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Getting to the Website

> Woebsite Address: https://carelink.carenetasp.com/cumberland/

» Below is the main home page of CareLink.

PRIVATE MANAGED CARE INFORMATION SYSTEM

» Click on the medical logo to go to the log in page.

Logging into the system

» Enter your unique username and password. This user id and password will be assigned to you by
the MIS Department at Cumberland County LME. You will receive an email from Rafael Garcia at
rgarcia@mail.ccmentalhealth.org after attending training.

*Note: You must have training before you will be able to receive an user id and password. You
also must be an employee with an agency that holds a contract with the LME to receive and
maintain an user id.

» Press the Login button.
CarelLin

Secure Login

Please enter your username and password helow.

Username: | |
Password: | |

When entering your password, please ensure that your Caps Lock key is not depressed.
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Notes:

» Your password is case sensitive. Make sure you enter your password exactly in the format it was
created.

» If you incorrectly enter your username and password 3 times, the system will lock your user
account. After 15 minutes, you may attempt to log in again.

» If your password expires, call Cumberland County LME MIS Department at 910-222-6043 to get it
reset.

Security Page

The information contained in this information system is private and
confidential, it is fully bound by the provisions of all federal and state
regulations governing confidentiality of alcohol and drug abuse patient
records. This system is intended only for the professional use of
authorized agents of a Substance Abuse or Mental Health Treatment
program or related agency. If you have reached this site in error, please
contact Creative Socio-Medics at (877) 889-8800 immediately.

By selecting "continue", you agree, under penalty of perjury, that you are
an authorized agent to use this information system.

Exit Continue

» Click on Continue to pass through the security statement.

News

CareLink - News LIFE, INC. 6/21/2005 4:12:35 PM tsinMenu | Log Out
No. Date News
- |1, | 6182004 Welcome to Carelink!

@ 2005 Creative Socio-hMedics Corp.

» Click on “Skip to Main Menu” to move to the next screen.

Cumberland -3-



Main Menu Options

CareLink - Main Menu

LIFE, IMZ. B/21/2005 8:45:25 A

Main Menu | Log Out

You are logged in as: [IE
Your last login was: [sSeuPeiallsasitasunloiy|

Main Menu - Treatment Provider

Billing Change Password Look Up Client
MNews Submitted Auth
Requests

Logout ! Exit

Navigating the Main Menu

@ 2005 Creative Socio-Medics Carp.

This screen is the main menu. From this screen you can do several things.
» Look up client — this allows you to search for a client that has been assigned to you in the system.

» Change password — this allows you to change your password. If you feel that there may be a
security threat you should always change your password.

» Billing — this option will allow you to bill for all the services you have entered through CareLink.
o Note: Only 1 person in your agency needs to be responsible for using this option. It is
recommended that others are cross-trained.

» Submitted Auth Requests — this screen allows you to look to see all the consumers assigned to
your agency that have been authorized by the LME for you (provider) to provide services along
with the authorization information for each consumer.

» News — this option takes you back to the news page.
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Change Your Password

» If you need to change your password at anytime you can click on “Change Password” from the
main menu. You will see the following screen. The screen will ask you to put in your old
password and then put in your new one. You will need to enter your new password twice for
system verification.

Ea

CareLink - Change Password LIFE, INGC. &/21/2005 Main henu | Log Out

Password Information

Please enter your current password:

Please enter your new password:

Please re-enter the new passworil:

Changes to P

Password Tips:

» FPassword cannot be "password”.
& Passwords mustbe between 6 and 15 characters.
*« Passwords are case-sensitive.
» Fasswords cannot be the same as your username, or your username backwards,
e Passwaords cannaot he common English wards or commanly used (guessabled passwords.
= Try substituting numbers or punctuation for letters. For example, instead of
"carenet’ use "c@E@ranat

» CareLink requires users to change their passwords every 90 days.
» Users may change their password at any time.

» Passwords are case sensitive, so when creating a new password carefully note how you are
entering it into the system.
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Working with a Consumer
Look Up Client Option

In order to request authorizations or enter treatment information for a consumer you will need to work from
the consumer’s profile screen. In order to get to this screen you should do the following:

From the main menu click “Look Up Client”

You may enter the consumer’s LME consumer record number or you may look the consumer up by name.
If you want to view all the consumers you can just click on “Search by Criteria”. The system will then give
you a list of all the consumers for your agency. You can click on the LME record number to pull up the
consumers profile screen.

/= CareLink - Look Up Client - Windows Internet Explorer

"
@ oy |E https: }fcarelink, carenetasp, comEastpointeTest /Client/ClientList, asp A | % | 4| X | | P
R S — i . »r
w W I@CareLink— Look Up Clienk l - B =y v |:kPage - {0 Toals -
~
31272 | BOYETTE TERRY LIFE SOLUTIOMNS 8/22/2005 | MSO_USER
31272 | BOYETTE TERRY MS0 Agency 6M532005 | MSO_USER
JELISE ER SES
31272 |BOYETTE | TERRY [:EU“E ENTERPRISES. | gani200s | mso_user
- BOSTIC FAMILY
LT sz005 | W
31267 |BUSH GEORGE SERVICES 8M52005 | MSO_USER
31267 |BUSH GEORGE LIFE SOLUTIOMNS 8/22/2005 | MSO_USER
3267 | BUSH GEORGE M5S0 Agency 61472005 | MSO_USER
- TAR HEEL HUMAM
1967 5 |
31267 |BUSH GEORGE SERVICES. INC 8/30/2005 | MSO_USER
ARC OF MORTH
31973
31273 | CROOM KAY CARGLINA INC 1M8i2008 | MSO_USER
CARING FAMILY
31973 5|
21272 | CROOM KAY HETWORK 10/19/2005 | MSO_USER
31273 | CROOM KAY CMC ACCESS, INC 1182005 [ MSO_USER
31273 | CROOM KAY ::fg"THOR“ SERVICES. | 40/1012005 | Mso_user
HOMECARE
31273 | CROOM KAY MAMNAGEMEMNT 112005 | MSO_USER
CORPORATION
31273 | CROOM KAY KATAM INC 112005 | MSO_USER
31273 | CROOM KAY LIFE SOLUTIOMNS 8152005 |MSO_USER
MEMNTAL HEALTH
31273 | CROOM KAY ASSOCIATIOM IMN MNC, 1192005 | MSO_USER
INC
31273 | CROOM KAY M30 Agency 8M52005 | MSO_USER
JELSE EL SES
31273 | CROOM KAY o oF ENTERFRISES | 40s102008 | Mso_user .
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Checking for New Referrals and Authorizations from the LME

» In order to see all referral information that has been sent to a provider by Cumberland County LME
you should click on “Submitted Authorization Requests” from the main menu. This screen will give
you the option to search by client id or to see all clients by clicking “search by criteria”.

> The screen below shows all the authorizations sent and received and the status.
» Click the blue “request date” field in order to open the authorization

A request can have 3 different status options.

1 — Approve — UM has approved your authorization. Please check the start and end dates and the
units of your authorization.

2 — Deny — UM has denied your request. You will have to submit a new request for review with all
required documentation.

3 — Not Reviewed — this means that the authorization has never been reviewed or received by the LME.
If you see this for more than 10 working days please contact the UM Department.

The LME Care Manager will always respond to the provider using the comments section listed at the
bottom of the authorization. Explanation of denial will be entered in this text box.

,":" Carelink - Submitted Authorization Requests List - Windows Internet Explorer

@ o I & | https:/fcarelink. carenetasp, comfEastpointeTest \Authorizations ReguestLisk, asp b % | X 2|
o 4 | @ carelink - Submitted Authorization Requests List [ [ - B e + |2k Page ~ () Tools + »
B. 9/13/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 42001965 | 9M/2005 |1
7. 9/13/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31268 DOE JOHN 11111911 | 9720058 |1
8. 9/13/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31211 | EGGLESTON JAMES 12/4/1991 | 9M10/2005
9. 9/13/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31211 | EGGLESTON JAMES 12/4/1991 | 91372005 |1
10, | 91372005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31203 HILL TAMIKA | 9/25/1989 | 9M13/2005 |1
11, | 91372005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31266 | JACKSON MICHAEL | 111970 | 9M12/2005
12. | 91372005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31266 | JACKSON MICHAEL | 1MM970 | 9M13/2005 |1
13. | 9M13/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31252 JOMNES KEM 10/6/1973 | 10M5/2005 |1
14. | 9M13/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31263 | KRUEGGER | FREDDIE | 1M1M978 | 10M/2005 |1
15. | 91372005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31261 LEE TINA 111975 | 10Mi2005 |1
16. 8/8/2005 | Authorization Approved LIFE SOLUTIONS 31255 TEST JOHM 1111970 5M/2005 |
17. | B/30/2005 | Authorization | Mot Reviewed LIFE SOLUTIONS 31268 DOE JOHN 11111911 | 9720058 |1
18. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/20/1965 | 8/30/20068 |1
19. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/20/1965 | 8/31/2008
20. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 472001965 | 8/3/2006 |1
21. /312006 | Authorization | Mot Reviewed LIFE SOLUTIOMNS 31273 CROOM KAY 4/200/1965 9M2006 |1
22, 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 472001965 | 8/3/2006
23. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/20/1965 | 81520068 |1
24, 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/20/1965 | 5/31/2008
25. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/20/1965 | 8/29/2006 |1
25. 2312006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/200M1965 | BM4/2008 |1
27. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 472001965 | 8M/2006 |1
28. 8/3/2006 | Authorization | Mot Reviewed LIFE SOLUTIONS 31273 CROOM KAY 4/20/1965 | 8/3/2006
w
= R R o , R [P cane T
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Client Lookup
> Click on Client Lookup

¢~ CareLink - Look Up Client - Windows Internet Explorer

G‘li?j ~ | & https:/jcarelink. carenetasp. com/EastpainteTest/Clent/ClientListSetup. asp Y2k | | =g
@ =P | @8 carelink - Look Up Client o B m - [lpage - CF Tock -

CareLink - Look Up Client

MSO Agency 4/12/2006 3:57:53 PM

Main Menu | Log Out

Search Criteria
Client ID / SSN:

First Hame:

Last Name:

Agency: -- All Agencies -

Search by Criteria

Carelink v1.08 ® 2008 Crestive Socic-Madics Carp,

Done

' Trusted sites

#, 100% -

To look up a client within the CareLink system, you can enter a combination of the user’s
information and click on the Search by Criteria button.

For a list of all clients within the system, do not enter any information in the search criteria boxes
and click on the Search by Criteria button. This will create a list of all of your clients within CareLink.

Each provider can only view clients that belong to their specific agency.

Cumberland



Navigating the Client Profile Screen

On the left side of the client profile screen you will see several options. The profile screen automatically
defaults you to the demographic page when you pull up the consumer for the first time.

) Client 000000000 Data - Microsoft Internet Explorer |:”E|gl
Ele Edt Vew Faveries ook Help w
Qo - © - [x] B @b Osewen Frraoies € (2 B @ 3% sdoress [B) mpsyfcarelnk carenetasp. com EastponteTest/Clent/ClentFrameSet. asp v B e

Client SSN
000000000

CareLink - Demographic LIFE SOLUTIONS 1/18/2006 12:24:22 PM Main Menu | Log Out

Client Name:|CROOM, KAY
Client ID: 31273
Agency: LIFE SOLUTIONS

moqgt

Demographic Information

Hame: KAY CROOM
(First) (Last)

Date of Birth: 4/20/1985

Gender: F-Female

Recent Address Information

Valid Dates Address Address 2 City State Zip Code County Phone

11i2005- UNKNOWN STREET KINSTON North Carolina 00000 LENOIR

address history

_

Carelink v1.04 © 2008 Creative Socio-Medics Corp
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Funding Sources (Screening or Admission Status of Consumer)

{= Client 000000000 Data - Windows Internet Explorer |Z||E|E|
% v | @] https: /fcarelink. carenstasp. com/EastpointeTest Client/ClientFrameset. asp b | % |@] &] | |E§]
() ¢ | @ cient 000000000 Data fa - B - m - Cleage - Glods »

CareLink - Client Funding Source Information MSO Agency 4/12/2006 4:01:55 PM Main Menu | Log Out

Client Name: |CROOM, KAY
Client ID: 31273
Agency: LIFE SOLUTIONS

Current Information

history records

Funding Source Valid Dates Attachment

ADMISSION LIFE SOLUTIONS 112005 - Add New

Carelink v1.08 ® 2008 Crestive Sccio-Medics Corp.

CARING FAMILY

CHC ACCESS, INC

HAWTHORN SERVICES,

MENTAL HEALTH
ASSOCIATION IN NC,

IDone J Trusted sites * 100% -

» The Funding Source page lists the status of the client. All consumers that have a completed STR
on file with the LME will be placed into the IPRS Funding Source. If a consumer has Medicaid, the
consumer will also reflect a MOA Funding Source as well. In order to request authorizations for
State Services, a consumer must be active in the IPRS Funding Source. After the screening,
providers are required to submit to the LME all required forms for admission.

**Note: All forms required for Admission can be located on Cumberland County LME’s website
www.ccmentalhealth.org under Provider Information.

» If the consumer is active (has open record) the funding source will show “IPRS”. Make sure there
is no end date for the admission record. If there is you will have problems requesting
authorizations.
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Requesting and Receiving Authorization of Services

» The Authorization Menu contains a list of all authorizations currently in place for the client or
authorizations waiting to be approved for the client. See list of the different status items on page 8.

{Z Client 000000000 Data - Windows Internet Explorer [’._”’E”'S__d
— -
Gz:.‘/l - |é, https:/fcarelink, carenstasp, com/EastpointeTestClient/ClientFrameSet. asp V| % |[@J [ | |[E!J
i § ~ »
(2) = | @ cient 000000000 Dats f3 - B - == - [[page - {F Tools ~
£y
Client SSN CareLink - Authorization Requests MSQ Agency 4/12/2006 4:03:05 PM  Main Menu | Log Out
000000000
Client Name;|CROOM, KAY
Client ID: 31273
Agency: LIFE SOLUTIONS
History Information
Provider Request Review Reviewed . Expiration M50
Auth Number Type Status Date Date By Begin Date Date Status Attachments
LIFE ) |
- Not 1/2512006 view b Add
SOLUTIONS Authorization Reviewed | 10:40-28 Al 5M10/2006 BM7/2006 status New
ARC OF NORTH LIFE Mot 1/25/2006 view
- 3 VIEY Add Mew
EE e SOLUTIONS Authorization Reviewed | 10:38:28 Al 3/25/2006 | 11192008 status Add New
CARING FAMILY LIFE
NETWORK L Mot 4/6/2008 view o
SOLUTIONS Authorization Reviewed | 10:35:56 Al 312012008 51812006 status Add New
CNC ACCESS, INC
HAWTHORN SERVICES, LIFE N
{ L Mot 372008 View . -
INC SOLUTIONS Authorization Reviewed Ga4-27 AN 3172008 5/5/2006 status Add New
HOMECARE
MANAGEMENT LIFE i
- Mot 41612008 view A N
CORPORATION SOLUTIONS Authorization Reviewed | 10:31:32 Al 3142008 512912006 status Add New
KATAM INC
LIFE Mot 12512006 view
SOLUTIONS Authorization Reviewed 10_4{;,40 Al 212512006 812512006 S;atlils Add New
MENTAL HEALTH o
ASSOCIATION IN NC, e
INC L Mot 142512006 view X .
2 SOLUTIONS Authorization Reviewed 10:26:41 AN 212512006 812512006 status Add New 2
£ >
IDone LE| o Trusted sites H 100%

> The status of the authorization show in the column labeled “status”.

» If you would like to review or print an authorization you should click the word “Authorization”. This
will take you to the actual authorization and allow you to view the comments that have been added
by the UM Care Manager (if any). You can print the authorization by selecting print under your file

menu.

» Effective July 1, 2010 the authorization screen will reflect an authorization with code 3333 and/or
4444. These codes will be used to track the status of a consumer. If you have an auth (3333
Screening completed) this will signify that the LME has received/completed a STR Form. An auth
(4444 Admission Completed) will signify that the Admission/Discharge Form has been received. If
you submit a discharge for a consumer your auth screen will reflect code (5555 Discharge).

Cumberland
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Sample Authorization

nt 000000000 Data - Microsoft Internet Explorer

Ele Edt Vew Favorites Toos Help

Qe - (¥ B (b O sewen Slpraoies &)

Client SSN Authorization Request - 381
Approved
000000000

_J il @ 3% nddress [ ] https: fcarelink, carenetasp. com/EastpanteTest/Cient/ClientFrameSet asp v B

1>

CLIENT NAME CLIENT ID DATE OF BIRTH COUNTY OF RESIDENCE
KAY CROOM 31273 41201965 LENOIR

PROVIDER NAME

LIFE SOLUTIONS

CARE MANAGER ASSIGNED DATE ASSIGNED
TMILLER 1i1/2005

Authorization Information
CURRENT AUTHORIZATION STATUS REASON: AUTHORIZED LEVEL OF CARE:

ividual CPT Codes requests.

PROCEDURE CODE DESCRIPTION UNITS REQUESTED UNITS AUTHORIZED
90804 INDIVIDUAL THERAPY (23-30 MINUTES) 100 100

Authorization Dates

Requested: 10/1/2005- 12/28/2005
Authorized: 10/1/2005- 12/28/2005

Comments

Authorization Comments:
Autharized by MSO_USER on 11/16/2005 11:05:30 FM

Internal Comments:
Comment medified by MSO_USER on 11/16/2005 11:05:30 PM

This authoriation is for Methodist Home Christal Wood, Case manager
cwood@eastpointe net
910-275-7044

Meed residential placement for ........

[£4

This rliniral antharizatinn Anes nnt Annarantes navmant

|~
(e

Requesting a New Service
» To submit an authorization to the LME, the provider should click on the Authorization Request
button. This button is red and can be found at the bottom of the authorization history screen.

Client SSM
244496652
Client Namme:

Chient I0: 16096
Agency: LIFE. INC.
Funding
Sources

CareLink - Authorization Requests LIFE,

History Information

Exit to
Main Menu Mo records found.

@ 2005 Creative Socio-Medics Corp.
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Client SSN CarelLink - Client Authorization Request LIFE, INC 005 11:34:10 Ak hsin
244496652 Information |
.
Demographic
- Client SSN: 244496662
Funding
Sources Agency: LIFE, IMC.

Authorization dates: (WiDhyn

Begin Date: SetTo

End Date:

Exit to
Main Menu

Request Authorization ==

Autharization dates must fall within valid Insurance, Financial, and Admission dates.

@ 2005 Craative Socio-hedics Corp

» Enter the date range in which you would like to provide services for the consumer.

» Shortcut: Enter the Begin date; enter the number of days you would like to the authorization to be
valid for in the Set To box, and click on the Set button. This will automatically calculate the end date
for the authorization.

A Client 000000000 Data - Microsoft Internet Explorer
Fle Edit View Favorites Tools Help Iz

Q- © ¥ @ th Pseer Frraes @ (- 22 LB @ 3 seress [ ntwssiicarelnk carenetasp.com EastponteTest/Clent/ClentFrameSet.asp v o

Client SSN Authorization Request -
000000000
CLIENT NAME CLIENT ID DATE OF BIRTH COUNTY OF RESIDENCE

Demographic KAY CROOM 31273 41201965 LENOIR

‘unding Sources PROVIDER NAME
LIFE SOLUTIONS

CARE MANAGER ASSIGNED DATE ASSIGNED

Main Menu Authorization Information

CURRENT AUTHORIZATION STATUS REASON: AUTHORIZED LEVEL OF CARE:

Authorization Group

Leave blank for individual CPT Codes requests.

PROCEDURE CODE UNITS REQUESTED

Enter 0 units to

Authorization Dates
Requested: 1/16/2008 - 2/14/2006

File Request

Internal Comments:

This clinical authorization does not guarantee payment.
Return to Authorization List

Carelink v1.04 ® 2008 Crestive Sccio-ledics Corp.
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» Click on the Add Code button to select which service you would like to have authorized.

*Note: You may only add one code
per authorization. This is to ensure that the LME does not hold up authorization for multiple

services if there is only one in question.

B[S
L

2 Client 000000000 Data - Microsoft Internet Explorer
Fle Edit View Favorites Tools Help

@Ea‘* T < \ﬂ @ _h f-] e i‘\? Favorites @2} -0 - ; _J @ € 3% nddress [ ] https: fcarelink, carenetasp. com/EastpanteTest/Cient/ClientFrameSet asp v B

Client SSN Authorization Request -
000000000
CLIENT NAME CLIENT ID DATE OF BIRTH COUNTY OF RESIDENCE

Demographic KAY CROOM 31273 412011965 LENOIR
Funding Sources PROVIDER NAME

Treatment
CARE MANAGER ASSIGNED DATE ASSIGNED

Exit to
Main Menu Authorization Information
CURRENT AUTHORIZATION STATUS REASON:

AUTHORIZED LEVEL OF CARE:

Authorization Group
L k for individual CPT Codes requests.

PROCEDURE CODE UNITS REQUESTED
Enter 0 units to ignore added code.

- Please Choose One - -

- Please Choose One -

80801 - CLINICAL EVALUATION/NTAKE
50804 - INDIVIDUAL THERAPY (23-30 MINUTES)
90806 - INDIVIDUAL THERAPY (45-50 MINUTES)

k ' Authorization Dates

90808 - INDIVIDUAL THERAPY (75+ MINUTES)

Requested: 1/16/2006 - 2/14/2006

Internal Comments:

This clinical authorization does not guarantee payment.
Return to Authorization List

Carelink v1.04 © 2008 Creative Socio-Medics Corp

» Once you've clicked on the Add Code button, select the correct code for authorization and enter the
number of units you would like to request authorization for.

o Note: make sure you DO NOT click on “Add Code” again.

» Go down to the “Internal Comments” section and document the following:
o Provider name and credentials

Agency name in which you are requesting the service for

Your e-mail address

Your phone number

Brief justification for the service

O 00O

» Click the File Request button once all of the appropriate services, units of service and comments
are on the authorization request.
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» You are still required to submit required forms after you request the authorization via CareLink. You
must attach your documents to the authorization. Your request will not be processed until ALL
required information has been received. The updated forms can be found on the Cumberland
County LME website at: www.ccmentalhealth.org. All forms can be found under Provider
Information. If you need to submit documentation to the LME and do not need to request a service,
you will still need to complete an authorization request. Use service code 1111 to complete this
task. This is a “generic” code established for this purpose.

**Note: go to section labeled “Attaching Files in CareLink” for instructions on how to attach files.

» The authorization request will be put in a status of ‘Not Reviewed’ until it is sent to the LME and the
LME sends back a status of Approved or Denied.

Cumberland -15-
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Attaching Files to Authorizations and Funding Sources

At the authorization screen click on “Add New” beside the authorization that you need to attach your
documents to.

{2 Client 000000000 Data - Windows Internet Explorer |ZHE”E

%' g,hth:s:ﬁcarelink.carenetasp.com/EasmointeTesthIienthIientFrameSet.asp V|%J[Q_]Jw @!J
) . . 3
(3 5 | @ dent 000000000 Data fo - B - = - [[page ~ {} Tok -
A |ClientiD:  [31273 A
Client SSN Agency: LIFE SOLUTIONS
000000000 History Information
Provider : Request Review Reviewed . Expiration MsO ’
Auth Number Type EL Date Date py Degmbale Sl R
LIFE ) L]
o Nat 112512008 view A
SOLUTIONS Authorization | oo | 404028 Al SHOR2008 | BMTRODE | oo e
Ié‘[F)IIE_UTIDNS Authorizat Not | 11252006 32502008 | 10005 | Y AddHay
ONZENON | Revigwed | 10:38:23 Al status - M\*
LIFE ot . o Click here to
SOLUTIONS Authorization | oo | 40825 Al 3202008 | MBRODE | oo Add New add
= documents to
SOLUTIONS | Authorization | - ot ATzn0e 370008 | 005 | Add New your
CARING FAMILY eviewed | 9:34:47 AN status a thor' at'on
NETWORK u 1zall
LIFE i request
o Not 44812008 view
CNC ACCESS, INC ,
SOLUTIONS Authorization | oo | 40313 Al 112006 | 52012006 | oo Add New
HAWTHORN SERVICES,
* LIFE Not 112512008 view
. . o ¥\
— | SOLUTIONS Authorization | oo | 4o deen Al 2252006 | BI28R006 | Add New
LIFE . Net | 1ese0 view
KATAM INC SOLUTIONS Authorization | oo | 4 deen Al 2252006 | BI2ERODE | Add New
LIFE )
MENTAL HEALTH - Mot 121912005 View .
e SOLUTIONS Authorization | oo | 40t 2H12006 | 5MI2008 Sl Add New
INC
4 I:‘EF.._.-... e Mot et N K R —mimmn vigw e 4
¢ |
Dane J/ Trusted sites H100% v

At the next screen click on the button labeled “Browse”
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{ Client 000000000 Data - Windows Internet Explorer A=

-[BIX]
%' |g,hﬂps:,‘fcarehnk.carenetasp.coijasmointeTesthhenthIienh‘:rameSetasp V|ﬂ Hglw | Hg!J
() == | @dient oooo00000 oata ‘_| Mo B m - [Trage - (Took~

|

Client 33N
000000000

CareLink - File Attachments 4 4: M

Main Menu | Log Out

File Attachments

File Name Attached By Notes

Add New File Attachment(s):

Mote: File Aftachments may not be made immediately available
File Name Notes

CARING FAMILY
o
CNC ACCESS, INC . o
HAWTHORN SERVICES, View Authorization > Click here to
L Return to Authorization List look for file
to attach
v
) | b4
Dane g  Trusted sites * 100% -
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Find the file you are attaching on your computer in the choose file screen and then click open.

Choose file
Loak in: @ j £ T £ G-
- 3 badap £5)79 ERRORS
‘..J ] test &) 3404044-3404935_2_25_
Recent @Miausnf‘t Office Outlook 2003 (2) @I_]IF‘RS Report Of Reports
Ft1017he B shortout to Chkbooks
F 55)t1017 pops @ ie7_B2_sand
El_j names @ IEG
Desktop ¥ endorsed sample (i Spybot - Search & Destron
: B Free Disney Screensaver B 3404944-3404935_12_20
‘-’-} E-_\-)Free Solitaire 30 @I_]FTEIE Performance Contra
| ] CARRIE resume ¥ ken Update
RS 5t Advanced WindowsCare | Spybat - Search & Destron
- W emo tickets AEHER Block TaxCut 2005
: E,Q Screening COW 71 Records @jshurtﬂ:ut to PROVIDER. ID
My Computer | 2DataCleaningTool F Avatar MSO (Managemen
[2}] cav_converter El ws_FP
R :
My Network  File name: | ﬂ S
Places
Files of type: | All Files (%) -l Cancel |
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The file path and name should default in for you. When you see the path and filename in the box click
“Attach New Files”. You can go back and use this same process to attach more files if necessary to the
same authorization.

{2 Client 000000000 Data - Windows Internet Explorer

% - ‘g‘ https://carelink. carenetasp, com EastpointeTest/Client/ClientFrameSet. asp ¥ | gj @ w [ﬂgj

Ak - »
() 5 | @cient 000000000 Data ‘ ‘ By~ B ma - lpage + {0 Tods -

Client SSN
000000000

CareLink - File Attachments MSO Agency 4/12/2006 4:13:54 PM  MainMenu | LogOut

File Attachments

File Name Attached By Date Attached Notes

Save Changes

Add New File Attachment(s):

MNote: File Attachments may not be made immediately available

File Name Notes

|C:\Ducumems and Settings\cwood\Desktopitest.doc H Browse.. |

CARING FAMILY
NETHORK N ___socivenies ]

CNC ACCESS, INC

View AXQorization

Information defaults
in here.

¢ | y
Done J Trusted sites 0% -

After the file(s) are attached you will be able to see a disk show up beside the authorization. This lets
you know that the files are attached.
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{2 Client 000000000 Data - Windows Internet Explorer
@i—‘?}} hd |§, https: fcarelink. carenetasp. com/EastpointeTest/Client/ClientFrameSet. asp V| ﬂ HEJ liJ |

) »
() 9F | @cdient000000000 Dats ‘ | - B - ™ - [Tpage - {} Tooks -

Client 33N
000000000

CareLink - Authorization Requests MSO Agency 4/12/2006 4:27:29PM  MainMenu | Log Out

Client Name;|CROOM, KAY
Client 1D: 3273
Agency: LIFE SOLUTIONS

History Information

Provider . Request Review Reviewed S Expiration MSO .
Auth Number Status Date Date gy oegnbate e Status  AtiAChments
LIFE .
. Nat 112512008 view bl A
SOLUTIONS Authorization | oo | 10028 Al 5M0/2006 | 8M7/2006 status ow
LIFE .
- Not 112512006 view bl ada
SOLUTIONS Authorization | oo | 103598 Al 302612006 | 111912008 | o V Lo
CARING FAMILY LFE \
o Nat 4612006 view
SOLUTIONS Authorization | oo | oasee 312012006 | 5MBI2006 stats Add New
CNC ACCESS, INC
HAWTHORN SERVICES, LIFE _
' o Nat 3712006 view
SOLUTIONS Authorization | oo o | oaeer ATI2006 | 5512006 stats Add New \
LIFE . .
_— Not 4/6/2006 view D|Sk
SOLUTIONS Authorization | oo | 0a1a0 A 312006 | 512002006 ctae Add]
icon shows
LIFE .
. Nat 11252008 view attachments
A
SOLUTIONS Authorization | oo | 404040 AN 21252006 | 812512006 stas Add
LIFE Mot 112812008 view
a SOLUTIONS Authorization | oo | qo.aa1 AN 21252006 |  8/25/2006 stas Add New 3
< | &
Done o Trusted sites H 100% ~
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Entering Services for Billing for IPRS Consumers

» All providers billing Cumberland LME for IPRS consumers/services must follow these directions:
Click on the Treatment link
You will see a history of the treatment that has been entered for this consumer.

» To add treatment for a consumer, the provider should click on the Add New Treatment Service
button at the top of the Treatment page.

2 Client 000000000 Data - Microsoft Internet Explorer

Fle Edit View Favorites Took Help 5

Q- @ ¥ @ @ POseoer Jrravons @ (- 12 LB @ 33 rddes [ nemsiicarelnk carenetasp, com EastpointeTest/Cient/ClentFrameSet.asp v B

Client SSN

CareLink - Treatment History LIFE SOLUTIONS 1/18/2006 12:44:22 PM  Main Menu | Log Out

000000000
Client Name:|CROOM, KAY

Client ID: 31273
Agency: LIFE SOLUTIONS

Add New Treatment Service =5

|Tm5 page defaults to treatments with services that occur during the current fiscal year H VIEW ALL v‘

Treatment History

Tx Datt . ) :

Agency oy m’t”:v‘;ms Therapist CPTCode Units Duration TR i TR

LIFE SOLUTIONS 1112812005 LIFE,SOLUTIONS 90804 1 30 121142005 |ADMISSION Not Reviewed view status
[

LIFE SOLUTIONS I 1112712005 [LIFE, S0LUTIONS [o0804 [ J=o [111/2006  [ADMISSION | NotReviewed | [ viewstatus
[

LIFE SOLUTIONS I 1112612005 [LFE, soLuTIONS [o0804 [1 [20 [12/6/2005  [ADMISSION | NotReviewed | [ viewstatus
[

LIFE SOLUTIONS I [LFE,SoLUTIONS [90804 [ e [12114/2005  [ADMISSION | NotReviewed | [ viewstatus
[

LIFE SOLUTIONS I 1112412005 [LIFE, SOLUTIONS [o0804 IES [1219/2005  [ADMISSION | NotReviewed | [ viewstatus
[

LIFE SOLUTIONS I 11/23/2005 [LFE, SoLuTIONS [o0804 [1 [1 [12114/2005  [ADMISSION | NotReviewed | [ viewstatus
[

LIFE SOLUTIONS I 1112272005 [LFE, SoLuTIONS [90804 [ [12114/2005 _ [ADMISSION | NotReviewed | [ viewslatus
[

LIFE SOLUTIONS I 1112112005 [LIFE.SOLUTIONS Jons04 [1 [20 [12/6/2008  [ADMISSION [ MotReviewed | [ view status
[

LIFE SOLUTIONS I 11/20/2005 [LIFE, S0LUTIONS [o0804 [ERES [11/22/2005  [ADMISSION | NotReviewed | [ viewstatus
[

LIFE SOLUTIONS I 111912005 [LFE soLuTIONS [90804 [3 [ss [11/22/2005 _ [ADMISSION | NotReviewed | [ viewstatus
[

b
< | =
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4 Client 000000000 Data - Microsoft Internet Explorer [=)[=][]
;'l

Ele Edt Vew Favorites Toos Help

GEE‘:“ ML \ﬂ @ _h /—-] Search \.:":(FBW‘ES € 23 "77 _J @ € 3% nddress [ ] https: fcarelink, carenetasp. com/EastpanteTest/Cient/ClientFrameSet asp v B

Client SSN
000000000

CareLink - Add Treatment Setup LIFE SOLUTIONS 1/18/2006 12:50:55 PM

Main Menu | Log Out

Client Name:|CROOM, KAY
Client ID: 31273

rces

Demographic
oemograpne W e sorumons
Ente Treatment Criteria
CPT Code: |_peasechooseone- v
RAD Forms Clinician: I v
Units / Day: 1
Exit to
(® single Date:
O Date Range:
O Multiple Dates:

Include Weekends| [¥] (ched: this box to include weskends when sdding trestment)

Unit History
CPT Code Units Approved Units Left Begin Date Exp Date
90801 - CLINICAL EVALUATION/ANTAKE 1 0 1M1/2005 1/31/2005
90801 - CLINICAL EVALUATION/INTAKE 10 6 71112005 10i31/2005
90804 - INDIVIDUAL THERAPY (23-30 MINUTES) 30 6 2/1/2005 2/28/2005
90804 - INDIVIDUAL THERAPY (23-30 MINUTES) 30 7 711/2005 10/31/2005
90804 - INDIVIDUAL THERAPY (23-30 MINUTES) 200 200 10/1/2005 11/28/2005
90804 - INDIVIDUAL THERAPY (23-30 MINUTES) 100 51 10/1/2005 12/28/2005
90806 - INDIVIDUAL THERAPY (45-50 MINUTES) 30 19 41172005 4/30/2005
90806 - INDIVIDUAL THERAPY (45-50 MINUTES) 100 100 9M1/2005 9/30/2005
90808 - INDIVIDUAL THERAPY (75+ MINUTES) 30 30 3112005 3i31/2005
Carelink v1.04 © 2008 Creative Sccio-Medics Corp.

» Enter the correct CPT code, H Code or IPRS Code from the drop-down box.

» Enter the correct clinician/agency that rendered the service. You will need to select the appropriate
clinician name/class based on the type of service being billed.

o If you are billing for a direct enrolled service then you would need to choose the actual
clinicians name that provided the service. If that person is not listed in your drop down
please contact Rose-Ann Bryda at rbryda@mail.ccmentalhealth.org to get the clinician added
to the system.

= Examples of Direct enrolled services are:
90801
90802
90804
90805
90806
90807
90810

o If you are billing for an endorsed service then you would need to make sure to choose the

agency name with the appropriate location attached.
= Examples of Endorsed services are:
e HO0010
e HOO036:HA
e HO0036:HB
e HO0040
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o If you are billing for state only service codes then you would use your agencies name in this
field.

= State only codes are codes that begin with YA, YM or YP

» Enter the units that you are billing.
o Note: make sure you enter the correct units based on the type of code that you are billing.

Example: if a code is a 15 minute code and you provided 60 minutes then you would enter 4
units.

» Enter the date of service. This can be added as a single date, date range or you can click on
“calendar” and select multiple days.

Enter the duration for the service. If you provide a per diem service the duration will be 1. If you
provide service that is billed in 15 minute increments then enter the total number of minutes the
service was provided. Example: Duration for 4 units would be 60.

Level of Care should always be Unknown.

> Click “Set Treatment Date” button to continue.

2 Client 000000000 Data - Microsoft Internet Explorer

Ele Edt Vew Faveries ook Help -
@Ea‘j‘ ML \ﬂ @ O /—_] Search ¢ Favortes ) (- _J @ € 3% nddress [ ] https: fcarelink, carenetasp. com/EastpanteTest/Cient/ClientFrameSet asp v B

Client SSN
000000000

CareLink - Add Treatment - Details LIFE SOLUTIONS 1/18/2006 12:49:35 PM Main Menu | Log Out

Client Name:|CROOM, KAY
Client ID: 31273
Agency: LIFE SOLUTIONS

Demographic

Primary Source:  ADMISSION Comments

CPT Code: 90804 - NDIVIDUAL THERAPY (23-30 MINUTES)

Num of Days: 1

Units/Day: 1

Total Unts: 1

CostUnit 50.00

CostDay: 50.00 DSM Diagnosis

Total Cost: 50.00 ‘ _Side Effects. v‘

Treatment Date(s): 11/18/2005, Wednesday [“sactiees v
| - Side Effects v
| - site Effects ¥

Duration (minutes per semvice):

Cost Center: 5800 - 5800-OUTPATIENT MH/SA

Add Treatment(s) ==

Carelink v1.04 ® 2008 Creative Scis-Medics Corp.

» DO NOT enter any diagnosis information. This information is captured from the PCP/Treatment
Plan.
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****Note: if you have questions about how to bill your services please contact Candi Carter
ccarter@mail.ccmentalhealth.org or Colette Gelin @ cgelin@mail.ccmentalhealth.org

Click on the Save Treatment Record button to save the unit of service in the system.

» Once the unit of treatment or unit of service has been added/saved to CareLink, it will appear in the
Treatment History on the Treatment page.

» Until the unit is billed by the provider; the unit of treatment may be edited or deleted by clicking on
the blue Edit or blue Delete Above link under the unit of treatment. Once the unit is billed by the
provider; the unit of treatment is no longer editable and also cannot be deleted.

» If the unit of treatment is billed by the provider, the Bill Date column will contain the date on which
the unit of treatment was placed on a bill to be sent to MSO.

» Like authorizations, the Billing Status column will say ‘Not Reviewed’ until MSO determines to pay
or deny payment of the unit of treatment.

» The Cost column will remain blank until the LME has approved payment for the services.
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CareLink Billing Process

Step 1: Go to the Billing section in CareLink

Once you enter the services into the treatment screen for all your consumers the services are saved but
are not submitted to the LME. In order to submit the services to the LME you will go back to the “main
menu” and click on the Billing option.

*Note: You should not bill services daily. You should bill weekly or bi-weekly. This will make the process
for billing much easier for your agency and for Cumberland County LME.

Carsdlink - Man Menu

sl 2o im0 00 B 1 5237 a4
(5] I
XS B E 0D AR |

Biling Chanps Passward Laak Lig Clignt
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[ Lagoms | Exit ]
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Step 2: Generate the Bill

| By
[ERE T | s b | T T LT 1o I} By

» Click on the “Generate New Bill” button under the Bill Generation heading. This button will pull all
services that have been added to the system on the Treatment page that have not been associated
with a bill.

Step 3: Select a Bill Status

Carsliek« Unsubeined B9
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Option 1: Cancel/Delete Bill
After generating the bill and the provider decides they need to remove the bill, the provider can click on the
Cancel/Delete Bill button and the services listed on the newly generated bill will remain in an unbilled state.

Option 2: Save, But Not Submit

Save, But Not Submit allows the provider to place the bill in a holding status. They have not yet submitted
the bill to be a part of the batch process that sends the services to MSO for payment. If the provider
selects this option, they can view the bill at a later time by clicking the link in the Unsubmitted Bills list.
Treatment services associated with bills in the state of ‘Save but Not Submit’ cannot be re-billed. The
provider must choose to Cancel/Delete the bill for the units to be re-billed or continue to submit the bill.

Option 3: View Bill Summary

View Bill Summary is the next step to submit the bill. The provider will be shown a summary of what is
being submitted to MSO for payment. If they decide to not submit the bill, the provider can select the ‘Edit
Bill' option, which will take them back to the previous page. In order to finalize the submission of the bill,
the provider must choose the ‘Submit Bill’ option.

o Note: Billing should be sent to the LME weekly. Daily processing is not accepted.
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» Once the provider has submitted a bill, the bill will appear on the list of Submitted Bills and the billed
treatment data is put in the queue to be sent to the LME for adjudication. Once the bill has been
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adjudicated; the status of each service (paid or denied) will be displayed on the Billing page and in
the client's Treatment record.

Un-submitted Bills Section

If you “save but not submit” bills the bill will show up under the “Un-submitted Bills” section. Please make
sure to keep this section checked. If there is billing under this section it means that the billing was not
submitted to the LME and is waiting for the provider to submit it.

To submit the un-submitted bills you should click on the blue link under the column called “Submission
Date”. You will then be able to go through the process of submitting the bills to the LME.

Questions/Issues

CareLink Issues/Questions
Colette Gelin
cgelin@mail.ccmentalhealth.org
910-222-6410

CareLink Password Issues/Computer Technical Support
Rafael Garcia

rgarcia@mail.ccmentalhealth.org

910-222-6043

Authorization Questions
Sherreika Brown
sbrown@mail.ccmentalhealth.org
910-222-6112

or

Stan Cagle
scagle@mail.ccmentalhealth.org
910-222-6378

General Billing Questions
Colette Gelin
cgelin@mail.ccmentalhealth.org
910-222-6410

Any Unresolved Questions/Issues
Business/Finance Manager
Candi Carter
ccarter@mail.ccmentalhealth.org
910-222-6408
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