Provider — Over Authorized Hours Errors

Purpose: This guide includes what error occurs when a provider tries to claim more hours
than they are authorized, what to do if they get this error, and how to prevent it.

Outcome: Provider understands what the Authorized Remaining Balance error means and
how to correct it, regardless of time entry method.

What happens when a provider goes over their authorized hours?

If a provider tries to claim more hours in OR PTC DCI than they are authorized to work for a
given consumer in a pay period, they will receive an alert with the Authorization Remaining
Balance error and the entry will be rejected, which will require additional steps from the
provider to resolve and be paid accurately and timely.

How to prevent entries from being rejected due to this error?

To prevent entries from being rejected due to this error, the provider should track the
Remaining Balance and ensure they are not claiming more than their Remaining Balance. Even
one minute over their authorized hours will result in this error. They can see their Remaining
Balance upon clock in for real-time or upon creating your historical entry (shown below). They
can also view their Remaining Balance at any time on the web portal via the Authorizations
Widget. See below for the steps needed to resubmit for each entry method type.

What does the Authorization Remaining Balance error look like on the mobile app and
how to fix it?
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the entry.” The alert will show Authorization Remaining Balance under the Business Rule
Name, which is telling you that you are over your authorized hours for the pay period.
Below this will be a button reading Cancel. The provider must select Cancel.

3. Upon selecting Cancel, a second alert will pop up which reads "The entry id [insert entry
id] has been rejected.” Below this alert will be a button reading Confirm. The provider
must select Confirm.

4. Selecting confirm will take the provider back to their dashboard. The entry will then be in
a rejected status. The provider will not be paid for this rejected entry. The provider must
create a historical time entry, with the reason code of Provider-other, that does not exceed
their authorized hours.

What does the Authorization Remaining Balance error look like on the landline and how
to fix it?

1. Atthe time of clock out, the provider will follow the same process as normal. This includes
entering the last four of the SSN, entering their PIN, and selecting yes for the attestation
statement (Time is correct. Falsifying may be Medicaid fraud).

2. After selecting 1 (one) for Yes to confirm the attestation statement, the provider will hear,
“This punch will be rejected, as there are not enough units or dollars available on the
authorization to support this punch. Please contact your supervisor. Thank you for calling
the Oregon Provider Time Capture system. Goodbye.” The system will then disconnect the
call. The entry will be in a rejected status and will not be paid. The provider will need to
create a historical entry that does not exceed the authorized hours to claim their time.

What does the Authorization Remaining Balance error look like on the web portal and
how to fix it?

After entering all entry information where the number of hours entered is greater than the
Remaining Balance, the provider selects Save. Upon
selecting Save, an Alert will pop up which reads, “Your
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make edits or cancel the entry.” Below the Alert, the Business Rule Name

business rule violation name(s) are listed. This will list Authorization Remaining Balance

Authorization Remaining Balance. Selecting Return

will return you to the Add New Entry screen where you
can edit the clock in and out times to make this entry be Return
within the authorized hours.
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What to do if this error appears while making a real-time entry and how to fix it?

If the provider sees the Authorization Remaining Balance error while making a real-time entry,
they will need to create a historical entry, with the reason code of Provider-other, that does not
go over their remaining balance. Remaining Balance means the number of hours out of their
total authorized hours they have not claimed. On the web portal this is called the Available
Balance.

To find out the Available Balance on the web portal:

1. After the provider logs into the web portal, they will be on their home page or dashboard.
Scroll down to see Authorizations in the middle of the page. This is called the
Authorizations Widget.

2. Begin typing the consumer’s name in the Type Client Name field. Once 3 or more
characters have been typed, a drop-down list will appear. Select the consumer’s name
from the drop-down.

Authorizations

[scoobv d x ] 6..-’2023 e

Scooby Doo - PrimeNumber00010

3. Select the Date of Service field. From the calendar,
select a date within the pay period in question.
For example, if the provider wants to know what 02/00/2023
thel.r Remaining Ba}ance is for the current pay ) cebruan] Dot of sence | ’
period, enter today’s date. Su Mo Tu We Th Fr Sa
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4. Select Search. s 6 7 s @0 1
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. . . 19 20 21 22 23 24 25 |°%€
period will appear. The Service Code shows 6 27 08 5 54
whether it is for hours or miles. CeTEET

6. The Current Available Balance for this period is
listed to the right of Pre-Authorizations Holds.

Authorizations

Service Code Fiart Date End Date Initial Balance Remaining Balance Pre Authorizations Held Current Available Balance

Hourly ADL/IADL-1 01/28/2023 02/11/2023 20.00 0.50 0.25 0.25

Mileage-1 01/29/2023 0211172023 10.00 10.00 3.00 5.00
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To find out the Remaining Balance on the mobile app:

e Before selecting Confirm Clock In, the provider will see

a clock in summary under the blue button. This
summary lists the Client Name (consumer), Service Client Name: Scooby Doo
Code, and Auth Remaining Balance. The item titled Auth iﬁiﬁ'é‘lﬁi.‘ﬁns e
Remaining Balance is the Remaining Balance the
provider has for this consumer for the current pay

period.
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To find out the Remaining Balance on the landline for real-time entries:

e During clock in, after confirming the consumer, selecting real-time punch, and selecting
the proper service code, the system will read the available number of hours for the
current pay period.

What to do if this error occurs while making a historical time entry and how to fix it?
If the provider receives the Authorization Remaining Balance error while making a historical
time entry, they will need to edit the number of hours they are claiming to be within their
Remaining Balance.
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To find out their Remaining Balance of hours on the web portal:

Add New Entry

e Use the Authorizations Widget as
described above. SN m

o After selecting Add Entry on the
dashboard and entering the

Employee Name: | Shaggy Rogers

AccountType: * | Hourly v
consumer’s name and service date, the
Remaining Balance field will populate. Cllent: || Scooby Doo - PrimeNumber00010 ”
The provider is not able to claim more sendeeteder® | HoumyAOLIADLA "
hours than what is listed here. This Service Date: * | 02/07/2023 =
field is highlighted in the screenshot to | s ssinee: 20
the right. chockine | oram B e B 5

To find out the Remaining Balance on a historical landline entry:

e After confirming the consumer, selecting historical punch, and selecting the proper service
code, the system will read the available number of hours for the pay period.
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