations may be sent from the LME to the Provider in CareLink or entered
by the provider into CareLink and sent to the LME for approval.

This is the Authorization Requests i History Information page.

Client SSN
111111111

CareLink - Authorization Requests TEST.PROVIDER 6/30/2008 9:42:43 AM  MainMenu | Log Out

Client Name:|BIRD, BIG
Client ID: 97853
Agency: TEST,PROVIDER

Demographic

Funding Source

History Information

Provider
Auth Number

TEST,PROVIDER
15626

TEST,PROVIDER
18630

Type Status RequestDate Review Date Reviewed By BeginDate ExpirationDate MSO Status Attachments

Exit to
Main Menu

6I2712008
102712 AN

BI2TI2008

10:27:12 AM 71i2007

Authorization | Approved WSO Agency | 7Mi2007 view status Add New

6/30/2008
9:14:12 AN

8i30/2008

9:14:12 AM 713012007

Authorization | Approved WSO Agency | 7HMI2007 wiew status Add Mew

Authorization Reguest

Carelink v1.101 ® 2008 Metsmart Technclegies, Inc.
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The Authorization Requests History Information screen contains a list of alll
authorizations currently in place for the client or authorizations waiting to be
approved for the client. This screen also allows you to review the Request Date,
Review Date, Authorization Begin Date and Expiration Date.

If you would like to review authorization details or print a hard copy of an
authorization,c | i ck the wordniAbehdlTiypadi cod umn

Athorization

This is the Authorization Request Display screen.

Client $SN Authorization Request - 15630
Approved
111111111
Client Information
CLIENT NAME CLIENT ID DATE OF BIRTH COUNTY OF RESIDENCE
BIG BIRD 97853 12101960 NEW HANOVER
PROVIDER NAME
TESTPROVIDER
CARE MANAGER AS SIGNED DATE ASSIGNED
PRESTONC 4/812008
Authorization Information
CURRENT AUTHORIZATION STATUS REASOM: AUTHORIZED LEVEL OF CARE:

Authorization Group
Leave blank for individual CPT Codes requests.

PROCEDURE CODE DESCRIPTION UNITS REQUESTED UNITS AUTHORIZED
C-HO001 ALCOHOL ANDJOR DRUG ASSESSMENT i} i
C-HO0031 ASSESSMENT - NOM CLIENT [ &
C-HO036:HB:U3 COMMUNITY SBUPPORT IND ADULT QP 16 16
C-90801 CPT/IEVALUATION 1 1

Authorization Dates

Requested: 7/1/2007 - 7/30/2007
Authorized: 7/1/2007 - 7/30/2007

Comments

Authorization Comments:
Authorized by MSO_USER on 6/30/2008 9:14:12 AM

Internal Comments:
Comment modified by MSC_USER on 8/20/2008 2:14:12 AM

This clinical authorization does not guarantee payment.

Heturn to Authorization List

The authorization request details will display and allow you to view the Care

Manager Assigned, the ACurrent Authorizati on
for authorizations that are CBde@dUnitsgd or ADe
Requested and Units Authorized, Authorization Dates, and you may also view

comments that have been added by the Care Manager (if any) in the

12



Authorization Comments section. You can print the authorization by selecting

print under your file menu.

Click Return to Authorization List.

Feturn to Authorization List

Entering an Authorization Request in CareLink

You have seen the client, submitted your Demographic Form B, received an
initial authorization, and now you are ready to request a re-authorization or

request authorization for an additional service. In order to submit an
request to the

authori zati

on

L ME,

menu in CareLink. Search for the client by record number, first name, or last
n  scheen, atick onehe Aubherizatiantdbi | e

name. Once

Client SSN
000000000

Demographic

Funiding Source

Authorizations

Treatment

Exit to
Main Menu

you

Wi

Click on fAAut hor i z atcambe folReajtheshsttondgfthevh i ¢ h

Authorization Requests History Information screen.

Authorization Reguest

This is the Client Authorization Request screen.

CareLink - Client Authorization Request Information

Authorization Request Information

Client SSN:

111111111

TEST,PROVIDER 6/30/2008 10:12:54 AM

Agency:

TEST,PROVIDER

Authorization dates: (M/Diyyyy)

Beqgin Date:

SetTo Days

End Date:

Request Authorization ==

Authorization dates must fall within valid Insurance, Financial, and Admission dates.

Carelink v1.101 @ 2008 Metsmart Technologiss, Inc.

Main Menu | Log Out

13



Enter the date range in which you would like to provide services for the client by

entering a fABegi n DaThesystemneduiresthedatEtode Dat e 0

in the format of M/D/yyyy, and does require all 4 digits for the year.

Shortcut: Enter the Begin Date, enter the number of days you would like the
authorization to be valid for in the Set To box, and click on the Set button. This
will automatically calculate the end date for the authorization.

Begin Date: 07/31/2007  setTo 30 Days |54

End Date: 8292007

Click on Request Authorization once you have the correcti Be gi n Da tde o

D a t ferdhe authorization.

Request Authorization ==

This is the Authorization Request screen.

Authorization Request -

Client Information

CLIENT NAME CLIENT ID DATE OF BIRTH COUNTY OF RESIDENCE
BIG BIRD 97853 121011960 NEW HANOVER
PROVIDER NAME

TEST,PROVIDER

Care Manager
CARE MANAGER ASSIGNED DATE ASSIGNED

Authorization Information
CURRENT AUTHORIZATION STATUS REASON: AUTHORIZED LEVEL OF CARE:

Authorization Group
Leawe blank for individual CPT Codes requests.

I

PROCEDURE CODE UNITS REQUESTED

Enter 0 units to ignore added code.

Authorization Dates

Requested: 7/31/2007 -8/29/2007

File Request

and

-]



Internal Comments:

This clinical authorization does not guarantee payment.
Return to Authorization List

Carelink v1.101 @ 2008 Metsmart Technologies, Inc

To select which service(s) you would like to have authorized, in other words, add
a code to your authorization request,

add Code

This allows you to add codes to your authorization individually. You will use this
option. Do not wuse t he WeonlyHhHaegroupsati on Gr o
created for initial services.

Authorizatson Group

Leave blank for irdividusl CPT Codes requests

Once youbve clicked on the AAdd Codeodo butto
list and the units requested text entry box are activated.

PROCEDURE CODE UNITS REQUESTED

Enter 0 units to ignore added code.

- Please Chaose One - [V] 0

Add Code

Click on the black down arrow to select the appropriate service from the
Procedure Code drop down list. The only services that will appear in the drop-

down list are the services that your agency is contracted to provide.
PROCEDURE CODE

- Pleaze Choose One - [v

[I- Plea=se Chooze One -

LC-90501 - Clinical Evaluationintake

C-HOO3E:HB - COMMURNITY SUPPORT ADIILT
C-HOO3E HA, - COMMUNITY SUPPORT CHILD
C-T1017:HI - DD CASE MANAGEMENT

C-99213 - E &amgy; M Eztab. Patient Level 3 (15 mins)
UC-HOO3 - MEMTAL HEALTH ASSESSMENT

Enter the number of units you would like to request for authorization.
UNITS REQUESTED

Erter O units to ignore added code.

15



If you do not enter an amount of units, you will receive the following:

CareLink - Attention TEST,PROVIDER 6/30/2008 10:28:43 AM Main Menu | Log Out

Attention
You must request at least 1 unit of service or choose an Authorization Group.

<= Click To Return

Carelink v1.101 @ 2008 Metsmart Technologies, Inc.

Click To Return.

:< Click Ta Return

Scroildown to the Al nternal Comments@ section
e Provider name and credentials

e Your phone number and/or email address
e Any additional services the client is to receive with additional providers

Internal Comments:

Lmy Simpson (910) 332-6762
zimpsona@secmh.org
Provider 1 - Service &
Provider 2 - Service B

The care manager will review the authorization request and plan (see Attaching

Person-Centered Plans to Authorization, page 19, for instructions). As long as

the plan is written to include the additional services, the care manager will send a

Anoti ficationo authorization to the addition
specific code or units, but it will give the additional provider the ability to look up

the client in CareLink and submit their own authorization request.

I f you want to add another code to the auth
again and select the service from the next Procedure Code drop down list and
enter the units.

add Code

Click the fFile Requestobutton once all of the appropriate services, units of

service, and comments are on the authorization request.
File Request

Not e: make sure you DO NOT ualessyokmean AAdd Co
to add another code to the request. You will be required to add another code

to the request for authorization once you click Add Code. If you accidentally click

Add Code again and you do not want to add another code to the request, you will

have to click the authorizations tab from the client side bar, and start over by

clicking AAuthorization Requesto agai n.

16



After you file the request, you are returned to the Authorization Requests i
History Information screen, where you can now see your authorization
request in the list.

This is the Authorization Requests 1 History Information screen.

CareLink - Authorization Requests

TEST.PROVIDER 6/30/2008 10:54:22 AM

Main Menu | Log Out

Client Name:|BIRD, BIG
Client 1D: 97853
Agency: TEST,PROVIDER
History Information

Provider Request Review Reviewed Begin Expiration MSO
Auth Number Type SRS Date Date By Date Date Statys  Attachments
TEST,PROVIDER - Mot 6/30/2008 . P

Authorization Reviewed 105431 AN TI31/2007 8/29/2007 view status Add Mew
TEST,PROVIDER . P BI27/2008 BI27/2008 A Add Mew
15626 Authorization Approved 103712 AW | 10Tz A MS0 Agency | 7M1/2007 712007 view status Add Mew
TEST,PROVIDER . P B/30/2008 B/30/2008 A Add Mew
15630 Authorization Approved 91412 Al 91412 Al MS0 Agency | 7M1/2007 TI30/2007 view status Add Mew

Authorization Request

Carelink v1.101 8 2008 Netsmart Technologies, Inc

Checking Authorization Status in CarelLink

Check the Status column to see if the Care Management unit has reviewed the
request and whether it is Approved, Pending, or Denied. | f
then the Care Management Unit has not looked at the request yet.

Cli

t o

c k

S ee

on

fivi

ew

AiTransact

Status

Reviewead

St a

i on

tuso

Conf

from

r med

toi

t he

by

s ANoOt

Revi

MSO Status
been confirmed by the MSO (the LME system where the care manager will
review your authorization request). It should only take a few minutes. You want

MS Oo

not been confirmed after a few days, notify helpdesk@secmh.org.

MSO
Status

W
status
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This is the MSO Status screen.

‘€ CarelLink - Batch Status in MSO - Windows Internet Explorer E]@
|g https:ffcarelink. carenetasp, comfsecentertest/cient /M0 /Status, asprrelrec=131238Batch Tyvpe=authreq [V] % |

Type Status

B31970D153932 | authreq | Transaction Confirmed by M5S0 [ 6/30/2008 10:56:15 AM

close window

Carelink v1.101 & 2008 Metsmart Technolegies, Inc

Dane Q Internet Ho100% v

Click close window (from MSO Status).

I f the authorization is Pending or Denied,
column and check for the Current Authorization Status Reason and/or any notes

from the Care Manager that require your action.

Provider
Auth Number

TEST,PROVIDER
15631

Status Request Date Review Date Reviewed By Begin Date Expiration Date MSO Status Attachments

G/30/2008 6/30/2008

Authorization | Pending | yo.e421 oy | 11:00:14 AM

MSO Agency | 7/31/2007 8/28/2007 view status Add Mew

This is the Authorization Information Section of the Authorization Requests
Display Screen.

Authorization Information

CURRENT AUTHORIZATION STATUS REASON: AUTHORIZED LEVEL OF CARE:
1-MNoPlan

This is the Comments Section of the Authorization Requests Display
Screen.

Authorization Comments:
Autherized by MSO_USER on 6/30/2008 11:00:14 AM

Flease attach person-centered plan.

You are still required to submit a complete Person Centered Plan (PCP) to the
Care Management Unit after you request the authorization via CareLink. You
can attach your PCP to the authorization request. Your request will not be
approved until ALL required information has been received.
¢ Not Reviewed authorizations have not been looked at yet by a care
manager.
e Pending Authorizations require action from the provider. Review the

18



Current Authorization Status Reason and any Authorization Comments
from the Care Manager to determine what is needed.

e Denied Authorizations will not be looked at again by a Care Manager. |

the reason for the denial changes, request a new authorization.

Attaching Person Centered Plans to Authorizations in CareLink

When you request an authorization through CareLink, you will need to attach
your updated Person-Centered Plan (PCP) for review by a Care Manager. In
order to attach your PCP, you wi | | need to ALook
in CareLink. Search for the client by record number, first name, or last name.
Once in the clientds pAuthdrizatioastab.cr een,

Client SSN
000000000

Demographic

Funiding Source

Authorizations

Treatment

Exit to
Main Menu

Up

c

At the Authorization Requests 1 History Information screen in the attachments
column,cl i ck on AAdd Newo bteasreqdiresdochnenta ut hor i z

to be attached.

Attachments

Add Mews
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This is the File Attachments screen.

CareLink - File Attachments TEST.,PROVIDER 6/30/2008 11:26:23 AM Main Menu | Log Out

File Attachments
File Name Attached By Date Attached

Save Changes

Add New File Attachment{s):

MNote: File Attachments may not be made immediately available

Browse...

Attach New Files

View Authorization

Return to Authorization List

At this point, the Person-Centered Plan should be completed and saved on your
computer, ready to attach to the Authorization in CareLink. It must be named in
the following format:

CLIENT6S LAST NAME, BRGBMBEROST CENT
Example: Jones, PCP, 0123

Click Browseé

Browse...

Choose your file that you need to attach.

' Choose file @

Look in: | @ Deskhop j E’i( EE-
1 GME Docurnents M networkappl.doc
@ :J Iy Computer lﬂ_]Provider rManual. doc
My Recent ‘;_-JME Mebwork Places 7’; seC_missing clienk information letber, pof
Documents %.ﬁ.vatar MSC gm
[ fEHe1s

_q_) mcy on secdZ

[C5)MIS Datatipps

(T simpsana

EﬁjBackug of Provider Manual. whk
B gird, Form B, 0125.doc

My Documents e 4 pep, a123.doc

] carelinkrequest. doc

L] oM

I—'I'IJCOI‘\"IF‘LETING THE FORM B.doc
@Internet Explorer

Desktop

¥

by Computer

by Metwark File narme: |Bird, PCP. 0123.doc j Open |
Places
Filez of bype: |A|I Files [*.%) j Cancel
Click Open.
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Your file name will appear in t

C\Documents and Settings'simpsona SEC\Desktop'Bird

Click Attach New Files.

Attach Mew Files

You should automatically return to the authorization requests display screen. If
you choose not to attach a file, you may click Return to Authorization List.
Return to Authorization List

he

CareLink - Authorization Requests TEST.PROVIDER 6/30/2008 1:57:35 PM  MainMenu | Log Out

Client Name:|BIRD, BIG
Client ID: 97853
Agency: TEST,PROVIDER

History Information

Provider Request Review Expiration M50

Auth Number Type Status Date Date Reviewed By Begin Date e Stamus  Attachments
TEoT-PROVIDER|  uthorization | Pending | 5702008 | 8502008 | S0 gency | 713112007 | 812012007 | viewstatus |ked  Ada New
TEaT-PROVIDER | authorization |approved| S272008 | 8772908 | iSO Agency | 712007 | 71172007 | viewstatus Add New
TEaT-PROVIDER | authorization |approved | S°0200%% | SSDZU08 | S0 agency | 71112007 | 73012007 | view status Add New

Authorization Request

Carelink v1.101 @ 2008 Metsmart Technologies, Inc

Now notice there is a floppy disk icon in the attachments column (this will take
several minutes and you may need to refresh the web page or go out to the main
menu and look up the client again before you are able to see the floppy disk
icon).

When you see the floppy disk icon, you will know that there is a file attached to
the authorization and you can click on it to go back and Save Changes or
Download the attachment.

Attachments

bd o
[ ey
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type notes and click ASave C

You may

File Attachments

Attached Date
File Name By Attached Notes

Download | Bird__PCP__0123.doc | test 6/30/2008

wve Changes

Click Download to download a copy of an attachment to your computer.

Diowernload

Do you want to open or save this file?

File Download

Do you want to open or save this file?

@ j Mame: Bird__PCP_ 0123.doc

Type: Microsoft Word Document, 25.0KB

From: carelink, carenetasp, com

Open ] [ Save ] [ Cancel

YWhile files from the [nternet can be uzeful, zome files can patentially

e
Id harm your computer. IF you do nat trust the zounce, do not open or
i save this file. What's the righ?

Click AOpeno to open and vitesavetaltapyoht t ac h men
the attachment to a | ocation on your comput e
the attachment and return to the File Attachments screen.

Reviewing Submitted Authorization Requests in CareLink

From the main menu, there is an option to review submitted authorization
requests in one place. This is a good place to come to check to see if your
authorization request is approved, pending, or denied.

Click ASubmitted Auth Requestso from t
Submitted Auth Requests
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This is the Submitted Authorization Requests Screen.

CarelLink - Submitted Authorization Requests TEST,PROVIDER 6/30/2008 2-04-34 PM Main Menu | Log Out
Client ID:
Last Name:

Record Date:

Search by Criteria

Carelink v1.101 @ 2008 Netsmart Technologies, Inc.

You can search for a clients submitted authorization requests by typing their

Client ID and/or Last Name, or you can enter a Record Date range to see

authorizations submitted during a specific timeframe. You may also see a list of

every one of your agencies clientsd6 submitteoc
enter any information and you click on the Search by Criteria button.

Click Search by Criteria.

Search by Criteria
| did not enter any search criteria so that | could see all submitted authorization
requests.

This is the Submitted Authorization Requests List

CareLink - Submitted Authorization Requests List TEST,PROVIDER 6/30/2008 2:06:10 PM  Main Menu | Log Out
No. Request Date Request Type Request Status Provider ClientID  Last Name First Name Birth Date Begin Date Exp. Date

1 6/30/2008 Approved TEST,PROVIDER 97853 BIRD BIG 12101960 2007 7130/2007
2 6/30/2008 Authorization Pending TEST,PROVIDER 97853 BIRD BIG 12101960 713112007 8/29/2007
3 G/27/2008 Approved TEST,PROVIDER a7852 MOUSE MICKEY 10121950 2007 712007
4. G/27/2008 Approved TEST,PROVIDER a7852 MOUSE MICKEY 10121950 2007 712007
5. 612712008 Approved TEST,PROVIDER 97852 MOUSE MICKEY 10121950 2007 712007
. 612712008 Approved TEST,PROVIDER 97853 BIRD BIG 12101960 2007 712007

Search Criteria

Carelink v1.101 @ 2008 Netsmart Technologies, Inc.

Click on the Request Date to display the authorization details.

Request Date
63002008
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This is the Authorization Request Display Screen.

You can review the ACuReasbtndut hot healAubohobBt
|l nformati on section and fAAut horizati on Comme
find out why your authorization request is pending or denied.

Click Return to Submitted Authorization Requests List.

You are returned to the submitted authorization requests list.

To change your submitted authorization requests search results, click Search
Criteria.
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