DEEOIC Authorization for Medical Benefits Examiners (MBE)

Navigating to the Authorization Request List Page

Welcome to the Workers' Compensation Medical Bill Process System

1. Atthe WCMBP System log in, select ' A S

the Profile drop-down list to view C
additional profiles. v

aerad by & NSI
2. Select the DOL Authorization Worker "
profile.

Select a profile to use during this sessn

Profile: | Call Center WCMBP View Only v [t
| Call Center WCMBP View Only a

3. Select Go. Favorite: | DOL 1099-MISC View Only

DOL Accounts Payable View Only

DOL Accounts Receivable View Only

DOL EIHIQ VIB\ Onl

Note: A list of messages displays in the
My Reminders section on the Home
Page for the authorizations assigned to
you.

Q@ Cxtomnal Liks ¢ My Favartes  © el

4. Review any Authorization Alerts in

this section. S, ~

. . e = == ML © Cow fer  Eysave fimer Yy Fiters »

5. Select the message link to display — — L
message details. i Q E SN T

EEQIC Ganersl MeGCal aumorason 1eQuest (AUt Request # 10047 1447) 5 avisiadie fof review

Task Type # 264 5 Costed Pate review T task

Note: The alert message link does not

navigate to the authorization page.
| |
6. To view the authorizations assigned — . 6
. . e My Inbox ~ Provider ~ Claimant ~ Authorization v |
to you, select the Authorization tab. {CH
7. Se|eCt Authorization Request List " @HCE 2 BuffingtonBates, Cassandra  Profile: DO [EAUGIelFZ (o]} e
Note: The system displays a list of > Ml )
. . | User Maintenance * [
Lev.el 3 guthorlzatlons that are © Ciovs | [ Manage Alete R N
assigned to you. # My Reminders DCMWC DAC Interface Runs -~
DEEOIC Interface Runs I
Filter By : v - io




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Viewing Authorization Request Details

The Authorization Request List page SCAMS, € Mybbox~  Prowder~ Clamant~ Aunorizaton - >

v

displays a summary of authorizations Qreamiioks kM Feaces Qb

> Mylnbox » Authorization

assigned to you, as the Medical Benefits T
Examiner (MBE). Authorizations are 2L | Avthorkaion Ragest Lot .
Filter By : v And v And v

assigned based on the MBE on the ana 3 e e e
claimant’s case file. @ ot By st || Yy -

Auth Claimant owce Last Submitted District CNSI Claim Auth Request
. . Request#] CaselD Providerin] S | AU TP | ypqpeq " pate  LEVE! Of0ONEAON  omce  Reviewer P09 ExaminerMBE Type Soure
Note: Important authorization | e S| av | ar iy
1 f 1 . 100471463 999996991 || Entering [lomaltical 04/142020 3 et DEEOIC Initial Request | DDE
information: 2 Irequest d Assigned i
In JRenabiltative Not
Jroverrass roonsen | & [ Josornen ooz 3 owe Aeupeq PEEOIC Infial Request | DDE
L]
Authorization Req uest # 100471444 sosgomger |7 oo 04072020 04072020 3 OWCP Nt peeoic DDE
Stat u S 2 Review [Transportation Assigned
L]
” 100471436 611106200 ::eve\ :::ie?ea"" 04/07/2020 04/07/2020 3 owcP :u;med DEEOQIC R DDE
ew 5t \5:
* Auth Type e e oeeoic-
= 100471424 700030500 :ewe‘-r H::tr:\ 04/062020 04/06/2020 3 owcP National DEEOIC DDE
* Auth Request Type one
In General z N DEEOIC -
° Source |sison srosann | © L 04052020 040600 3 OWeP o DEEOIC DDE

> Mylnbox > Authorization

OClose || © Add New Request

Authorization Request List ~

Filter By : v And v And v

And v Program  DEEOIC ¥ | @Go @ClearFilter [ Save Filter Y My Fiters v

1. To begln your authorlzatlon review, Re:“‘“;” (Cleimant Case "“?V?‘f;"’ suts  AunType U;‘;a:l‘ed Sunited Level Organzation  DistrctOffce Rfv‘l";‘,e, program mmﬁ'ﬁ’%’,’;MEE ibihl i source

av av v v
select the Auth Request # link to e
[ TooTieE3 2 900999991 Entering 041472020 3 DEEOIC Initial Request  DDE
Request Assigned
1 1 1 1 In Rehabiliative Not
view detalied iIntformation. —p 100471445 4 700030500 040712020 04072020 3 OWCP DEEOIC Initial Request  DDE
2 Review Therapies Assigned
iIn Medical Not
rp 100471444 4 999999991 04/07/2020 04/07/2020 3 OwWCP DEEOIC DDE
E4 Review  Transportation Assigned
In Not
036676000 Transplant 04/07/2020 04/07/2020 3 owcp DEEOIC DDE
Review Assigned
In Home Health 2 Not
100471436 2 611108200 04/07/2020 04/07/2020 3 OowWCP DEEOIC Re-Authorization DDE
7 Review  Request Assigned
In DEEOIC - Owens, Owens,
p 100471424 4 700030500 General Medcal  0406/2020 04062020 3 OWCP DEEOIC DDE
? e Natona Ofce_ Dabren oeboren
> Mylnbox ) Authorization Request List
Auth Request Number :

OClose  # Update | Generate Correspondence [| C Retrieve Correspondence/Attachments || # Comments @ View History @ View Error History

2 . O nce t h e Aut h o ri zat | on D eta i I s Li st & Close Request @ Upload/Retrieve Attachment Gl Show Duplicate Authorization  al Show Correction

Program: DEEOIC v Authorization Type: Durable Medical Equipment v

page displays, select Retrieve Authorization
Status:

. In Review Authorization Level: Level 3

Correspondence/Attachments to Source: DDE SRR

view any attachments or images Requestor Information N
associated with the authorization. Date Requested: 02/14/2023 @ * Requested By: Binjal Phone Number:
#  Claimant Information -~
Claimant's Case ID: Date of Birth: -]

GCNSI




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Viewing Authorization Request Details, Continued (Second Page)

PA Request ID:

O Close
#  Corrgspondence Retrieval Page Lad
Filter By : v And v And v And
v ®Go e @ ClearFilter B SaveFilter ¥ My Filters v
3. To view the correspondences, select
CORRESPONDENCE ID CORRESPONDENCE TITLE SENTBY SENT DATE JOB TYPE STATUS PA REQUEST NUMBER

the CORRESPONDENCE ID link. | — - —

® Upload Images/Attachments

4. To view the images and attachments,

5 Images/Attachments Retrieval Page -~
select the IMAGE ID link. . 3 g 7
~ ®Go e @ ClearFilter [ Save Filter ¥ My Filters ~
IMAGE ID IMAGE TITLE CREATED BY CREATED DATE RECEIVED DATE PA Request Number
I AT OWGP_Test tamplate.pdf binjal.patelcns-inc 02/1412023 0211412023
View Page: 1 ©Go < Page Count SaveToCSV Viewing Page: 1 &« First € Prev 9 Next » Last

PA Request ID:

=)

Correspondence Retrieval Page

5. Select Close to return to the

R . . Filter By : v And v And

Authorization Request Details page. »

v Go
CORRESPONDENCE ID CORRESPONDENCE TITLE SENTBY SENT DATE JOB TYPE
AV AV AV AV AV
| |

6. To add comments on an

authorization, from the

Authorization Details page for the

auth you are reviewing, select TP T———r e

Co mme nts i Auth Request Number :

OcClose  # Update 1 Generate Correspondence G Retrieve @ View History @ View Error History

Note: You can add two types of
Comments to an authorization:

& Close Request @ Upload/Retrieve Attachment &l Show Duplicate Authorization | E&l Show Correction

*  Auth Comments

* Service Line Comments — L Ao e _ o

Comment Typedl AUTH COMMENTS

7. Select the appropriate Comment Comment - e
Type from the drop-down list and
enter your comments in the
Comment field.

8. Select Ok.

©ok | ©cancel




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Viewing Authorization Request Details, Continued (Third Page)

© Add Comments || @ Delete Comments | | Eg Show All Comments
#  Comments -
9. Once comments are entered, select Close. ey - o e =
Type User Date Comment Iteration No
No Records Found !
10. If necessary, select Show Duplicate
Authorization to check for duplicate
authorizations.
Note: Show Duplicate Authorization provides e
details of any authorization with a status of Rapom]_ g i
Approved, In Review, or Pended Further IR
Development. Details provided include:
e OWCP Provider ID
¢ Claimant Case ID
*  Procedure Code
* Same or overlapping Date
By using Show Duplicate Authorization, MBEs
can verify if an authorization is a true o
. . . -OC\ose
duplicate or not, or if the service had already W | Duplicats AUt ~
been a pproved in the past. Auth Request OWCP Provider ID Claimant Case ID Code Type Code Rental/Purchase Modifier From Date To Date Authorization Status
No Records Found !
11. Select Close to return to the specific Auth
Request Number.

GCNSI



There are conditions where you will initiate
an authorization.

1. From the Authorization Request List
page, select Add New Request.

< My Inbox = Adwn = Provider = Clamant = Authaization =

R

O 433 torw Bamtnt | BE

Lo
morzavon Request List

Gern'
[erotes  a1i3easss 70000070 Ager e 03232020 11AN019

470844 And
Ang . Program " @oe
Request Clammant Case OWCP Provider Lamt Latmirted
. - ey Status  AwnType R Do Lewel Organization
av av av av
. av . av av

Q@ Cxtornad Links sk My Firvartes

A
© Coone Fiee [y Save P Y|
Destrict CNS . Clam Asth Reque|
Ofce  Reviewer T EypmnenmE Tre
av avY a av av

a blank authorization template for you to
complete the authorization.

pe: 1 Q + B SeaTelsy Viewing Page: 1 « < >
. hbox » Authorization
2. From the Program drop-down list, you
must select a program affiliation. B save sumorcation @)
i . > Program: SELECT v Authorization Type:
Note: If you are associated with a specific
. DCMWC
Program, the system automatically DEEOIC
. P . DFEC
displays this information. DLHWC
3. From the Authorization Type drop-down e Aumonaston
list, select the applicable option for the T (3
new aUthorlzatlon' Program: | DEEQIC v * Authorization Typed| —SELECT— v
. [—SELECT—
Note: The system automatically generates T —

General Medical

Home Health Request
Medical Transportation
Rehabilitative Therapies
Transplant

4. Enter all information into the new
authorization. Fields denoted with an
asterisk (*) are required.

Notes:

* For all DEEOIC Authorizations:
Effective 08/05/23, submitting an
authorization with the same procedure
code on multiple lines is not allowed
even if the dates of service do not
overlap.

* For General Medical Authorizations
only: Effective 08/05/23, submitting an
authorization with the same revenue
code on multiple lines without a
different procedure code (or no
procedure code) is not allowed even if
the dates of service do not overlap.

5. Select Save Authorization.

Source: DDE EmergencyUpent Request

B Requestor Information
Oute Roquestes: 06232023 W * Requeswaey;
B Claimant Information
Cismanes cazei0:
Firstama:
B Pravider Information

OWeP Providr I:

O crBir

Last Hame:

T D (SSNFE):

(0] @HCE R Mehroz, Sania  Profile: DOL Authorization Worker ~

> Myinbox » Authorization Request List

Program: DEEOIC
Source: DDE

Requestor Information

*

Date Requested: 06/23/2023 &

Claimant Information

Info: 5
NPI displayed on the authorization is § d from your Provider file. If the NPl is incorrect, please update NPI through the provider rj

*
v

Requested By:

Emerg

GCNSI




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Decision Making for Authorization Requests

Note: Once a provider submits an authorization,

either via fax or direct data entry within the eCAWS', €  Mymbox~  Provicer~  Claimant ~ || Authorization - |
Provider Portal, the MBE will receive an R :
. . . . () @HCE 2 BuffingtonBates, Cassandra  Profile: D il AUTHORIZATION -
authorization alert that an authorization has been reeame——— >
} > Mylnbox Authorization Request Lis!
assigned to them. User Martenance * |
O Close || @ Manage Alerts Maintain Error Codes
1. To navigate to the authorization, select the T —— S DG i
Authorization tab. DEEOIC Interface Runs
Filter By : v b
2. Select Authorization Request List.
Note: Effective 08/05/23, the system will [5)
generate a new authorization for every claimant —"——— T e e
travel bill requiring an authorization regardless of
. . . . . . O e RSt provain Stz At eal | E3oL SIS Level| Onsanastion Dkt Oos|yf S fProsmenl ) Colt, o || St Pdiast soures L ATIOTE
the availability of a matching authorization and its N e R A
status. MBEs will review these authorizations " T e e T
following the current review process even if a B ol el i
matching authorization exists. Additionally, i " T e e 50
system-generated authorizations will merge all e R et P
service lines with the same procedure code into
one (1), irrespective of the dates of service.
3. If you do not initially see the authorization
that is in an “In Review” status, use the filters YT -
to perform a search. s ==
OcCiose  / Update @ Generate C Retrieve @ View History @ View Error History
4. Select the Authorization Request # link. R b s
Program: DEEOIC w  Authorization Type: Durable Medical Equipment v
Authortzatlon , peyjew Authorization Level: Level 3
Source: DDE E'""ﬂ"";’;’:ml":"
i Requestor Information ~
. . . . Date Requested: 02/14/2023 & * Requested By: Binjal Phone Number:
The Authorization Request List details page
#  Claimant Information L)
displays with detailed information. T — =




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Decision Making for Authorization Requests, Continued

5. Make any required updates and
create the authorization within the e
Energy Case Management (ECS)

> Mylnbox > Authorization Request List
Auth Request Number :

® View History | ® View Error History

QClose  # Update ¥ Generate Correspondence  C Retrieve C mc

6 & Close Request  [I® Upload/Retrieve Attachment | &l Show Duplicate Authorization | Eal Show Correction

6 . Afte r yo u h ave e nte re d a I | Program: DEEOIC v Authorization Type: Durable Medical Equipment v

A“"‘""“&:Z:‘ In Review Authorization Level: Level 3
information in the ECS System, select e S
Close Request on the Authorization Requestor Information N
Request List details page. Date Requested: 02/14/2023 8 * Requested By: Binja Phone Number:

Claimant Information

Note: No further updates are allowed
once you select Close Request.

Date of Birth:

Claimant's Case ID:

> Mylnbox » Bill Detail Download » Myinbox » Authorization Request List
Auth Request Number :

Oclose  # Update ¥ Generate Correspondence | (G Retrieve Correspondence/Attachments | ¥ Comments @]

Eal Show Duplicate Authorization = [ Show Correction

The system automatically updates the
status of the authorization to “Processed
Awaiting Decision”.

Program: DEEOIC

I Authorization Status: Processed Awaiting Decision I
ource:

Requestor Information

v Authorization Ty

Authorization Le
Emergency/Urgent Requi

transfers it to the WCMBP System
where Providers can see the status.

Date Requested: 02/14/2023 & Requested By: Binjal
Claimant Information
7. Determine whether to update the
authorization in the ECS System to a
" n u H ”
status of “Approved”, “Denied”, L ey ———
”Pended Further DevelOpment", o“'clme © Add New Request &5 Get New Task &5 Initiate Correction
@ Authorization Request List »
" n “"
Cancelled”, or “Returned to = = -
. ” v Program  Submittedin[ ALL v |And Status v @co
Provider”. © =
Re::;';‘ 4 %‘:'sTur:" Plgxﬁfl Status | Auth Type u;;;‘ﬁ i 5":’;‘:;“" Level Organization District Office Rﬁﬂw Program Exz':}':l’:ym“ CE/MBE ID R%.::s. Source ";:_’9‘:“’
Note: After you make this decision in =
the ECS System, the ECS System 0. 10 999999991 q Tr::'sc:;”am 0211012023 02109/2023 3 OWCP g::‘z'rc' ::“g oq DEEOIC Siver Dante  DSILVERI :::u‘es‘ System 02100/2023
L




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Resolving Authorization Errors in the Authorization Request Page

When an authorization request has errors
listed, the system displays them under the

> Mylnbox ) Bill Detail Download > Mylnbox ) Authorization Request List
Error Type column of the Error List section. At Requestumber
OCiose | | # Update | | & Generate C Retrieve y History | (& Close Request
The Error Type descrlp tlon |nC|u des: ® Upload/Retrieve Attachment | | @l Show Duplicate Authorization & Show Correction . ‘
Program: DEEOIC v Authorization Type: Durable Medical Equipment v
° H - Er'I’Of' |S W|th|n the Header —— Source: DDE Emergency/Urgent Request: -
information. T e
. . . { ) cycled] Error Type | Error Code Error Desc Forcible Erroneous Data Resolved By  Resolved Date/Time  Error Status
° Lll L2' and SO On = Error IS Wlthln 02 : L2 B {70861 TIS: SVC NOT CVRD FOR DOS Y Claimant Id: 50029706 = : o
the Service Line information. S I S :
To resolve the errors, changes must be
made in the ECS System.
Once the WCMBP system receives the
authorization decision determined in the
ECS System, errors are resolved. To be sure
the updates have resolved the errors, you
can check the system.
1. Select the checkbox to the left of the
edit.
2. Then, select Run Edits. T "
Note: The Run Edits feature can be 2 [Zrncn ]| @
used after‘ approx|mate|y 24 hou rs. Cycle# | EmorTypa | Emor Cods Error Desc Forctis|  EmoneousData | Resolved By | Rasolved DatsMime | Error Status
o u 8] 1 18: SVC NOT CVi v laimant id:
* If the change was successful, the O et Thomtorommamt ¥ S :
. View Page: 1 [o]e &= Page Count Viewing Page: 1 « First £ Pre > Ned M Last
error or errors will be removed e

from the Error List, allowing you to
approve the authorization. This
process will not have to be
completed to deny an
authorization.

* If the change was not successful,
the errors will still display in the
Error List.




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Updating Authorization Requests in the Authorization Request Page

If an authorizationin an “In
Review” status needs to have

information updated, complete ——— -
H . Specific Body Part to be treated: back
the following steps: ,
Diagnosis Codes: A M5417 B c: D
Note: Updates are not allowed I s an i o v Costotmpianc
. . © Add New Line.

once an authorization reaches

Line # From Date To Date Diagnosis Pointer Code Type Code Revenue Code = Modifier Body Part Modifier = Level Requested Units Auth Units. Requested Amount = Auth Amount Status Comments
the “Processed Awaiting R z - s s |

H ”n VieWPage: 1 ©Go  4Page Count | @ SaveToCSV Viewing Page: 1 « Fist | € Pre » Next | 3 Last

Decision” status. Ss

Refer to below link for the list of revenue codes that require procedure codes. Navigate o the year based on the date of service to view or download the -

1. Select the Line # link to
update the informationin an
authorization.

Auth Request Number :

. . . Update Service Line % L}
2. Update any field information 9 ks
as applicable for the FromDate: 11/09/2021 & ~ ToDate: 11/08/2022 & ©
. . Diagnosis Pointer: A Os Oc Ob
aUthorlzatlon' Code Type: HCPCS Procedure Code v "

*

Procedure Code:  A7002
Code Description:  TUBING USED W SUCTION PUMP

3. Select OK for the system to

reﬂ ect your u pdateS to the Units: 12 i Rental or Purchase Modifier: ~ NU-Purchased New v *
authorization. Cost: $123.12 Duration: 12 MONTHS
. . Level: Level3 v * Denial Reason:
Note: Fields denoted with an _ , X
. * . Line Status:  In Review ~
aSte”Sk ( ) are reqUIred' Any Authorized Units: Authorized Amount:
field that is not grayed out can be
Comments:

updated. p

@ View History eel

On the next page, you will see how to access and generate a scheduled report in the WCMBP System.




DEEOIC Authorization for Medical Benefits Examiners (MBE)

Accessing and Generating Scheduled Reports

How to Generate Scheduled Reports

WITHIN WCMBP SYSTEM — TO SUBSCRIBE WITHIN WCMBP SYSTEM — ONCE SUBSCRIBED

SELECT THE

SELECT
ADMIN TAB IN SELECT REPORTS REPORT
THE WCMBP SUBSCRIPTION CHECKBOX
SYSTEM
S ©Close | (& Subscribe | @ Unsubscribe
Admin ~ Reports Subscription
il REPORTS A
s —
Reports Subscription Report Number

AV
Reports Access Portal
511 Call Center Performance

511 Call Center Performance

SELECT

SELECT ) SELECT THE ) REPORTS ) OPEN

SUBSCRIBE ADMIN TAB ACCESS REPORTS
PORTAL
oce

Admin ~ #  ReportAccess Portal
Fier gy :
il REPORTS ‘
— Reports Subscription * — }zf::;, bt e Ref;;’&',"“ Progrem

. Covered Diagnoses  Nationa
454 2 DCMWC
Listing Office

09-RPT-03-4¢
125321.xdsx

After subscribing to reports and accessing the Reports Access Portal page, select the link for the report you want to

view. The selected report opens as an Excel file.

Scheduled Reports

Be sure to subscribe to the following scheduled reports.

Report Name Subsystem Frequency
Authorizations Suspending More Than 3 Days Authorizations Weekly
Authorizations in “F” (Further Review) Status Authorizations Weekly
Prior Authorizations Processed Statistical Report Card Authorizations Monthly
Case Statistical Details Report Third Party Eligibility Weekly
Case Statistical Summary Report Third Party Eligibility Weekly

SCNSI
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