Financial Eligibility




Table of Contents

LESSON SCENARIO ...cieeeiieeisessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 2
UNDERSTANDING FINANCIAL ELIGIBILITY ..iiiiiiiiiiiiinsisnsinsssinssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 3
Single-Source Record for Client’s Financial Eligibility.........ccoeeiviiiiiiciiiiiee e, 3
WHO CAN PERFORM THIS FUNCTION? ...ccceeeeeeenmennmensnmnsnnsssssssssssssssssssssssssssssssssssssssssssssssssssssnssnnsnnnnns 4
IVIENU PATH 1oiiiiiiiiiiiiiiiniiiisisssisssissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 4
Financial Eligibility Tab PAge L......uueeiiiiieiiieiee ettt e e e e e trra e e e e e e e anrraaee s 4
Financial Eligibility TAb PABE 2.....coe ittt ettt e ettt e e e eare e e e 6
Guarantor Selection TAD PAge L.ttt e e e e et e e e e s s e saabae e e e e e s sennenns 6
Guarantor Selection Tab PAgE 2 ......ccocuiiii ittt et esate e e s e bre e e esnbaeeesanes 8
Financial FOrms for ClieNnt SigNatUre........c.ceeeecieee ettt e et e et e e e aae e e e e 10
Scan the Paperwork iNt0 AVAtar........occueeeiciieeciiee ettt e e s e e s avaeeesnreee s 11
Guarantor Selection Tab PAge 3 ... ... i e s e e e e e e 11
CUSTOMIZE Plan Tab cooceiiiicciicee ettt s se e e st e e e s sata e e s saraeesannreeeean 12
Policy Number OVerride Tab ..ot e e e e 12
EDIT FINANCIAL ELIGIBILITY INFORMATION ..ciiieiiieiisesssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnas 16
000l 1 {3 PP 19
APPENDIX—CONCEPT REVIEW ANSWERS....cceetreerreesmeermsemssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssses 21

San Mateo BHRS i Avatar for Administrators



vagey Financial Eligibility

In this lesson you will learn the steps
for recording guarantor billing sources
for a client. A guarantor is an expected
source of reimbursement for client
services.

You will also learn that you maintain a
single-source record for a client’s
financial eligibility by making any
guarantor modifications in Episode #1
and then linking all guarantor
information for subsequent episodes
from Episode #1.

Lesson Objectives

State the purpose of Financial Eligibility

Learn to enter guarantors in the Guarantor
Information table

Enter the correct order of guarantors

Understand how to maintain Episode #1 as
the client’s single-source record for financial
eligibility

Learn to link guarantor information from
Episode #1 into the current episode

Edit Financial Eligibility information
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LESSON SCENARIO

Benjie Morados is an administrator in a BHRS clinic. He recently admitted a new client,
and that client gathered the necessary information for Benjie to complete the Financial
Eligibility window. Benjie finds that the information that autofills in this window from
the admission saves a lot of time and that the dropdown lists and radio button choices
make it easy to quickly enter the data.

Benjie finds the Guarantor Information table in the Guarantor Selection tab to be a
convenient place to gather and review all guarantor information.

=, AVPMCONV (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility
File Edit Favorites Awakar PM Avatar OWS Awatar M3O Help

I' OREGANO,OLIVER (000930098} Episode: 1 Date Of Birth: 081301 964, Sex: Male

( Financial Eligibility rﬁqﬁmmmﬁd&hun ]/ Customize Plan |’ Policy Humber Override |
Guarantar Information

R — R
Guarantor # |Gusrantor Name
BLLUE CROSS HMO |, .. |BLUE CRCES HMO
MNOMN-RECOVERABL. .. |NON-RECOVERF\BLE 12

| Add New Item |

| Edit Selected Item |

| Delete Selected Item |

Benjie maintains Episode #1 as the single-source record for a client and then links
Episode #1 data into the current episode as shown in the following figure. This makes it
easy for Benjie to ensure that the guarantor information is correct.

= AVPMCONV (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility Ll
Edit Favorites Awakar P Awatar OW'S  Avatar M5S0 Help

ﬁ Page 1 0f2 E} x

IL_()RE_(;_A.N0,0LNER(I]I]I]QBI]I]QB) Epizode: 2 Date Of Birth: 08/13/1964; Sex: Male

] Sacial Security Number 9g-99-9999

Financial Investigation Medicaid Mumber
H = ' |

Pragram | 410201 CENTRAL COUNTY... | Financial Investigation Medicare Mumber

File:

2000 | [

Default Informatian Fram Different Episade (MIS use ONLYD = = - e _
) Yes 3 No Link Tao Financial Eligikility From Anather Episode

® Yas I Mo
Episode To Default From
| = | Episode To Link To

[Episode# 1 Admit: 07122010 Discharge : 07/26/2010 Prog.. ¥ |
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UNDERSTANDING FINANCIAL ELIGIBILITY

You use Financial Eligibility to create and maintain a record of guarantor billing sources
for a client. Guarantor is a synonym for insurance where insurance can include self pay,
third party private insurance, such as Kaiser and Blue Cross, or entitlements such as
Medi-Cal and Medicare.

The first time a client opens to BHRS, the administrator completes all guarantor
information based on the financial interview with the client. When another episode is
opened, you should perform another financial interview and verify whether the
information is still correct.

SINGLE-SOURCE RECORD FOR CLIENT’S FINANCIAL ELIGIBILITY

A IMPORTANT

In order to maintain a single-source record, you should update most guarantor
information in Episode #1, and most episodes following Episode #1 should be linked to
Episode #1. There are a few exceptions to this rule. See the Cheat Sheets for Clinics
folder in the Admin Sppt Avatar Financial Cheat Sheets folder on the shared drive.
Contact MIS if you need additional help.

If a client was in the system prior to the conversion from the VAX to Avatar, they may
have a conversion record as their Episode #1. It may look like the following example in
the Episode Selection screen. Note that the conversion record may also simply list a
program name.

Episode Prograr Start End

19 415152 CAMINAR NEW YENTURES S0UTH AMPHLE 11/05/2009

15 Q0300 ACCESS ICT L0y21/z2009 10/29/2009
17 Q90300 ACCESS ICT 10/13/2009 10/15/2009
16 QO0300 ACCESS ICT 090272009 09032009
1 FIMANCIAL COMYERSION PROGRAM 0710112004 071012004

In most cases, if a client is admitted to episodes following Episode #1, the administrator
does the following:

1. Makes any changes to the guarantor information in Episode #1
2. Prints the forms that the client needs to sign from Episode #1

3. Opens the Financial Eligibility window for the current episode and links the
guarantor information from the client’s Episode #1 into the current episode

This ensures that the financial information for a client is consistent from one episode to
another.

Refer to page 5 and Field A in the Field/Description table for details on client paperwork
and linking from previous episodes. Refer to the Financial Eligibility Quick Reference
Guide for the exact steps for editing and linking episodes.

NOTE: Do not begin the Financial Eligibility process until the client has all the necessary
information. There are a number of required fields in this window and you are not able
to save the information until you complete all of the required fields.
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WHO CAN PERFORM THIS FUNCTION?

Administrators complete the Financial Eligibility window.

MENU PATH

Avatar PM—Client Management—Account Management—Financial Eligibility

FINANCIAL ELiGIBILITY TAB PAGE 1

In the Financial Eligibility window, you complete the Guarantor Selection tab first. After
you enter the guarantors in the Guarantor Selection tab, you return to the Financial
Eligibility tab to rank the guarantors in order of payment as shown at the bottom of the
following illustration.

NOTE: You must complete the required Guarantor Order fields before you can submit
the information. Information regarding the ranking of guarantors is located on the
shared drive in the Admin Sppt Avatar Financial Cheat Sheets folder. Refer to the Copy
of GUARANTOR RANKING FOR CLINICS for PBM.xls document. MIS is ultimately
responsible for the order of guarantors; they will review the Guarantor Order and make
any changes necessary.

2. AVPMCONY (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility |
File Edit Favorites Awatar PM Avatar OWS  Avatar M5O Help

E Page 1 of 2 E} ZE m @] @ I

[ OREGANO,OLIVER (000930098) Episnde: 1 Date Of Birth: 08/1 3/1954; Sex: Male

"‘f'FinanciaI Elr'lbll_ﬁ_l Guarantor Selection r Customize Plan r Policy Humber Override |

Episode Mumhber 1 | Social Security Mumber 999999999
Admission Date Financial Investigation Medicaid Mumber
jorazezote | B S = [

Program e e e fnancial Investigation Medicare Number

Drefault Infarmation From Different Episode (MIS use ONLY1) L - - T :
O ves ) Mo Link To Financial Eligibility Fram Anather Episode

) Yes 2 Mo
Episode Ta Default From - A
[ =] Enpisode ToLink To ]

Coverage Comments

7
Clear Previous Guarantor Order |
Guarantor #1 [(@43) POP-UNICARE (MEDL. ~ | Guarantor#3 [ (z00) MEDK-CAL -]
Guarantor #2 ;;(300) MEDICARE-PALMETTO ~ | Guarantor #4 (7771 NOM-RECOVERABLE
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Field

Description

A) Link to Financial Eligibility
from Another Episode

Episode to Link To

Use this feature for clients who have more than one episode.

In order to maintain a single-source record for a client’s
financial information, always make any guarantor changes in
the client’s Episode #1 and then go to the current episode and
link the information from Episode #1 into the current episode.

A IMPORTANT

Print the forms that the client needs to sign from Episode #1.

For Insurance Clients:
e Assignment of Benefits (Avatar PM—Reports—Assignment
of Benefits)
0 Choose the appropriate Guarantor from the dropdown
list in the Assignment of Benefits window.
For Medicare Clients:
e Assignment of Benefits (Avatar PM—Reports—Assignment
of Benefits)
0 Choose the appropriate Guarantor from the dropdown
list in the Assignment of Benefits window.
e Long Term Medicare Assignment
e Medicare Secondary Payor Unit

B) Guarantor #1 — #4

Use these dropdown lists to place guarantors in order.
Information regarding the ranking of guarantors is located on
the shared drive in the Admin Sppt Avatar Financial Cheat
Sheets folder. Refer to the Copy of GUARANTOR RANKING FOR
CLINICS for PBM.xls document. MIS will verify the ranking order
and make any necessary changes.

The number of Guarantor fields that require an entry is based
on the number of guarantors selected on the Guarantor
Selection tab. (Guarantor fields #5 - #20 are available on page 2
of the Financial Eligibility tab.)

San Mateo BHRS
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FINANCIAL ELIGIBILITY TAB PAGE 2

This page allows you to enter up to sixteen additional guarantors.

2 AVPMCONV (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility

File Edit Favoribes Awatar PM fwakar OWS Bwatar MSO Help
> oy : B %
ﬁ FPage 2 of 2 m %] & A
[ OREGANO,OLIVER {000930098) Episode: 1 Date OF Birth: 05M 31 964; Sex: Male |
“Financial Eligibility | Guarantor Selection r Customize Plan |/ Policy Humber Override |
Guarantor #4 | w | Guarantar #13 | i |
Guarantor #6 | o | Guarantor #14 | |
Guarantor #7 | - | Guarantor #15 | - |
Guarantor #3 | i | Guarantar #16 | |
Guarantor #4 | > | Guarantar #17 | s |
Guarantor #10 | b | Guarantar #18 | i |
Guarantor #11 | X | Guarantar #19 | bt |
Guarantor #12 | w | Guarantor #20 | i |

GUARANTOR SELECTION TAB PAGE 1

Use this tab to assign guarantors and guarantor plans to a client’s record.

You click the Add New Item button to open a row for each new table entry. Then you
choose a guarantor and complete pages 1 though 3 of the Guarantor Selection tab
before adding the next guarantor. Continue adding guarantors as needed and then
return to the Financial Eligibility tab for guarantor ordering.

VPMCONV (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility

File Edit Favorites Awatar PM O Avatar OWS  Awatar M5O Help
o B3 | B B & & 8 -
| > ~
I| OREGANO,OLIVER. (000930098) Episode: 1 Date Of Birth: 0811371964, Sex: Male |
( Financial Eligibility r&wwﬂ’qwnn r Customize Plan r Policy Humber Override |
Guarantor Information
T T T— |1 naavewmen |
FOP-UNICARE (ME... |PDP-UMICARE (MEDICAR...
MEDICARE PALME... |MEDICARE-PALMETTC 15 Mo | Edit Selected Item |
MEDI-CAL (200} MEDI-CAL 18 Mo _
MOMN-RECCOVERAEL. ., [MOM-RECOYERABLE 12 Mo | Delete Selected Item |
Guarantor # @ Guarantor's Address - Zipcode 95314
A — | | Process Search )
Guarantar's Address - City
| MEDI-CAL (200 | [sacramento |
Guarantor Mame Guarantor's Address - State |CALIFORNIA v|
[wEDHCAL | Guarantor's Phane Number [a16-851-3283 |
B = | GuarantorPlan ¥ |{Non-Contract) 18 MEDICA.. ¥ | Inhibit Billing By Mail E
c— O fes 1 No
D Yes @ Mo Effective Date Of Contract
Guarantor's Address - Line 1 03601720049 m E :I
D |1 00 NINTH STREET | Expiration Date Of Contract
Guarantor's Address - Line 2 ,E E :I
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Field

Description

A) Guarantor #

Use an alphabetic Process Search to populate this field. If you cannot
locate the Guarantor #, click the Help lightbulb icon for assistance.

B) Guarantor Plan

The Guarantor Plan defines the rules under which the guarantor is
billed.

The Guarantor Plan autofills based on the Guarantor #, except for
Medi-Cal and Medicare Palmetto, in which case you must choose a
plan from the Guarantor Plan dropdown list. (For Medi-Cal and
Medicare Palmetto, refer to the Admin Sppt Avatar Financial Cheat
Sheets folder on the shared drive for information on which guarantor
plan to choose.)

C) Customize
Guarantor Plan

Choose No. Customization is for MIS use ONLY.

D) Guarantor’s
Address Fields

If you are entering private insurance, you need to match the address
in this field with the address on the client’s insurance card to ensure
that you have the correct insurance.

E) Inhibit Billing by
Mail

MIS use ONLY.

San Mateo BHRS
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GUARANTOR SELECTION TAB PAGE 2

Use this page to enter demographic information about the subscriber. If the subscriber
is the client, the demographic information autofills from the admission.

NOTE: If you need to change the client’s demographic information, make the change in
Update Client Data and Financial Eligibility will update accordingly.

File Edit Favorites Awvatar PM o Avatar WS Avatar M5O

e 2| =

Fage 2 of 3

AVPMCONYV (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility

[ OREGANO,OLIVER (000930098) Episode: 1 Date Of Birth: D&/1 3/1964; Sex Male

BEE)

&7

[ Financial Eligibility | Guarantor Selection | Customize Plan | Policy

Eligihility Werified

A — @ Yas Mo
Coverage Effective Date

B —| fonsns] [ (W
Coverage Expiration Date (MIS use ONLYT

c —|— W m 4

Client's Relationship To Subscriber
[ser

-

Subscriber's Mame
|OREGAN0,0LIVER |

Subscriber Address - Street Line 1
|123 APPLE BLOSSOM LANE APT 10 |

Subscriber Address - Street Line 2

D Subscriber Address - Zip 94403
Subscriber Address - City
[5AM MATED |
Subscriber Address - State | CALIFORMIA > |

Subscriber Phone Number |550-555-4620 |

Humber Override |

999-09-0904

Subscriber's Social Security #

Subscriber Sex

) Female ® Male 3 Unknown

Subscriber's Birth Date

peryrons) [ [ -

Subscriber Assignment Of BEenefits

@ Yas ) No ) Refused G
Subscriber Release Of Info

® Yes 1 No H
Coordination Of Benefits

@ Yas I Ma I

Field Description

A) Eligibility Verified

Always choose Yes except for the Unknown Pending
guarantor, where you would choose No.

San Mateo BHRS
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Field Description

B) Coverage Effective Date This is the date the client’s coverage started.

e For Self Pay and Non-recoverable, the effective date
is the date of admission.

e For Medi-Cal, Medicare, and PDPs, the effective
date should be backdated to the first day of the
month the coverage became effective to capture
any services performed as of the first of the month.
This information is located in MMEF, MEDS, or on
the Medicare card.

e For IEP 26.5, the effective date is the start date of
the IEP.

e For any other guarantor, the effective date is the
effective date of the client’s coverage.

C) Coverage Expiration Date | For MIS use ONLY.
(MIS use Only)

D) Subscriber Name and Complete these fields only if the subscriber is someone
Demographic Fields other than the client. If the subscriber is the client, the
information autofills from the admission.

Follow this data entry conventions for address

information:

e Do not use punctuation or special symbols such as
the pound sign (#) for apartment numbers.

E) Subscriber’s Social Enter zeros if the social security number is unknown.

Security # NOTE: If you need to edit a client’s social security

number, modify it through Admission (Outpatient),
Admission Bundle (Outpatient), or Update Client Data.
Financial Eligibility will update accordingly. Do not
change the social security number in the Financial
Eligibility window as it will not update other windows.

F) Subscriber’s Date of Birth | Leave blank if date of birth is unknown.

San Mateo BHRS 9 Avatar for Administrators



Field

Description

G) Subscriber Assignment of
Benefits

A IMPORTANT

Yes: Choosing Yes in this field allows BHRS to bill the
client’s insurance company and/or Medicare. (There is
one form that includes both release of information and
assignment of insurance benefits.)

No: Choosing No means that the client has not yet
signed the Subscriber Assignment of Benefits. It does not
indicate refusal to sign.

Refused: Choose this option if the client refuses to sign
the Subscriber Assignment of Benefits. If the client
refuses to sign for a particular guarantor, then that
guarantor will not be liable for the client for that
episode.

H) Subscriber Release of
Information

You need a release of information if the client has
insurance and/or Medicare. See “Financial Forms for
Client Signature” following this table.

[) Coordination of Benefits

A IMPORTANT

Always choose Yes in order to allow billing for services.
MIS is responsible for coordinating benefits.

FINANCIAL FORMS FOR CLIENT SIGNATURE

A IMPORTANT

Print the forms that the client needs to sign from Episode #1.

For Insurance Clients:

e Assignment of Benefits

0 Choose the appropriate Guarantor from the dropdown list in the Assignment of

Benefits window.
For Medicare Clients:

e Assignment of Benefits

0 Choose the appropriate Guarantor from the dropdown list in the Assignment of

Benefits window.

e Long Term Medicare Assignment

e Medicare Secondary Payor Unit

San Mateo BHRS
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SCAN THE PAPERWORK INTO AVATAR

Once the client signs the forms, scan them into the system. (See the “Scanning and
Viewing Documents” lesson.)

Any additional client paperwork you have from the financial interview should be
scanned into
the system.

GUARANTOR SELECTION TAB PAGE 3

Use this tab to provide additional information about the client’s insurance.

2. AVPMCONY (LIVE) - OREGANO,OLIVER (000930098)/Financial Eligibility
File Edit Favorites Awvatar PP Avatar OWS  Avatar MSO Help

Page 3 of 3

& =g C

OREGANO,OLIVER (000930098) Episode: 1 Date Of Birth: 08/13/1364, Sex: Male
[ Financial Eligibility [ "Guarantor Selection | Customize Plan | Policy Humber Override |

S5M without dashes {Subscriber MEDS ID# )

A_ HF arniHKIdsiHWr (Subscriber Group Mame)
| | | | Process Search
B ins Group #/ HF Mon SED hMedi-Cal #
Subscriber Client Index Mumber A32T7EE64A -
c Nl Ins-Mcare Policy #§ Medi-Cal #fHF SED hcal #
41402586547893 |
D Subscriber Medicare # (HIC)
Subscriber's Covered Days 9999
Maximum Covered Dallars 9999999.949

Field

Description

A) HFam/HKids/HWrx
(Subscriber Group Name)

Only use this field for Healthy Families (H-Families),
Healthy Kids (H-KIDS), and Health Works (H-WORKS).

NOTE: Enter the full name, not the shortcut. Enter
Healthy Families, Healthy Kids, or Health Works.

B) Ins Group # / HF Non SED
Medi-Cal #

Enter the client’s insurance group # here. For Healthy
Family (HF) Non SED clients, enter the 14 digit
Medi-Cal #.

C) Ins-Mcare Policy # / Medi-Cal #/
HF SED Mcal#

Enter the client’s insurance policy # or the Medi-Cal #
here.

D) Subscriber Medicare # (HIC)

Enter the Medicare HIC # here.

San Mateo BHRS
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Field

Description

E) SSN without dashes (Subscriber
MEDS ID #)

This field searches the MEDS file.

Enter all or part of a client’s LASTNAME,FIRSTNAME
and Avatar displays the client’s social security number.

or

Enter the social security number and Avatar displays
the client’s name.

Avatar then places both the name and social security
number in the field.

F) Subscriber Client Index Number

This Client Medi-Cal identifier (CIN) is located in the
MEDS Information Report. See the Help lightbulb for
formatting rules for this number.

TIP! Copy and paste the number from the MEDS ID
report to ensure accuracy.

A IMPORTANT

Avatar will not bill Medi-Cal if this field is blank.

NOTE: It is not necessary to inform MIS of new financials. MIS receives a daily report

listing all new and updated financials.

CusToMIZE PLAN TAB
NOTE: This tab is for MIS use ONLY.

PoLicy NUMBER OVERRIDE TAB

This feature is used to track changes in Medi-Cal numbers based on information from

the MMEF.
NOTE: This tab is for MIS use ONLY.

San Mateo BHRS
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(3
/QﬂExercise 1: Enter Guarantor Selection Information

In this exercise you will enter the guarantor information for your client.
Before You Begin: Your client should be active in your My Session Frame.

1.  Choose Avatar PM—Client Management— Account Management—Financial
Eligibility from the Menu Frame.

You must enter the Guarantor Selection tab information prior to completing the
Financial Eligibility tab.
2. Click the Guarantor Selection tab.

3. Follow these steps to enter a guarantor:

A Click the Add New Item
button to place a blank
row in the table.

=\ AVPMCONY (LIVE) - PARSLEY,PABLO (000930099)/Financial

Help I

File Edit Favorites Awvatar PM o Avatar OWS  Avatar MSO

B g
‘{":
o s B2 0 & & . «
B Type MEDI, the -
first few letters of the ||/ PARSLEY,PABLO (000930099) Episode: 1 Date OF Birth: 12/04/1 954; Sex: Male |

Financial Eligibility | Guarantor Selection | Customize Plan | Policy Humber Override
guarantor’s name. ( r s R e A r r ‘

Guarantor Information

Guavantor#  |Guarantor Hame [Guzrantor Flan. [Customize Guarartor Flan ]! Add New Item |
C Click the Process MEDI-CAL (200) |MEDT-CaL 24 ]

\ Edit Selected Ttem |
Search button.
‘ Delete Selected Item |
D Choose Medi-Cal
N\ Guarantor # @ Guarantor's Address - Zipcode 95914
(200) from the |MED| | |IPrntess Search |
. Guarantor's Address - City

dropdown list. | MEDI-CAL (200% - | |Sacrament0 ‘
E The Guarantor Plan Sliaraniof Mama Guarantors Address - Gtale [CALIFORNIA -|
autofills based on the —MEDI-CAL | Guarantr's Phone Number 916-651-3283
Guarantor #. (For Medi- Guarantor Plan @ [Mon-Contract) 24 MEDICA.. ¥ | Inhibit Billing By Mail
Cal and Medicare O ves © Mo
Palmetto you must L Yes ¢ ) Effective Date OF Contract
choose a Guarantor /Guarantor's Address - Line 1 03i01/2008 m E -
Plan.) [1600 NINTH STREET | Expiration Date OF Contract

Guarantors Address - Line 2 | H B =
|

F Always choose No in
the Customize Guarantor
Plan field.

The guarantor’s demographic information autofills.

4, Click the Forward E} icon in the upper-left corner of the window to move to page
2 of the Guarantor Selection tab.
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5. Follow these steps to enter information in page 2 of the Guarantor Selection tab:

= AVPMCONY (LIVE) - PARSLEY,PABLO (000930099)/Financial Eligibility

File Edit Favoribes Awatar PM Awakar CWws  Avakar MO

Page 20f 3

& =

BH O &

| PRRSLEY,PABLO (000930099) Episode: 1 Date O Birth: 1 2/04/1864; Sex: Male

| Financial Eligibility || Guarantor Selection’ | Customize Plan | Policy Humber Override |

A Choose Yes for gﬂb”iwe”ﬁ” o Subscriber's Social Security # 296:99-9389
TR s es Q
Eligibility Verified. Subscriber Sex
) Female @ Male 21 Unknown

B Enter the cover- =—
age Effective Date.

Coverage Effective Date

pusiaoto] [ [ =

Coverage Expiration Date (MIS use OMLYD

Subscriber's Birth Date

| E =

Client's Relationship To Subscriher

Subscriber Assignment Of Benefits

P Yig ) No ) Refused

C Choose Self as —— | [ger v
i Suhsctiber Release OfInfa
the subscriber. Subscriber's Mame — & ves ) Mo
[PaRsLEY PABLD |
Subscriber Address - Street Line 1 SRR O N
0

[123 CHERRY BLOSSOM LANE APT 2 | ®fres

Subscriber Address - StreetLine 2

D When the sub-
scriber is Self, the
demographic infor-
mation autofills.

Suhscriher Address - Zip

Subscriber Address - City
[5AM MATED |

Subscriber Address - State | CALIFORMIA -

B50-565-1212

Subscriber Phone Mumber

E Choose Yes in
these three fields.

6. Click the Forward E} icon in the upper-left corner of the window to move to page
3 of the Guarantor Selection tab.

7. Enter the numbers shown in the following illustration.

AYPMCONV (LIVE) - PARSLEY,PABLO (000930099)/Financial Eligibility

File Edit Avatar PM Avatar CWsS  Avatar MSO

8 B X O & & 2 :

|| PARSLEY,PABLO (000930099 Episode: 1 Date Of Birth: 12/04/1 964; Sex: Male
| Financial Eligibility | Guaranter Selection | Customize Plan | Policy Humber Override |
HF armiHKidsiHY (Subscriber Group Mame) 53N without dashes (Subscriber MEDS D3 )

| | | | Process Search

| =)

7

Favarites

Page 3 0f3

Ins Group #/HF Non SED Medi-Cal #
[ror32368101 |

Ins-Mcare Policy #/ Medi-Cal # 7 HF SED hcal #
322641352 |

Subscriber Client Index Mumber

Subscriber Medicare # (HIC)

9999
9899999 949

Subscriber's Covered Days

Maximum Covered Daollars
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8. Click the Back @ icon enough times to return to page 1 of the Guarantor Selection
tab.

9. Using the process described in steps 3—7, add another guarantor to the table.

Remember to add a new row to the table before you start or you will override the
information in the row you just completed.

ENTER THE GUARANTOR ORDER
10.  Click the Financial Eligibility tab.

11. In the bottom-left corner of the window, click the dropdown lists and choose
Guarantor #1 and Guarantor #2.

| Clear Previous Guarantor Order |

Guarantor #1 (401) AETHA HEALTH INS

Guarantor #2 (200) MEDI-CAL

NOTE: See the Cheat Sheets for Clinics folder in the Admin Sppt Avatar Financial
Cheat Sheets folder on the shared drive for information on ranking guarantors.

12. Click the Submit gff icon on the Option toolbar to save the information.
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EDIT FINANCIAL ELIGIBILITY INFORMATION

In most cases, you should update guarantor information in Episode #1. (See the Cheat
Sheets for Clinics folder located in the Administrator Sppt Avatar Financial Cheat Sheets
folder on the shared drive for exceptions.)

In cases where you should make changes to Episode #1 and link to the current episode,
follow this procedure:

1. Make any changes to the guarantor information in Episode #1
2. Print the forms from Episode #1 that the client needs to sign

3. Open the Financial Eligibility window for the current episode and link to Episode
#1. The current episode populates with the information from Episode #1.

File Edit Fawvorites Awatar PM Avatar OWS  Avatar MSO Help

B2 EHE O & @8 1)

| OREGANO,OLIVER (000930098) Episode: 2 Date OF Birth: 08/13/1984; Sex: Male

| Financial Eligibility | Guarantor Selection | Customize Plan rPoIicyNumher Override |

Episode Number 1z | Social Security Number |999-99-9959 [
_Ad_m_is__sw_o_r_w D_ate Financial Investigation Medicaid Mumher
rsznio | B B S |
Program 410301 CENTRAL COUNTY. .~ . Financial Investigation Medicare Number

Default Infarmation Fram Different Episode (MIS use OMLYT
i Yas I Mo

Ensooe o DetElitE oy

W Yeg

|| Elisndesio.tnkln _S— — i
|Episode# 1 Admit: 07122010 Discharge : 07f26/2010 Prog... v|

NOTE: If you need to edit a client’s social security number, modify it through Admission
(Outpatient), Admission Bundle (Outpatient), or Update Client Data. Financial Eligibility
will update accordingly. Do not change the social security number in the Financial
Eligibility window as it will not update other windows.

If you are editing a row in the Guarantor Information table on page 1 of the Guarantor
Selection tab, you have to select the row to be edited and click the Edit Selected Item
button before Avatar allows you to move through the other pages in the tab.

NOTE: If a field needs to be changed and it is not editable, contact MIS.
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J
/éﬁExercise 2:  Edit and Link Guarantors for a Client’s New Episode

In this exercise you will modify the guarantor plan information for your client’s second episode.

1.

3.
4.

Admit your client to a new episode.

See the Admission Bundle Quick Reference Guide for steps on completing an
admission. In this exercise, you only need to complete the required admission fields.

Choose Avatar PM—Client Management— Account Management—Financial
Eligibility from the Menu Frame.

Choose Episode #1 from the Episode Selection screen.

Click OK.

ADD A GUARANTOR AND ORDER THE GUARANTORS IN EPISODE #1

5.

6
7
8.
9

10.

11.
LINK THE CURRENT EPISODE TO EPISODE #1

12.
13.
14.
15.

16.

Click the Guarantor Selection tab.

Click the Add New Item button to add a row to the Guarantor Information table.
Type Blue Cross in the Guarantor # field.

Click the Process Search button.

Choose BLUE CROSS HMO (411) from the dropdown list as shown in the following
illustration.

Guarantor # @

BLUJE CROSS

| Process Search

BLUE CROSS HMO (411)

BLUE CROSS BLUE SHIELD (4083)
BLUE CROSS FEDERAL PFO (409)
ELUE CROSS HMO (411}

BLUE CROSS OF CA(412)

BLUE CROSS PPO (410}

ELUE CROSS PPO (413)

Click the Financial Eligibility tab and choose the Guarantor Order from the
dropdown lists in the bottom-left corner of the window.

Click the Submit &‘L icon to save the change.

Choose Avatar PM—Client Management—Account Management— Financial
Eligibility from the Menu Frame.

Choose the new episode you just created from the Episode Selection screen and

click OK.

Click the Yes radio button in the Link to Financial Eligibility from Another Episode

field.

When the Linking to Another Episode Will Erase Current Coverage Information
message appears, click OK.

Click the Episode to Link To dropdown list and choose Episode #1.

San Mateo BHRS
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The linked information does not populate the Guarantor Information table until you
submit the window.

17. Click the Submit &‘2 icon on the Option toolbar.
VERIFY THE LINKING

18.  Choose Avatar PM—Client Management— Account Management—Financial
Eligibility from the Menu Frame.

19.  Choose the new episode that you just linked to from the Episode Selection table and
click OK.

20. Click the Guarantor Selection tab.

You can see that the Guarantor Information table is populated with the guarantors
copied from Episode #1.

21.  Click the Close 2.{ icon on the Option toolbar.

22.  Click the Yes button when the Close message appears.

@
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CONCEPT REVIEW

See appendix for answers.
1. A guarantor is any expected source of reimbursement for services provided a client.
a. True
b. False
2. You should attempt to order the guarantors correctly by
a. calling MIS
b. taking your best guess

c. referring to the Cheat Sheets for Clinical folder in the Administrator Sppt
Avatar Financial Cheat Sheets folder on the shared drive.

3.  You can only place four guarantors in ranking order
a. True
b. False
4, Leave the Subscriber Client Index Number (CIN) field blank if you want Avatar to bill

Medi-Cal.
a. True
b. False

5. You should always choose Yes for Eligibility Verified in the Guarantor Selection tab
except for Unknown Pending.

a. True
b. False
6. The Coverage Effective Date for Medi-Cal, Medicare, and PDPs is the date of

admission.
a. True
b. False

7.  The social security number should not be edited in which window?
a. Admission
b. Financial Eligibility
c. Update Client Data

8.  All episodes following Episode #1 must be linked to Episode #1.

a. True
b. False
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9. If you need to modify guarantor information, always make the changes in

Episode #1.
a. True
b. False

10.  You must choose the guarantor order on the Financial Eligibility tab prior to entering
guarantors in the Guarantor Information table.

a. True

b. False
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APPENDIX—CONCEPT REVIEW ANSWERS

1. a
2. C
3. b
4, b
5. a
6. b
7. b
8. a
9. a
10. b
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