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ATR4 Recovery Support Services
Documentation Guidelines

Recovery Support (RS) vouchers authorize a specific amount of funding for a specific service at a specific
recovery support provider organization. The authorized RS service is provided to the specific consumer after
the voucher has been issued.

The Customer Information Management, Outcomes, and Reporting (CIMOR) Recovery Support Billing System
allows services to be documented and billed at the same time. RS service documentation and billing
information is maintained in the CIMOR system for review and/or audit by Department of Mental Health
(DMH) personnel.

Important Things to Know:

* Always use Internet Explorer with CIMOR.

* Do not have two Internet Explorer windows open to CIMOR on the same computer at the same time.
* Do not use your browser’s back button; use the navigation links in the CIMOR/RS Billing System.

e CIMOR Access will only be granted to ATR approved staff who complete the ATR RS Billing training.

* Individualized User ID and Password

* Do Not share CIMOR User IDs and Passwords

e At a minimum, a client signature is required on a daily sign-in log to document the consumer was
present each day a service was billed for that consumer.

e Enter actual time spent delivering the service, do not round up or down

For questions or additional information contact:

Mark Shields (573) 751-8133 mark.shields@dmh.mo.gov
Jessie Crum  (573) 751-3446 jesse.crum@dmh.mo.gov
Mason Haupt (573) 526-0208 mason.haupt@dmh.mo.gov
Linda Nolte  (573) 751-9467 linda.nolte@dmh.mo.gov

For password resets and other technical issues, please call the DMH Customer Support Center at 573-526-5888 or toll
free at 1-888-601-4779 during standard operating hours 7:00 a.m. to 5:30 p.m., Monday thru Friday.
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ATRA4 Services Billed and Documented through the CIMOR Recovery Support Billing System

Name | Code | Unit | Staff Qualification
ATR4 Recovery Support Services
Care Coordination ATRCC 15 minute ATR Approved
Peer Recovery Drop-in
Center ATRDIC | Month ATR Approved, MRSS-P
Recovery Coaching ATRRC 15 minute MRSS, MRSS-P
Recovery Counseling ATRC 15 minute QSAP in Certified Treatment

RASAC | or RASAC Il in Certified
Counseling Intern ATRCI 15 minute Treatment Program
Spiritual Counseling ATRSC 15 minute Qualified Clergy

MRSS, MRSS-P

Qualified Clergy,

QSAP
Group ATRG 15 minute ATR -Approved

ATR Approved with class E or CDL
Transportation ATRTM /mile/person license

$1.00/unit
Cost of public

Transportation-Public ATRTP transportation pass ATR Approved
Recovery Housing ATRRH Day ATR Approved, MRSS-P

ATRA4 Access Program Services

Assessment ATRA Event QSAP
Assessment Update ATRAU Event QSAP
ATR Approved
Recovery Coordination ATRRCR | Month + GPRA/DCI
ATR Approved
Recovery Plan Follow-up | ATRRPF | Event + GPRA/DCI
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CIMOR PORTAL
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Bleaz log inf IMPORTANT NOTICES:
Home Effective February 18, 2014, DMH user IDs that have not been used for 90 or more days will be deleted. Please log In, at minimum, every 90
EACY days in order to prevent your user ID from being deleted.

Contact You may notice new functionality In CIMOR which Is designed to further ensure the data integrity of the CIMOR system. Multiple tabs or
windows that use the same CIMOR session will no longer be allowed and a will be displayed if this situation is detected. This new

message provides instructions on what can be done to take advantage of multiple sesslons while still protecting the data integrity of CIMOR.

Access Request Form CIMOR Production Environment

Use the Contract Provider Access Request Form to gain new access, change or
revoke access to CIMOR.

Customer Support V’I’Oducﬂon

The Customer Support Center is now available 24 hours 7 days a week including . B
halidays for password resets and other technical issues. The toll free telephone CIMOR Ancillary Environments
Provider
X’ Training i Provid

number is (B88) 801-4773. The local number is (573) 526-5888.
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Click on the CIMOR Production icon and enter your CIMOR User ID and Password to access CIMOR.

Do not use the Contract Provider Access Request Form on the CIMOR portal. Use the ATR provider CIMOR
billing system access request form provided during your CIMOR Recovery Support Billing System training.



https://portal.dmh.mo.gov/

Department of Mental Health

Contract Provider Access Request Form
Updated: 4/10/2012

:> [ ]New  ATR3 RECOVERY SUPPORT SERVICES UPDATE

PART 1: User Information (please print clearly)
“Fields marked with an asterisk (*) must be completed.

|:>"Frst Name

User ID (User ID Required for
Change or Revoke)

Number(s) (Primary Provider)

Division (check all that apply) [0< | ADA

PART 2: Confidentiality Statement

I, the undersigned, a designated representative of the provider named above, understand that the
approval and assignment of the requested ID or change enables me to access the Department of Mental
Health Information Systems. | understand that Federal and State laws require confidentiality of the
Department of Mental Health information and provide penalties for unauthorized access, use, or
disclosure of this information. | agree to keep confidential all information made available to me through
this access. | also agree not to divulge or share my password with anyone.

| agree to use the information obtained through these systems for purposes directly connected with the
administration of a federal/state assisted program which provides assistance in cash or in kind, or
services, directly to individuals on the basis of need. | further agree to comply with the policies and
procedures established by the Department of Mental Health further govemning the access and use of this
information.

Violations or disclosures on my part may result in loss of access to the information systems, civil court
action, or cancellation of the provider contract with the Missouri Department of Mental Health.

|:> User Signature Date

Supervisor/ Security

Coordinator Date
DMH Central Office Use Only

Request Completed by Date

Fax completed form to Mark Shields at (573) 522-8475

Fax completed form to Mark Shields at (573) 522-8475
The Access Request Form will be completed at the time of the training. This form will be used to issue your
CIMOR User ID and Password.

Make sure your name, email address, and phone number is clear and legible. Your User ID and Password will
be emailed directly to you.

The name of the security role you will be issued is: ATR3 RECOVERY SUPPORT SERVICES UPDATE



Enter your User ID exactly as it is written. Usually something like: mydoejo.

Enter your Password exactly as it is written. Passwords are “case” sensitive. Usually 8 digits and a combination
of letters, numbers, and special characters like: F5#usnx7.

Make sure the Domain Is “EXTLCL”
Do not allow Windows to save your Password.

You will want to set up a reminder to change your Password every 60 days or it will expire. If it expires, follow
the instructions on the CIMOR Portal for getting it reset.



When you successfully log on to CIMOR, your screen will look like this:
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The navigation panel is located on the left. Click on the “+” to expand that section.
The CIMOR ATR 3 RS billing system will give you access to the following links/pages:

My Organization — This section is “read only” and contains information about your organization. If any
information in this section is not correct, please complete and submit an Organization Information Change
Request Form. Available on the ADA/ATR web site

DMH Invoice — This section gives you access to all the invoices paid to your organization.

RS Billing — This collection of screens will allow you to search for your consumers with ATR vouchers and enter
documentation and services your organization has provided to those consumers.

RS Services Search — Allows you to search encounters (services billed) that have been entered into the CIMOR
system. You can use multiple criteria to search for service encounters (explained later in this document).

Org Search — This page allows you to search and obtain contact information for any DMH contracted
organization.

Help — Collection of documents and contact information. At this time, the new CIMOR ATR 3 RS billing screens
are not listed in this Help section. It is recommended you utilize the Help section on the CIMOR Internet Portal
page instead of this section.



CIMOR Recovery Support Voucher Services

If you click on the RS Billing link you will bring up the “Search ATR4 Recovery Support Voucher Services”
page:

Mark Shields, Dismas House of Kansas City

SIIDF -
A

Search ATR4 Recovery Support Voucher Services

Chal‘lge OlganL?.aUOH Federal Grant ATR-4 - |
-} Mb‘ OTQGHMQH Recovery Supports Provider ansas City
:ti mpaylbfmaw Voucher Service M
Cl-ATR
RS Bl”m g @ \é';:ucher Active on Date:
RS Senices Sea Voucher Active during Date Range: From Date To Date
0[9 Seamh Consumer Last Name First Name DMH ID
4/ Help

Remaining Days > 0 v Remaining $ = 0 v

You have many search options all of which are designed to help you locate ATR RS vouchers issued to
consumers for services at your organization:

e Federal Grant — Choose the grant ATR-3 (services end July 8, 2015) or ATR-4 (services start July 9 2015)

e Voucher Service — lists all ATR voucher funded recovery support services

e Voucher Active on Date — all vouchers active on that specific date

e From Date —to search by all vouchers active during a specific date range

e To Date —to search by all vouchers active during a specific date range

e Consumer Last Name and First Name — search for all vouchers issued to a specific consumer
e DMH ID —search for all vouchers issued to this DMH consumer’s identification number

e Remaining days >0 — when this box is checked, only RS vouchers with remaining days to bill are
displayed (expired vouchers are excluded)

e Remaining $ >0 — when this box is checked, only RS vouchers with funds remaining are displayed
(vouchers with no available funds are excluded)
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RS Voucher Services
All possible ATR funded RS services are listed on the Voucher Services drop down menu.

Selecting a RS service and clicking the search button will return all vouchers that have been issued to your
organization for that particular service.

If your organization is not approved for a particular service or none of those vouchers have been issued to
your organization no results will be returned when you search.

Search ATR4 Recovery Support Voucher Services

Federal Grant ATR-4 -
Recovery Supports Provider Dismas House of Kansas City
Voucher Service -
. . ATRTM Transportation (Mileage) 1 Rolling Mile
? Voucher Active on Date: ATRA Full Assessment 1 Session(s)
Or ATRRH Recovery Housing 1 Day

© Voucher Active during Date Rang ATRAU Assessment Update 1 Session(s)
ATRRCR Recovery Coordination 1 Month
ATRRPF Recovery Plan Follow-up 1 Session(s)
Consumer Last Name ATRDIC Peer Recovery Drop-lin Center 1 Month
ATRCI Counseling Intern 15 Minute(s)

ATRSC Spiritual Counseling 15 Minute(s)
ATRTP Transportation - Public 1 Unit(s)
ATRRC Recovery Coaching 15 Minute(s)
ATRCC Care Coordination 15 Minute(s)

ATRG Group 15 Minute(s)

ATRC Recovery Counseling 15 Minute(s)

Remaining Days = 0

*Note: You can enter as little or as much search criteria as you like. (At least one search criteria must be used).
If vouchers you are expecting to see are not showing up, try limiting your search criteria.

11



" o Mark Shields, Dismas House of Kansas Ci
ShADHA "
v Logout

Search ATR4 Recovery Support Voucher Services

Consumer
Change Organization
= My Organization Federal Grant ATR-4 -

+ Acct Paybl/Recv Recovery Supports Provider Dismas House of Kansas City
+ ADA Cap Mgmt/Waiti

X Voucher Service -
Allocations ©)

= ATR .
@ Voucher Active on Date:
RS Billin Or
RS Services Sea -/ Voucher Active during Date Range: From Date To Date
Voucher Limits
Authorizations Consumer Last Name First Name DMHID 4394578
Bed Assignment =| Remaining Days > 0 Remaining § > 0
Community Agy
+ Consumer Bank
Consumer Grp From Spent
Diagnosis Master Lisi Consumer Name Date ToDate Remaining $ Units
Fl Timesheet 06/15/2015/02/15/2016 Ent: List
nter |List
Health Inv Consumerd, Atrtest D 4394578 |ATRRCR 12:00 AM | 1159 PM 327 7 $140.00 0/ Senvice| Services
Human Res 06/16/2015/06/16/2015 Enter |List
Consumerd, Atrtest D 4394578 |ATRA 19-00 AM | 11-58 PM 83 1 $143.30 0 Service Senvices
Individualized Packag -
06/15/2015/06/30/2015 Enter |List
Insurance Plans Consumerd, Atrtest D 4394578 |ATRTM 1200 AM | 1159 PM 82 2 $1.00 Service|Services
06/15/2015|06/30/2015 Enter |List
Qrg Search Caonsumerd, Atrtest D 4394578 |ATRTP 12:00 AM | 1158 PM g2 9 $9.00 0 Service|Services
Prop/Bed Mngt 06/15/2015/06/30/2015 Enter |List
Consumerd, Atrtest D 4394578 |ATRRH " N 82 10 $200.00 ey oy
Erarie B e 12:00 AM | 11:59 PM Service|Services
06/15/2015/06/30/2015 Enter |List
SATOP Consumerd, Atrtest D 4394578 |ATRDIC 12:00 AM | 1158 PM 82 2 $100.00 Service|Services
SCL Statements

Serv - Consumer

San; Dlltinle Entog

Entering the consumer first and last name and clicking search will return a list of RS vouchers issued to that
consumer for services at your organization. In this example, the remaining days and remaining $ boxes were
checked thereby returning only vouchers with currently billable services.

The vouchers will display in a table with Consumer Name, DMH ID #, Voucher Dates, Days Remaining to Enter
Services, Units Remaining, Funding Remaining, and two hyperlinks.

The Enter Service hyper link will open up the RS service billing page.

The List Service hyperlink will bring up the list of all services that have been billed against this voucher.
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Add ATR4 Recovery Support Voucher Services

The Add ATR 4 Recovery Support Voucher Service entry screen will contain the following information:
e Name of consumer
e Consumer’s DMH ID number
e Recovery Support provider name
e Recovery Support provider DMH contract number
e Name of provider that issued the voucher
e Voucher from and to date
e Name and procedure code of service
e Dollar amount of voucher, unit rate, authorized units, remaining units
e Spentamount
e Spent units
e Remaining amount

Add ATR4 Recovery Support Voucher Services

|@ Save & Add | |@ SaveH@ Cancel |

Consumer Consumerd, Atrtest D DMH ID 4304578

Service Provider Dismas House of Kansas City Contract Number ADA-ER210110112
Issuing Provider Dismas House of Kansas City Voucher From Date 06/15/2015 12:00AM
ATR Package Recovery support Voucher To Date 06/30/2015 11:59PM
Proc Code/ Modifier ~ ATRCC Care Coordination 15 Minute(s) Voucher Amount $50.00
Unit Rate $5.00 Authorized Units 10 Remaining Units 10
Spent Amount $0.00 Spent Units 0 Remaining Amount $50.00
Date of Service * Time Start* Time End*

Units * Total Dollars Calculate Units

Rendering Practitioner *

Service Notes® P
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Data must be entered in the following fields:

e Date of service

e Start and end time of service

e Service note Documentation

e Rendering practitioner (staff person who provided the service)

Add ATR4 Recovery Support Voucher Services

|@ Save & Add | |@ Save ‘ |® Cancel |
Consumer Consumerd, Atrtest D DMH ID 4394578
Service Provider Dismas House of Kansas City Contract Number ADA-ER210110112
Issuing Provider Dismas House of Kansas City Voucher From Date 06/15/2015 12:00AM
ATR Package Recovery support Voucher To Date 06/30/2015 11:59PM
Proc Code/ Modifier ~ ATRCC Care Coordination 15 Minute(s) Voucher Amount $50.00
Unit Rate $5.00 Authorized Units 10 Remaining Units 10
Spent Amount $0.00 Spent Units 0 Remaining Amount $50.00
Date of Service * 6-16-2015 Time Start® 10:00 am Time End* 10:26 am
Units * 2 Total Dollars $10.00 Calculate Units
Rendering Practitioner * Flowers, Ladell M M
Service Notes® Consumer is homeless due to conflict and dangerous conditions at pervious residence. Called housing -
providers to find imediate housing. Healing House accepted consumer for imediate housing and issued
voucher. Issued one ride bus pass, reciept number 678345, $2.00, for transportation to Healing House.

Button options are:

e Save and Add
e Save
e Cancel

When the Save button is clicked, if the service is saved in the system and accepted for payment, you are
navigated to this screen:
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Consumer
Change Organization
= My Organization
+ Acct Paybl/Recv
+ ADA Cap Mgmt/Waiti
Allocations
- ATR
RS Services Sea
Voucher Limits
Authorizations
Bed Assignment

Community Agy
Consumer Bank

+

Consumer Grp
Diagnosis Master Lis

FI Timesheet

e

Mark Shields, Dismas House of Kansas City

Logout

List ATR4 Voucher Recovery Support Encounters

Censumer Consumerd, Atrtest D DMH ID 4394578

Service Provider Dismas House of Kansas City Contract Number ADA-ER210110112
Issuing Provider Dismas House of Kansas City Voucher From Date 06/15/2015

ATR Package Recovery support Voucher To Date 06/30/2015

Proc Code/ Modifier  ATRTM Transportation (Mileage) 1 Rolling Mile Voucher Amount $1.00
Unit Rate $0.50 Authorized Units 2 Remaining Units 1
Spent Amount $0.50 Spent Units 1 Remaining Amount $0.50

List of Services
|| Sewice Start Date
06/15/2015

Service End Date
06/15/2015

Rendering Practitioner
$0.50 Flowers, Ladell M

St | ]

Ready to Process  |View

Total Dollar Amount
1

When activating the Save and Add Button, a RED “Encounter is saved” message will appear and the service
entry page is readied for another service of the same type to be entered:

Encounter is saved.

Add ATR4 Recovery Support Voucher Services

|@ Save & Add | |@ SaveH@ Cancel |

Consumer

Service Provider

Issuing Provider

ATR Package

Proc Codel Modifier

Unit Rate

Spent Amount

DMH 1D

Consumerd, Atrtest D

Dismas House of Kansas City

Contract Number

4394578
ADA-ER210110112

Dismas House of Kansas City Voucher From Date 06/15/2015

Recovery support Voucher To Date 06/30/2015

ATRTP Transportation - Public 1 Unit(s) Voucher Amount $9.00
$1.00 Authorized Units 9 Remaining Units 9
$1.00 Spent Units 1 Remaining Amount $8.00

Date of Service *
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After an encounter is saved, you will be brought to the List ATR4 Voucher Recovery Support Encounters page.
If you click on the View button, you will be brought to a screen showing more information about the
encounter, along with the option to Print this information.

View ATR4 Recovery Support Encounter

|® Edit | | ® Delete | |® Cancel |
Consumer Name Consumerd, Atrtest D -

DMH ID 4394578

Date of Service 06/15/2015

Contract ADA-ER210110112
Provider/Site Dismas House of Kansas City
Service Category ADA Recovery Supports

Procedure Codel/ Modifier ATRTM Transportation {Mileage) 1 Rolling Mile

Units Provided 1 Dollar Amount $0.50
Service Location Mot Applicable
Rendering Practitioner Flowers, Ladell M

Status Ready to Process M @ ]

test

Service Notes

16



Error/Information Messages

Add ATR-3 Recovery Support Voucher Services

Change Organization
My Organization

. Acct PaybliRecy
DMH Invoice

ENCOUNTER DENIED, Consumer's S5N must be in verified status to add services. |® Save & Add | |® Save ||® Cancel |

Consumer Day, Dorris

DIMH ID 4237246

Service Provider Grace United Community Ministries

Contract Number ADA-ER210110011

~Help lgsuing Provider Fathways Community Behavioral Healthcare, Inc. Voucher From Date  08/25/2011

SIVADA
%

Change Organization
My Organization

- Acct PaybliRecy
-ATR

Add ATR-3 Recovery Support Voucher Services

Date of Service must be within the Voucher Dates

|® Save & Add | |® Save ||® Cancel |

py=rrre
IEED Consumer Day, Dorris DMH ID 4237248
- Org Search
~Help Service Provider Grace United Community Ministries

Contract Humber ADA-ERZ10110011

Issuing Provider Fathways Community Behavioral Healthcare, Inc.

Voucher From Date 08/22/2011

Add ATR-3 Recovery Support Voucher Services

Change Organization
[=l- My Organization

-Acct PaybliRecy

|© Save & Add | |© Save ||® Cancel |

Issuing Provider
ATR Package

Proc Code/ Modifier
Unit Rate

Spent Amount

Pathways Community Behavioral Healtheare, Inc

ry support
FEIATR3 Family Engagement - Ind 15 Minute(s)
F10.00

Authorized Units

£40.00 Spent Units

o

Contract Humber

Voucher From Date
Voucher To Date
Voucher Amount
Remaining Units

Remaining Amount

-ATR
Consumer Day, Dorris DMH 1D 4237248
-Org Search
Help Service Provider Grace United Community Ministries ADA-ERZ210110011

08/25/2011 12:004M
09/20/2011 11:59PM
$50.00

1

510,00

Date of Service *

212611 Time Start* 9:00 Time End*  |2:30 am

Calculate Units

Invalid Time |

% AN

Units * Total Dollars

Add ATR-3 Recovery Support Voucher Se

ces

Can't save: Service already exists for this consumer during time period.

|© Save & Add | |© Save ||® Cancel |

Consumer Day, Darris DMH ID

4037245

423724

Service Provider

Help

Grace United Community Ministries Contract Number ADA-ERZ210110011
lz=uing Provider Pathways Community Behavicral Healthcare, Inc. Voucher From Date  08/25/2011 12:004M
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Entering Billing for Group Services

Federal Grant ATR-4 -
Recavery Supports Provider Dismas House of Kansas City ® Search
Voucher Service ATRG Group 15 Minute(s) -
@ Voucher Active on Date: 06/242015
Or
Voucher Active during Date Range: From Date To Date
Consumer Last Name First Marme DMH ID
Remaining Days = 0 L Remaining § > 0 7

06152015 DE302015
12:00 AM | 11:50 PM

061672015 06/30/2015

ATRG 12:00 AM | 11:59 PM B4 39 $120.90 i S
06M872015 06/20/2015 :

ATRG 1200 AM | 11-58 PM 84 50 $155.00 0:
081572015 06/30/2015

ATRG 1200 AM | 11:50 PM B4 4 21240 1"

D6M52015 06/30/2015

4 Consumerb, Atrtesy B 4394576 ATRG 1200 AM | 1158 FM a1 10 £31.00 i}
081572015 06/3072015
4 Consumerd, Atrtest D | 4304578 |ATRG 12:00 AM | 11.58 P 81 10 $31.00 0
06162015 06/30/:2015 Lis
I—I ATRG 12:00 AM | 11:59 PM 82 50 §155.00 a Senices

D6M5/2015 06/30/2015
1200 AM | 11:58 PM

L=t

Senvice Senices

4| Shields, Atrfour 4394579 ATRG a1 0 $31.00

To enter group billing from the Search ATR-4Recovery Support Voucher Services page you will need to select
a voucher service from the drop down list AND enter a service date in the Voucher Active on Date field.

In this example, the search returned all the consumers that have an active group voucher on 6/24/2015.
Notice how the Add group Encounters button and the Check Boxes to the left of the consumers name appear

in the search results with entering group billing is an option. If the button and the check boxes do not appear,
then entering group billing is not available and encounters need to be entered individually.

Select the consumers in the group, place a check in the box to the left of their name and then click on the Add
Group Encounters button.
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After clicking on the Add Group Encounters button, you will be brought to the Add ATR-4 Group Recovery
Support Encounter Request page.

|@ Savel |® Cancel ‘

Service Provider Dismas House of Kansas City Contract Number  ADA-ER210110112
Proc Codel Medifier ~ ATRG Group 15 Minute(s) Unit Rate $3.10

Date of Service * 06/24/2015 Time Start* Time End*

Encounter Units Dollar

Calculate Units | |

Rendering Practitioner *

Service Notes™

Consumer Name DMHID |-

Consumerb, Atrtesy B 4394576 10 10 Edit Remove
Consumerd, Atrtest D 4394578 10 10 Edit Remove
Shields, Atrfour 4394579 10 10 Edit Remove
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Add ATR-4 Group Recovery Support Encounter Request

On the Add ATR-4 Group Recovery Support Encounter Request page you will need to enter the follow fields

for the group:

After all of the

Time Start

Time End

Rendering Practitioner (select name from drop down list)
Service note

required information is entered into the fields, click on the Apply to List Below button.

Add ATR4 Group Recovery Support Encounter Request

|@ Savel |® Cancel |

Service Notes®

Shields, Atrfour

Service Provider Dismas House of Kansas City Contract Number ADA-ER210110112
Proc Codel/ Modifier ~ ATRG Group 15 Minute(s) Unit Rate $3.10

Date of Service * 06/24/2015 Time Start* 10:31 am Time End* 11:14 am
Encounter Units

Rendering Practitioner * Flowers, Ladell M ¢

Consumer Name

Consumerb, Atrtesy B 4394576 10 10 Edit |Remove

Consumerd, Atrtest D 4394578 10 10 Edit [Remove

3 Dollar $9.30 | |

Calculate Units Apply to List below

Documentation; includes the type of group service, the group plan, a description of the group service provided,
individual consumer’s response to the group service, the rendering practitioner, and the date of the service, beginning
and ending time of the service. This documentation is entered in the CIMOR. recovery support billing system. Each
consumer participating shall sign a group participation log. The provider shall maintain group sign in logs with original

consumer signatures.

DMH ID

4394579 10 10 Edit |Remove
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After the Apply to List Below button is clicked, the information entered will populate in the grid for each
consumer in the group being billed:

This page gives you the option to Edit or Remove the information about a specific consumer in the group.

Add ATR4 Group Recovery Support Encounter Request

|@ Savel |® Cancel |

Service Provider Dismas House of Kansas City Contract Number  ADA-ER210110112
Proc Codel Modifier ~ ATRG Group 15 Minute(s) Unit Rate $3.10
Date of Service * 06/24/2015 Time Start* 10:31 am Time End* 11:14 am

Encounter Units 3 Dollar $9.30 | |

Calculate Units Apply to List below

Rendering Practitioner * Flowers, Ladell M -

Service Notes®

Documentation; includes the type of group service, the group plan, a description of the group service provided,
individual consumer's response to the group service, the rendering practitioner, and the date of the service, beginning
and ending time of the service. This documentation is entered in the CIMOR. recovery support billing system. Each
consumer participating shall sign a group participation log. The provider shall maintain group sign in logs with original

consumer signatures.
Consumer Name DMHID (.= Encounter Units |[Dollars --I

Consumerb, Atrtesy B 4394576 10 10/ 10:31 am | 11:14am |3 9.30|Update Cancel |Remove
Consumerd, Atrtest D 4394578 10 1001031 am |[11:14am |3 9.30|Edit Remove
Shields, Atrfour 4394579 10 10/10:31am  |11:14am |3 9.30|Edit Remove

For example if one consumer left the group early the “To Time” can be changed by clicking on the Edit button.
The changes will be saved by clicking Update. The start time for the other consumers in the group remain
unchanged. (Notice the Encounter Units also updated in the grid)

Consumerb, Atrtesy B 4394576 10 10(10:31 am ‘1 1:00 am ‘2 6.20|Edit |Remove
Consumerd, Atrtest D 4394578 10 10(10:31 am 11:14 am 3 9.30|Edit |Remove
Shields, Atrfour 4394579 10 10/10:31 am 11:14 am 3 9.30|Edit |Remove
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If a consumer currently being shown in the group needs to be removed from the grid, you will click the
Remove button and then Confirm Remove.

|© Savel |® Cancel |

Service Provider Dismas House of Kansas City Contract Number  ADA-ER210110112
Proc Codel Modifier ~ ATRG Group 15 Minute(s) Unit Rate $3.10
Date of Service * 06/24/2015 Time Start* 10:31 am Time End*  11:14 am
E ter Units 3 Doll 9.30
neounter tnt oflar § Calculate Units | | Apply to List below
Rendering Practitioner * Flowers, Ladell M h

Service Notes™

Documentation; includes the type of group service, the group plan, a description of the group service provided,
individual consumer's response to the group service, the rendering practitioner, and the date of the service, beginning
and ending time of the service. This documentation is entered in the CIMOR recovery support billing system. Each
consumer participating shall sign a group participation log. The provider shall maintain group sign in logs with original

consumer signatures.
From - Encounter
- To Time o |Dollars
Time Units

e (s Authorized| R ining
Consumer Name DMH ID Unit

Consumerb, Atrtesy B 4394576 10 10110:31 am |11:00am |2 6,20/ Egit| Confim (Cancel
Remove|Rem0ve

Consumerd, Atrtest D 4394578 10 10/10:31 am (1114 am |3 9.30|Edit Remove

Shields, Atrfour 4394579 10 10/10:31 am (1114 am |3 9.30|Edit Remove

Once all the information in the grid is correct, you will click the Save button and the encounters will be sent to
the group process cycle that will run every evening. The red message will tell you how many encounters have
been sent to the group process.

Search ATR4 Recovery Support Voucher Services

3 Group RS Encounter Request records have been saved for the evenings process cycle.

Federal Grant ATR-4

-

Recovery Suppeorts Provider Dismas House of Kansas City
Voucher Service -

@ Voucher Active on Date:
Or
© Voucher Active during Date Range: From Date To Date
Consumer Last Name First Name DMH ID
Remaining Days > 0 Remaining § = 0
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From the RS Services Search screen, you will be able to see the group encounters that will be sent to the batch
process in the evening.

Search ATR3 Recovery Support Services
Change Organization

Iy Organization
- Acct PaybliRecy

Recovery Supports Provider Sample Contract Provider

B-ATR
- R3 Billing Encounter Service SLSATR3 Spiritual Life Skills - Group 15 Minute(s) ~
RS Semvices Seal
Org Search From Date To Date
FED From Time To Time
Encounter Created Date Encounter Status v
Consumer Last Name First Name DMH ID
Rendering Practitioner v
.

Day, Darris 4237245 SLSATR3 “ Practitioner, Test
04/04/2012  04/04/2012  04/04/2012 "
S e 4237328 SLSATR2 ctitioner, Te:
ne, Sample 237328 SLSATR3 1098 AN 200 AN 900 4y Fraditioner, Test
04/04/2012  04/04/2012  04/04/2012 "
S e 4237329 SLSATR2 ctitioner, Te:
. Sample 237329 SLSATR3 1098 AN 200 AN 900 4y Fraditioner, Test

After the nightly batch process (if there are no errors), the encounter will move into Ready to Process status
and will now go through the same process as encounters entered individually.

Search ATR3 Recovery Support Services
Change Organization

[z My Organization
. [ Acct PaybliRecy

Recovery Supports Provider Sample Contract Provider

& ATR

RS Billing Encounter Service SLSATR3 Spiritual Life Skills - Group 15 Minutes) v

Org Search From Date To Date

E=ED From Time To Time

Encounter Created Date Encounter Status v
Consumer Last Name First Hame DRH 1T
Rendering Practitioner v
. =EE

. 04/04/2012 04/04/2012 04/04/2012 " Readyto

v, D 237245 SLSATR3 - I 3 ’
Day, Dorris 4237246 SLSATR 10-20 A 200 AN 545 AN Practiioner, Test 6.00 Process
04/04/2012 04/04/2012 04/04/2012 " Readyto

=1 237328 SLSA 3 [ 3 N
One, Sample 4237328 SLSATR3 10:30 Al 3:00 Al a0 &y Practtioner, Test 5800 o e
04/04/2012 04/04/2012 04/04/2012 Readyto

Jiew Two, S 237329 SLSATR3 L 8 ;
iew Two, Sample 4237329 SLSATR 10:20 A 2:00 AN 9:00 AM Practiioner, Test 8.00 Pracess
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On the group billing pages, encounters are not checked for errors until they are sent through the batch
encounter process. This means that there may be errors in the group encounters that cause them to reject in
the batch process. When this is the case, the encounters will be put into Group — Processed with Error status.

In this example the encounters were entered on the group screen with the same service date and service time
as a group already entered. This causes the group encounters to reject in the nightly batch process and to be
placed in Group — Processed with Error status.

w Search ATR3 Recovery Support Services
: Change Organization

E| Iy Organization

: [H-Acct PaybliRecy
Recovery Supports Provider 3ample Contract Provider

= P g Encounter Service SLSATR2 Spiritual Life Skills - Group 15 Minute(s v
BIRS Sevices Sea
-~ Qrg Search From Date To Date
&-Help From Time To Time
Encounter Created Date Encounter Status ~
Consumer Last Name First Hame DLIH 1D

Rendering Practitioner

Consumer Name DMH ID Senice Created From Date | To Date Rendering Amount |  Status
Practitioner

Yiew Day, Dorris 4237248 1El 20 ” 1 Pradmjner Test §6.00 “?Dj?ge
R 044D DaaRI12 04044012 Open
vigy g 37328 SLSATR2 ’ 5
View One, Sample 4237328 SLSATRI T0A0 AN BODAM Do Ay Fracttioner, Test s8.00 o
N . . 0410412012 04042012 040412012 o Open
view Tws, § 37320 SLSATR3 oner, 58
iew Two, Sample 4237329 SLSATR 1030 AN BODAM  g00ay  Fractiioner Test goo
AAIAIINA T | (LARAFIH Grp -
View Day, Dorris 4237245 SLSATR3 7 eI D2 practioner, Test 5600 Processed
e ’ = with Errar
Jiew One, Sample 4237328 SLSATRS B D12 a0 Practiioner, Test  §6.00 Processed
sttt Miniinies e with Errar
), Sample 4237329 SLSATR3 0410412012 0410412012 04i0412 '1‘ Practiioner, Test  $6.00 Processed

10454101 &3040 815 it Bt

*|f you are using the new group billing screens, we recommend that you frequently search for encounters in the Grp- Processed
with Error status so that you can get the errors corrected so these encounters will be added to your current invoice. A quick way to
find encounters with errors is to search by selected the Grp — Processed with Error status from the drop down on the Search ATR3
Recovery Support Services page

- Search ATR3 Recovery Support Services
++ Change Organization

E| My Organization
. - Acct PaybliRecy
B ATR

Recovery Supports Provider Sample Contract Frovider

-~ RE Billing Encounter Service i

BIRS Senvices Sea
H Org Search From Date To Date
& Help From Time To Time
Encounter Created Date Encounter Status Grp - Processed with Error ~
Consumer Last Hame First Name [HALRIY

Rendering Practitioner

Consumer Name DMH 1D Sewice Losts From Date | To Date Jeni Amount | Status
Date Practitioner
SATR3

D4/D412012 04042012 04, -44 14 Gre

vigw Day, Daorris 237246 SLEAT 1045 Al 04| 915 Fractitioner, Test §6.00 Pro .,esse‘
83 with
view One, Sample & SLSATR3 "j,:'jf:‘ﬂf L'i‘:é“':‘ 't ;4 2012 practtioner, Test

04/04/2012 0
10:45 AN

'4 '4 < '1‘ Practiticner, Test $6.00) Pracessed

with Errar

view Two, Sample 4237329 SLSATRZ

In order to see the reason why the encounter rejected and to fix the error, click on the View link to the left of
the consumers name in the results grid.
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View ATR-3 Group Recovery Support Encounter Request

|® Edit ||® Delete H@ Cancel |

+ Change Organization
My Organization
H. Acct Paybl/Recy

Service Provider Sample Contract Provider Contract Number ADA-Er000test

RS Services Seal

Proc Code/ Modifier SLSATRZ Unit Rate 52.00
-Org Search
[+ Help Service Category ADA ATR Treatment
Consumer Name Day, Darris DMHID 4237245
Date of Service 04042012 Time Start  5:30 AN Time End 915 Al Units 3 Dollars  35.00
Rendering Practitioner Practitioner, Test Status Grp - Processed with Error

Service Notes Test Mote

Error Description Senice already exists for this consumer during time periad.

Date Added: 442012 10:45:49 AM Added By: COSWMZIMURPBT Date Modified: 4/4/2012 11:00:02 AM Modified By: batch:CDSWMZIMURPBT

From this screen you can Edit or Delete the encounter by clicking on the buttons in the top right corner.

By clicking the Edit button, you will be given the option to edit the Date of Service, Time Start, Time End,
Rendering Practitioner and Service Notes. Once the corrections have been made, click the save button and the

encounter will go through processing again. (The encounters will not go into the group process again but will go through the
same process as encounters entered individually.)

SIADF
v
Change Organization

[=- My Organization
Acct PayhliRecy
= ATR

. RS Billing

Consumer Day, Darris DMH 1D 4237246

QRS Services Seal

H Service Provider Sample Contract Provider Contract Humber Er0000test
% 0Org Search
[+~ Help Issuing Provider Pathways Community Behavioral Healthcare, Inc. Voucher From Date  04/04/2012 12:0041

ATR Package Re y suppart Voucher To Date 06/20/2012 11:59PM
Proc Code/ Modifier  SLSATRZ Spiritual Life Skills - Group 15 Minute(s) Voucher Amount 520,00
Unit Rate $2.00 Authorized Units 10 Remaining Units 7
Spent Amount $6.00 Spent Units 3 Remaining Amount $14.00
Date of Service * 04/0412012 Time Start* 10:30 Al Time End* | 11:15 Al

Units *

Service Notes*

Rendering Practitioner *

w

Total Dollars

Practitioner, Test

TestMote

$6.00

Caleulate Units
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Group Billing Status

Group — Request to Process: The encounter was entered using the group billing pages and is
waiting to go to the nightly batch process. While an encounter is in this status is can be edited
or deleted.

Group — Batch Process: The encounter is currently in the Batch Process. No edits can be made
to the encounter while in this status.

Group — Processed with Error: The group encounter was sent to the nightly batch process and
contained errors that did not allow the encounter to be processed. When an encounter is in
this status, you will either correct the error or delete the encounter. If no action is taken the
encounter will remain in this status.

ATR4 Procedure Codes that can be billed with the group billing screens:

Group ATRG
Recovery Housing | ATRRH

ATR RS CIMOR Group Billing Steps

1. Open RS Billing Page in CIMOR

Select a voucher service from the drop down list AND enter a service date in the Voucher Active on
Date field.

Click search.

Place a check in the box to the left of the consumer name to select the consumers in the group.
Click on the “Add Group Encounters” button.

Enter required fields; Time Start and End, Rendering Practitioner, Service Note.

Click on the “Apply to List Below” button.

Click the Save button and the encounters will be sent to the group process cycle.

LW O NUL R W

After the nightly group process cycle check the status of the group encounters by going to the RS
Services Search page and selecting Grp-Processed with Error from the drop down in the Encounter
Status field.

10. If you see red group processed with error statuses

11. Click on the view button and correct the errors or delete the encounter.
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CIMOR Search ATR 4 Recovery Support Services

When you click on the RS Services Search link this page will be displayed:

(= Contents Frameset - Windows Internet Explorer

@., (> | http:ffcimortest, dmh, state.mo,usfCIMOR UL CimarHome, htm ¥ |

U040 | Contents Framesst i

Search ATR3 Recovery Support Services
o Change Organization

E—] Iy Organization
o Acct PayblRecy

Recovery Supports Provider Sample Contract Provider

- DNH Invoice

Encounter Service L4

: From Date To Date

- 0rg Search From Time To Time

[+ Help

Encounter Created Date Encounter Status L4
Consumer Last Name First Hame DMHID
Rendering Practitioner v

You have many search options all designed to help you locate the encounters that have already been entered
into CIMOR:

e Encounter Service — lists only the services that have been billed in CIMOR

e From Date - searches for all encounters with that From Date

e To Date —searches for all encounters with that To Date

e From Time — searches for all encounters with that From Time

e To Time — searches for all encounters with that To Time

e Encounter Created Date — the date and time the encounter was created (entered in CIMOR)

e Encounter Status — searches for encounters in every possible status (status is explained on the last

page of this manual)

e Consumer Last Name and First Name — searches for all encounters related to a specific consumer

e DMH ID - searches for all encounters related to the consumer’s specific DMH identification number

e Rendering Practitioner — searches by the staff person who provided the service

*Note: You can enter as little or as much search criteria as you like (at least one search criteria must be
used). If vouchers you are expecting to see are not showing up, try limiting your search criteria.
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CATVIGH
Search ATR3 Recovery Support Services
- Change Organization

B My Organization
E| Acct PaybliRecy

Contract Provider

Recovery Supports Provider Sampl

- DMH Invaice
rf—‘ ATR Encounter Service w
- RS Billing
Senices Seal From Date To Date
From Time ToTime
Encounter Created Date Encounter Status b
Consumer Last Name Day First Name Darris DMH 1D
Rendering Practitioner v

o _ae |

v, Dorris 4237246 CCOATR3 Open Invaice

B Y — 2011 11/29/2011 11202011 o R

v, Darris 4237245 SLSATRA BI 1000 AWM 1100 AN Persaon, Sample $8.00 Open Invoice
: - . 11/30/2011 111292011 117292011 - - .

o I, GATRS ! oner, 56.

v, Darris 4237246 FEGATR 5B AM 1200BM 1230 py Tracttioner Test 6.00 Open Invaice

e

v, Dorris 4237245 TMOATRI 1;_"191?]” 11/29/2011 11/29/2011 Doe, John 5250 Open Invaice

y, Darris 4237245 REGATR3 §2.00 Open Invoice

y, Dorris 4237246 PSOATR3 $20.00 Open Invaoice

Once the search criteria have been entered and the Search button has been clicked, the following will be
shown for all the encounters that fit the search criteria:

e Consumer Name
e DMHID

e Service

e C(Created Date

e From Date

e To Date

e Rendering Practitioner
e Amount

e Status
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Additional information pertaining to a specific encounter can be seen by clicking the View link to the left of
the specific encounter.

SIADR
A

Brent Murphy, Sample Co

View ATR-3 Recovery Support Encounter
-~ Change Organization

£ 1y Organization

| B Acct PaybliRecy
; . DMH Invaice
TR

- RS Billing

: -Crg Search
- Help

Consumer Name

RS Senices SeanfyilzHi]

From Date
Contract
ProvideriSite

Service Category

@ Payment History

Day, Dorris

4237245

11292011 6:30 AM To Date 12912011 7:00 AW

ADA-Er0000test

Sample Contract Provider

Procedure Code/ Modifier CC

Units Provided

Service Location

Rendering Practitioner

2 Dollar Amount  310.00

Mot Applicable

Doe, John

Status

Open Invoice

7 B

Service Notes

Test Service Mote

You can also print this information from this screen.
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Invoices
To view the invoices (like you have received by fax in the past) you will click on the DMH Invoices link.

SIsE
v
:~ Change Organization

=1 Wy Organization

- £l Acct PaybliRecy
- - _ @ Search
ESDMH Invoice Division w | SAM Organization Code e

- ATR
: RS Billing Payer Plan | SAM Vendor Number
RS Services Sear Status 4 | SAM Document Number @ pdf O Excel
s = |
Help Invoice No From Date o Date

You will be able to search for invoices from this screen. You can search by as much or as little criteria as you
wish.

For the purpose of the Access to Recovery Il grant, the Division will always be ADA, the payer plan will always
be ADA Access to Recovery 4.

You will be able to limit your search by status (statuses are explained on the last page of this manual).

Note: You do not need to enter any search criteria in order for this screen to work; if you do not wish to filter
out certain invoices then you can click the Search button without entering any criteria.
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After a search is executed, you will be shown a list of all invoices that meet the criteria entered. By clicking on
the View button to the left of the invoice, you will be able to see more information about that specific invoice.

SIVADIF
v
Change Crganization

My Crganization

=1 Accl PaybliRecy
DMH Invoice| Division ADA + | SAM Organization Code v

AR - Payer Plan | ADA Access to Recavery 2 w  SAM Vendor Number
RS Billing - s
RE Senvices Sear Status + | SAM Document Number ) paf O Excel
-~ 0rg Search Print
Invoice Ho From Date To Date

o ‘ ADA A ¢
Sample Canfract DA Access fo 1000000001 E2102C00072  DWH112020002  554.50 OPSD
Frovider Recovery 3 Invoice

From the screen below, you will be able to view invoice information from the different tabs. You are able
print information from this screen at any point by clicking on the Print button.

SHADR
v
Change Crganization

Iy Croganization @pdfOExoel
=1 Acct PaybliRecy ‘ @ Print ‘ |® Cancel |

DMH Invoice|

Invoice Humber DMH112920002  Contract Number ADA-Erd000test From Date 11/14/2011 ToDate 12/04/2011
RS Billing Servu:&: by
Invoice JServices by |Services by |Services by |Services by Invoice
RO enices Seat el (o=l Consumer Lines
Allocatlon
& Help Division ADA Contract Number ADA-Er0000test
Provider Name Sample Contract Provi Original Invoice Amount $54.50
SAM Vendor Code 1000000001 Adjustments Amount £0.00
SAM Document Number EZ102C00072 Net Invoice Amount

SAM Organization Code 5329 Check Number
Payer Plan ADA Access to Re Check Date
RA Date Total Consumers 1

Invoice Status Dpen Invoice »

Date Added: 11/28/2011 £:30:00 P Added By: LoadSAMII Invoice Date Modified: 12/7/2011 10:00:01 A Modified By: LoadSALI
Invoice
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In order to get a copy of the printout that Linda has faxed to you in the past, you will click on the Services by
Consumer tab and then click Print.

View SAM Invoice
~~Change Organization

[ My Qrganization © paf O Excel
= Acct PayblRecy [®Fint | |© cancal |
-

- ATR Invoice Number DIMH112920002  Contract Humber ADA-Er0000test From Date 1114/2011  ToDate 12/04/2011

- R8 Billing SN
. Invoice Services by |Services by |Services by EERYCEN A voice

- Org Search
Help |__|Consumer Name | DMH ID [ Total Units | Vaided Amount | Billed Amount| SMT Amount | Other Payer| ____ Total Amount |
View Day, Dorris 4237246 20 50.00 $54.50 50.00 50.00 $54.50
Total Services 58450
SMT Applied §0.00
Other Payer Applied  $0.00
DIH Total $54.50

Date Added: 11/2%/2011 4:30:00 PM Added By: LoadSARMIl Invoice Date Modified: 12/7/2011 10:00:01 AM  Modified By: Load SAMII
Invoice

SIS BB Y € oo e dldl
-

~ Change Organization
[=)- My Organization
[£)- Acct PayblRecy

CI Mo : Department of Mental Health
s vt s, e .',:w DMH Invoice Copy Run Date: 12/7/2011

Sample Contract Provider

:
FETE Contract No: ADA-ErD000test SAM Vendor Code: 1000000001
-~ RS Billi
g Invoice No: DMH112920002 Responsible Facility: 5329
RS Senvices Sear
|- Org Search Division: ADA SAM Document No: E2102C00072
Help Original Invoice Amount:  $54.50 Invoice From: 1111472011

Adjustment Amounts: $0.00 Invoice To: 12/04/2011
Net Invoice Amount: $54.50 Payer Plan: ADA Access to Recovery 3

PROVIDER INVOICE COPY ONLY. DO NOT SEND TO DMH

Provider Site
Service Category Consumer /{ DMH ID Procedure Code / Modifier Date  Units Amount
Sample Contract Provider

ADA Recovery Support Access
Site

Day, Dorris / 4237246 CCOATR3 Care Coordination 15 Minute(s) rer2011 2 $10.00
Day, Dorris / 4237246 FEGATR3 Family Engagement - Group 15 Minute(s) re2011 2 $6.00
Day, Dorris / 4237246 PS0ATR3 Peer Suppert - Ind - Spiritual 15 Minute(s) 11302011 4 $20.00
Day, Dortis / 4237246 RCGATR3 Recovery Counsaling - Group 15 Minute(s) 1302011 2 $6.00
Day, Dorris / 4237246 REGATR3 Recovery Education - Group 15 Minute(s) 1113072011 1 $200
Day, Dorris / 4237246 ‘SLSATR3 Spiritual Life Skills - Group 15 Minute(s) 1292011 4 $8.00
Day, Dorris [ 4237246 TMOATR3 Transporiation (Mileage) 1 Rolling Mile 282011 5 $2.50
Service Category Total $54.50
Site Total $54.50
Total Services: $54.50
Less SMT: $0.00
Less Other Payer: $0.00
Amount Due: $54.50
Generated By: DMH-ITSD (rer) 1of1 Data Source: CIMOR
Create Dt D3/28/2008 Report ID: CMR74

Modify Dt D&/31/2011 (wat)
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CIMOR Encounter Statuses

Ready to Process — Initial status when an encounter (keyed online) is saved (before encounter processing
runs). Encounter processing runs nightly in CIMOR. This nightly process applies business rules and determines
payer. The process begins around 5:00 p.m. each evening. These encounters and encounters in “Ready to
Process” status will go to one of the following status types:

Open Invoice - Encounter is being paid through your DMH allocation. New encounters continue to add to an
invoice while the invoice is in Open Invoice status.

Hold Encounter — all processing of the encounter stops.

a. Encounters can be placed on hold from “Ready to Process” or “Open Invoice” status.

b. The encounter can be taken off Hold by moving it back to Ready to Process status
After the CIMOR Invoicing/Payment cycle cutoff date, encounters will progress through various statuses. Once
an encounter moves beyond Open, it is no longer available to edit.

Ready to Approve Invoice - The invoice and encounters on the invoice are moved to this status in preparation
for payment. (No editing or deleting)

Document Sent to SAM - The invoice has been sent to the state’s SAM Il accounting system for payment. (No
editing or deleting)

Paid in Full - After the invoice is processed through the state’s SAM Il system and the SAM Il confirmation of
payment is brought back into CIMOR, the invoice status and its encounters will change to “Paid in Full” status.
The Check Number and Check Date will then display on the Invoice Detail tab.

Ready to Void — A previously billed and paid encounter is being reversed.

Voided — “Ready to Void” encounters change to this status after the void process has been run. This will create
a negative entry on the building invoice.

Ready to Re-bill — Similar to Ready to Process in that the encounter will go through the processes and some of
the statuses described above.
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