OREGON DEPARTMEL\IT OF
eXPRS X Human Services

Express Payment & Reporting System

Creating a Case Management CPA for Brokerage
Enroliments

CDDP Instructions

To successfully enroll an individual with a Brokerage in eXPRS to receive Adult Support Services,

two (2) separate Case Management CPAs are required:

« A Case Management (SE48) CPA from the individual’s CDDP designating the Brokerage
agency the individual has chosen, and

« A Case Management (SE148) CPA from that Brokerage

Prior to completing any Case Management CPA work, the CDDP and the Brokerage must
communicate and agree on the individual's enrollment (or start) date of their services with the

Brokerage.

Once that enrollment (or start) date has been determined, the CDDP should complete & submit

any enrollment information, as needed, via the Eligibility & Enroliment pages/process in eXPRS.

The SE48 Case Management CPA from the CDDP which designates the Brokerage is required in
eXPRS before the Brokerage SE148 Case Management CPA work can be completed.

Effective 7/1/17: The Case Management CPA procedure codes are now:

+ SE48 CDDP Case Management: ORCCM
+ SE148 Brokerage Case Management: ORBCM

If the individual is currently enrolled with a CDDP, the CDDP must first end that current SE48
(and any other service CPAs and/or POCs first).

To do the following work, a user must have the CPA Manager role.
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Ending an Existing SE48 CPA

1. While logged in as the Case Management Provider (Provider), Select Prior Authorization

> Client Prior Auth > Find CPA.

Client »| Home

Provider

Prior Authorization

CM/PA TCM Billing »
Liabilities 4

’ My Notifications

»| Client Prior Auth » | Find CPA

reate LFA

Mass Process CPAs

Reports »
Financial Maintenanced

No matching naotifications were found.

2. Enter search criteria fields to find the current SE48 CM CPA for the individual

Find Client Prior Authorization

Prior Auth Ref Num:

PA Adj #: |

Ongoing:| ~
Show Notes: CYes ®No

w— Find | _Reset |

Enter one or more search criteria. Only exact matches are supported. Resuits returned are limited to
20,000 rows. Home County is supported for SE248 searches only.

Note: If criteria entered results in more than 20,000 rows, data returned will be truncated. You may
need to narrow your search criteria to return a smaller dataset

( Client Prime: xyz00004 #

Tip: Using only the individual’s Prime Number will return all the CM CPAs for them.

3. From the results list, open the CA by clicking the hyperlink number in the PA Adj # column.

Find Reset
Export o
Svc DHS
PA Adj Client Client Service Proc Modifier Contract Provider Effective End
# Primel Name Element Code cd Units Num ID Date Date Amount Status Ong
QXRZXA,
000a YXCCBUXA 48 ORCCM Al 1.00 72017 12/3112017 $43757.04 Accepted N
BHX
QXRZXA,
19##%x%0 xyz0000a YXCCBUXA 48 ORCCM Al 1.00 1/1/2018 6/30/2019 $194,769.12 Accepted Y
BHX
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4. On the authorization, scroll to the bottom and select Edit.

Rate and Duration of Services:

Effe;:t‘;‘f 1172018 End Date: 6/30/2019  Ongoing: Y
End
Reason Rate Change
Code:
Unit Type: Days Units: 1.00 Rate: $299.43
5 Created By: c’;’:f: 12/8/2017
Updated By: Up‘l’;’:f: 12/812017
12/08/2017 - : Rate Change
Notes:

Edit Void Copy

Cancel Previous

5. While in edit mode, you can enter an End date for the SE48 CPA and change the Ongoing
Code to “N”".

In the example below, the individual is set to start services with the brokerage on
7/1/2018, so the end date of the current CPA would be the day before: 6/30/2018.

5

Change the End

D nd Date: | 6/30/2018 [@  Ongoing: |N v

End

Change the
Date to the last day Ongoing flag
of CDDP CM . S to "N" or no.
senvices d Duration of Services:

Reason |
Code:
Unit

Type: Days Units: 1

That will trigger the End
Reason Code
dropdown to appear

Notes:

Add
Notes:

Save

Cancel
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6. Select the appropriate End Reason Code from the dropdown menu. For example, when an

individual moves to a brokerage, choose “Transferred to Brokerage”.

Type:

Notes:

Add
Notes:

=TT
Reason | i~
Code: _ ~
. | Client Refused Services ol
Unit Deceased

Ineligible for DO Services

Inveoluntary Withdraw-NoContact/Unavail
Left Brokerage Services

Moved out of State

Moved to Comprehensive Services

Prime Number Updated

Redetermine eligibility - Client 18

To align with service eligibility codes
Transferred to APD

Transferred to Another Brokerage
Transferred to Another County

Transferred to Another State System
Transferred to Brokerage

Transferred to MH

Transition Allotmentto RFFS

Voluntarily Left System |
Voluntary Withdraw-Dissatisfied w/Srvcs  |»

Save

7. Click Save to close the CPA with those changes made.

Creating a new SE48 CPA Designating a Brokerage

1. On the CPA that was just ended, select Copy.

l — Created By: e
L’:—_i"‘_/' Updated By: Test Test Uptlljaalte:

Notes:

Click COPY to
create a new draft
copy CPA you can

edit.

Edit | Void |

ﬂ,/ Cancel Previous

2. Inthe new “draft” CPA, click Edit to open it to edit.

[

Click EDIT to open
N the CPA for
edits/changes.

[

Edit Submit | Copy | Cancel Previous
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open more fields in Section 3.

Provider of Service:
33 PFGVIT[E)!'I Case Management Provider

4 DHS Contract Funding Services

Click PREVIOUS
several times to move

When the CPA
looks like this, click
NEXT o open
Section 3 fields for
edits.

and Duration of Services:

up to Section 3.

Next| Pre us‘ Delete| Cancel|

Provider of Service:

Provider: Case Management Provider PFW'TST
Address: Phone:
City/State: -
semcﬂ Case Management Provider SE48 Temzzof  Select the Brokerage the
Area: client is transferring to from
Brokerage the Assigned Brokerage
Request | i) dropdown.
Date:
Assigned —
Brokerage: | CDDP CM anly [v] Next
Assigned ™~

| CODP CM only

CDDP CM only
INCLUSION INC /Case Mgmt Prov
SELF DETERMINATION RESOURCES INC /Case Mgmt Prov
CHILD YOUTH & FAMILY INTEGRATED SVC NTWK /CMP
RESOURCE CONNECTIONS OF ORE /Case Mgmt Prov
CREATIVE SUPPORTS INC /Case Mgmt Prov
EASTERN OR SUPPORT SVCS BROKERAGE /Case Mgmt Prov
Southem Oregon Regional Brokerage /Case Mgmt Prv
FULL ACCESS /Case Mgmt Prov
- The Arc of Multnomah Clackamas /Case Mgmt Prov
- NW Community Connection dba INW /Case Mgmt Prov
- Mentor OR Metro /Case Mgmt Prov
- Mentor OR Mid Valley /Case Mgmt Prv
- Community Pathways Inc /Case Mgmt Prov
- United Cerebral Palsy /Case Mgmt Prov

Brokerage:

5. In Section 4, select the correct DHS Contract Num. Then click Next.

[ Service Area:
B';kemge Assigned INCLUSION INC /Case
2 Brokerage: Mgmt Prov
Date: ge: g
DHS Contract Funding Services:
DHS Contract Num: | County | v/ Next

3. Select Previous until Section 3 of the draft CPA opens. Once in Section 3 CPA, select Next to

4. In the Assigned Brokerage menu, select the brokerage being designated. Then click Next.
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6. In Section 5, enter the Effective Date of the individual’s services with the Brokerage. This is

the start date you agreed on with the Brokerage. Confirm the End Date is the last day of the

current contract period. Enter this date if not pre-filled in. Confirm the Ongoing code is “Y".

Rate and Duration of Services:

Effective Date:

Enter the first day
of Brokerage
service here

Next Previous Delete Cancel |

@ DE:: [E Ongoing: | Y | v

Enter the last day
of the contract
period here, and
select "Y" for
Ongoing.

7. Click Next. Add any notes, if you wish, in the Add Notes field, or leave blank. Click Next a

second time.

5 Motes:

Add notes
here, if you
like.

Click NEXT

MNext | Previous | Delete ‘ Cancel |

8. Click Save to save the CPA. Click Submit to submit the CPA.

Add any notes you wish, inthis space.

Added Notes:/”
Click SAVE, and then

SUBMIT to submit
the CPA.

/\

Pravious Save Submit ‘ Delete ‘ Cancel |

Once this work is completed, the brokerage can now complete their CPA work in eXPRS.
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