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1 INTRODUCTION

11

PURPOSE

The purpose of this SMCR is to convert the current CMS Net Legacy Correspondence

module and existing features and functionalities to the CMS Net Web System. The conversion
has a method to track all generated and cancelled letters. It integrates Sacramento County’s
NOA/NORA feature which requires approval of NOA/NORAS before they can be sent or printed.

1.2 SCOPE
The scope of this SMCR is to:

N o o b~ w0 Dd PP

9.
10
11

15.
16.

17.

18.
19.

Access from the CMS Net Web System

Make this available on the Internet Explorer browser

Allow users to send new free text letters

Allow edits and cancellations of letters

Create a method to track all generated and cancelled letters

Allow letters to be reprinted including all SAR letters on the Web Correspondence module
Generate auto-case notes (without users’ visual knowledge) of generated or cancelled
letters

Allow users to generate letters throughout the CMS Net web system after specific actions
for future modules including auto-generated letters.

Integrate method of approving letters involving the use of CMS Web Messages

. Allow generated letters to be sent via Web messages
. Create method to assign ‘Approvers’

12.
13.
14.

Create method to identify which letters require approval [scope limited]

Allow letters to be searched by letter type, date printed, patient, and user

Integrate the ‘Print Correspondence’ module from CMS Net Legacy into Web
Correspondence and rename it to ‘Print Manual Batch Letters’

Add a method to identify which letters require approval in CMS Net Legacy

Create a notification message before each letter is generate in CMS Net Legacy to
indicate that the letter requires approval before it can be sent

Possibly create a report based on Web Correspondence fields including the approval
process.

Add a new field to capture the date of when the letter was printed (sent) in Legacy.

Simplify search method using text boxes and <Enter> key
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20. Convert all generated Legacy letters to the web

21. Convert all Legacy letter templates to the web so letters can be generated from Web
Correspondence

22. On the SAR cancellation and denial process, remove the Correspondence radio buttons
‘NOA' and ‘Letter’. The selection is driven by the denial reasons. NOASs to be used for
all reason except for when the “...provider has cancelled / terminated services”. The
remaining reason will generate the only denial letter.

23. Need to have the SAR application correctly match the ‘Reason for Cancellation’ drop
down list match with the ‘Citation’ drop down list.

24. MC 2134 letter will not be included. It is already included as a part of the NOAs for SAR

and case management.
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1.3 DEFINITIONS, ACRONYMS, AND ABBREVIATIONS

Table 1-1 lists the definitions, abbreviations and acronyms that may be used within this
document:
Table 1-1, Definitions, Abbreviations and Acronyms

Term Definition

CCS California Children’s Services

CIN Client Index Number

CMS Net Children’s Medical Services Network
DHS Department of Health Care Services

SAR Service Authorization Request

SMCR System Maintenance Change Request
MTU Medical Therapy Unit

MEDS Medi-Cal Eligibility Data System
NOA/NORA | Notice of Action / Notice of Referral Action

1.4 OVERVIEW

The objective is to create a new Web Correspondence module on the CMS Net web
system where correspondences can be sent, edited, tracked, cancelled, and printed. The new
module includes the letter approval feature (NOA/NORA feature) used in Sacramento County
CCS. This project converts existing Legacy correspondence to the web including that of
Sacramento County.

All correspondence generated in either CMS Net Legacy or Web system can be edited
and reprinted only in the new Web Correspondence module.

The process of generating NOAs and denial letters changes to two NOAs and one denial
letter. The new Family Voices version of the NOA and denial letters is used.

Introduction 3



2 OVERALL DESCRIPTION

2.1 ASSUMPTIONS AND DEPENDENCIES

1. This SCMR uses the DHS web design standards
2. This has the same “look and feel” of the SAR system
3. Create the option to print from the web

4. Save the existing or most recent patient identification until the session has expired or
when the user chooses a different patient to work on. This allows the user to navigate
through different modules or menus without having to perform a new search for that
same patient. This feature should be similar to CMS Net Legacy.

5. The terms ‘Client’ and ‘Patient’ are used synonymously for this SMCR.

6. Fields that are based on a table or pick list in Legacy convert to the web with their values
still based on the same table or pick list.

7. The Client Information Header used in this documentation is not accompanied by a data
dictionary because it has already been developed and properties have been defined.

8. The requirements and design are meant for CCS, although it should serve the same
requirements for GHPP.

9. All letter templates and formats are maintained by State System Administrators. Family
Voices letters are included.

10. Ticklers and automatic batch correspondence are not affected
11. The new Courtesy Copy format applies to all letters.

12. Lettersin-a-series-such-as-Application-and

13. Batch correspondence feature is not included in this SMCR, but to be added someday

14. The functionality rules for canceling, editing, and sending letter types in CMS Net Legacy
also apply to the letters in Web Correspondence.

15. The ability to view letters remains the same as in CMS Net Legacy — users may view all
letters of patients only in their legal county. The rule applies to Regional Office users as
well. State administrators may view letters for all patients.

16. The display history of letters in a series will not be affected and still display on the
respective Legacy screens.

Overall Description 4



3 FUNCTIONAL REQUIREMENTS

3.1 REMOVE LEGACY CORRESPONDENCE OPTIONS

Correspondences and letters can be issued (generated) in the CMS Legacy system;
however, any reprints or edits using the ‘Correspondence’ option have to be done using the
Web Correspondence module. The ‘Correspondence’ option is removed from the ‘Event
Tracking’ menu option as displayed in Figure 3-1. In addition, the ‘Print Correspondence’ option
is removed. It is replaced on the Web Correspondence module menu bar by ‘Print by Location’.
The FileMan Menu or Key Management utilities can be used to remove the menu options from
all users.

Figure 3-1, Remove Legacy Correspondence Menu Options
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3.2 ACCESSING WEB CORRESPONDENCE

The Web Correspondence module can be accessed from several areas. It can be accessed
from the CMS Net Web Homepage or using the ‘View My:’ drop down list as displayed in Figure
3-2.

Figure 3-2, CMS Net Web Homepage

The Web Correspondence module can also be accessed from the CCS Modules drop
down list located on the system menu bar as pictured in Figure 3-3.

Figure 3-3, Accessing Web Correspondence

The Web Correspondence menu bar has three options: Search Letter, Send Free Text
Correspondence, and Batch Correspondence.

The ‘Search Letter’ option is used to search for correspondence. The ‘Send Free Text
Correspondence’ option is used to manually send a free text correspondence. The ‘Batch
Correspondence’ is used for batch correspondence functionalities which are not included in this
SMCR.

Overall Description 6



3.3 SEARCH LETTERS

The search letters screen is the default screen when accessing the Web
Correspondence module. Search criteria can consist of county, patient, user, correspondence
type, or correspondence status. ‘Begin Date’ and ‘End Date’ are required. Figure 3-4 is the
display of the search screen.

Figure 3-4, Search Existing Letters

The records in the patient and user list are cached throughout the CMS Net modules.
So the same patient and user records used in Case Notes module appear in the Web
Correspondence module.

Overall Description 7



Business rules for correspondence search screen:

1. The rules for users’ access to view correspondence in Legacy are the same for Web
Correspondence. The rule is users cannot view any correspondence of a patient that is
not in their legal county or region.

2. On the patient and user list, the search column fields are static so if the user scrolls
down the list, the search fields remain at the top.

3. Date range defaults to the past 30 days.

4. County or Region defaults to the user’s legal county or regional office which lists the
associated dependent counties. Using just this field and the date range, the system
searches for all letters of patients within the selected county or region. Itis a very
generic search option.

5. Local office option is contingent on the selection of specific legal counties. Listed is the
relationship between the legal county and available local office:

Table 3-2, Local office and legal county relationship

Local Office values Legal County selected
e Willows e Glenn

e Orland e Glenn

e Mendocino e Mendocino

o Willits e Mendocino

e El Dorado — S. Lake Tahoe e El Dorado

e El Dorado — Placerville e El Dorado

This list is for informational purposes only. Application uses of the local office table.

4. Select patient list
° Re-use the same client search fields used in the SAR module. The same rules
apply. Press <Enter> to execute the client search based on the search criteria. Only
patients with the same legal county can be used in the search criteria. This does not
mean patients from different counties cannot be listed on the patient list.

° If a unique (or exactly one) patient is found, populate the patient on the top of the
patient list. The system automatically selects the patient to be in the search criteria by
using the checkbox. If not matching records are found based on either of the unique
search criteria, an alert box appears: “No matching records found”.

° If multiple patients are found, display the results on the pop-up screen. Re-use
the same patient results screen and selection processes used in the Case Notes
module, but only have one button called “Done”. Selected patients are added to the top
of the patient list. The system automatically selects the patient to be in the search
criteria by using the checkbox.

ePatients can be removed by using the ‘X’ (delete) icon to the far-right of the patient list.
The system confirms removal with a dialog box: “Do you want to remove [Patient Name]
from patient list?” Click ‘Yes’ or ‘No’.
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5. Select user list
oA user search criterion consists of the following: partial name, users’ county, unique 1D,
or status. Press <Enter> to execute the user search based on the search criteria.

elf a unique Id is used and if the user record is found, the system populates the user to
the top of the user list. The system automatically selects the patient to be in the search
criteria by using the checkbox.

olf multiple users are found, display the results on the pop-up screen. Re-use the same
user results screen and selection processes used in the Case Notes module, but only
have one button called “Done”. Selected users are added to the top of the users list.
The system selects the user to be in the search criteria by using the checkbox.

eUser can be removed by using the ‘X’ (delete) icon to the far-right of the users list. The
system confirms removal with a dialog box: “Do you want to remove [User Name] from
user list?” Click “Yes’ or ‘No’.

6. Select correspondence list
¢Click the ‘Select Correspondence’ button to display a pop-up screen of all the available
correspondence.

eSelect the correspondence type then click the ‘Done’ button. The selected
correspondence is added to the top of the correspondence list. The system selects the
correspondence(s) to be in the search criteria by using the checkbox.

eCorrespondence can be removed by using the ‘X’ icon to the far-right of the
correspondence list.

7. Select correspondence status
eBy default, the system marks all the correspondence statuses when the user first opens
the correspondence search screen. Thereafter, the system remembers the previously
selected settings
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3.3.1 Search Correspondence Screen Data Dictionary

Table 3-3, Search Correspondence Data Dictionary

Obj# | Field Name Length Required? Description/Comments
Type
Format

1. Begin Date 10 Required Defaults to today minus 30 days the first time a search is done during a session.

Date Automatically changed to be the same as End Date whenever End Date is set
to date earlier than the selected Begin Date. Used to search when a letter was
issued. This date can be modified.

2. End Date 10 Required Defaults to today’s date the first time a search is done during a session. Used
Date to search when a letter was issued This date can be modified.

3. County or 17 No Defaults to the user’s county or region. If the user is from a regional office the

Region Alpha drop-down list displays all the associated dependent counties.

Numeric
Drop-down list

4. Local Office 60 No Values populate from dictionary for the legal county selected. (See Table 3-2
Alpha for examples.)
Numeric
Drop-down list

S. Patient Name 30 No Type in a patient name to search. Partial name is allowed. Press <Enter> to
Alpha execute the search.
Numeric
Text box

6. CCs# 7 No Type in a patient CCS number to search. Press <Enter> to execute the search.
Alpha
Numeric
Text box

7. CIN 11 No Type in a patient CIN number to search. Press <Enter> to execute the search.
Alpha
Numeric
Text box
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8. SSN 11 No Type in a patient social security number to search. Press <Enter> to execute
Alpha the search.
Numeric
Text box
9. DOB 10 No Type in a patient date of birth number to search. Must be used in combination
Date with ‘County’. Press <Enter> to execute the search.
99/99/9999
10. | Gender 1 No Select ‘Male’ or ‘Female’ on the drop down.
Alpha
Drop-down list
11. | user Name 30 No Enter the name of the user then press <Enter> to display the user name.
Alpha Displays the name of the selected user.
Numeric
Text box
12. County 17 No Select patient’s county using the drop-down list.
Alpha
Drop-down list
13. Unique ID 5 No Type in the user's CMS unique ID (not internal IEN)
Alpha
Numeric
Text box
14. | Active Status 8 No Select users status:
Alpiia Values:
Drop-down list 1 Active
2. Inactive
15. | Letter Type 12 Display Only Use the drop down list to select the letter type to be used in the search criteria.
Alpha Values are listed and Spanish version are automatically included when
Numeric selected:
Text

1.C-13 MEDICAL REPORT REQUEST 5/96
2. C-13A MED RPT REQ FROM DEP CO 5/96

3.C-14 MEDICAL REPORT FINAL REQUEST
4.C-17 MED RPT REQ-ROI COVER LETTER-DEP CO.
5. C-17A PROVIDER RELEASE OF INFORM - DEP CO

Overall Description
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6.
7.
8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.

30
31

C-17Al
C-20
C-20A
C-20B
C-21
C-21A
C-21B
C-40
C-40A
C-40B
C-50
C-51
C-71
C-72
C-73

LEA-1
LEA-2
. LEA-3
. LEA-4

RELEASE OF INFO - IND CO FORM

TRANSFER LTR # - NOTIFIED BY PARENT

TRANSFER LTR #2 - NOTIFIED BY PARENT
TRANSFER LTR, NOA - NOTIFIED BY PARENT

TFR LTR #1-CHG REPORTED FROM OTHER SOURCE
TFR LTR #2-CHG REPORTED FROM OTHER SOURCE
TFR LTR #3-NOA-CHG RECD FROM OTHER SOURCE
FEE LETTER #2

FEE LETTER #3

FEE LETTER #4

FAMILY DX COVER LETTER

FAMILY TX/THERAPY AUTH COVER LETTER

CANCEL AUTHORIZATION LETTER

DENY REQUEST FOR SERVICE

AUTHORIZATION COVER LETTER-DISTRIBUTION

CCS-17 MED RPT REQ-ROI COVER LETTER-DEP CO.

CCS-17A PROVIDER RELEASE OF INFORMATION FORM

CCS-72 DENY REQUEST (AUTO) 7/95

CO-FREE1 FREE TEXT LTR FM CO TO VENDOR

CO-FREE2 FREE TEXT LTR FM CO TO FAMILY

DHS 4027 CCS Consent for MTP Services

HF STATEMENT HEALTHY FAMILIES STATMNT OF ANNUAL INCOME

INC. REF FORM FROM LEA/SELPA

LEA NOTIFICATION OF MED THERAPY PGM STATUS
LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES
MEDICAL ELIG ASSESSMENT PLAN

Overall Description
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32. LEA-5 UNDETERMINED STATUS NOTIFICATION

33.LEA-6 MEDICAL ELIGIBILITY NOTIFICATION

34. LEA-7 MED. THERAPY CONF. APPT. NOTICE

35. MC 2134 CCS VENDOR CLOSURE LETTER 1/97

36. MC 2600 CCS HEALTH INSURANCE INFORMATION FORM
37.MTU-1 MTU MED RPT REQ LTR #2

38. MTU-2 MTU MED RPT REQ #3

39. NOA NOA

40. NOA-DEP CO NOTICE OF ACTION - DEPENDENT COUNTY

41. NPP NOTICE OF PRIVACY PRACTICES (NPP) - HIPAA
42. PSA PROGRAM SERVICES AGREEMENT

43. PSA-CORR PROGRAM SERVICES AGREEMENT (CORRESP)
44. RO-FREE1 FREE TEXT LTR FM RO TO VENDOR

45. RO-FREE2 FREE TEXT LTR FM RO TO FAMILY

16.

Letter
Description

60
Alpha
Numeric
Text

Display Only

Use the drop down list to select the letter type to be used in the search criteria.
Values are listed and Spanish version are automatically included when
selected:

.C-13 MEDICAL REPORT REQUEST 5/96

. C-13A MED RPT REQ FROM DEP CO 5/96

.C-14 MEDICAL REPORT FINAL REQUEST

.C-17 MED RPT REQ-ROI COVER LETTER-DEP CO.

C-17A PROVIDER RELEASE OF INFORM - DEP CO

. C-17Al RELEASE OF INFO - IND CO FORM

.C-20 TRANSFER LTR # - NOTIFIED BY PARENT

. C-20A TRANSFER LTR #2 - NOTIFIED BY PARENT

. C-20B TRANSFER LTR, NOA - NOTIFIED BY PARENT

10. C-21 TFR LTR #1-CHG REPORTED FROM OTHER SOURCE

Overall Description
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11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

30
31
32
33
34
35
36

C-21A TFRLTR #2-CHG REPORTED FROM OTHER SOURCE
C-21B TFRLTR #3-NOA-CHG RECD FROM OTHER SOURCE
C-40 FEE LETTER #2

C-40A FEELETTER #3

C-40B FEE LETTER #4

C-50 FAMILY DX COVER LETTER

C-51 FAMILY TX/THERAPY AUTH COVER LETTER

C-71 CANCEL AUTHORIZATION LETTER

C-72 DENY REQUEST FOR SERVICE

C-73 AUTHORIZATION COVER LETTER-DISTRIBUTION
CCS-17 MED RPT REQ-ROI COVER LETTER-DEP CO.
CCS-17A PROVIDER RELEASE OF INFORMATION FORM
CCS-72 DENY REQUEST (AUTO) 7/95

CO-FREE1 FREE TEXT LTR FM CO TO VENDOR

CO-FREE2 FREE TEXT LTR FM CO TO FAMILY

DHS 4027 CCS Consent for MTP Services

HF STATEMENT HEALTHY FAMILIES STATMNT OF ANNUAL INCOME
LEA-1 INC. REF FORM FROM LEA/SELPA

LEA-2 LEA NOTIFICATION OF MED THERAPY PGM STATUS
.LEA-3 LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES
.LEA-4 MEDICAL ELIG ASSESSMENT PLAN

.LEA-5 UNDETERMINED STATUS NOTIFICATION

.LEA-6 MEDICAL ELIGIBILITY NOTIFICATION

.LEA-7 MED. THERAPY CONF. APPT. NOTICE

.MC 2134 CCS VENDOR CLOSURE LETTER 1/97

.MC 2600 CCS HEALTH INSURANCE INFORMATION FORM
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37.MTU-1  MTU MED RPT REQ LTR #2

38. MTU-2 MTU MED RPT REQ #3

39. NOA NOA

40. NOA-DEP CO NOTICE OF ACTION - DEPENDENT COUNTY

41. NPP NOTICE OF PRIVACY PRACTICES (NPP) - HIPAA
42. PSA PROGRAM SERVICES AGREEMENT

43. PSA-CORR PROGRAM SERVICES AGREEMENT (CORRESP)
44. RO-FREE1 FREE TEXT LTR FM RO TO VENDOR

45. RO-FREE2 FREE TEXT LTR FM RO TO FAMILY

17. | select 1 No Click to display the all the available letters on a pop-up screen.
Correspondence | Control Object
Button
18. | Delete (x) 1 No Used to delete the selected items from patient, user, or correspondence list.
Control Object
Button
19. | search 1 Yes Click ‘Search’ to find matching results based on the search criteria.
Control Object
Button
20. | cClear 1 No Click ‘Clear’ to unmark all checkboxes. The system does not remove any

Control Object
Button

objects such as patient, user, or correspondence. Users can use the ‘X’
(delete) icon instead.
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3.4 VIEW EXISTING LETTERS

Figure 3-5 is an example of the search results based on the search criteria in Figure 3-4. Where there is only one patient selected
for the search, the system displays the ‘Client Information’ header. The header is static on the screen.

Figure 3-5, View Existing Letters
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All correspondence that matches the search criteria will appear on this list. This includes all letters generated in the Legacy and the
SAR system. Keep in mind, not all issued letters are printed the moment they’re issued. Some are printed using batch correspondence.
Some users like to print all their correspondence at one at a later time.

There are three buttons that can be used on this screen: Print, Attach, and Back. Multiple letters can be printed or attached by using
the ‘Select’ checkboxes then clicking the appropriate button — Print or Attach. The ‘Back’ button returns to the search screen with the
previous search criteria.

The system does not print letters that have either status: Incomplete, Submit for Approval or Deny Approval. A dialog box appears:
“The selected letter(s) cannot be printed”.

Each time a letter is generated, reissued, or cancelled, the system creates an automatic case note detailing the event that include the
letter type, date of occurrence, and who performed it.

Letters can be viewed individually by clicking on the ‘Letter Description’ hyperlink. A pop-up screen displays a .PDF format of the
letter.
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Figure 3-6 displays search results with search criteria for more than one patient. Notice, there is no ‘Client Information’ header
and there are two new column fields in the list: CCS# and Client Name. All functionalities and buttons remain the same as in Figure 3-
5.

Figure 3-6, Search Results with Multiple Patients
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3.4.1 View Existing Correspondence Data Dictionary

Table 3-4, View Existing Correspondence Figure 3.3 and 3.4 Data Dictionary

Obj# | Field Length Required? Description/Comments
Name Type

Format

1. Select All 1 Yes Click on the ‘Select All' checkbox to select all the letters displayed on the
Control Object current list.
Checkbox

2. Select 1 Yes Click on the ‘Select’ checkbox to select individual or multiple letters on the list.
Control Object Multiple selects can be used with the ‘Print’ and ‘Attach’ button.
Check box

3. CCs# 7 Display Only Displays the client CCS number. Displays when the search criteria involve
Alpha Numeric more than one client.

4. Client Name | 30 Display Only Displays the client name. Displays when the search criteria involve more than
Alpha Numeric one client.
Text

S. Issued Dt 10 Display Only Displays the date of when the letter was issued (generated).
Date
99/99/9999

6. Letter # 20 Display Only Displays the letter number (letter type) that corresponds to the type of letter
Alpha Numeric sent. Each letter type has a unique number to identify it.
Text See Table 3.3 to view all the acceptable values.

7. Letter 1 Display Only Hyperlink used to display the letter.

Description ':"I%];lmime”c Displays the letter name that that corresponds to the type of letter sent.
See Table 3.3 to view all the acceptable values.

8. Corresp # 15 Display Only Displays the correspondence number.
Numeric . .
9999-999999 Auto-number used to identify each correspondence generated.
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9. Sent / Print 10 Display Only Displays the date of when the letter was first sent / printed.
Date Date
99/99/9999
10. | sentTo 30 Display Only Displays the name of the person or addressee receiving the letter.
?gt‘a Numeric This person could be patient, primary addresses, provider, vendor, or other.
11. | Address 70 Display Only Displays the street address, city, state and zip of the addressee.
Alpha Numeric
Text
12. | |ssued By 30 Display Only Displays the name of the user who generated the letter.
(Sender) Alpha Numeric
Text
13. | status 9 Display Only Displays the status of the correspondence.
Alpha Values:
Text |
1. <Blank>. Correspondence has not been modified.
2. Incomplete - Correspondence generated from the Legacy are
incomplete initially then are completed, saved, and printed using Web
Correspondence.
3. Cancelled - Correspondence has been cancelled. A Cancelled message
displays across the letter.
-Also displays the name of the user that cancelled the letter and date
4. Reissued - Correspondence has been reissued.
-Also displays the new correspondence number that replaced it
5. Submit for Approval — Correspondence requires approval and has been
a request to approve the letter has been submitted to the designated
Approver. Correspondences with this status cannot be printed or
attached.
6. Deny Approval — The Approver has denied the pending letter.
Correspondences with this status cannot be printed or attached.
7. Approved — Displays after the pending letter has been approved.
14. | Print 1 No Allows multiple letters to be printed when the ‘Print’ button is clicked.
Control Object . . . .
Button Letters that require approval cannot be printed until approved. Or if the letter

Overall Description 20



status is: Submit for Approval or Deny Approval. An error message displays.

15. | Attach 1 No Allows multiple letters to be attached to Web message when the ‘Attach’ button
Control Object is clicked.
Button
16. | Back 1 No Click the ‘Back’ button to return to the search screen with the previous search
Control Object criteria values.
Button
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3.5 PRINT DISPLAY OF CORRESPONDENCE

An existing correspondence can be viewed and printed by clicking the ‘Print’ button.
Figure 3-7 is an example of correspondence that can be printed in a .PDF format using the ‘File’
and ‘Print’ option on the menu bar.

Figure 3-7, Print Display of Correspondence

If multiple letters are selected, the system will print them in the order they appear in the search
results screen.
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3.6 EDIT CORRESPONDENCE

Click the ‘Letter Description’ hyperlink to view the letter as shown in Figure 3-8. Edits may be made only by users in the same
legal county as the patient.

Figure 3-8, View Letter by clicking the Letter Description Hyperlink
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Figure 3-9 displays the selected letter. Click the ‘Edit’ button at the bottom of the screen
to edit the letter.

Figure 3-9, Correspondence Edit Options
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Figure 3-10 is a display of the edit correspondence screen. Editing an existing
correspondence involves the following fields: Addressed To, Free Text, Courtesy Copy
Recipients, and Approver (if required).

Figure 3-10, Edit Correspondence Screen
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The same rules regarding edits to letter types and their respective fields in the CMS Net
Legacy system will also apply to the Web Correspondence module. Refer to Table 3-4, Edit
Existing Correspondence Data Dictionary.

Spanish copies are printed using the ‘Number of Spanish Copies’ checkbox.

The *Approval Options’ section will appear depending on whether the current letter
requires approval; otherwise, it does not display. If the letter does require approval, then the
two fields in that section are required. If the user is a designated Approver, the approval
procedure does not apply. There are more details regarding the approval process starting in
section 3.10.
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Figure 3-11 displays the ‘Select Courtesy Copy’ pop up screen that allows the selection
of parties to send courtesy copies by clicking the ‘Add/Edit’ button.

Figure 3-11, Select Parties to Send Courtesy Copy

The same rules regarding the selection of parties to send Carbon Copies in CMS Net
Legacy will also apply to Web Correspondence regarding Courtesy Copies. For example, if the
patient doesn’t have a Managed Care plan and Healthy Families plan, then those options does
not appear.

Whichever party has a check mark next to it will receive a courtesy copy of the letter.
The Case Management NOA is automatically being addressed to the Primary Addressee as the
intended receiptient. If a Case Management NOA is generated the system will automatically
select the Managed Care Plan and Medical Home to courtesy copy. Users should not be able to
remove these parties to courtesy copy. It is mandated by policy that these parties are
automatically selected.
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The selected parties will appear on the courtesy copy history list. Figure 3-12 displays an
example of three additional parties being added to courtesy copy two days after the letter was
sent on 10/01/2007. The system captures the date of when the courtesy copies were sent on
the ‘Courtesy Copy History’ log.

Figure 3-12, Add Additional Parties to Courtesy Copy
Business Rules for editing correspondence:

1. If editing involves only adding additional parties to courtesy copy, the system does not
cancel the letter and does not generate a new one. In addition, if the correspondence
has been approved, it does not require the approval process when adding an additional
party(ies) to courtesy copy.

2. If the correspondence has not been printed [Date Printed = <blank>], edits can be made
and saved without the system having cancel the current letter and generate a new one.

3. If other editable fields such as citations and free text are changed and saved, the system
cancels the original and generates a new one based on the edits made. The system
displays an option to retain the current listed parties to courtesy copy. If the user doesn’t
want to retain the current list of parties, the system removes them and displays the
courtesy copy pop up screen where the user has the option to select a different set of
parties to courtesy copy.
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4. If the reissued letter requires approval, it goes through the approval process before
appearing on the correspondence list. The previous letter has the reissued indicator and

is cancelled. Pending letters can be cancelled.

5.  The system generates an automatic case note when a letter is issued or re-issued. The
system will reuse the existing General Topic
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The original correspondence entry displays a reissued indicator as shown in Figure 3-13. The reissued indicator is a hyperlink to
the replacement correspondence. All cancelled correspondence have a Cancelled watermark across the letter. See Figure 3-17 for an
example. The system brings up a print display of the new letter. An automatic case note is generated for each event (cancelled and
reissued) that occurs.

Figure 3-13, Reissue Letter
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Table 3-5, Edit Existing Correspondence Data Dictionary

Obj# | Field Name Length Required? Description/Comments
Type
Format
17. | Addressed To 70 Optional Displays the addressee information. Values populate from Patient Registration.
?{I;(Ta Numeric You may edit the Address To field on the following letters:
1. C-17Al (RELEASE OF INFO — IND CO FORM)
2. CO-FREE1 (FREE TEXT LTR FM CO TO VENDOR)
3. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)
4. RO-FREEL (FREE TEXT LTR FM RO TO VENDOR)
18. Change 1 Optional Used to change the default Primary Addressee to a different address on the
Control Object ‘Address To’ pop up screen.
Button This button is not available for all edits and free text letters.
19. | pate Issued 10 Display Only Displays the date of when the letter was issued (generated).
Date
99/99/9999
20. Corresp # 15 Display Only System generates a correspondence number for every one that is generated.
Alpha Numeric
2007-999999
21. | Auth# 65 Display Only Used for Legacy authorizations.
Numeric
22. | Date Sent 10 Display Only Displays the date of when the letter was sent (printed).
Date
99/99/9999
23. | Letter Type 20 Display Only Displays the associated abbreviation of the letter type description selected.
(Abbreviation) Alpha Numeric
Text
24. | Letter Type 60 Display Only Displays the current letter type description.
(Description) Alpha Numeric
Drop down list
25. | Effective Date 10 Optional You may edit the Effective Date field on the following letters:
Date 1. NOA (NOTICE OF ACTION)
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99/99/9999 2. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
If changed, the system cancels the letter and reissues a new one with the new
effective date.
26. | citation 60 Display Only Abbreviation of the citation selected.
(Abbreviation) Alpha Numeric
27. | Citation 60 Display Only Description and name of the citation selected.
Description Alpha Numeric . o . )
Drop down list You may edit the Citation field on the following letters:
1. NOA (NOTICE OF ACTION)
2. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
If changed, the system cancels the letter and reissues a new one with the new
effective date.
28. | LEA 60 Optional You may edit the LEA Attn field on the following letters:
ﬁgt'a Numeric 1. LEA-1 (INC REF FORM FROM LEA/SELPA)
2. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)
3. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
If changed, the system cancels the letter and reissues a new one with the new
effective date.
29. | Free Text 250 Optional Free text can be entered and appears on the correspondence when printed.
?Iep:(r:a Numeng You may edit the Free Text field on the following letters:
1. CO-FREE1 (FREE TEXT LTR FM CO TO VENDOR)
2. CO-FREE2 (FREE TEXT LTR FM CO TO FAMILY)
3. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)
4. NOA (NOTICE OF ACTION)
5. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
6. RO-FREEL1 (FREE TEXT LTR FM RO TO VENDOR)
7. RO-FREE2 (FREE TEXT LTR FM RO TO FAMILY)
If changed, the system cancels the letter and reissues a new one with the new
effective date.
30. | Additional 2 Optional The system print an English version by default, but at least one copy must be
Copies Numeric entered. Additional copies can be printed.
You may edit the Number of additional copies field on the following letters:
1. C-17A (PROVIDER RELEASE OF INFORMATION FORM)
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2. C-17Al (RELEASE OF INFO — IND CO FORM)

3. CO-FREEL1 (FREE TEXT LTR FM CO TO VENDOR)

4. CO-FREE2 (FREE TEXT LTR FM CO TO FAMILY)

5. DHS 4027 (CCS CONSENT FOR MTP SERVICES)

6. HF STATEMENT (HEALTHY FAMILIES STATEMENT OF ANNUAL INCOME)
7. LEA-1 (INC REF FORM FROM LEA/SELPA)

8. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)
9. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
10. LEA-4 (MEDICAL ELIG ASSESSMENT PLAN)

11. LEA-5 (UNDETERMINED STATUS NOTIFICATION)

12. LEA-6 (MEDICAL ELIGIBILITY NOTIFICATION)

13. LEA-7 (MED THERAPY CONF APPT NOTICE)

14. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)

15. MC 2600 (CCS HEALTH INSURANCE INFORMATION FORM)
16. NOA (NOTICE OF ACTION)

17. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
18. NPP (NOTICE OF PRIVACY PRACTICES (NPP) — HIPAA)

19. PSA (PROGRAM SERVICES AGREEMENT)

20. RO-FREEL (FREE TEXT LTR FM RO TO VENDOR)

21. RO-FREE2 (FREE TEXT LTR FM RO TO FAMILY)

31. Spanish 2 Required The system requires at least one Spanish copy if the language is Spanish.
Copies Numeric . . _— . )
You may edit the Number of Spanish copies field on the following letters:
1. C-17A (PROVIDER RELEASE OF INFORMATION FORM)
2. C-17Al (RELEASE OF INFO — IND CO FORM)
3. DHS 4027 (CCS CONSENT FOR MTP SERVICES)
4. HF STATEMENT (HEALTHY FAMILIES STATEMENT OF ANNUAL INCOME)
5. LEA-1 (INC REF FORM FROM LEA/SELPA)
6. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)
7. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
8. LEA-4 (MEDICAL ELIG ASSESSMENT PLAN)
9. LEA-5 (UNDETERMINED STATUS NOTIFICATION)
10. LEA-6 (MEDICAL ELIGIBILITY NOTIFICATION)
11. LEA-7 (MED THERAPY CONF APPT NOTICE)
12. MC 2600 (CCS HEALTH INSURANCE INFORMATION FORM)
13. NOA (NOTICE OF ACTION)
14. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
15. NPP (NOTICE OF PRIVACY PRACTICES (NPP) — HIPAA)
16. PSA (PROGRAM SERVICES AGREEMENT)
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32. | Courtesy Copy
Name

Optional

Displays the name of the party receiving the Courtesy Copy.

Send courtesy copy to multiple parties using the checkbox. You may edit the
Send Carbon Copy To field on the following letters:

. C-17A (PROVIDER RELEASE OF INFORMATION FORM)

. C-17Al (RELEASE OF INFO — IND CO FORM)

. CO-FREE1 (FREE TEXT LTR FM CO TO VENDOR)

. CO-FREE2 (FREE TEXT LTR FM CO TO FAMILY)

. DHS 4027 (CCS CONSENT FOR MTP SERVICES)

. HF STATEMENT (HEALTHY FAMILIES STATEMENT OF ANNUAL INCOME)
. LEA-1 (INC REF FORM FROM LEA/SELPA)

. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)
. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
10. LEA-4 (MEDICAL ELIG ASSESSMENT PLAN)

11.LEA-5 (UNDETERMINED STATUS NOTIFICATION)

12. LEA-6 (MEDICAL ELIGIBILITY NOTIFICATION)

13. LEA-7 (MED THERAPY CONF APPT NOTICE)

14. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)

15. MC 2600 (CCS HEALTH INSURANCE INFORMATION FORM)
16. NOA (NOTICE OF ACTION)

17. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
18. NPP (NOTICE OF PRIVACY PRACTICES (NPP) — HIPAA)

19. PSA (PROGRAM SERVICES AGREEMENT)

20. RO-FREEL (FREE TEXT LTR FM RO TO VENDOR)

21. RO-FREE2 (FREE TEXT LTR FM RO TO FAMILY)

O©CO~NOOTHAS WN P

33. | Courtesy Copy
Address

Displays the address to the party receiving the Courtesy Copy. If you have
edited Send Carbon Copy To field. Applies to the following letters:

1. C-17A (PROVIDER RELEASE OF INFORMATION FORM)

. C-17Al (RELEASE OF INFO — IND CO FORM)

. CO-FREE1 (FREE TEXT LTR FM CO TO VENDOR)

. CO-FREE2 (FREE TEXT LTR FM CO TO FAMILY)

. DHS 4027 (CCS CONSENT FOR MTP SERVICES)

. HF STATEMENT (HEALTHY FAMILIES STATEMENT OF ANNUAL INCOME)
. LEA-1 (INC REF FORM FROM LEA/SELPA)

. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)

. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
10. LEA-4 (MEDICAL ELIG ASSESSMENT PLAN)

11. LEA-5 (UNDETERMINED STATUS NOTIFICATION)

12. LEA-6 (MEDICAL ELIGIBILITY NOTIFICATION)

13. LEA-7 (MED THERAPY CONF APPT NOTICE)

OCO~NOOTPAWN
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14. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)

15. MC 2600 (CCS HEALTH INSURANCE INFORMATION FORM)
16. NOA (NOTICE OF ACTION)

17. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
18. NPP (NOTICE OF PRIVACY PRACTICES (NPP) — HIPAA)

19. PSA (PROGRAM SERVICES AGREEMENT)

20. RO-FREEL (FREE TEXT LTR FM RO TO VENDOR)

21. RO-FREE2 (FREE TEXT LTR FM RO TO FAMILY)

34. | DtSent 10 Display Only Displays the date of when the courtesy copies were sent to the selected parties.
(Courtesy Date
Copies) 99/99/9999
35. | Add/Edit 1 No Click ‘Add/Edit’ button to bring up the Address To pop up screen to add or
Control Object remove parties to send courtesy copies of the letter. This functionality is used for
Button both main addressee and courtesy copy recipients.
Selected parties cannot be removed after the letter has been sent. At this point,
the user can only add additional parties to courtesy copy.
36. | comments 250 Optional Comments can be entered, but does not display on the letter. Enter the
Alpha Numeric comments you want saved with this screen and populated into the Case Note.
Text You may edit the Comments field on the following letters:
1. C-17A (PROVIDER RELEASE OF INFORMATION FORM)
2. C-17Al (RELEASE OF INFO — IND CO FORM)
3. CO-FREE1 (FREE TEXT LTR FM CO TO VENDOR)
4. CO-FREE2 (FREE TEXT LTR FM CO TO FAMILY)
5. DHS 4027 (CCS CONSENT FOR MTP SERVICES)
6. HF STATEMENT (HEALTHY FAMILIES STATEMENT OF ANNUAL INCOME)
7. LEA-1 (INC REF FORM FROM LEA/SELPA)
8. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)
9. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
10. LEA-4 (MEDICAL ELIG ASSESSMENT PLAN)
11. LEA-5 (UNDETERMINED STATUS NOTIFICATION)
12. LEA-6 (MEDICAL ELIGIBILITY NOTIFICATION)
13. LEA-7 (MED THERAPY CONF APPT NOTICE)
14. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)
15. MC 2600 (CCS HEALTH INSURANCE INFORMATION FORM)
16. NOA (NOTICE OF ACTION)
17. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
18. NPP (NOTICE OF PRIVACY PRACTICES (NPP) — HIPAA)
19. PSA (PROGRAM SERVICES AGREEMENT)
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20. RO-FREE1 (FREE TEXT LTR FM RO TO VENDOR)
21. RO-FREE2 (FREE TEXT LTR FM RO TO FAMILY)

37. | sent/PrintDate | 10 Display Only Displays the date of when the letter was sent or printed
Date
99/99/9999
38. | Request 30 No Required if the letter requires approval.
Approval From .?;?(? down fist The drop down list displays all the user names that have been designated to
approve letters.
Approval process is not required if the user is already a designated Approver.
Users are determined in the User Security module.
39. | Approval Option | 20 No Required if the letter required approval.
Drop down list Values are:
Text '
1. Submit for Approval — Only available to the creator of the letter. This option
sends an automatic Web Message to the Requestor for approval of the letter.
2. Deny Approval — Available to the Approvers only.
3. Approve Letter — Available to the Approvers only.
40. | send 1 No Click ‘Send’ to save the edits made. The system cancels the original letter and
Control Object generates a new one based on the edits made.
Button
41. | cancel 1 No Click ‘Cancel’ to cancel sending the letter. The system displays a confirmation
Control Object message before canceling. It will return to the Correspondence list.
Button
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3.7 CANCEL CORRESPONDENCE

Not all generated correspondence types can be cancelled from Web Correspondence.
Correspondence in a series must still be cancelled or reissued from within their respective patient
modules. The identified correspondence that can be cancelled in CMS Net Legacy applies to
Web Correspondence. Canceling a correspondence can be done by selecting the letter then the
‘Cancel Correspondence’ button. A confirmation message displays before the cancellation is
complete as shown below in Figure 3-14.

Figure 3-14, Cancel Correspondence
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A final message displays describing the correspondence was cancelled. Focus is set on
the ‘'OK’ button. Click ‘OK’ to return to the search results screen. The system displays the
cancellation watermark and the effective date as shown in Figure 3-15.

Figure 3-15, Cancelled Letter with Watermark
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On the search results screen, the system updates the correspondence entry with a cancelled indicator as shown in Figure 3-16.
For cancelled letters, the cancelled indicator displays on the status column. It also lists user that cancelled the correspondence and
when the event occurred. An automatic case note is created to record the cancellation event.

Figure 3-16, Cancelled Correspondence Indicator

If a letter is involved with Batch Correspondence and is cancelled the same day it was issued, then the correspondence is not
queued for batch printing.
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Correspondences can be reprinted regardless of status — cancelled or reissued. Figure
3-17 is a print display of a cancelled letter with the cancelled water mark.

Figure 3-17, Print Cancelled Correspondence
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3.8 SEND FREE TEXT CORRESPONDENCE

Some correspondences are system generated while others are done manually. The
rules for sending free text letters in CMS Net Legacy applies to Web Correspondence. Figure
3-18 displays the screen for sending a free text correspondence. |If this correspondence did
require approval, then the ‘Approval Options’ section appears at the bottom of the screen.

Figure 3-18, Send Free Text Letter
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3.8.1 Send Free Text Letter Data Dictionary

Table 3-6, Send Free Text Correspondence Data Dictionary

Obj# | Field Length Required? Description/Comments
Name Type
Format
42. | Addressed 30 Yes Displays the addressee information. The ability to change the Addressee
To Alpha Numeric information depends on the letter selected. Values populate from Patient
Text Registration.
Based on letter selection defaults to:
* Primary Addressee from the Patient Registration Face Sheet —or
 Vendor from Vendor Registration —or
* User entered
43. | Change 1 No Used to change the default Primary Addressee to a different address on the
Control Object ‘Address To’ pop up screen.
Button This button is not available for all edits and free text letters. The ability to
change the Addressee information depends on the letter selected.
44. Corresp # 15 Display Only System generates a correspondence number for every one that is generated.
Alpha Numeric
2007-999999
45. | Letter Type | 60 Yes Values are stored in the Correspondence table. Required Choose from the Pick
Alpha Numeric List and Press <Enter>. Values:
Drggigown list 1. C-17A (PROVIDER RELEASE OF INFORMATION FORM)
2. C-17Al (RELEASE OF INFO — IND CO FORM)
3. CO-FREEL (FREE TEXT LTR FM CO TO VENDOR)
4. CO-FREE2 (FREE TEXT LTR FM CO TO FAMILY)
5. DHS 4027 (CCS CONSENT FOR MTP SERVICES)
6. HF STATEMENT (H.F. STATEMENT OF ANNUAL INCOME)
7. LEA-1 (INC REF FORM FROM LEA/SELPA)
8. LEA-2 (LEA NOTIFICATION OF MED THERAPY PGM STATUS)
9. LEA-3 (LEA NOTIFICATION OF DELAY IN MEDICAL SERVICES)
10. LEA-4 (MEDICAL ELIG ASSESSMENT PLAN)
11. LEA-5 (UNDETERMINED STATUS NOTIFICATION)
12. LEA-6 (MEDICAL ELIGIBILITY NOTIFICATION)
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13. LEA-7 (MED THERAPY CONF APPT NOTICE)

14. MC 2134 (CCS VENDOR CLOSURE LETTER 1/96)

15. MC 2600 (CCS HEALTH INSURANCE INFORMATION FORM)
16. NOA (NOTICE OF ACTION)

17. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
18. NPP (NOTICE OF PRIVACY PRACTICES (NPP) — HIPAA)

19. PSA (PROGRAM SERVICES AGREEMENT)

20. RO-FREE1 (FREE TEXT LTR FM RO TO VENDOR)

21. RO-FREE2 (FREE TEXT LTR FM RO TO FAMILY)

46. | Auth # 65 No Not used for correspondence generated manually.
Numeric
47. | Effective 10 Yes Required if letter is:
Date See0/0050 1. NOA (NOTICE OF ACTION)
2. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
48. Date 10 Display Only Displays the date of when the letter was issued.
Issued Date
99/99/9999
49. Date 10 Display Only Displays the date of when the letter printed.
Printed Date
99/99/9999
50. | Citation 6 Display Only Abbreviation of the citation selected.
Alpha Numeric
51. | citation 40 Yes Required if letter is:
el BCon g'r‘(’)had';'m?igtc 1. NOA (NOTICE OF ACTION)
P 2. NOA-DEP CO (NOTICE OF ACTION — DEPENDENT COUNTY)
Choose Values:
* AGE1 (DENY APP - OVER 21)
* FIN2.2 (INCOME MORE THAN $40K-POCKET NOT OVER)
* FIN3 (FAILED TO USE HEALTH INS COVG)
* FIN4 (FAILED TO PAY ENROLL FEE)
* FIN5 (HMO-NOT ELIGIBLE)
* FIN6 (PROGRAM ELIG PROCESS INCOMPLETE)
* MED1 (MED ELIG DENIAL)
* MED2 (MED ELIG DENIAL — MTU)
* MISC1 (CONDITION DIAGNOSED AFTER ADOPTION)
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* MISC2 (FAMILY DOESN'T WANT CCS)

* MISC3 (NO ACTIVITY/SERVICES)

* NSC (NON-STANDARD CITATION (BLANK))

* RS1 (DENY REQUEST - NOT MEDICALLY NECESSARY)
* RS2 (DENY REQUEST - NON-APPROVED PHYS)

* RS3 (DENY REQUEST - NON-APPROVED PROVIDER)

* RS4 (DENY REQUEST - NON-APPROVED HOSP)

* RS5 (DENY REQUEST - SERVICE PRIOR TO REQUEST)
* RS6 (DENY REQUEST - HMO BENEFIT)

52. | LEA 60 Optional Valid only for LEA1 — LEA7
é:epr:a Numeric Enter the name of the person you wish to address the letter to.
53. | Free Text 250 Optional valid only for:
Alpha Numeric * CO-FREE1
Text * CO-FREE2
* MC 2134
« NOA
* NOA-DEP CO
* RO-FREE1
* RO-FREE2
Enter the free form text you want to appear in the body of the letter.
54. | Additional 2 Yes Enter the number of additional copies you want to print excluding Carbon
Copies Numeric Copies. The system automatically prints an additional copy for each Carbon
Copy recipient.
35. | Spanish 2 Yes The system requires at least on Spanish copy if the ethnicity is Hispanic.
Copies Numeric - . . . .
Enter the number of additional Spanish copies you want to print excluding
Carbon Copies. The system automatically prints one Spanish copy for the letter
recipient.
56. | Comments 250 Optional Comments can be entered, but do not display on the letter.
,_?'Iep;(r:a Nurmefie Enter the comments you want saved with this screen and populated into the
Narrative.
S7. | send Optional Send carbon copy to multiple parties using the checkbox.
Carbon .
Copy To Enter the type of entity/person you want to send a carbon copy to.
Choose from the Pick List and Press <Enter>. Values:
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* COUNTY OFFICE

* HEALTHY FAMILIES PLAN

* OTHER

* PATIENT

* REGIONAL OFFICE

* VENDOR

* MANAGED CARE PLAN (when managed care plan is present on insurance
screen)

58. | send No Based on selection in Send Carbon Copy to field, defaults to:
Carbon * County office based on legal county on Patient Registration Face Sheet —or
Copy To « Patient from Patient Registration Face Sheet —or
» Regional Office based on legal county on Patient Registration Face Sheet —or
» Managed Care plan from insurance/other coverage, if multiple plans, select
from pick-list - or —
* Enter a search value to obtain a pick-list for a Healthy Families plan — or —
Enter free text name and address of the entity/person to which to send a carbon
copy.
59. | send 1 No Click ‘Send’ to save the edits made. The system cancels the original letter and
Control Object generates a new one based on the edits made.
Button
60. | cancel 1 No Click ‘Cancel’ to cancel. The system displays a confirmation message before
Control Object cancelling. It returns to the Correspondence list.
Button
Overall Description 45




3.9 ADMINISTER LETTERS FOR MANDATORY APPROVAL

The approval letter process is optional for all locations. State and county systems administrators have the ability to designate
users to be Approvers of certain correspondences that are issued using the User Security module. Figure 3-19 displays the five letters
available that counties can designate to require approval.

Figure 3-19, Correspondence Administration Approval screen

In the example above, User Monday has been designated as the Approver to approve the following correspondence types:
NOA-SAR, Deny_Letter, and Co-Freel. Each time a user tries to issue one of those letters, User Monday is listed as on of the
Approvers to select on the ‘Edit Correspondence’ screen.
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Rules for Approval Correspondences:

1. Correspondence approvals are optional to counties

2. Selecting letters and Approvers can only be done by County and State system
administrators.

3. For Independent Counties: Correspondences can only be approved by users from the same legal
county.

4. For Dependent Counties: Correspondences can only be approved by users from the same legal
county or the associated Regional Office.

5. Users from a Regional Office can be an Approver for multiple Dependent counties within
their region.

6. Approval process does not apply if the user issuing the correspondence is a designated Approver. The correspondence will
automatically get approved.
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Table 3-7, Correspondence Approval Data Dictionary

Obj # | Field Name Length Required? | Description/Comments
Type
Format
61. Corresp Type 13 Display Only | Displays the types of correspondences that can be designated to require
Alpha numeric approval.
Text The following correspondences are:
1. NOA_Case_Management  Notice of Action (Case Management)
2. NOA_SAR Notice of Action (SAR)
3. Deny_Letter Denial Letter (SAR)
4. Co-Freel Free text letter from county to vendor
5. Co-Free2 Free text letter from county to family
62. Correspondence | 60 Display Only | Displays the descriptions of correspondences that can be designated to require
Description Alpha numeric approval.
Text ; .
The following correspondences are:
1. NOA_Case_Management  Notice of Action (Case Management)
2. NOA_SAR Notice of Action (SAR)
3. Deny_Letter Denial Letter (SAR)
4. Co-Freel Free text letter from county to vendor
5. Co-Free2 Free text letter from county to family
63. Approve? 1 No Check this box to designate the user to be the Approver of the corresponding
Control Object letter.
Gheckbox 1. If selected, the user's name will appear as an option on the Approvers list in
the ‘Edit Correspondence’ screen.
64. | undo 1 No Click ‘Undo’ to restore the previous settings if the changes have not been saved
Control Object yet.
Checkbox
65. | save 1 Yes Click ‘Save’ to save the changes made on the approval matrix.
Control Object
Checkbox
66. | Last Updated 10 Display Only | Displays the last date the screen was last updated.
Date Date
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99/99/9999

67.

Last Updated By

30
Alpha Numeric
Text

Display Only

Displays the name of the system administrator that made the last update.
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3.10 CORRESPONDENCE PROCESS

3.10.1 CMS Net Legacy Letter Process Flow Chart

Figure 3-20 displays the flow chart of the correspondence process for letters generated
in the CMS Net Legacy system.

Figure 3-20, Correspondence Flow Chart for CMS Net Legacy
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3.10.2 CMS Net Web Correspondence Process Flow Chart

If the user generating the letter is a designated Approver, then the approval process
does not apply. Figure 3-21 displays the flow chart of the letter approval process for letters
generated in the CMS Net Web system.

Figure 3-21, Correspondence Flow Chart for CMS Net Web
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3.10.3 New CMS Net Legacy Letter Process

Correspondences in CMS Legacy can no longer be generated from that system. When

a user tries to generate a correspondence, a system message displays indicating the
correspondence must be generated in the Web Correspondence module as shown in Figure 3-
22. The example below is the first letter for the pending eligibility series.

Business rules for CMS Legacy Letters:

1.
2.

ok ow

Letters in a series can be cancelled from CMS Legacy or Web Correspondence.

Letters in a series that need to be reissued, can be initiated from CMS Legacy by selecting
the ‘Re-issue Letter’ option from the Action menu, but needs to be completed on Web
Correspondence.

Associated ticklers must be updated according to the actions taken on the correspondence.
History of letters in a series must still be maintained on the CMS Legacy screens.

. The ‘Go back one status’ option on the Action menu is equivalent to a cancellation.

Figure 3-22, Incomplete status message in CMS Net Legacy
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Below is a list of all the CMS Legacy screens where legacy correspondences can be generated.
The system message instructing users to go to Web Correspondence module will appear on
those screens.

Legacy Correspondence Screens:

CMSAS-10 — Application status

CMSCO-10 —is replaced by Web Correspondence
Correspondence Edit

CMSHMR-10 — Medical Records Request
CMSPE-20 — Pending Eligibility

CMSFE-10 — Enrollment / Assessment Fees
CMSRF-20 — Residential Worksheet
CMSFR-40 — Financial Worksheet
CMSPE-25 — Program Eligibility

10 CMSPT-10 — Pending Transfers

11. CMSCe-10 — Client Eligibility

CoNooOrwWNE

53



Web Correspondence

3.10.4 Completing an Incomplete Correspondence

Correspondences generated from CMS Legacy will have an incomplete status. Users
can access the incomplete correspondence from the homepage or by using the ‘View My’ drop-
list as displayed in Figure 3-23. Users may also use the correspondence search screen in
Figure 3-4 and create their own search criteria.

Figure 3-23, Select Incomplete letters to complete
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Figure 3-24 displays the incomplete first correspondence of the pending eligibility series. The status is incomplete. The
correspondence cannot be printed or attached due to the incomplete status. Click on the correspondence description hyperlink to
complete the correspondence process.

Figure 3-24, Incomplete correspondence list
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Figure 3-25 displays the edit correspondence screen of the incomplete correspondence.
After entering the necessary information in the free text field and selecting parties to courtesy
copy (if applicable), click the ‘Save’ or ‘Save & Print’ buttons to complete the correspondence.
The system will return to the correspondence search screen.

Figure 3-25, Edit correspondence screen of Incomplete correspondence
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Once the correspondence is complete, the system creates an automatic case note
similar to the auto narrative created in CMS Legacy for each correspondence generated.

In the CMS Legacy system, the system displays the history of the first correspondence
sent in the pending eligibility series as shown in Figure 3-26.

Figure 3-26, History of first letter in a series

The process of generating and completing the second and third correspondence in a
series is the same as the first. Figure 3-27 displays the history of the second correspondence
sent.
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Figure 3-27, History of the completed letters generated in a series

3.10.5 Notice of Action Process

Figure 3-28 displays the selection to generate the NOA in the client eligibility screen.
Previously, the CMS Legacy system allowed the user the option to generate either an NOA or
MC 2134 correspondence. With this new project and change in policy, both letters are required
to be generated for case closure or denial. In the example below, the system displays the new
message to generate the NOA and MC 2134 correspondence.

Figure 3-28, Generate third letter / Notice of Action
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If the user selects to generate the NOA, the system will display the message to complete
the correspondence process in the Web Correspondence module as displayed in Figure 3-29.

Figure 3-29, Generate NOA / MC 2134
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Figure 3-30 displays the incomplete NOA. Click the correspondence description hyperlink to access it.

Figure 3-30, Select incomplete NOA
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Figure 3-31 displays the incomplete NOA which requires approval before being
complete. The effective date and citations are required fields for NOAs and denial letters.

At the bottom of the screen, the approval options are displayed because the letter
requires approval.

Figure 3-31, Complete NOA that requires approval
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If the Creator of the letter is also a designated approver, the system will skip the
approval process.

Click the ‘Select’ button to bring up a pop up screen of the designated Approvers. Place
a check mark next the names of the Approvers to request approval from them as shown in
Figure 3-32, then click ‘Done’.

Figure 3-32, Select Approvers
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The Approvers were designated in the User Security Module. See section 3.9 for reference.

Use the ‘Notify’ button to select users to notify by location as shown in Figure 3-33.
Notifying other users is optional and there is no restriction to who can be notified. Designated
approvers can approve letters regardless if they received a direct request for approval or are
just notified.

Figure 3-33, Notify Other Users

After clicking ‘Save’ or ‘Save & Print’, the system displays a new Web message with a
pre-entered subject line and attachment of the correspondence. The Recipients are the
Approvers and Notified users. Free text can be entered in the body of the message. After
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sending, a system message displays confirming the letter has been submitted for approval as
shown in Figure 3-34. The user is forced to send the Web message.

Figure 3-34, Approval Confirmation Message
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The following events will occur if the letter is submitted for approval:
1. Force the user to send a Web message to the Approver requesting approval for the
pending correspondence.
2. Save an automatic case note detailing the Creator had requested an approval for a
correspondence from the Approver(s) with today’s date, specifying correspondence type,
and correspondence number.

New Subject is added to the Case Notes subject table and the template displays as:

Date: [Today’s Date]

Subject Code: Corresp-RequestApproval

Description:  Correspondence Approval Requested

Entered by:  [Creator name]

Narrative: Request to approve [correspondence type + correspondence
description] has been submitted to:
[Approver name]
[Approver name]

3. The letter will appear on the Pending Correspondence List.
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3.10.6 Correspondence — Waiting Approval list

There is a new list that tracks all pending correspondences that are waiting approval. The Creator can access his/her list of
pending letters by using the ‘View My’ drop down list located at the top right of Figure 3-35. Select the ‘Corresp-Waiting Approval’
option to view the correspondences. The number in parentheses is a count of all the correspondences submitted for approval by the
Creator. Correspondences that have the ‘Submit for Approval’ status for longer than three days displays in red font as displayed by the
last correspondence listed.

Figure 3-35, List of Letters that are waiting for approval
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This list can be very useful when the Creator generates many letters that require approval from different Approvers. For
example, Approvers may not respond in a timely manner, so the Creator can reference this list and contact the Approver regarding the
pending letter. Correspondences with the ‘Submit for Approval’ status cannot be printed or attached. They can however, be edited or
cancelled.
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3.10.7 Approve Correspondence

When a letter has been submitted for approval, the system sends an automatic Web message to the designated Approver(s).
Figure 3-36, it displays the automatic Web Message sent to User Surrogate (Approver) from Julie Rundall (Creator).

Figure 3-36, Web Message is sent to the Approver
All Web messages will have a template subject line which follows the format:
“Correspondence” <correspondence type> <correspondence number> “requires Approval for CCS# “<CCS number>.

<Correspondence type> and <CCS> are fields values and will change based on the letter sent. Click the subject hyperlink to
read the Web message.
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Figure 3-37 displays the opened message. Attached to the letter is a hyperlink that will bring up the edit correspondence screen.

Figure 3-37, Click Hyperlink to View the Edit Correspondence Screen
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Figure 3-38 displays the pop-up screen of the correspondence. If the correspondence
status is ‘Submit for Approval’ and the user is one of the listed Approvers, then the system
displays the ‘Approve’ and ‘Deny’ buttons.

The Approver has the option to edit the letter; however, the system will still consider the
Creator as the one whom generated it. If there are any issues with the letter, the Approver is
accountable.

Figure 3-38, Click Hyperlink to Approve or Deny
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The following events will occur if the correspondence is approved:

1. Create option to send Web message to the Creator and notified users indicating the
pending letter has been approved. The Approver is forced to send the Web message.
The Web message will contain an attachment of the correspondence.

2. Save an automatic case note detailing the approval action of the letter, who performed it,
and today’s date

New Subject is added to the Case Notes subject table and the template displays as:
Date: [Today’'s Date]
Subject Code: Corresp-Approved
Description:  Correspondence Approved
Entered by:  [Approver name]
Narrative: [correspondence type + correspondence description] has been
approved by [Approver name]

3. Execute the ‘Save and Print’ function - bring up a print display of the approved letter
(pop up screen) to print

4. Change the correspondence status to Approved

The following events will occur if the letter is denied:
1. Create option to send Web message to Creator indicating the pending letter has been
denied. The Approver is forced to send the Web message. The Web message will
contain a hyperlink to the correspondence.

2. Save an automatic case note detailing the denial action, who performed it, and today’s
date

New Subject is added to the Case Notes subject table and the template displays as:
Date: [Today’s Date]
Subject Code: Corresp-ApprovalDenied
Description:  Correspondence — Approval Denied
Entered by: [Approver name]
Narrative: [correspondence type + correspondence description] has been
denied by [Approver name]

3. Change the pending letter status to Deny Approval
The Web message will contain a hyperlink to the edit correspondence screen where the

Creator has the option to make necessary edits then resubmit for approval or cancel the
correspondence.
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Figure 3-39 displays the Web message sent to the Creator indicating the letter has been
approved.

Figure 3-39, Automatic Web Message after Approval

Figure 3-40 displays the opened Web message with the hyperlink to view a print display
of the approved correspondence.

Creator (Julie Rundall) opens the Web Message sent from the Approver (User Surrogate).

Figure 3-40, Read Approval Web Message
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Figure 3-47 displays the approved correspondence when clicking the hyperlink. The
correspondence buttons are available to use.

There are two new fields that have been added which indicate the name of the Creator
and Approver at the bottom of the letter.

The date on the letter is the same date of when the letter was first generated by the
Creator. It remains static throughout the approval process.

Figure 3-41, Print / Display Approved Letter
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3.11 FAMILY VOICES PROJECT
The following Family Voices Letters are included for this SMCR:

1. NOA_Case_Mgmnt Notice of Action (Case Management)
This Notice of Action (NOA) is used when a case is closed or denied. This template is
used for all denial/cancellation reasons for the case. It will replace all existing NOAs in

CMS Legacy.

Figure 3-42, NOA for case management closure or denial
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2. NOA_SAR Notice of Action (SAR)
This Notice of Action (NOA) is used when medical service(s) is cancelled or denied.
This template is used for all denial/cancellation reasons on SARs except when the
denial/cancellation reason is when the provider refuses or terminates medical services.
That's when the only denial letter is issued instead. This NOA version is generated
from the SAR system.

Figure 3-43, NOA for SAR cancellation or denial
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3. Denial_Letter Denial Letter (SAR)
This denial letter is used when medical service(s) is cancelled or denied because the
provider refused or terminated medical services. This is the only time a denial letter
is issued.

Figure 3-44, Denial Letter for SAR
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4. Appeal Rights
All NOAs will have appeal rights information enclosed - the denial letter will not.

Figure 3-45, Appeal rights instructions
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3.12 REMOVE OPTION TO SELECT NOA OR LETTER ON SAR

For this SMCR, the ability to select a NOA or denial letter when a SAR is being cancelled or
denied is removed. The system selects NOA or denial letter depending on the
denial/cancellation reason. ‘NOA’ and ‘Letter’ radio buttons are removed as shown in Figure 3-

46.

Figure 3-46, Remove option to select NOA or Letter on SAR
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3.13 LETTER MAINTENANCE AND TEMPLATES

Maintenance and changes to letters must be requested through the programmers. The
available options to create the templates are to use MS Word with the Mail Merge feature.

3.14 ADDITONAL ITEMS

The following is a list of things that are still a part of this SMCR but not necessary to
specify in this document.

1. All CMS Legacy letters are typed in MS Word format
2. The consolidated denial/cancellation reasons are matched to their respective text
used in the correspondences

80



