 (
Understanding Medicaid Billing
)



Teacher Responsibility

Complete Medicaid forms as appropriate, available at: http://wvde.state.wv.us/osp/medicaidforms.html 

1) 	Care Coordination: this form is completed MONTHLY for all students who have an IEP.  Completing this form and entering it into WVEIS allows reimbursement for the special education care provided to students.    

2)  IEP Updated Treatment Plan: this form is completed and entered into WVEIS for each IEP written resulting in a new IEP date.  

3)  Initial/Triennial Treatment Plan: this form is completed and entered into WVEIS each time an initial or triennial evaluation is completed.


 	All completed Medicaid forms should be given to the school WVEIS contact who will organize and maintain all forms by service record.  Medicaid billing should be entered into WVEIS for reimbursement toward the end of each month.  Entering the billing into WVEIS allows Vickie Mohnacky to access and officially submit to Medicaid.






Entering Medicaid into WVEIS

1. Access the WVEIS Special Education Screen (SPE 300)
2. Access the (WVS.302) screen
 (
See Screenshots #1 & #2
)3. F4 = indexed list of Student ID’s or enter WVEIS #
4. Place an X by Basic Information and Medicaid Billing 
5. Enter displays the Basic Information Screen
6. Enter again displays the Medicaid Billing Screen



 (
See Screenshots #3
)
 Basic Information Screen:

· Make sure the student’s basic information is correct.  Errors in address or other basic information fields can result in denied billing.  Ensure complete/accurate Medicaid #   (11 digit # should be even with Social Security #)

· While the cursor is on the Diagnosis Code line, pressing F4 will show the indexed list of options.
The diagnosis code should be the primary reason the student has an IEP; however, inaccuracies here
will not result in denied billing.




Entering New Billing Information
Continued


By accessing the Medicaid Billing Screen (WVS.3025), you will see past Medicaid billing information. 
 (
See Screenshots #4
 and #5
)The F6 key will allow you to “Add Record”.



When entering the “Treatment Provider”:
 (
See INDEX #1
)
· F4 will display the indexed list of options (When cursor is on Treatment Provider line)
· To select a provider, place the cursor on the name and press Enter.
· For Care Coordination (2022) and IEPs (2000), ALWAYS select “Institutional Education Programs NEW” 
· For IEP Update Billing, the Beginning date and End date MUST be the same.
· For Care Coordination (2022), the beginning date = first day of month & ending date = last day of month.
· Beginning and Ending dates should be entered in MMDDYYYY form (without separation marks) EX: 09012009
· Don’t enter information by hand… Always use Indexed Lists.  


 Entering “Beginning and Ending” Dates:

· Beginning and Ending dates should be entered in MMDDYYYY form (without separation marks) EX: 09012009
· For IEP Update Billing, the Beginning date and End date MUST be the same.
· For Care Coordination, Beginning date = First day of the month & Ending date = last day of the month.


Entering “Procedure Code”:
 (
See INDEX #2
)
· With your cursor on “Procedure Code” F4 will display the indexed list of codes
· Make sure you never hand enter procedure code information… always select an option from the list.


Entering “Units”:

· Remember, for Care Coordination and IEP, ALWAYS enter (1) unit for billing.


Entering “Code”:
 (
See INDEX #3
)
· Under “Code”, you will enter the activities marked on the Care Coordination form
· Mark any applicable activity, but many stop at (3).  Remember despite the #, you bill for 1 unit.


Completing the Process:

· Pressing Enter here will complete the requirements for Medicaid billing.
· Billing is submitted to Medicaid for reimbursement when Ms. Mohnacky pulls the data off the system (Usually occurs during the middle of the following month)
·  You can access, edit or delete billing until the billing is pulled and submitted by Ms. Mohnacky.
· Records that need deleted prior to being pulled and submitted can be done using F23 or Shift+ F11 

Individual Treatment Billing :

· When entering the Provider for Speech or other Individual Treatment billing, F4 will display the indexed list.  From the list, you will need to select the provider.  If the provider’s name is not shown in the list, contact Ms. Mohnackey and she can assist you in the process to get them added.
·  Timelines for Individual treatment can span the month. (Beginning = first day of month & Ending = last)
· For “Procedure Code”, Therapists understand the code differences … individual vs. group, etc.)
· In order to bill for Speech services, the IEP must reflect the need for speech.  
· For Speech, OT or PT, there must be a doctor order showing the necessity.  






Access the site http://medicaid#lookup.com to search for Medicaid # by First Name, Last Name or …
Anyone with a WVEIS username and password should be able to access this site; however, if someone needs access, please contact Ms. Mohnackey who will in turn contact Randall Kirk.  



Keep in mind; every time a student transfers to a new school/location, he or she is assigned a new Medicaid number.  Since the new numbers are only updated on this site monthly, the quickest method to get the student’s new number may be to ask the host agency.









Reminders:	
 YELLOW TEXT = ENTERED AT SCHOOL
BLUE TEXT = FUNCTION KEY SHOWS INDEXED OPTIONS
+ indicates that there are additional items to view (use Page Down/Page Up to scroll)
		Remember to use TAB to navigate through the fields, NOT Enter!
		* For Care Coordination (2022) and IEP (2000) select “NEW” and NOT the teacher name.
		Don’t enter a teachers name as provider when billing for IEP update.
		* For IEPs, the Beginning and End date MUST be the same.
		F23 = Shift F11 should be used if you need to delete a record. (Cursor should be on line you wish to delete)

