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Disclaimer
The content found in this document is intended for staff using the OR PTC DCI system.

Authorizations

Authorizations Overview

An authorization is like a voucher. It is an entry in OR PTC DCI representing an allotment of
units from a funding source to provide a service to a consumer. An authorization is for one
service code, consumer, and provider combination.

Authorizations set up by ONGO in the Mainframe will be sent over every two weeks. You can
find the ONGO dates on the HCW Payroll Calendar. These are the dates the authorization will be
pushed to OR PTC DCI for a given pay period. New authorizations are created in OR PTC DCI in
real time as they are created in the Mainframe.

Local Office Staff Responsibility with Authorizations:

e Those with the Authorization Admin Permissions responsible for vouchers in DHR: Will
only be responsible for editing already existing authorizations. Any time a voucher is
voided and re-issued, staff will need to edit the OR PTC DCI authorization(s) to match the
changes and new voucher number.

e Those without the Authorization Admin Permissions: Will only need to know how to view
authorizations to help troubleshoot or monitor a service plan.

Components Needed for Provider Time Entry

OR PTC DCI requires the following data elements to be in place before a provider can enter time
for services provided to a consumer:

¢ Funding Account: A funding account links a service code to a consumer.

e Service Account: A service account links a provider to a specific consumer and service
code.

e Authorization: Authorizations are like “deposits” into the funding account. The
authorization contains the same information as the current paper voucher: date the
authorization starts and ends, number of hours and miles the service plan is approved for,
and provider.

A consumer needs a separate funding account, authorization, and service account for each type
of service (hours or miles) and each provider.

Only the PTC Support Team will create and edit funding accounts and service accounts.
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Below is an illustration of data hierarchy which gives providers the ability to enter their time.

Consumer |:>

Complete
Consumer

and Provider

Funding Account

(for each type of
service and each

|:> Provider)

Service Account Relationship
(for each type of

service and
each Provider)

How Authorizations are Created

Authorizations are created in OR PTC DCI automatically when a voucher is created in Mainframe
if the consumer and provider are already linked in OR PTC DCI.

e Ifavoucheris set up via ONGO, the authorization is created at the same time as the
voucher. ONGO creates new, future vouchers every two weeks.
e [favoucher is created manually, the authorization is created in real time in OR PTC DCI.

Viewing Authorizations

Users with a Supervisor role with or without the Authorization Admin Permissions can see
authorization information from multiple sources:

Staff with the Authorization Staff without the Authorization
Admin Permissions Admin Permissions
Authorizations Limited authorization Limited authorization information for
Widget on the information for all pay periods  all pay periods

Dashboard

From the Full authorization information Limited authorization information
Consumer’s and get a permission error if attempt
Profile to click into the authorization

Authorization Full authorization information Full authorization information
Entries Report

AU oe 2 G) LN Full authorization information Cannot Access

Note: Full authorization information includes items such as the voucher
number, initial balance, remaining balance, start and end dates, etc.

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 3
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Viewing Authorizations - Authorizations Widget

The first way is by using the Authorizations Widget on the Home Screen.

Type in the client (consumer’s) name and a date. Click search to see all authorizations this
consumer has that contain the specific date you entered.

" -
. gl HOME AUTHORIZATION REPORTS
ST Ca e

ASE WORKERS

[GROUP SERVICES
ARENTING PROGRAMS
[FUARDIANS

OST CENTERS

ENDING ENTRIES (41)

Scooby Doo - PrimeNumbert( x 02/10/2023

Authorization for Client: Scooby Doo

Total Hours:

Client Total Hours Per Week

Authorizations

Search

Help@ sally.brown &

0.00

Service Code Start Date End Date Initial Balance Remaining Balance Pre Authorizations Holds Current Available Ba
Hourly ADL/IADL-1 | 01/29/2023 02/11/2023 20.00 0.50 0.00 0.50
Mileage-1 01/29/2023 02/11/2023 10.00 10.00 5.00 5.00
L3
. Back to Top
ps://orptetraining.dcisoftware.com/Home/Dashboard e i 1
. . . . )
Viewing Authorizations — From the Consumer’s —— Client Detalls - Scooby Doo
Profile ACCOUNTS

The second way is from the consumer’s
profile.

1. From the client (consumer’s) profile,
scroll down until you see the Entries.

2. From the Select Type dropdown, select
Authorization.

3. Optional: Enter From and To dates for
which the authorizations shown will
start and end.

4. Click Search.

5. This will show all authorizations for
this consumer in the system. You can
use the service code to determine
which provider the authorization is for.

Staff - Authorization Management Guide

PROFILE CERTIFICATION

CLIENTS

EMPLOYEES

RESIDENTIAL PROGRAMS

DAY PROGRAMS

CASE WORKERS

GROUP SERVICES

PARENTING PROGRAMS

GUARDIANS

COST CENTERS

PENDING ENTRIES (72)

Basic Demographics

Client Id:

Address:

GNIS:

Phone:

Email:

Date of Birth:

SSN:

Allow SSN Retrieval:

Mo. of Funding
Accounts:

No. of Service
Accounts:

Status:

Entries Accounts

History

PrimeNumber98765

123 Smith Ln
Hermiston, OR 97838-0000

41-059-1167708

(541) 567-1234
Scoobydoo23@gmail.com
Mar 27, 2000
BEE-EREEEE Show

No @

2

2

Active

Certifications EVV Locatior

Proprietary and Confidential: Do Not Distribute
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Entries Accounts Certifications EWV Locations Diagnosis Notes Attachments Events Custom Fields
History
From (MM/DD/YYYY) = To (MM/DD/YYYY) =] Type Punch Id Select Type v
Select Type 2
Type Service Code Type Employee Name Select Account Type s = Tea]
[ Authorization
Select Status v e
Attendance
, [#) Export
Entries
Showing 2 out of 2 records
Id ¥ Service Type Service Code Cost Employee /Program Ref. Amount Unit Status EWW
Date Center Name Type
Authorization  Mileage-1 Hermiston 0.00 Miles Approved  N/A
1 APD-EU -

3013-EU

Authorization Hourly ADL/IAD  Hermiston 0.00 Hourly Approved  N/A
2021 -1 APD-EU -
3013-EU

6. If you have the Authorization Admin Permissions, click on the Id of an authorization to see
more information.
7. This will show all authorization information including:
a. Start and end date of the voucher
Initial Balance for the voucher
Remaining Balance
Pre Authorization Holds
Voucher Number
Provider Number

S
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Authorization Detail - Scooby Doo/ Scooby Doo # Actions
Authorization Details Account Details/ Service Account
Start Date: Aug 29, 2021 Account Id: 917
End Date: Sep 11,2021 Account Type: Hourly
Expiration Date: Sep 15, 2021 Client: Scooby Doo
Initial Balance: 35.00 Service Code: Hourly ADL/IADL-1
Remaining Balance: 35.00 Portal Signoff: TRUE
Pre Autherizations 0.00 Funding Type: Units
Holds:

Funding Source: APD
Monthly Max: 35.00

Weekly Max: 35.00
Daily Max: 35.00
Billing Rate: 0.00

Cost Center: Hermiston APD-EU
Unit Type: Hourly

Status: Active

Billing Unit: Hourly

Authorization ID VoucherNumber123
Reference:

Authorization ID HCWProviderNumber
Reference 1:

Non Billable: No
Billing Hold: No

Status: Approved
Approved By:
Created Date: Aug 31, 2021

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 6
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Viewing Authorizations — Authorization Entries Report
The third way is by viewing the Authorization Entries Report:

1. Click the Reports tab.

2. Select Authorization Entries Report from Authorization Reports.

3. Enter Search information, check Include Ended Authorizations, and Click Search.
4. Review the results below.

Note: If you do not have the
Authorization Admin Permissions, this
report is the only way you can see full
details about an authorization.

il |
Dgl HOME | REPCRTS
/-

DASHECARD Reports f Authorization Reports 7 Authorization Entries Report

CORRERORT thorization Reports - Authorization Entries Report

Gmby Doo x

AUTHORIZATION REPORTS

Type Funding Source Name Select Account Type v

MANAGEMENT REPORTS

PAYROLL REPORTS

BILLING REPORTS

PROFILE REPORTS

Type Service Code

Type Region Name

O Include Future Authorizations

Type Cost Center

O Include Ended Authorizations

CutCit Date(MM/DDMAYYY)

O Include Discharged Clients Authorizations

FUNDING ACCOUNT O Include Rejected Authorizations

OR PTC

REPORTS

SETTINGS REPORTS \ Razsl m

EV\ REPORTS

TRAINING REPORTS [# Download

Showing 2 out of 2 records
AUDITING SYSTEM
ACTIVITY REPORTS Authori... Client Name Service Code Cost Center Region Authorization |... | Authorization [... | Authg
1099 Scooby Doo Mileage-1 3013-EU VoucherNumber HCWProviderNu...

BUSINESS RULES REPCRTS 1097 Scooby Doo Hourly ADLIA... | 3013-EU VoucherNumber HCWProviderNu...
Viewing Authorizations — Authorization Tab = =
The fourth way is by viewing the authorization in DL%I HEME | S THOREADE | REFORES
the Authorization Tab. This method will be

. o s . Py DASHBOARD

covered in detail in the section Editing el Bashiboang
Authorizations. ENTRIES =
This tab is only available to those who have the G

Authorization Admin Permissions. If you have this

permission, you will see “Authorization” listed next to the Home tab.

Staff - Authorization Management Guide
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Editing Authorizations
Authorizations must be edited in both Mainframe and OR PTC DCI; first voided and reissued in
Mainframe and then edited in OR PTC DCI.

Authorization edits must occur when:

There is a need for a permanent switch in provider(s) during a pay period.
There is a need for a one-time switch in provider(s) during a pay period.
A consumer has multiple providers with varying hours.
An exception to increase a provider’s weekly cap was approved, resulting in a change to
the authorized hours.
A change/update in an authorization is needed such as:
o Change in hours
o Change in mileage
o Change in end date

Only users with the Authorization Admin Permissions will be able to edit an authorization.

When an authorization edit is required, the following process must occur in Oregon Access
and/or Mainframe:

Complete (fill out, sign, and print) required forms (546SF, 546N, or 546PC) if this form is
applicable to your office.

Create and distribute a 598-task list.

Narrate in OA the 546 information.

Void the current voucher(s) and create a new voucher(s) in the Mainframe.

*For permanent change in provider, end the current ONGO and create a new ONGO with
the new information.

Note: If there are existing authorizations for both hours and mileage, then both
authorizations will need to be updated. You need to make sure the voucher
number is updated on both.

Note: See 1.1.4 Change in Authorizations, 1.1.2 Provider Switches During Pay Period
Permanently, or 1.1.3 Provider Switches During Pay Period Temporarily for more
details.

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute
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How to Edit an Authorization
1. Click Authorization at the top of the screen.
. Click Authorizations on the left.

Note: If the search shows more
than one consumer with the
same name, you can filter by

2
3. Enter the consumer’s name and click Search.
4

. Click on the authorization you need to edit. To the
right of each authorization in the Authorization ID Reference column, you will see the
voucher number. You can use this to identify the authorizations you want to edit.

adding your cost center.

g ]
D gl HOME | AUTHORIZATION | KEPORTS Help@ sally.brown &
/.
AUTHORIZATIONS ethorizaton / Authorizations
PENDING i i
AUTHORIZATIONS (0) Uthomzat‘ons
FUNDING ACCOUNTS f
From (MM/DD/YYYY) = To (MM/DD/YYYY) = Type Entry Id
PENDING FEES AND
ADJUSTMENTS Scochy Doo Type Service Code nitial Balance
CLIENT FEES AND Type Cost Center Select Status v Type Authorization ID Reference
ADJUSTMENTS
K Reset
Export
Showing 9 out of 9 records
Id Start Date End Date Client Service Code Funding Type  Bill Rate Cost Center ~ Remaining Holds Authorization ID
Balance Reference

2123 Aug 14,2022 Aug 28, 2022 Scooby Doo Hourly ADL/IADL-1 Units 0.00 0511-EU 30.00 8.00 2022845845

1989 Jun 26, 2022 Jul 09, 2022 Scooby Doo Mileage-1 Units 0.00 0511-EU 9.00 0.00 8529648653

1983 Jun 26, 2022 Jul 09, 2022 Scooby Doo Hourly ADL/IADL-1 Units 0.00 0511-EU 24.75 657 8529648653

2022 aEa02 o nLaan " a0 ann ~nn leerroara
22022 2020 Gaaoby Doo ADLIAD U o 700 £6a957

Staff - Authorization Management Guide
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5. Click Actions in the upper-right corner.
6. Click Edit Authorization to open Edit Authorization window.

Authorization / Authorizations / 1983

Authorization Detail - Scooby Doo/ Hourly/ 1983 Bigoe
New Note
Authorization Details Account Details/ Service Account
New Attachment
Start Date: Jun 26, 2022 Account Id: 860 Renew Authorization
End Date: Jul 09, 2022 Account Type
Expiration Date: Jul 13, 2022 Client: Scooby Do Rate Change
Initial Balance: 25.00 Service Code: Reject Authorization
Remaining Balance: 24.75 Portal Signoff: )
Pre Authorizations Holds: 6.57 Funding Type: Units HEE SRt
Monthly Max: 25.00 Funding Source: APD Edit Custom Field Values
Weekly Max: 25.00 Cost Center: St Helens APD-EU

7. Enter the Voucher Number from Mainframe into the Authorization ID Reference.

8. Verify the provider number is correct in the Authorization ID Reference 1. If it does not
match, verify this is the correct authorization. You should never edit the provider number.

9. Verify date of authorization.

Edit Authorization

Cost Center: | St Helens APD-EU

Authorization ID 8529648653

Reference:

Authorization 1D ProviderMumber00010
Reference 1:

Authorization ID Authorization |D Referen

ol
m

Reference 2:

Authorization 1D Authorization ID Reference 3

Reference 3:
Authorization ID | Authorization ID Reference 4

Refarence 4:
Authorization ID Authorization ID Reference 5

Fefarence 5t

Date: 06/26/2022 = 07/09/2022 =

Expiration Date: | 07/13/2022 =

Note: The Expiration Date
eibility Code should not be changed.

El

ibility Code:

o
m

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 10
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10. Initial Balance, Monthly Max, Weekly Max and Daily Max will be the number of hours or
mileage approved (they will all be the same number).
11. Click Save.

Eligibility Code:
Billing Unit: Hourly o
nitial Balance: 25
Monthly Max: 25
sekly Max: | 25
Daily Max: 25
Billing Rate: 0.00

Mazx Daily Billable Units:

Note: When a new voucher number is

Nen billable: [ Yes created in Mainframe, make sure to enter the
Hide Initial Balance: [J Yes new Voucher Number in OR PTC DCI in the
Billing Hold: O Yes @ No Authorization ID Reference field!
1

12. Click Yes on the Confirmation Alert.

Alart

I AlerT

| Are you sure you want to Update Authorization for Scooby Doo for '
25 Hours for Hourly ADL/IADL-1?

5|

4
My
U

i

Note: If you just updated the hourly authorization, you must
now update the mileage authorization (even if the miles did not
change) so the voucher number matches and vice versa.

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 11
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Splitting Vouchers

You may need to split a voucher if the number of hours a provider is authorized for a given
consumer changes in the middle of a pay period. To split a voucher, follow the steps outlined
below:

1. Void the original voucher in Mainframe. Put the voucher in ‘10’ status in Mainframe.

2. Edit the existing authorization(s) in OR PTC DCI, so it ends on the desired date. (If doing a
split voucher period). This means, edit the hours and mileage down to match what the
new amounts should be and change the end date for both the hourly and mileage
authorizations. Editing the original authorization(s) end date in OR PTC DCI before
creating the new voucher in Mainframe will prevent the system from thinking there are
overlapping vouchers/authorizations. Make sure to update both the hourly and mileage
authorizations if both exist. To do this, follow the steps in How to Edit an Authorization.

3. Create the new vouchers in Mainframe.

Note: Make sure the prorated hours/miles on these two new vouchers are
properly divided and reflect entries already made by the provider if applicable.

4. Edit the authorization(s) in OR PTC DCI once more to update to the newly created voucher
number. Also verify that the hours/miles and end date are correct. Do not edit the
expiration date. If the voucher had both hours and miles, make sure you update both
authorizations, so the voucher number and end date are correct. To do this, follow the
steps in How to Edit an Authorization.

5. Confirm the authorization information has properly been updated/created in OR PTC DCI
and ensure both vouchers/authorizations match between Mainframe and OR PTC DCI.

Note: If you are splitting a voucher and there are already entries against the
authorization, there are more steps.

¢ In addition to step two above, cancel/reject any entries against the
authorization for after the new end date.

o After step five, re-enter all entries you canceled/rejected. Use Reason Code
Staff-Other.

Process and Reasons for Rejecting Authorizations
In situations where there is no time logged on the authorization, follow this process:

e Authorizations must be rejected (ended) in both Mainframe and OR PTC DCI.
e Ongoing authorizations may be ended.

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 12



Staff - Authorization Management Guide

e Outstanding vouchers (time not already worked and not submitted for payment) can be
voided.
e Follow local/central office procedure to narrate and complete any necessary forms (546).

Authorization rejection reasons may include:

e Provider(s) credentials expired.

e Provider(s) terminated.

e Provider and consumer are no longer working together, and the provider did not/will not
work during that period.

Otherwise, do not reject the authorization. Follow your local office processes and procedures.

Rejecting Authorizations

An authorization can only be rejected if no entries have been created on the authorization. To
reject an authorization:

1. From the Authorizations Tab, click on Authorizations.

2. Use the search filters to find the authorization you wish to reject.

3. Click on the authorization. In the Authorization ID Reference column, you will see the
voucher number. You can use this to identify the authorizations you want to edit.

g -
D =3I HOJ BHORIZATION ~REPORTS Help@ sally.brown &
b
|| AUTHORIZATIONS Uthorization / Authorizations
PENDING i i
AUTHORIZATIONS (0) /—\uthOI’IZ&}IIOﬂS
FUNDING ACCOUNTS '
E = -
T | =
PENDING FEES AND
ADJUSTMENTS Scooby Doo
CLIENT FEES AND Type C e Select Status v
ADJUSTMENTS
R Export
Showing 9 out of 9 records
Id Start Date End Date Client Service Code Funding Type  Bill Rate Cost Center  Remaining Holds Authorization ID
Balance Reference
2123 Aug 14,2022 Aug 28, 2022 Scooby Doo Hourly ADL/IADL-1 Units 0.00 0511-EU 30.00 8.00 2022845845
1989 Jun 26, 2022 Jul 09, 2022 Scooby Doo Mileage-1 Units 0.00 0511-EU 9.00 0.00 8529648653
1983  Jun 26, 2022 Jul 09, 2022 Scooby Doo Hourly ADL/IADL-1 Units 0.00 0511-EU 24.75 6.57 8529648653
1968  Jun 12, 2022 Jun 25, 2022 Scooby Doo Hourly ADL/IADL-1 Units 0.00 0511-EU 9.00 7.00 voucher568951

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 13
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4. Click Actions.
5. Select Reject Authorization.

£+ Actions I
What if an authorization was made in error but there are

M Mot
already entries in the system against the authorization? S

Mew Attachment
e Void the voucher in Mainframe.
e You will not be able to reject the authorization.
e Instead, you must cancel all entries on the authorization Rate Change
that were inaccurate. Reject Authorization
e Once all entries are canceled, follow the steps discussed in
How to Edit an Authorization to edit the authorization.

o Change the end date on the authorization to match
the begin date and reduce the initial balance and
daily, weekly, and monthly max to 0.01.

¢ Ifsome entries cannot be canceled because they were valid, follow the steps to edit the
authorization.

o Change the end date on the authorization to match the date of the latest entry made
and reduce the initial balance and daily, weekly, and monthly max to the prorated
amount.

o For example, if the most recent entry is for July 1, 2021, change the end date of the
authorization to July 1, 2021.

Renew Authorization

=

Edit Authorization

Edit Custom Field Values

Funding Accounts

Who Creates a Funding Account?
The PTC Support Team creates all new funding accounts.

e The Agency is sending authorizations to OR PTC DCI through an automated interface. If a
funding account does not exist in the system, the authorization will fail. This authorization
failure notifies the PTC Support Team to create the appropriate accounts, including the
funding account. This process can take up to two business days.

e Ifit has been more than two business days (the day you created the voucher does not
count as a business day) and you notice the consumer still does not have a funding
account and profile, you should complete the Consumer/Provider Profile Maintenance
Form and email it to the PTC Support Team at PTC.Support@odhsoha.oregon.gov.

e Ifit has been more than two business days (the day you created the voucher does not
count as a business day) and you notice the consumer still does not have a funding
account and the consumer does have a profile, you should email the Consumer/Provider
Profile Maintenance Form with Consumer information part 1 and Provider information

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 14
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part 1 filled out to the PTC Support Team at PTC.Support@odhsoha.oregon.gov asking for
the funding account to be created.

Note: Please do not notify the PTC Support Team until waiting two business days after
the voucher was created in DHR (this step is completed after creating the service plan).
Please include the voucher number and voucher creation date on the form.

When is a Funding Account Created?
A Funding Account must exist in OR PTC DCI for every consumer, provider, and service code
combination.

A new funding account must be created when:

e A new consumer is approved for services and selected a provider.
e An existing consumer is receiving a new service.
e A consumer has hired a new provider in addition to their current provider(s), even for a

temporary change.
o See Business Processes 1.1.2 and 1.1.3 for Permanent and Temporary Switch in

Providers During Pay Period.

Note: If profiles, authorization, service, and funding accounts are not set up by the time
the provider starts working, the provider may need to create historical time entries.

Common Funding Account Edits
The PTC Support Team will complete all Funding Account Edits.

Edits to a funding account are needed for the following reasons:

e Consumer changes providers: The funding account will be edited to change the account
status to inactive once the previous provider has entered all their time.

e Consumer is no longer receiving the service: The funding account will be edited to change
the account status to inactive once the provider has entered all their time.

e Provider resumes working with a consumer: The funding account will be edited to change
the account status to active.

To request an update to a Funding Account, email the PTC Support Team at
PTC.Support@odhsoha.oregon.gov. The local office will never edit a funding account.

Staff - Authorization Management Guide Proprietary and Confidential: Do Not Distribute 15
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How to View a Funding Account from the Consumer’s Profile

1.
2.

Navigate to the consumer’s profile via the Clients tab.
Scroll down and click on the Accounts tab.

ENTRIES

ACCOUNTS

PROFILE CERTIFICATION

CLIENTS

EMPLOYEES

RESIDENTIAL PROGRAMS

DAY PROGRAMS

CASE WORKERS

GROUP SERVICES

PARENTING PROGRAMS

GUARDIANS

COST CENTERS

PENDING ENTRIES (56)

Client Details

Rasic Demographics

Client Id:
Address:

GNIS:

Phone:

Mobile Number:
Email:

Date of Birth:

SSN:

Allow SSN Retrieval:

No. of Funding
Accounts:

No. of Service
Accounts:

Status:

Entries Accounts

- AT Consumers

PRIMEQO123

221 Training Road
Beaverton, OR 97006-0000

41-067-0004551809112288688
(503) 222-3300

(555) 555-5555
PTCProject.info@dhsoha.state.or.us
Nov 03, 1953

###-##-##8#%  Show

No @

2

2

Active

ertifications

EVV Locations

Othe

Diagnosis

Notes

r Details

Cost Center:

Preferred
Language:

Username:
Client Status:

Authentication
Status:

Email confirm:

Mobile Number

Verified:
Photo Set:

Signature Set:

Enable Caregiver

Rating Emails:

Attachments

Actions

St Helens APD-EU

English

Al.Consumers
Active

Active

Yes

No

z

o

No

No

Events Custom Fields

w

You can use the search function to filter funding accounts associated with this consumer.
Funding accounts are labeled as Client Funding in the Account Type column.

Entries Accounts Certifications EVV Locations Diagnosis Notes Attachments Events Custom Fields
History
Select Account Type v Select Profile Type v Typ Type Funding Source
Type Service Code Select Unit v Active v
ACCOUHtS Showing 4 out of 4 records
Account Type a Profile Type Cost Center Funding Source Service Code Employee/ Client/ Unit Status
Program Name/
Vendor Name
Client Funding Client St Helens APD-EU - APD - Mileage Mileage-1 A1 Consumers Miles Active
0511-EU
Client Funding Client St Helens APD-EU - APD Hourly ADL/IADL- A1 Consumers Hourly Active
0511-EU 1
Employee Employee St Helens APD-EU - APD - Mileage Mileage-1 A1 Providers Miles Active
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Service Accounts

Service Account Overview
When does it need to be created?

e A new consumer is approved for services and has selected a provider.
e An existing consumer is receiving a new service.
e A consumer has hired a new provider in addition to their current provider(s), even for a
temporary change.
o See Business Processes 1.1.2 and 1.1.3 for Permanent and Temporary Switch in
Providers During Pay Period.

Who Creates a Service Account?

e The PTC Support Team will create the service account when they create the funding
account. If it has been more than two business days (the day you created the voucher does
not count as a business day) and you notice the consumer still does not have a service
account nor do they have a profile, you should complete the Consumer/Provider Profile
Maintenance Form and email it to the PTC Support Team at
PTC.Support@odhsoha.oregon.gov.

e Ifit has been more than two business days (the day you created the voucher does not
count as a business day) and you notice the consumer still does not have a service account
and the consumer does have a profile, you should email the Consumer/Provider Profile
Maintenance Form with Consumer information part 1 and Provider information part 1
filled out to the PTC Support Team at PTC.Support@odhsoha.oregon.gov asking for the
service account to be created.

Note: Please do not notify the PTC Support Team until waiting 2 business days after
the voucher was created in DHR (this step is completed after creating the service
plan). Please include the voucher number and voucher creation date on the form.

Indicators a Funding Account and Service Account Aren’t Set Up

If a consumer or provider say any of the following, you should check to ensure a funding account
and service account exist for the pairing:

e The provider tries to clock in and does not see the consumer on their client list.
e The provider or consumer cannot log in.
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How to View a Service TRIES
Account Client Details - Scooby Doo
. ACCOUNTS
Navigate to the consumer’s , ,
. . Basic Demographics
Client Details page. PROFILE CERTIFICATION
1. Verify consumer CLIENTS Client Id: PrimeNumber00010
information Address: 710 Dog Steet
' Salem, OR 97302-0000
. EMPLOYEES '
2. Scroll down and click NS 41.047 1167861
Accounts. RESIDENTIAL PROGRAMS Phone: (503)887-5234
3. Click on the service Email: scooby5687945doo@gmail.com
account you wish to DAY PROGRAMS Date of Birth: Mar 13, 1964
see the details for. R SSN: ###-##-###% Show
Allow SSN Retrieval: No @
GROUP SERVICES No. of Funding Accounts: 2
No. of Service Accounts: 2
PARENTING PROGRAMS Status: Active
GUARDIANS
S 2RI Entries Accounts Certifications EVV Locations
PENDING ENTRIES (147)
Select Account Type v Select Prg
Accounts
Account Type 4 Profile Type Cost Center Funding Source Service Code Employee/ Client/ Program
Name/ Vendor Name
Client Funding Client St Helens APD-EU - 0511-EU  APD - Mileage Mileage-1 Scooby Doo
Client Funding Client St Helens APD-EU - 0511-EU  APD Hourly ADL/IADL-1 Scooby Doo
Employee Service Employee St Helens APD-EU - 0511-EU  APD - Mileage Mileage-1 Shaggy Rogers
Employee Service Employee St Helens APD-EU - 0511-EU  APD Hourly ADL/IADL-1 Shaggy Rogers
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Multiple Providers
If a consumer has multiple providers, the consumer will have multiple authorizations with the
same service code, except for the number at the end of the service code.

For example, as shown Betty Boop has two different providers that will provide the same
services.

Notice that there are two different hourly service codes in the Service Code field: Hourly
ADL/IADL- 1 and Hourly ADL/IADL-2. The 1 and 2 distinguish which provider that service code
is associated with, this is used in the Authorization Tab and on the Authorizations Widget in lieu
of the provider’s name.

=3 R
ACCOUHJ[S Showing 4 out of 4 records
Account Type 4 Profile Type Cost Center Funding Source Service Code Employee/ Client/ Unit Status
Program Name/
Vendor Name
Client Funding Client St Helens APD-EU-  APD Hourly ADL/IADL-  Betty Boop Hourly Active
0511-EU 2
Client Funding Client St Helens APD-EU-  APD Hourly ADL/IADL-  Betty Boop Hourly Active
0511-EU 1
Employee Employee St Helens APD-EU-  APD Hourly ADL/IADL-  Phoebe Buffay Hourly Active
Service 0511-EU 2
Employee Employee St Helens APD-EU-  APD Hourly ADL/IADL-  Cookie Monster Hourly Active
Service 0511-EU 1

If you have a consumer with multiple providers that have varying hours, you must update the
authorization with each hours change. For more information, see 6.1.0 Business Process - Case
with Multiple Providers and Varying Hours.
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