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The Direct Data Entry (DDE) billing system is one of the replacements for the Data Entry Module (DEM)
currently used by many Pre-Admission Screening System Providing Options and Resources Today
(PASSPORT) providers to enter and submit PASSPORT Information Management System (PIMS) invoices
to PASSPORT Administrative Agencies (PAAS).

Changes/updates made in PIMS to a consumer will be reflected in DDE system the following day. Updates
from PIMS to the DDE system are made nightly.

1. System requirements
The minimum PC requirements to utilize the DDE application are 512mb system memory and an
operating system capable of running one of the following browser versions (or higher) with JavaScript
enabled: Mozilla/4.0+, Mozilla/5.0+, MS Internet Explorer 6.0+, Gecko/20060728+, Firefox/1.5.0.6 +.
2. How to Login
a) Open a browser.
b) In the address bar enter: https://dde.age.ohio.gov/
c) Press enter. This site can be bookmarked.
d) If prompted for a Security Certificate, proceed to Section 4. Security Certificate

e) Enter your user name and password provided to you by your PASSPORT Administrative Agency.
Press enter. Username and password are not case-sensitive. If prompted by the browser to save
password, decline.

f) If the user attempts to login with an invalid password and exceeds the number of attempts allowed
by the system, the account will be disabled. Contact your PAA administrator regarding your
account status.

9 Mozilla Firefox g@

File Edt Vew Go Bookmarks Took Help

@-p- g ‘@} (=) [ A nttps:foce age. oo, govfpls rtmidbfrp=ce Ay @ s G |

B Getting Start=d 5]

~

_ Thisis the iveiproduction URL for the DDE

You are logging into the live production
website for the Ohio Department of Aging's
DDE online invoice entry application.

Welcome to the Ohio Department of Aging. Please enter your username and password
tolog into the Invoicing system.

User Name | |

Password | i Go |

Forgot my password

Type in your User Name above then click the "Forgot my password” link above ta have it
emailed to you. (Your password wil be sent to the email address associated with the User D
you entered above if the user profile for that ID is currently on file at the Ohio Department of Aging)

irom your &

— Iy
Transferring data from dde.age.ohio.gov... dde.age.ohio.gov (7

3. Session timeout

A user’s session will timeout after 60 minutes of inactivity. If, for a period of time, you leave the DDE
application alone or perform actions (ex: scrolling, entering data, reading a downloaded report) that
does not generate a call to the server, the application logs you out and you will be prompted to log in
again. A timer will appear on the screen and count down to inform the user when the session will
expire. Ex: Your session will expire in 00:59:48.

Created by The Ohio Department of Aging, 02/26/2010, Rev. 8 Page 1 of 33
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4. Security Certificate

Always accept or install the website’s security certificate when prompted by the web browser. It is a
valid certificate issued from the State of Ohio’s Office of Information Technology.

a) Firefox

(1) The “This Connection is Untrusted” screen will display.
9% This Connection is Untrusted

v l ‘You have asked Firefox to connect securely to dde.age.ohio.gow, but we can't confirm that your
connection is secure,

(2) Click “I Understand the Risks.”

I Understand the Risks

(3) Click “Add Exception.”

.ﬁ.dq\Exceptinn... |

(4) Click “Confirm Security Exception” at the Add Security Exception screen.
Add Security Exception k

You are about bo override how Firefox identifies this site.

Legitimate banks, stores, and other public sites will not ask you to do this.

[ .

Server

Location: I https:/fdde, age.ohio.gov) Get Certificate |

— Certificate Status
This site attempts to identify itself with invalid information,

Unknown Identity
Certificate is not trusted, because it hasn't been verified by a recognized authority.

v Permanently store this exception

< Confirm Security Exception | > Cancel

Page 2 of 33 Created by The Ohio Department of Aging, 02/26/2010, Rev. 8
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4. Security Certificate (cont’d.)
b) Internet Explorer

(1) The “There is a problem with this website’s security certificate” screen will display.

{= Certificate Error: Mavigation Blocked - Windows Internet Explorer

@' ="k |@, https:fidde.age . ohio.gov/

b

File Edit ‘Wiew Faworites Tools Help

i:? R'ﬁ' [@Certiﬁcata Error: Mavigation Blocked [ l

-

|..@ There is a problem with this website's security certificate.
The security certificate presented by this website was not issued by a trusted certificate
authority.

Security certificate problems may indicate an attempt to fool you or intercept any data you
send to the server.

We recommend that you close this webpage and do not continue to this website.
@ Click here to close this webpage.

& Continue to this website (not recommended).

@ More information

(2) Click “Continue to this website.”

& Continue to this website (not recommended).

(3) Click “Certificate Error” in the upper right hand corner.

@ Cerkificate Error

(4) Click “View Certificates” at the Untrusted Certificate screen.
17229891398094 v | i Centificate Error
| x

'..g' Untrusted Certificate

The security certificate presented by this
§  website was not issued by a trusted
cerificate authority.

This problem might indicate an attempt to
fool you or intercept any data you send to
the server,

We recommend thatvou close this
wehpage.

About cedificate errars

Wiewy cerificates E 2
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4. Security Certificate (cont’d.)
b) Internet Explorer (cont'd.)

(5) Click “Install Certificate” at the Certificate window.

Certificate k E3

General | Details | Certification Path |

@x‘ Certificate Information

This CA Root certificate is not trusted. To enable trust,
install this certificate in the Trusted Root Certification
Authorities store.

Issued bo:  dde.age ohio,gov

Issued by: dde.age ohio.gov

valid from 10/13/2006 to 10/10{2016

Instail Certificate. .

(6) Click “Next” at the Certificate Import Wizard window.

(7) Click “Next” at the Automatically select the certificate store based on the type of certificate
prompt.

(8) Click “Finish” at the Completing the Certificate Import Wizard window.

(9) Click “Yes” at the Security Warning window.
Security Warning

r'j ‘ou are about bo install a certificate From a certification authority (CA) claiming bo represent;
= dde. age. chio. gow

‘Windows cannot walidate that the certificate is actually from "dde, age.ohio.gow”, You should confirrm its origin by
conkacting "dde. age.ohio.gov", The Following number will assisk vou in this process:

Thumbprink (shal): 067EAYZ4 F603036F DADCTITA 964 EARR 4626FDAS
Warning:
IF wou install this root certificate, Windows will automatically trust ary certificate issued by this CA, Installing a

certificate with an unconfirmed thumbprint is & secarity risk, IF wou click "Yes" vou acknowledoge this risk,

Do wou wank bo install this certificatey

(10)Click “Ok” at The import was successful prompt.
(12)Click Ok to close the Certificate window.

Page 4 of 33 Created by The Ohio Department of Aging, 02/26/2010, Rev. 8
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5. Maintenance and System Outages

e When the DDE application is unavailable for maintenance, the screen will display:
The DDE is currently unavailable while maintenance is being performed. Please try again in
30 minutes.

o |If there is a system outage and the application is unavailable, the screen will display:
Page not found or Service Temporarily Unavailable. The server is temporarily unable to
service your request due to maintenance downtime or capacity problems. Please try again
later.
6. Forgotten password
a) Type in your User Name then click, Forgot my password.
b) The password will be sent to the email address associated with the User Name profile. A
deactivated account cannot request their password to be reset.
7. Forgotten User Name

Contact your PAA for a forgotten User Name.

8. Who to call for help

Contact your PAA for assistance with the application.

9. User Roles
e There are five roles available in DDE. Your role is determined by your PAA.
e Once logged in, the options available and the data displayed will vary depending on your Role ID.

e The screen will indicate in green text your login Role ID.
Ex: Welcome 6vkorteprov, you are logged on and working as a Provider Operator.

a) PAA Administrator

e Controls accounts created under specific PAA and can perform data entry and view reports for
provider operators within PAA.

b) PAA Operator

o Performs data entry and view reports for provider operators within PAA.

¢) Provider Operator Invoice and Reports

e Performs data entry and can generate reports for their authorized locations in a PAA.

d) Provider Operator Reports only

e Generates reports for their authorized locations in a PAA.

e) Fiscal Intermediary

e Performs CHOICES data entry and can generate reports for their authorized PAA.

Created by The Ohio Department of Aging, 02/26/2010, Rev. 8 Page 5 of 33
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10.Menus
a) Invoices Screen

The options available and the data displayed are based on your role in DDE.

Invoices Screen Invoice Choices Work.As a
SICWS Invoice Entry Provider
PAA Administrator * X X ** X
PAA Operator * X X ** X
Fiscal Intermediary X X **
Provider Operator X X wkk

* To start an invoice, these Roles must work on behalf of a provider.
** Able to invoice Choices services on behalf of all providers.
*** Choices Invoice Entry screen only displays the provider operator’s Choices consumers.

b) Reports Screen

The options available and the data displayed are based on your role in DDE.

Download

Choices

Reports Screen Ilg\elog:r(f Coanigtm & Selr_\iléct:es Provider EDI ;Z?S’S*
P List Reports
PAA Administrator * X X X X X X
PAA Operator * X X X X X
Fiscal Intermediary X X X X
Provider Operator X X X X
Provider Operator X
Reports Only

* To view the Consumer List, Services List and Download Electronic Data Interchange (EDI)
Reports, these Roles must work on behalf of a provider.

** This function is covered in detail in the PAA Administrator Role User Maintenance Manual.

c) Maintenance Screen

The options available and the data displayed are based on your role in DDE.

Change my
Email
Address

Research Email User
Assistant Lists ** Maintenance **

Maintenance Change My

Screen Password

PAA Administrator X X X X X
PAA Operator X X X
Fiscal Intermediary X X
Provider Operator X X
Provider Operator X X
Reports Only

** These functions are covered in detail in the PAA Administrator Role User Maintenance Manual.
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10. Menus (cont'd.)
d) Print
(1) Print option is available for All Roles.

(2) Click Print (button located in upper right hand corner of screen) to convert the information on
the page to a printer friendly view.

(3) Click File (in IE7 it might be necessary to press the Alt key to display the browser’'s main
menu), select Print. Confirm the Printer, click Ok.

(4) Click the browser’'s Back button to return to the application.

e) Logout
(1) Logout is available for All Roles.

(2) Click Logout (button located in upper right hand corner of screen) to end the session.

11.Invoice Entry — PASSPORT
To enter a PASSPORT invoice you must be logged in as a Provider Operator, a PAA Administrator or
PAA Operator working on behalf of a provider location.

NOTE: Changes/updates made in PIMS to a consumer will be reflected in DDE system the following
day. Updates from PIMS to the DDE system are made nightly.
a) Start New Invoice — PAA Administrator or PAA Operator Role

The PAA shall only enter an invoice on behalf of a provider once the provider has submitted the
invoice to the PAA in paper form. At no time shall a PAA enter an invoice into the DDE application
for a provider until receipt of this paper invoice.

(1) Login as PAA Administrator or PAA Operator.
(2) From the Invoices screen, click Work as a Provider.

(3) The first 25 rows of provider names will display.

Operator Report
Search Text |
1-25 Hext &
| | \
1odokey PAAB | OkeyDokey Almast Farnily akey@dokey com 5135551212
Gaahmed PAAB | Ahmed Ahmed Asakir Medical Transporation Asakir Medical Transportation ahmed1499@hotmail.com
Gabrown PAAE | Alesha Brown Msi/Medical Supply Inc. MSIMedical Supply Inc. abrown@rpremise.com -
Gadiini PAAB | Abdikani Diini Columbus Global Home Health Senices Inc. cghhs@insight.rr.com 514-337-2580
Bahoge PAAB | Anita Hoge Arlingworth Health Inc. Arlingworth Health Inc. ahh@capitalhs.com
Gahurre PAAG | Adam Hurre Franklin Transportation Resources, Ince Franklin Transportation Resources, Ince daale0101@yahoo.com
Bakaib PAAB | Ashley Kaib Embrace Home Healthcare, Lic Embrace Home Healthcare, LLC embraced@sbcolobal.net
Gakotee PAAG | Agustin Kotee Arrowlink Transport, Inc. Arrawlink Transport, Inc infa@arrowlinktransport.com

(4) Click Next to display the next series of rows, click Previous to go back a series of rows.

(5) Click a column heading to sort in ascending or descending order.

Created by The Ohio Department of Aging, 02/26/2010, Rev. 8 Page 7 of 33
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11. Invoice Entry (cont’d.)
a) Start New Invoice — PAA Administrator or PAA Operator Role (cont'd.)
(6) To search for a Provider:
i. Enter asearch string in the Search Text text box.

ii. Click Search. Select a name from the list that populates. If necessary, click Clear to clear
the text box and display the entire list.

Search Text k= | | Search | | Clear |
| | = | |
Gadiini FAAG | Abdikani Diini Columbus Global Home Health Services Inc. | cohhs@insight.rr.com
Gakaib FAAG | Ashley Kaib Embrace Home Healthcare, Llc.  Embrace Home Healthcare, LLC. embraced@shbcalobal.net
Geokafor FAAG | Chuck Okafor Able Health Care, Inc. Plus Able Health Care, Inc. Plus ablesup@aol.com
Gkballard PAAG | Karen Ballard Tender Mursing Care, Inc. karen7G88@sbcglobal.net
Gkburton PAAG | Karen Burton StarHome Care karenb@starsenvices.org
Gkrobinson FAAG | Karen Robinson American Mursing Care American Nursing Care karen_rohinson@chs trinealth.com

(7) Select a name. The application will indicate the Username you are working on behalf of.
Welcome 6dbrownoper, you are registered as a PAA Operator working on behalf of 6adiini

(8) Click Start a New Invoice and go to Section 11. c) Enter Invoice Details — All Roles.

(9) Click Work As Myself to logout of the provider location you are working on behalf of.

b) Start New Invoice — Provider Operator Role
(1) Login as Provider Operator.
(2) Click Start a New Invoice and go to Section 11. c¢) Enter Invoice Details — All Roles.

¢) Enter Invoice Details — All Roles

(1) Useris logged in as a Provider Operator, a PAA Admin or PAA Operator working on behalf of a
provider location.

(2) From the Invoices screen, click Start a New Invoice. The blank Invoice Entry screen appears.

" wwocs - msows - mawmmee "~ eawr | Locour
e, T

Welcome Gjfleckprov, you are logged on and working as a Provider Operator

Invoice Information [
Provider Best Mursing Care Inc. Location ID 501 36429 Agency PAA B -'q -q-ﬂ
Invoice & |:| Invoice Total $0.00 Detail Count 0

voice Comments
| 01|02 | 03 04 05
Consumer Service Code Passth Linits / Amount 0o oomo
| 2@ @@ o S K K
Comment about this line item: T et
‘ O0o0oooog
20 |21 |22 | 23 | 24 | 25 26
Oof 512
| aad senicots) || | BB A
27 |28 |20 |30 | :
O0ooio;g
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11. Invoice Entry (cont’d.)
c) Enter Invoice Details — All Roles (cont'd.)
(3) Invoice #: Enter an invoice number. Character limit is 10 characters.

(4) Invoice Comments: If necessary, enter a comment to describe the invoice.

(5) Consumer: ) https://dde.age.ohio.gov - Client Selec... Q@E\
. . . . E Select Your Consumeris) s
i. Click the Consumer listicon to populate a list of

T :
consumers. The consumers listed are specific to the soarchl
Location ID logged in as. _search_||_Clear |
= An “A” after a name is a consumer with an active Service e o and it Seleet ndiduals or
Plan. These are Sorted ﬁrst. " . A"is a Consumer with an active Service
. . . Fl
= A “D” after a name is a consumer with an Inactive D" is 2 Consumer with an Inacive
H Senvice Plan
SerV'Ce Plan- Bailey, Harold + 550906 * -A o
. . L. . Barnett, Ellenora » 376728 « -A
ii. To selectindividual (non-adjacent) consumer(s), hold the
CTRL key down and left click on the consumer’s name. Builtz, Jame » 252756 - -
. e a08 s
iii. To select arange (group) of consumers, left click on the Castle, Bessie - 452859 - -A _
first name of the range then hold down the left mouse — T 8

button and drag the cursor to the last name of the range. Release the mouse button.
iv. To Search for a consumer, type a search string in the Search text box, click Search.
v. Click Submit to add the selected consumer(s) to invoice.
OR
vi. Use auto complete feature. In Consumer text box type any part of the consumers first, last
name or consumer number. Select consumer from list that populates.
Consumer Consumer
be [ E— S
| = Benjamin, Virginia =
[“Benjamin, Paul » 322368 » -A” (List) 344737 = -A” E
“Benjamin, Virginia ¢ 344737 « -A” (List)
“Bernges, James ¢ 505243 « -D” (List)

“Castle, Bessie » 452859 « -A” (List)
“Rotts, Beatrice 354783 « -A” (List)

) https://dde.age.ohio.gov - Client Selection - Mozilla Fi.... [= (B3]

(6) Service Code: EF o __——
i. Click the Service Code list icon : to | Submit

populate the list of available Service Codes. Only select One Senvice Code
 PASSPORT - Personal Care UOM=15 Minutes* T1
PASSPORT - Per“onal Care UOM= 1: I'v'||nuteu T‘I

ii. Selectonly one Service Code.
H H FA SSPORT Homemaker UOM=15 Mlnute“ S“13..U— @N
iii. Click Submit. ‘ 5

OR Done dde.age.ohio.gov &%

iv. Use auto complete feature. Type the first characters(s) of service code description or
service code number. Select service code from list that populates. Displayed will be a
description of service code, unit of measure, service code number and if it is a Passthru or
not— @N or @Y.

Service Code Passthru  Units | Amount Service Code

D E N ‘ /I.‘.SE-"RI - Sccial Work
"PASSPORT - Homemaker UOM=15 Minutes: 551 30LIA ~@N" (List) Counzeling =15 Minutes-
"PASSPORT - Personal Care UOM=15 Minutess T1019UA «@N" (List) GO1S5UR -GN =

"PASSPORT - Social Work Counseling UOM=13 Minutes- GO1550U0A «

LR
) |_|_I-L'I._]
T
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11. Invoice Entry (cont’d.)
c). Enter Invoice Details — All Roles (cont'd.)
(7) Passthru:

i. User cannot change Passthru code. Value is based on Service Code selected.
ii. If you attempt to change Passthru code, an error will appear.

hitp:ffsoccl109.o0dn. state.oh.us: FT 17

.»"A'\\ You cannot select Passthru, it is here as display only. It is based on the value you selecked For
{2 Service Code,

(8) Units/Amount:

i. When the service code is a non-passthru (Passthru = N), enter a whole number (positive
or negative). Amounts do not appear for non-passthru services. Amounts will be applied
when the PASSPORT agency receives the invoice.

Pazsthru Units / Amount

N | 12 |

i. When the service code is a passthru (Passthru =Y), enter appropriate dollar amount for
the passthru services.

Passthru Units / Amount
Y | 19.50 |

ii. If anincorrect value is entered, an error message will appear:
1 error has cccurred

* Lnits/Amount must be entered as whole numbers (positive or negative). Partial units (decimals or
fractions) are not permitted by rule.

Flease correct the "Units/Amount” field and then resubmit

(9) Service Date(s):
i. Atleast one Service Date must be selected from the calendar.

o1 | oz | o2 | 02| o5 | e 01 | 02 | 02 | 04

Iy | O d [l Ll 0z |03 |02 lo5 o08]07
o7 fog |oB |10 | 11 ] 12| 12 os | o8 | o7 [os | o2 | 10 | 11
OO O |O O O O Ll o5 [0 | 11 | 12 | 13 | 12
14 | 15 | 18 | 17 | 18 | 12 | 20 12 |12 |14 |18 | 18 | 17 | 18
O (O OO O F . 161 17 |18 119 20| A
21 |22 |23 | 22 | 25 | 28 | 27 12 |20 |21 |22 | 22 | 24 | 25

232 24 25 28 27 28

v v v v
0@ |00® 0 ¥ 0@ |0 0@
28 | 29 | 20 26 | 27 | 28 | 29 | 30 | 21 TR
O (O O ¥ O
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Direct Data Entry (DDE) User Manual

11. Invoice Entry (cont’d.)
c). Enter Invoice Details — All Roles (cont'd.)
(9) Service Date(s) (cont'd.)

ii. Click Previous to display the previous month, click Current to display the current month and
click Next to display the next month.

iii. Date(s) can be selected by:
= Clicking the check box under the date to select an individual day or days
= Clicking the name of the week (Sun, Mon, etc.) to select all those days for the month
= Clicking the month to select all the days in that month

iv. Date(s) can be de-selected by:
= Clicking the checkmark on the individual date(s)
= Clicking the name of the week
= Clicking the month

(10)Comment about this line item: If necessary, type a comment about this service code. Limit
of 512 characters.

Comment about this line item:
Create a comment about this service code.

43o0f 612
(11)Add Service(s):

i. Click Add Service(s), After consumer(s), service code, date(s) and comments are
selected/entered.

ii. This will populate the Detail Lines section and a confirmation will be generated by the
system: Detail record(s) added successfully.

iii. Once Add Service(s) is clicked, an invoice draft is automatically saved in the system and
added to the “Invoices in Progress” list, and remains in “Invoices in Progress” status until
submitted.

(12)Detail Lines:
i. Invoice Detall Lines section is group and sorted by consumer.

ii. For performance purposes, 200 rows is the maximum number of detail lines that will
display during invoice entry.

Detail lines under Invoice FEB2008

Hew Unit{s) Hew Rate|

Seareh | Scarch [l Giear | R sl > | view Al Rows

Barker, Early - 298380

FASSFPORT - Personal Care -

adit O Barker, Early - 298380 | 11-FEB-028 T1019U4 N O 3 50.00
edit 00 Barker, Early- 208380 13-FEB-03 IS ORT-FersonalCare- | L et
Cligltgtlzﬁme 6 $0.00
Brown, Anona - 83506
edit | O |Brown, Anona - 83506 | 06-FER-0g | PSSP ORT-Fersonal Care - | N | O | 5 | 50.00 | Sences o
edit O Brown, Anona-83506 13-FEB-0g — SSFORT-FersnalCars= | 5 s0.00 | Serces for
edit 1 |Brown, Anona - 83506 | 27-FeB-0g | FASSFORT-FersonalCare- |y | 5 s0.00 | SSces B
Client Name 15 $0.00

Total:
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11. Invoice Entry (cont’d.)
c). Enter Invoice Details — All Roles (cont'd.)
(12)Detail Lines (cont'd.)

Click View All Rows to see all Detail Lines for the invoice. This will take you to another
screen displaying all details for the invoice.

ii. Click Edit this Invoice to return to invoice entry screen.

(13)Repeat steps (5) thru (11) to bill for additional service(s) for a consumer(s) on same invoice.

d) Next steps — All Roles
(1) Submit the invoice. Proceed to Section 14. Submit Invoice.

OR
(2) Edit the invoice before submitting. Proceed to Section 13. Edit or Delete an Invoice.

OR

(3) Stop and finish the invoice later. Once Add Service(s) is clicked or when an
action/modification is made to the invoice, an invoice draft is saved and added to the “Invoices

in Progress” list. Proceed to Section 16. Invoice Status Views.

OR
(4) Delete the invoice, if it was started it error. If necessary, edit the invoice (see Section 13) and
click Remove Invoice.

12.Invoice Entry — CHOICES

a) Enter Invoice Details
(1) Useris logged in as a PAA Administrator, PAA Operator, Fiscal Intermediary (these roles can
invoice Choices services on behalf of all providers) or Provider Operator (Choices Invoice
Entry screen only displays the provider's Choices consumers).
(2) From the Invoices screen, click CHOICES Invoice Entry. Blank invoice Entry screen appears.

[ INVOICES  ||[UREPORTSY | INMAINTENANCEY [ WORKASMYSELF |  PRNT |  LOGOUT |

[ Ewvoicesatus | crorces mvorce ey ] | WoRkAS AprovioeR |

Your session will expire in 00:57:03 Welcome 4cbrickner, you are logged on and working as a PAA Administrator
Invoice Information |
Agency PAA 4
@ Invoice # Invoice Total $0.00 Detail Count 0
Invoice Comments
@ 01 (02 |03 |04 | 05| 06|07
@\ Ooo:ooood
Consumer Service Code Provider(s) — 08 |08 |10 11 12 |13 [ 12
@—E -select Consumer- -select a Consumer and Service- OoOoonooo
@-dearall 15 [16 |17 |18 [ 19 | 20 | 21
Ooo:ooood
22 |23 |24 |25 |26 | 27 | 28
Units @Amgum@Commentabouttlislineitem: O oo igin;igi;o
@ 29 | 30
Rate: § OO
0of512

(3) Invoice #: Enter an invoice number. Limit is 10 characters.
(4) Invoice Comments: If necessary, enter a comment to describe the invoice.
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Direct Data Entry (DDE) User Manual

12. Invoice Entry — CHOICES (cont’d.)
a) Enter Invoice Details (cont'd.)

(5) Clear All:
Click —clear all- to clear all entries in the Invoice Information area.

(6) Consumer: .
i ; it = : Select A Choices Consume
i. Click the Consumer Listicon {=]:to populate a list r
of consumers. The consumers listed are specific to the z
PAA or provider operator.
P P Search|
ii. To Search for a consumer, type a search string in the |_search || Clear |
Search text box, click Search.
Bailey, Harold + 550906 * -A
iii. Select only one consumer and click Submit. If you  Domramin o 3953600
attempt to select more than one, an error message will 4
be returned. Alexander; Elizabeth 133584
Ali- Eordsrms™333 39 (™~

OR
iv. Use the auto complete feature. In the Consumer text box, type any part of the consumers
first or last name or consumer number. Select the consumer from the list that populates.
Consumer Consumer
ke r - - - —
s = Benjamin, Virginia =

“Benjamin, Paul « 322368 « -A” (List) 344737 = -A” El
“Benjamin, Virginia « 344737 « -A” (List

(7) Service Code:
i. Alistof valid Service Codes display based on the consumer selected.

ii. Select only one valid Service Code from the populated list.

Consumer Service Code I
“Benjamin, Virginia = 344737 - -A” |E| sslect 3 Service- A
" clear all. HCAS: -TA025UBU2 LOM:15 Minutes

HCAS: Hour unit -T2025UBU3, UOM:H
(8) Provider(s):
PAA Administrator, PAA Operator, Fiscal Intermediary Roles:

i. Alist of valid Providers displays based on the valid Service Code and Consumer selected.
Selecting a different Service Code may result in additional/different Provider(s) to display.

ii. Select atleast one valid Provider from the list provided. More than one valid Provider can

be selected.

Service Code I Provider(s) [ ]
select & Service- # | | Angale D. Bertun-533107615
HCAS: -T2025UBL2 LOM-15 Minutes Lorie J. Jackson-216137171
HCAS: Hour unit -T20250BU3, UOM:H | |Hbuira s Bexton:38416630

Provider Operator Role:

iii. When logged in as a Provider Operator role, only the provider’s location displays as a valid
selection.

iv. Select Provider.
Service Code I Provider(s) [ ]

-select & Service-
HCAS: -T2025UBLU2, UOM:15 Minutes

-Select the provideris)-
Health Care & Medical-176383826
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12. Invoice Entry — CHOICES (cont’d.)
a) Enter Invoice Details (cont'd.)
(9) Units:
i. Enter Units of service provided to the Consumer by the selected Provider(s).

ii. If more than one Provider is selected, Units are applied to each Provider at amount entered
in this field.

(10)Amount and Rate:

i. Enter total Amount (Units times Rate) that is to be paid to the Provider(s) for the selected
Service for Units entered. This is a daily “Amount” and will be carried over to all Service
Dates selected in the calendar.

Units Rate
4 7.82

Amount & 31.28
ii. If more than one Provider is selected, the Amount is applied to each Provider selected.

iii. Rate cap is $39.78. If the calculated rate exceeds the $39.78 cap, an error message will
display. Correct the rate entered.

Units Rj-l:tfn 1 error has occurred
3 =23 + The entered rate of 45.99 exceeds the current ODA maximum rate of $39.78.
Amount. & 137.97

(11)Comment about this line item:
If necessary, type a comment about this service code. Limit of 512 characters.
(12)Service Date(s):

i. Atleastone Service Date must be selected from the calendar.

(=}

o1 | 0z | o2 | oe | o5 | of o1 | oz | o2 | o4
l:l D D I:| D D az oz 0= as 08 07 o=
o7 |08 |09 | 10| 11|12 12 of | o8 | o7 | o8 | o8 | 10 | 11
O O O g O [l O Ll a8 | 10 | 11| 12 |13 | 14 | 15
14 |15 | 18 | 17 | 18 | 12 | 20 12 [12 |14 | 15 | 18 | 17 | 18
D D D D D 18 17 18 18 20 21 22
21 |22 |23 |22 | 25 | 28 | 27 19 |20 |21 |22 |22 | 24 | 25
23 24 25 28 27 28 28
v v v v
] [ L L ] Ll
z5 | 28 | =20 26 | 27 | 28 | 28 | 20 | =1 T BT
! Ll O O

ii. Click Previous to display the previous month, click Current to display the current month and
click Next to display the next month.

iii. Date(s) can be selected by:
= Clicking the check box under the date to select an individual day or days
= Clicking the name of the week (Sun, Mon, etc.) to select all those days for the month
= Clicking the month to select all the days in that month

iv. Date(s) can be de-selected by:
= Clicking the checkmark on the individual date(s)
= Clicking the name of the week
= Clicking the month
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12. Invoice Entry — CHOICES (cont’d.)

a) Enter Invoice Details (cont'd.)
(13)Add Service(s):

After consumer(s), service code(s), provider(s), date(s) and comments are
selected/entered; click Add Service(s).

This will populate the Detail Lines section and a confirmation will be generated by the

system: Detail record(s) added successfully.

Once Add Service(s) is clicked, an invoice draft is automatically saved in the system and
added to the “Invoices in Progress” list, and remains in “Invoices in Progress” status until

submitted.

(14)Detail Lines:

Invoice Detail Lines section is group and sorted by consumer.

For performance purposes, 200 rows is the maximum number of detail lines that will be
displayed during invoice entry.

Detail lines under Invoice CHOICES08

New Unit(s)

Search

Allena J. Hyite - 759417104

Hew Rate|

Amount: §

" Searcn et

click here to view the report sorted on Consumer/Provider

Row Count v ﬂl’ " ' "

1-15 Next g

edit

edit

edit

edit

edit

edit

O
O
O
O
O
O

Duwitt, Mary -

Duwitt, Mary -

Duwitt, Mary -

Duwitt, Mary -

Duwitt, Mary -

Duwitt, Mary -

24434

24434

24434

24434

24434

24434

02-MAR-08

04-MAR-08

07-MAR-08

09-MAR-08

11-MAR-08

14-MAR-08

HCAS: Hour unit -
T2025UBU3
HCAS: Hour unit -
T2025UBU3
HCAS: Hour unit -
T2025UBU3
HCAS: Hour unit-
T2025UBU3
HCAS: Hour unit -
T2025UBU3
HCAS: Hour unit-
T2025UBU3

Allena J. Hyite -
759417104

Allena J. Hyite -
759417104

Allena J. Hyite -
759417104
Allena J. Hyite -
759417104
Allena J. Hyite -
759417104

Allena J. Hyite -
759417104

[]

[]

5]

1 o 4 o

Click View All Rows to see all Detail Lines for the invoice. This will take you to another

screen displaying all details for the invoice.

iv. Click Edit this Invoice to return to invoice entry screen.

(15)Repeat steps (6) thru (13) to bill for additional service(s) for a consumer(s) on same invoice.

Created by The Ohio Department of Aging, 02/26/2010, Rev. 8
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12. Invoice Entry — CHOICES (cont’d.)
b) Next steps

1)

(2)

(3)

(4)

®)

Submit the invoice. Proceed to Section 14. Submit Invoice.
OR

Edit the invoice before submitting. Proceed to Section 13. Edit or Delete an Invoice.
OR

Stop and finish the invoice later. Once Add Service(s) is clicked or when an
action/modification is made to the invoice, an invoice draft is saved and added to the “Invoices
in Progress” list. Proceed to Section 16. Invoice Status Views.

OR

Delete the invoice, if it was started it error. If necessary, edit the invoice (see Section 13) and
click Remove Invoice.

OR

Start a new Invoice. Click Start a New Invoice to start a new invoice. The invoice that was not
submitted is saved in Work in Progress.

13.Edit or Delete an Invoice

Only invoices in progress can be edited or deleted. User is logged in as a Provider Operator, a Fiscal
Intermediary, a PAA Admin or a PAA Operator working on behalf of a provider location.

a) Remove/Delete Invoice

b)

NOTE: A deleted invoice cannot be recovered.

1)
(2)
(3)
(4)

Click Invoices to display the Invoices Status screen.
Select invoice to be deleted from the Invoices in Progress table.
Click Remove Invoice.

Click Ok. You will return to the Invoice screen.

The page at https://dde.age.ohio.gov says:

k) By dicking on 'Ok’ below, you are verifying that you wish to delete this invoice and all it's assodated

detail lines. There is no recovery of this invoice information after you dick 'Ok’

| K | [ Cancel

Detail line Row Count

Row Count| 15~ | B i

7 Previous 216 - 230 Next E

1)

)

©)

The first 15 rows of billing detail is displayed. Click Next to display the next 15 rows. Click
Previous to show the previous 20 rows.

Click the row count drop down to display additional rows. For performance purposes, a
maximum of 200 rows will be displayed.

To view all rows, click View All Rows. Click Edit this Invoice to return to the Invoice.
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13. Edit or Delete an Invoice (cont’d.)
c) Search Detail Lines
(1) Click Invoices to display the Invoices Status screen.
(2) Select invoice to be searched from the Invoices in Progress table.

(3) In the Detail Line section, enter text or date in the Search text box. The Client, Date and
Service Code Info columns will be searched.

(4) Click Search. The system will return the result of the search.

[ Detaillines under Invoice DEC2006R1
NewUnitts)|  |NewRate| |
Search 274523 | earch [l Clear | Row Count 100 |
1.2
Dvfbpf, Sue - 274523
| | | | PT | | | |
edit [] | Dvibpf,Sue-274523 | 06-NOv-0s  LASSPORT-Homemaker - N0 4 50.00 | -
S5130UA
edit T] | Dviopf, Sue- 274523 | 13Nov-0g ASSPORT-Homemaker- N O 4 $0.00 | -
35130UA
Client Name
total: 8 $0.00
report total: 8 $0.00
7-2
Lines | Lines |

(5) Click Clear to clear out the search results and display all detail lines of the invoice.
d) Edit Units — PASSPORT Invoice

(1) Click Invoices to display the Invoices Status screen.

(2) Select invoice to be edited from the Invoices in Progress table.

(3) In the Detail line section of the invoice, click Update checkbox for the specific line/consumer.

[ Detail lines under Invoice APRIL0S
NewUnits)  |NewRate] |
Search| | —_l —_l Row Count 5’
1
Barker, Early - 298380
| | | | L | | |
edit O Barker, Early - 298380 | 01-AFR-03 | Choices - Therapeutic Meals - S5170UBUZ | N 4 $0.00
edit il Barker, Early - 298380 @ 02-AFR-08 @ Choices - Therapeutic Meals - 35170UBLU2 | N 4 50.00
edit O Barker, Early - 298380 | 03-APR-08 | Choices - Therapeutic Meals - S5170UBUZ | N v 4 50.00

(4) Inthe New Unit(s) text box, enter revised value.
New Unit(s) 14 NewRate| |
(5) Click Update Units/Rate for Checked Lines.

(6) Confirmation will be generated by the system: Changes to Units/Rate for selected Consumers
were made as requested. The change(s) will be reflected in the Detail lines section.

o : | pe— prmprr— [ it Billed |

edit ¥ Barker, Early - 208380 01-APR-08 | Choices - Therapeutic Meals - 85170UBUZ | N ¥ 14 50.00
edit 1 Barker, Early - 298380 02-APR-08 | Choices - Therapeutic Meals - S5170UBUZ = N ] 14 50.00
edit . Barker, Early - 298380 03-4FPR-08 | Choices - Therapeutic Meals - 35170UBUZ | N L 14 50.00
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13. Edit or Delete an Invoice (cont’d.)
e) Edit Rates — PASSPORT Invoice

@)
)
®)
(4)

®)

(6)
™)

Click Invoices to display the Invoices Status screen.
Select invoice to be edited from the Invoices in Progress table.
Only rates for service code with Y = Passthru can be changed.

In the Detail line section of the invoice, click Update checkbox for the specific line/consumer.
NewUnitis)  [NewRatel |

Search | | @ | Clear | Row Count| 15 |
T

Barker, Early - 298380

Update Units Amount Billed

PASSPORT - ERS Rental -

i Barker, Early - 298380 - =
edit O arker, Early 024MAR-08 | (ST Y 1 §15.00
adit [] | Barker, Early-298380 | pg-44R-03 g;?ﬁSfoT -ERS Rental - ¥ 1 515.00

In the New Rate text box, enter revised value.

Delete Checked Lines Update Units/Rate for Checked Lines
New Unitts)|  |NewRatel1752 |

Click Update Units/Rate for Checked Lines.

Confirmation will be generated by the system: Changes to Units/Rate for selected Consumers
were made as requested. The change(s) will be reflected in the Detail lines section.

PT | Update  Units Amount Billed

edit ¥ Barker, Early - 298380 02-MAR-08 PASSPORT - ERS Rental - Y O 1 $17.52
S5161UA

edit [] Barker, Early - 298380 0o-MaR-08 [ ASSPORT-ERS Rental - ¥ O 1 $17.52
S5161UA

adit [] |Barker, Early-298380 | 18-LI&R-08 g;&gﬁ:{r ERtkHental ¥ | 1 515.00

f) Edit Units and Rates — Choices Invoice

@)
)
®)

Click Invoices to display the Invoices Status screen.
Select invoice to be edited from the Invoices in Progress table.

In the Detail line section of the invoice, click Update checkbox for the specific line/consumer.

NewUnitis)  WewRatd |
Amount; §
Searn| | Row Count [ 75w £
T

click here to view the report sorted on Consumer/Provider

Maura Davenport-15411324

Edit Delete Client Service Code Info  Provider
edit O Fannist, Lou - 471723 01-FEB-07 | HCAS:-T20251UBLIZ |Maura Davenport-15411324 6 | $11.00 $66.00
edit o Fannist, Lou - 471723 02-FEB-07 | HCAS: - T2025UBUZ | Maura Davenport-15411324 6 | $11.00 566.00
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13. Edit or Delete an Invo

ice (cont’d.)

f) Edit Units and Rates — Choices Invoice (cont'd.)

(4) Inthe New Rate text box, enter revised rate. In the New Unit(s) text box, enter revised unit.

The amount cannot exceed $39.78 and a value for both Units and Rate must be entered.
When amount is exceeded and a value is missing, an error message will be returned.

W UNS) 5 pow Rate£25

Amount: § 24 .45

(5) Click Update Units/Rate for Checked Lines.

(6) Confirmation will be generated by the system: Changes to Units/Rate for selected Consumers

were made as requested. The change(s) will be reflected in the Detail lines section.

it De I I L _ Provid _ Units I al |
edit [ Fannist, Lou - 471723 01-FEB-07 | HCAS: - T2025LUBLIZ  Maura Davenport-15411324 5| 5480 524 45
edit ] NSt (L6 = 77 02-FEB-07 HCAS: - T2025UBUZ  Maura Davenport-15411324 5 | 5489 504 45
edit [ Fannist, Lou - 471723 03-FEB-07 | HCAS:-T2025UBU2 |Maura Davenport-15411324 6 | $11.00 | $66.00

g) Delete a Line

(1) Click Invoices to display the Invoices Status screen.

(2) Select invoice to be edited from the Invoices in Progress table.

(3) In the Detail line section of the invoice, click Delete checkbox for the specific line/client.

Detail lines under Invoice DOFFOFD

(4) Click Delete Checked Lines to remove the line(s) from the invoice.

h) Edit an Individual Detail Line — PASSPORT Invoice

New Unit(s) Mew Rate| |
Amount: §
Search| | m g RowCountE
click here to view the report sorted on Consumer/Provider
Lora Ward - 15432411
| I I I I I
edit Fannin, Laura- 1774 | 01-FEB-0T | HCAS: - Lora Ward - 15432411 5 | 5489 $24 .45
edit Fannin, Laura- 1774 | 02-FEB-07 | HCAS: - T2025UBUZ | Lora Ward - 15432411 5 | 5489 52445
edit v Fannin, Laura- 1774 | 03-FEB-07 | HCAS: - Lora Ward - 15432411 50 | $31.00 | $1,550.00
edit IFl Fannin, Laura- 1774 | 04-FEB-07 | HCAS: - T2025UBUZ | Lora Ward - 15432411 50 | $31.00 | $1,550.00

Only these fields can be changed: Invoice comments, service code, units/amount, service date and

comment about this line item. Passthru and client/consumer cannot be changed.

(1) Click Invoices to display the Invoices Status screen.

(2) Select invoice to be edited from the Invoices in Progress table.

Created by The Ohio Department of Aging, 02/26/2010, Rev. 8
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13. Edit or Delete an Invoice (cont’d.)
h) Edit an Individual Detail Line — PASSPORT Invoice (cont'd.)

(3) In the Detail line section of the invoice, click Edit next to the individual client/line.
t | I I | PT Units 4 i

edit O Fannist, Lou - 471723 16-MAR-08 | Assisted Living - 3rd tier-T2031U3 | N O 1 50,00 | -

(4) Details for the individual consumer/line will appear.
o e -
Provider Meals on Wheels-Older Adult Alternatives of Fairfi Location ID 411953 Agency PAAG

Invoice # JAMNODE Invoice Total $80.04 Detail Count 25
Invoice Comments

Consumer Service Code Passthru Units {Amount  Service_Date
Fannist, Lou - 471723 "EASSEORT - Therapeutic |E] 7 | [03-JAN-08

Comment about this line item:

0of512

q“

(5) As necessary, make changes to Invoice Comments, Service Code, Units/Amount, Service
Date and Comment about this line item.

i. Click Apply Changes to apply updates.
ii. Click cancel any changes/updates.
(6) The system will return a confirmation: Changes were applied to the selected detail line.
i) Edit an Individual Line — Choices Invoice

These fields can be changed: Invoice comments, service code, provider, service date, units, rate
and comment about this line item. The client/consumer cannot be changed.

(1) Click Invoices to display the Invoices Status screen.
(2) Select invoice to be edited from the Invoices in Progress table.

(3) In the Detail line section of the invoice, click Edit next to the individual client/line.

Edit Delete Client ____ Date __Service Codelnfo_Provider ______ Units_Rate _Total |

edit E Fannist, Lou - 471723 01-FEB-07 | HCAS: -T2025UBLZ | Lora Ward - 15432411 5 | 54.89 524.45

(4) Details for the individual consumer/line will appear.
Agency PAA G

Invoice # DOFFOFD Invoice Total $3,356.00 Detail Count 25
Invoice Comments

Consumer Service Code Provider(s)
Fannist,Lou~471723~ | sgject Consumer- # || | select 3 Consumer and Service- )
HCAS: -T2025UBU2. UOM:15 Minutes il Maura Davenport-15411324 SE'W'CE__Dﬂie
HCAS: Hour unit -T2025UBU3, UOMH #
v
Units Rate Comment about this line item:
50 L

Amount: $ 1550

0o0f512

H_
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13. Edit or Delete an Invoice (cont’d.)
i) Edit an Individual Line — Choices Invoice (cont'd.)

(5) As necessary, make changes to Invoice Comments, Service Code, Provider(s), Service Date,
Units, Rate (Rate cap is $39.78. If the rate exceeds $39.78, an error message will be returned)
and Comment about this line item.

i. Click Apply Changes to apply updates.
ii. Click Cancel to cancel any changes/updates.

(6) The system will return a confirmation: Changes were applied to the selected detail line.

14.Submit Invoice

A submitted invoice cannot be deleted or edited. User is logged in as a Provider Operator, a Fiscal
Intermediary, a PAA Admin or a PAA Operator working on behalf of a provider location.

(1) Once all charges are entered and edits/changes confirmed, click Submit Invoice.
(2) Click Ok at the this dialog box
http:#fsoccl109.0dn.state.oh. us: 7777

ey By clicking on 'Ok belaw, wou certify that the information contained in this invoice is accurate to the
*~  best of vour knowledge, and that all units of service reported herein were provided in accordance
with the conditions of this contract,

| (04 | [ Cancel

(3) Click Cancel to cancel the submit invoice process. User is brought back to the Invoice
Information screen.

(4) System generates a confirmation: 'The invoice has been successfully "Submitted” to the ODA
PIMS system." The details of the invoice will display.

[ 1O |0 | )
Your session will expire in 00:57:34 VWelcome Gdbrownoper, you are registered as a PAA Operator working on ber
The inveice has been successfully "Submitted” to the ODAPIMS system
Invoice Information
Invoice Agency Location ID Invoice Total Detail Count
CINDYE PALE 9588 B000 30 (you must use the back button to return from the Coversheet page)
Invoice Comments
-none-
Invoice Status Invoice Submitted to ODA

Detail lines under Invoice CINDYB
1-30
Lou, Hannah- 592632 PASSPORT - Homemaker - 35130UA 100 50.00 | 01-APR-08
PASSPORT - Homemaker - S5130UA 100 $0.00 | 02-APR-08 -
FASSPORT - Homemaker - S5130UA 100 §0.00 | 03-AFR-08
PASSPORT - Homemaker - S5130UA 100 50.00 O04-APR-08 =
PASSPORT - Homemaker - 8513004 100 30.00 | 05-APR-08

(5) As necessary, Generate Cover Sheet. See Section 15. Generate a Coversheet.
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15.Generate a Coversheet

ODA does not have a requirement for a signed cover sheet and collecting a cover sheet from a
provider is the discretion of the PAA. The Generate a Coversheet button becomes active once an
invoice has been submitted.

a) User is logged in as a Provider Operator, a Fiscal Intermediary, a PAA Admin or a PAA Operator
working on behalf of a provider location and invoice has been submitted.

b) If necessary, click Invoices to display the Invoices Status screen.
c) Select invoice from the Invoices Status list.

d) Click Generate a Coversheet to create the PASSPORT Invoice for Direct Services or Choices
Invoice For Direct Services coversheet.

e) Click print button to send to printer or click File and select Print.

f) Click back button to return to the submitted invoice detalils.

<:| *’ - @ 1@ http: (fsocd 109, odn. state.oh.us: 7777 pls/htmidb f?p=900:601: 17473141

#P Getting Started 5] Latest Headlines

paN

Your session will expire in 00-:60-00
PASSPORT Invoice For Direct Services

Provider: NQTWOQ LLC Invoice ID: DEC2006E.1L
DBA Name: Visiting Angels of Central Ohio DDE Invoice ID: 26583
Provider No: 33464857

Provider Location: 53470384

AgencyID: PAA G

Agency Internal Use Only

Units Units Amount Units Amount
Service Description Billed Rate Due Paid Due
PASSPORT -
Homemaker 21 * =
PASSPORT -
Personal Care g * =
Totals 29
Agency Internal Use Only
Approved: Date: Invoice =:
Document: Amourt: Total Due:
Fri 05-Jan-2007 17:15:56 DDE Wersion 1.1.0.3

NOTE: Any diffrenca between Amount Dus 2nd Amount Pzid the pariod could be the result of units that were billed in excess of suthorized
czre plans or vnits being paid fom previows service months thet were indtizlly deniad.
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16.Invoice Status Views

e Useris logged in as a PAA Administrator, PAA Operator, Fiscal Intermediary or Provider Operator,
or a PAA Administrator or a PAA Operator working on behalf of a provider location.

e The PAA Administrator and PAA Operator Roles can view all invoices and view Provider invoices
by working on behalf of a provider location. The Provider Operator’s view is limited to their
Authorized Location(s). The Fiscal Intermediary’s view is limited to CHOICES invoices.

e Click Invoices to display the Invoice Status screen.

a) Invoices by Status score card

The Invoices by Status scorecard is displayed at the bottom of every Invoice View. If ho invoices
are found, then “no data found” will be displayed.

The table will list the status of all invoices for the PAA Administrator and PAA Operator Roles.

The table for the Provider Operator Role will list the status of all invoices for their Authorized
Location(s).

The Fiscal Intermediary’s view is limited to CHOICES invoices.

Invoices by Status
PIMES | Invoices in Progress | 47 |
PIMS Invoices Submitted to ODA 42
PIMES Invoices Received by QDA 49
FIMS Invoices Under Review 5
FPIMS Invoices with Remittance Advice 1
PIMS Rejected Invoices i
Choices Invoices in Progress 2
Choices Invoices Submitted to ODA 1
Choices Invoices Received by QDA 5
Choices  Invoices with Remittance Advice 3

b) Invoice Views Available — PIMS and Choices

Invoices Received by ODA — Displays invoices received by ODA PIMS/PASSPORT system.

Invoices Submitted to ODA — Displays invoices sent to ODA PIMS/PASSPORT, but not
acknowledged as received.

Invoices Under Review — Displays invoice under review by an ODA agent or a process. No
remittance available.

Invoices Under Review with Remittance Advice — Displays invoices under review by an ODA
agent or a process. Remittance advice available for a portion of the invoice.

Invoices In Progress — Displays invoices in progress—not submitted to ODA. The user is able
to select an invoice and make edits and changes. Invoices stay in progress until submitted.

Invoices with Remittance Advice — Displays invoices paid with remittance advice available in
DDE. The data is generated from the remittance advice report in PIMS.

Rejected Invoices — Displays invoices rejected in full by case manager.
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16. Invoice Status Views (cont’'d.)
c) Filter the List — Submitted Invoices only

(1) Click Invoice Status drop down arrow and select an Invoice Status to be viewed.
NOTE: This filter does not apply to Invoices in Progress.

Invoice Status | invoices Received by ODA vl

Invoices in Progress

| Invoices Submitted to QDA
[mvoices Received by QDA
Imvoices Under Review
Imvoices Under Review with Remittance Advice
Invoices with Remittance Advice

| Rejected Invoices

(2) Click the Calendar icon to display the calendar.
(3) Select a date.
i. Click the forward/back icons to go forward/back a month
ii. Or click the drop down arrow next to the month or year to change the month or year.

iii. Select a date. (Click Close to close the dialog box without changing the date.)
©3 https://dde.age.ohi... |Z||E|E|

Done dde.age.ohia.gov

(4) Click Go. A filtered list will display based on the date selected. Filter Result Example:
Invoice Status | Invoices Received by ODA v |

Filter the List Below to Only Show Invoices Submitted After:
| Does not apply to Inveices in Progress )

-

m

1-3

123456 108951085 | BetterLiving Medical Supplies F600.00 1pdennis 29-FEB-08
111111111 108951085 = BetterLiving Medical Supplies $1,000.00 1pdennis 29-FEB-08
112331 108951085 | BetterLiving Medical Supplies $550.00 Tpdennis Z9-FEB-0&
1-3

(5) Click a column heading to sort data in ascending or descending order.

(6) Click an invoice number to view the details or to finish an invoice in progress.
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17.Reports

e The PAA Administrator and PAA Operator Roles can display all Passport and Choices invoices and
Choices Provider List for their site. The PAA Administrator and PAA Operator Roles must work on
behalf of a provider to display the Consumer List, Services List and to Download EDI reports. The
PAA Administrator can view usage stats.

e The Fiscal Intermediary Role display is limited to Choices reports and Choices consumer, service
and provider lists.

e The Provider Operator Role display is limited to their authorized location(s).

e The Provider Operator Reports Only Role display is limited to Download EDI Reports for their
authorized location(s).

. . Choices Download
Reports Screen Ilr;;/o:)cr? Coanigtm & Selr_\i/;(t:es Provider EDI Lﬁ':?se
P List Reports

PAA Administrator X X X X X X
PAA Operator X X X X X
Fiscal Intermediary X X X X
Provider Operator X X X X
Provider Operator X

Reports Only

a) Invoice Report

(1) Click Reports. A list of invoices displays showing Invoice Number, Provider name, Provider
Location ID, Status, Inv Received Date, Details Lines and Invoice Total. The options available
on this screen are based on your role in DDE.

- | INVOICES | REPORTS [ [FMAINTENANCEY] WORK AS MY

|___mvorcereport 1| | | |

Your session will expire in 00:59:37

T

VWelcome odaadminpaa, you are registered as an ODA Administrator wi

1-7

(2) Click a column heading to sort data in ascending or descending order.

062009 Halsom Home Care 412207 | REMIT wWERR 09-JUL-08 16 55,404.49
012009 Halsom Home Care 412207 REMIT 04-FEB-09 21 53,352.64
022009 Halsom Home Care 412207 REMIT 07-MAR-09 17 56,207.64
32009 Halsom Home Care 412207 REMIT 07-AFR-09 26 $6,965.39
042009 Halsom Home Care 412207 REMIT 06-MAY-09 19 52,572.15
052009 Halsom Home Care 412207 REMIT 04-JUN-09 21 54,066.94
072009 Halsom Home Care 412207 | Rcvd by ODA 06-AUG-09 2z 54,654.31

1-7

(3) The first 30 rows displays. Click Next to display the next 30 rows. Click Previous to go back 30

rows.
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17. Reports (cont’d.)
a) Invoice Report (cont'd.)
(4) Search for an Invoice:

i. Enter search string in the Search text box. Invoice Number, Agency, Location ID, Status
and Received Date are searched.

ii. Click Search. The results of the search display. Click Reset to display the entire list and
clear the text box.

Select an Invoice to View
Search |cam

1-7
1 Carriage Court Grove City 175447806 | Rcvd by ODA 18-MAR-08 54 $0.00
D42PRIN Carriage Court Lancaster 175451420 | Revd by ODA 20-MAR-D8 29 $0.00
02 Carriage Court Lancaster 175451420 | Revd by ODA 20-MAR-08 58 $0.00
01 Carriage Court Lancaster 175451420 | Rcvd by ODA 20-MAR-08 29 $0.00
025 Carriage Court Lancaster 175451420 | Revd by ODA 20-MAR-08 29 30.00
15 Carriage Court Lancaster 175451420 | Rcvd by ODA 21-MAR-08 20 $0.00
0001 Carriage Court Hilliard 175442317 | Rcvd by ODA 31-MAR-D8 5 $0.00
1-7

iii. Select an invoice to display the Invoice information, Details Lines and to Generate a
Coversheet. Click the browser’s back button to go back to the Invoice Report List.

(5) Status Column displays current status of the invoice.
= Rcvd by ODA - Invoice received by ODA PIMS/PASSPORT system.

= REMIT — Invoice was submitted and adjudicated in PIMS. A Remittance Advice (RA) was
created and available for download on the Download EDI Reports page. The Download EDI
Reports page displays reports available for download for the last 90 days.

= REMIT W/ERR - Invoice was submitted to PIMS and a RA was created, but at least one
billable was adjusted or denied during adjudication. To find adjusted or denied claim,
download the RA report (for the invoice in question) from the Download EDI Reports page.
The Download EDI Reports page displays reports available for download for the last 90
days.

= SUBMITTED - Invoice sent to ODA PIMS/PASSPORT, but not acknowledged as received.

= WIP (Work in Progress) — Invoice in progress, but not submitted to ODA. User is able to
select and edit invoice. Invoices stay in WIP until submitted.

b) Consumer List — PASSPORT or Choices

(1) User is logged in as Provider Operator, Fiscal Intermediary or a PAA Administrator/PAA
Operator working on behalf of a Provider Operator to view the Consumer List.

(2) Click Consumer List. A report of Consumers specific to the location ID will display.
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17. Reports (cont'd.)
b) Consumer List — PASSPORT or Choices (cont'd.)
(3) Show Passport Consumers: The “Show Passport Consumers” is selected by default and

Passport Consumers display. Consumer Name, Consumer No., Address, City, State and Zip

displays.
)
)

Work as a Provider

>3

Asakir Medical Transportation, Location ID 77101852 in PAAG Go

15 =

>

Consumer Name Consumer No. Address City State  Zip
Trevor, Ron C. 565924 |5371 Lerbee Ave. Reynaldsburg OH
Willie, Adam T. 201141 5351 Robin Blvd. Columbus oH 43229

(4) Show Choices Consumers: Click “Show Choices Consumers” to change the list of consumers
displayed. Consumer Name, Consumer No., Address, City, State and Zip displays.
O
&)
Work as a Provider

ko

Consumer Name Consumer No. Address City State  Zip
Acroon, Shari L. 831463 | 2132 Stulliver Ave. Columbus
" Audelle, Robert I. 1618 3731 Cherry Ridge vinton

(5) If no consumers are found, the system will display: No Consumers found for this Agency.
(6) Click a column heading to sort data in ascending or descending order.

(7) The first 15 rows displays. Click Next to display the next 15 rows. Click Previous to go back
15 rows. Click Row to display up to 10,000 rows.

(8) To download the report, click “Click here to download your Consumer List to a
spreadsheet as a CSV file.” CSV = Comma Separated Values. Follow the browser’s
download instructions to open with Microsoft Excel or save to Disk.
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17. Reports (cont’d.)
c) Services List —- PASSPORT and Choices

(1) User is logged in as Provider Operator, Fiscal Intermediary or a PAA Administrator/PAA
Operator working on behalf of a Provider Operator. Services for Choices displays for
Choices Provider Operators, Fiscal Intermediary and PAA Administrator/PAA Operator Roles.

(2) Click Services List. A report, specific to the location ID, of Passport and/or Choices Services
listing the Service Code and Description will display.

Services List (Passport)

Location ID by PAA

Row Count | 1% L

1-15 HNext &
_ |
S5100U4 | PASSPORT - Enhanced ADS - 15 min
S5100UALM | PASSPORT - Intensive ADS - 15 min
S5101U4 | PASSPORT - Enhanced ADS - 1/2 day
S510MUALZ | PASSPORT - Intensive ADS - 1/2 day
S2101UEB | Choices - Enhanced ADS - 1/2 day
S5102UA | PASSPORT - Enhanced ADS - day
S8102UAU3 | PASSPORT - Intensive ADS - day
2351028 | Choices - Enhanced ADS - day
S513004 | PASSFORT - Homemaker
S5135UAUS | PASSPORT - ILA - Travel Attendant
S5160U4 | PASSPORT - ERS Installation
S5161UA | PASSPORT - ERS Rental
S5161UE | Choices - ERE Rental
S5162UA | PASSPORT - ERS Device
SE170UA | PASSPORT - Home Delivered Meals
Click here to download your Services List to a spreadsheet as a C5V file

Services List (Choices)

L
T2025UBUZ | Choices - HCAS:
T2025UBU3 | Choices - HCAS: Hour unit
Click here to download your 5ervices List to a spreadsheet as a C5V file

(3) Click a column heading to sort data in ascending or descending order.

(4) The first 15 rows displays. Click Next to display the next 15 rows. Click Previous to go back
15 rows. Click Row to display up to 10,000 rows.

(5) To download the report, click “Click here to download your Services List to a spreadsheet
as a CSV file.” CSV = Comma Separated Values. Follow the browser’s download instructions
to open with Microsoft Excel or save to Disk.
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17. Reports (cont’d.)
d) Choices Provider List

(1) User is logged in as Fiscal Intermediary, PAA Administrator or PAA Operator to view the
Choices Providers List.
(2) Click Choices Provider List. A report of Choices Providers listing the Location ID, Name,
Address, City, State and Zip will display.
Choices Providers
searcn | Search | Glear

Row Count 1% b

1-15 Next &
g | | |
412545 | Heritage Health Care Senvices-Toledo | 5640 Southwyck Blvd, Suite 203 | Toledo OH 43614
412713 | Almost Family 2121 Bethel Rd., Suite C Columbus OH 43220
Click here to download this report as a CSV file
1-15 Next &

(3) Click a column heading to sort data in ascending or descending order.

(4) The first 15 rows displays. Click Next to display the next 15 rows. Click Previous to go back
15 rows. Click Row to display up to 10,000 rows.

(5) To download the report, click “Click here to download your Services List to a spreadsheet
as a CSV file.” CSV = Comma Separated Values. Follow the browser’s download instructions
to open with Microsoft Excel or save to Disk.

e) Download Electronic Data Interchange (EDI) Reports

(1) User is logged in as Provider Operator, Provider Operator Reports Only or PAA Administrator/
PAA Operator working on behalf of a Provider Operator. Fiscal Intermediary role cannot
download EDI reports.

(2) A table of reports available for download for the last 90 days will display.

(3) Reports are in PDF format and Adobe Reader is needed in order to open the file. If Adobe
Reader is not installed, click Get Adobe Reader to download and install the latest version of
Adobe Reader on your operating system.
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17. Reports (cont'd.)
e) Download EDI Reports (cont'd.)
(4) Click Download EDI Reports. A table of reports available for download for the last 90 days

will display.
INVOICE REPORT CONSUMER LIST SERVICES LIST DOWNLOAD EDI RERORTS
Your session will expire in 00:59:56 Welcome 1cbrickner06, you are logged on and working &

ACARE Home Health, Location 1D 1032976 in PAA T

(I scach | Clear

33

Time Stamp Invoice ID -or- Filename Report Type -
2008/02M11 1416 | 01/31/2008 Activity Summary
2008/02M1114:16 = 1231078 Claim Acknowledgment
2008/031015:15 | 013120088 Remittance Advice
2008/03M1015:15 | 022908 report total:
2008/04/1015:58 | 03042008
2008/04/1015:58 | 02292008A

Invoice ID - RA Filename
2008/041809:23 | 022020084 - RA149846755.pdf
2008/04M18 09:23 | 03042008 - RA149846755.pdf
2008/03M1017:23 | 013120088 - RA149839469.pdf
2008/03M1017:23 | 022908 - RA149839469.pdf
2008/03/02 1736 | 1231078 - RA149835897.pdf
2008/03/M02 1736 | 01/31/2008 - RA149835397.pdf

(5) Reports Available for Download

= Reports by Type (last 90 days) — Displays a scorecard of total reports available for
download for the last 90 days.

= Activity Summary — Status of report of invoices submitted.
= Claims Acknowledgment — Report of rejected claims.
= Remittance Advice — Remittance Advice reported generated from PIMS.
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17. Reports (cont'd.)
e) Download Electronic Data Interchange (EDI) Reports (cont'd.)
(6) Search for a Report

i. Inthe “Optional Search Criteria” text box, enter a search string that is contained in the
Invoice ID or Date timestamp.

Click Search. The results of the search will display.

N | Scorch. | Cleat

x>

Time Stamp Invoice 1D -or- Filename

2008/04M015:58 | 022920084

i

Date - Invoice ID - RA Filename

2008/04M8 0222 | 02292008A - RA1498467455.pdf

iii. Click Clear to clear the search text box and display all available reports.
(7) Open a Report

i. The reports are in PDF format. In order to open/view the report, Adobe Reader must be
installed.

i. Click Filename of the report.
iii. Follow the browser’s instructions to either Open or Save the report.
f) Usage Stats

The Usage Stats function is specific to the PAA Administrator Role. This function is covered in
detail in the PAA Administrator Role User Maintenance Manual.
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18.Maintenance
a) Change My Password

(1) Click Maintenance. The Change My Password screen appears.
Change my Password

To change your password

* Enter your current passwaord

* Enter your new password

* Confirm vour password

* Hit enter or click "4pply Changes

You are about ta change the password for . Gvkorteprav

B Old Password
E Hew Password

B Confirm Password

(2) To change your password:
i. Enter current password.
i. Enter new password.
iii. Confirm password.
iv. Click Apply Changes. Click Cancel to cancel change password request.
b) Change My Email Address
(1) Click Maintenance.
(2) Click Change My Email Address.
Change my Email Address

To change vour email address of record
* Enter your new email address

* Confirm vour email address

* Hit enter or click "Apply Changes

You are about ta change the email address for : Gvkorteprov

1 oid Email oda_isd_helpdeski@age.state.oh.us
=1 New Email
1 confirm Email

(3) To change your email address:
i. Enter new email address.

ii. Confirm email address.

ii. Click Apply Changes. Click Cancel to cancel the change email address request.

Page 32 of 33 Created by The Ohio Department of Aging, 02/26/2010, Rev. 8



Direct Data Entry (DDE) User Manual

18. Maintenance (cont’d).
c) Research Assistant
e Research Assistant function is specific to the PAA Administrator and PAA Operator Roles.

e Use the Research Assistant tool to display a list of all Service Codes, including Service Begin
and End Date, the Consumer has on file in the DDE application as of the current day.

e Datais based on the information the consumer has on record in PIMS.

e Changes/updates made in PIMS for a consumer will be reflected in the DDE system the
following day. Updates from PIMS to the DDE system are made nightly.

(1) Click Maintenance
(2) Click Research Assistant.
(3) Click the List Box icon to the right of the Client Number text box.

(4) Inthe Search dialog box, enter a consumer number and click Search.

D https://dde.age.ohio.g... E@E|
655249 | Search || Close |

ANTHONY, ERIN>655249

Done dde.age.ohio.gov oy

(5) Select Consumer’s name. The dialog box will close and the client name and number will
appear in the text box in gray text.

(6) Click Go.
Client Mumber | ANTHONY, ERIN >655249 =

(7) Inthe “Consumer does not appear...” section, click orange much greater than icon
to display the details of the query.

[ does not appear in LOV for invoice entry : 13

A"Client Number" must be specified

This is alist of all the Senvice Codes the Consumer has on file inthe DDE as oftoday. The "End Dates™ are included. Most times there is not an active service plan for
this consumer for the location 10 reporting the issue.

Consumer Name And ID: ERIN ANTHONY, Client No. 655249

'y
5512104 PASSPORT - Chore 17-MAY-06 17-MAY-08 48061376 Project Wark
S5121UA PASSPORT - Chore 13-DEC-07 13-DEC-07 48061378 Project Waork
5512104 PASSPORT - Chore 17-MAY-06 17-MAY-08 48061376 Project Wark
S5161UA PASSPORT - ERS Rental 01-MOV-05 30-JUN-08 13541189 ADT/Companion Service
55161UA PASSPORT - ERS Rental 01-JUL-06 3-0CT-06 13541189 ADT/Companion Service
S5161UA PASSPORT - ERS Rental 01-MOV-04 3-0CT-05 13541189 ADT/Companion Service
55161UA PASSPORT - ERS Rental 01-MOV-07 31-0CT-08 13541189 ADT/Companion Service
S5161UA PASSPORT - ERS Rental 01-JUL-07 3N-0CT-07 13541189 ADT/Companion Service
55161UA PASSPORT - ERS Rental 01-MOV-08 30-JUN-07 13541189 ADT/Companion Service

(8) Click a column heading to sort in ascending or descending order. It may be necessary to click
the orange much greater than icon again to display the details of the query.

d) User Maintenance and Email Lists

User Maintenance and Email Lists functions are specific to the PAA Administrator Role. These
functions are covered in detail in the PAA Administrator Role User Maintenance Manual.
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