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Creating SNF Request
Using iIExchange




Inpatient Request Entry Screen

» Section 1 — General Information
» Section 2 — Services Information
* Additional Notes

B network
@W health

networkhealth.com




Starting
point
Payer selected:
Network Health Plan

Select & different payer

Inpatient request entry

Payer Notice:

Please note this authorization is not a guarantee of payment. Banefits are always subject to the terms
and limitaticns of your plan policy 2t the time services are received.

General information

Notification date
Member ID
Enter or Search

Use the Gereral information for ID

section Lo record the member 1D Submitting provider
{click Member search to verily
< (submiting

Facility
Select facility from the st or
search for ID

Treatment setting
Treatment type

Admit date

Is this an emergency?

Primary diagnosis
Enter Diagnosis code or Selec

from Short list

Secondary diagnosis
{optional)
Secondary diagnosis
{optional)
Secondary diagnosis
{optional)
Secondary diagnosis

{optional)

Requested length of stay
LOS bed type

{optional)

Name of the person
completing form
{required)

Contact phone number
{required)

Contact fax number
{required)

Additional Contact
Information

{optional)

12f29/2020 (mm/dd/yyyy)

fuou must search for & member, Member search

[AGNESIAN HEALTH SHOPPE - 1912972613

L

Subitting geovider summary

[ v

Diagnosis search

wn -~

Click the green Inpatient box
Select New Inpatient Request (click either of the 2 links)
You are now on the Inpatient Request Entry Screen

1.
2.

Part | is General Information and must be completed
Part Il is Services Information and is never completed

Field Completion

1.
2.

w

No o bk

© ®

10.
11.

12.

13.
14.

15.

Notification Date—uwill default to today’s date

Member ID—will display as the MB number once the
member is selected

Submitting Provider—name of SNF completing request
& is found in the dropdown list, if not auto-populated
Facility—name of SNF where member is at

Treatment Setting—Skilled Nursing Facility

Treatment Type—Skilled Nursing Care

Admit Date—Date admitted (must be within 24 hours of
admit)

Is This an Emergency—No

Primary Diagnosis—only space for 5, but can put
additional in the iExchange Note for PHS | to manually
enter

Requested Length of Stay—enter a # between 1 and 9
LOS Bed Type—leave blank, don’t even click in it—if
system senses there’s something in this field, it will
prevent the user from submitting this request & they will
have to start over

Name of Person Completing Form—First Name & Last
Initial

Contact Phone Number—direct line to reach person
Contact Fax Number—direct fax # to fax
approval/denial ltrs

Additional Contact Information—someone else who is
knowledgeable about this auth request
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2 Services information

Principal service [optional)

If recessary, record the principal !'“‘md“"

ter Procedure code o Select
procedure and any additional v Shaet st Procedure search
procedural information. Enter the

exart code or select the Scheduled date I:I I:I I:I (manfddiyyyy)

procedure rom te st and

Servicing provider ]
scheduled date for the service. Select @ servicing provider rom | T

the list or search for 1D

Service 2 (optional)

ocedr E—

Enter Procedure code of Select

Fom Shoet list Procedure search
Servicing provider [ v

Select & servicing provider from

the list or search for 1D Provider search

Somice3 (optons) This section is never to
AT — e — be filled out for a SNF

rom Short list

T e T admit
Servicing provider [ W

Select a servicing provider Irom -
the list or search for ID Provider search

Service 4 (optional)

roceb I

Enter Procedure code o Select

v Sheet list Procedure search

Scheduled date :I :I :I[rrmdw'ww]
|

Servicing provider
Select & servicing provider Irom
the list or search for ID

Provider search
Service 5 (optional)
Procedure

Procadirs cofe of Select

Short list Procedure search

Scheduled date l:l l:l l:l[rl'rl.fllll."y'r‘\ff]
|

Servicing provider
Select & servicing provider from
the list or search for 1D

L

Provider search
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ikxchange Note

Additional notes (optional)

Who is ordering physician?

Where are they being discharged from?

Being admitted on Hospice and reguesting denial?
Transpertation lined up for 2 pm

Currently at St. Agnes ER department & being admitted

e

This is not required to be completed;
however, it is highly encouraged.

The information within the screenshot
are just some examples of what SNF’s
should be including in the Note.

They are not to be putting in clinical
information.

If there are more than 5 ICD-10
diagnosis codes, they are to list them
here and the PHS | will manually enter
them when they work the request.

SNF can also indicate if there would be
EMR access for the initial request only.

If the SNF needs to request this
urgently, they need to indicate this in the
Note.
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Searching for a Member

» Search Methods
» Search by Member ID
» Search by Last Name/Date of Birth
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A Member ID search

e L 1
Enter the ID of an individual member

| 1] |/ Jmantaa
date of birtt
1
Enter the first name of the mermber
[ Submit search I Clea'folrnl Cancel ]
Last name/date of birth search
Last name
value the Last name and Date of Date of birth | |f| | ." |”_ _—
Lirth fields. The First name field is Enter the member's date of Lirth
optional. You may be instructe d to First name
value the First name field if the l:l
Last name and Date of birth you Enter the first name of the member
have entered matches more than [ Submit search I Clea_fo'ml Cancel ]
one member record.
Informational
It is recommended that you view existing r fora ber prior to selecting
a member.

Member search result
Click View details to see individual member records. Click Mew search if you would like

to search for a different member.

Member Aame Date of birth ~ Health Plan Member ID

Wiew details ZZITEST, QUALITY CARE 01/0171880
View oxting requests

Cance

Click the gray Member Search button on the
Inpatient Request Entry Screen to search for
correct member

The Member Search Screen appears

Search by Member ID (quickest & easiest)
Enter the member/subscriber ID
Click Submit search button
Search by Last Name/Date of Birth
Enter the member’s last name
Enter the member’'s DOB
Click Submit search button

If this is the correct member, click Select
button which will take you back to the
Inpatient Request Entry Screen and will
display as the MB #

SNF can also click the View Existing
Requests, but will only be able to see
requests for that facility.

B network

@A health



Searching for a Facility

« Search Methods
» Search by Facility Name (default option)
» Search by National Provider ID (NPI, preferred method)
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st select the search type and provider type. Then

Provider Name A
Provider type (Faciity ]

e

Enter the search criteria and click

Submit search to lind providers,

[ Submit search | Clear form | Cancel |

Provider search result
This page lists the providers meeting y earch iteria. Use the previous and next links

to view the prior or next set of providers meeting your search criteria.

Name NPI Address Specialty Phone
EDEN REHABILITATION SUITES 1275847543 EDEM REHABILITATION SUITES SKILLED (520)651-
AND GREEN HOUSE HOMES AND GREEN HOUSE HOMES 3151 NURSING 4000
EDEM FACILITY (SNF)
OSHKOSH
Wi
54904
EDENBROOK LAKESIDE 1053803031 LAKE TERRACE NURSING AND SKILLED (414)271-
REHAB LLC 2115 E WOODSTOCK PL NURSING 1020
MILWALKEE FACILITY (SNF}
WI
53202
EDENSROOK OF APPLETON 1194355209 EDENBROOK ON MEADE NURSING  SKILLED (920)293-
AND REHAB LLC 2915 N MEADE 5T NURSING 6800
APPLETON FACILITY (SNF)
WI
54911
EDENBROOK OF FOND DU LAC 1316422025 EDENBROOK OF FOND DU LAC 265 SKILLED (220)822-
S NATIOMAL AVE MNURSING 7342
FOND DU LAC FACILITY (SNF)
WI
54935
EDENSROOK OF GREEN BAY 1104394756 PARKVIEW NURSING AND REHAE  SKILLED (SZ0MEE-
LLC DBA EDENBROOK OF GR 2961 NURSING 0861
=T FACILITY (SNF)
GREEN BAY
54311
EDENGROOK OF PLATTEVILLE 1124503834 EDENBROOK OF PLATTEVILLE 1300 SKILLED (S20)822-
M WATER 5T MNURSING 7342
PLATTEVILLE FACILITY (SNF}
W1
53818
EDENSROOK OF WISCONSIN 1881126977 STRAWBERRY LANE NURSING AND SKILLED (71524~
RAPIDS REHAB LLC 130 STRAWBERRY LN NURSING 1600
WISCONSIN RAPIDS FACILITY (SNF)
WI
54494

Gance

The Facility and Submitting Provider are to be
the same entry.

To change the Search Type field, click the
down arrow and select National Provider ID
and then can search by the NPI #.

The Provider Search Result Screen will
appear regardless of the search method used.
Click the Select button next to the entry
desired.

NOTE: If a facility has more than one entry
with the same NPI #, there is no way the
provider will know which entry to pick. The
entries that appear in the iExchange search
do not necessarily match what is found within
Aerial, so the provider may pick an invalid
entry unknowingly. So, if the SNF picks a
wrong entry, the request could come over as
OON, even though it’s not.
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Searching for a Diagnosis Code

» Search Methods
» Manual entering of code (if known)
» Search by code description (only way to see an invalid code)
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Primary diagnosis il Man‘L‘J?IIy enter ICD 10 with the letter

Eniter Diagnosis code or Selet : . g
| and “.” and is not case specific.

Tt Short fist

The yellow triangle means it's an invalid
diagnosis code and provider should be
selecting a code that doesn'’t display
that triangle as it will prevent the auth
from feeding over to QNXT for claims

L= A Search for diagnosis by description
by description (A) or
code (B).

— processing. Click the Save button to
return to the Inpatient Request Entry
o Screen.
......................................... .

Cancel

Your search returned more than 40 results. You may need to refine your search

ur search criteria. Click the Select button next to Diag =
Delete Diagnosis code Diagnosis description Primary
Mi7.11 Unilateral prirmary v ostecarthritis, right knee @
I 118.9 Prieumonia, unspecilfied organism o]
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Inpatient Request Preview
Screen

Warning
Facility provider EDEN REHABILITATION SUITES AND GREEN HOUSE HOMES is not
in the member's network. Selected provider is Out of Network for this member. null

Inpatient request preview This screen is a summary of what was entered on
the previous screen.

Payer Notice:

Pt o e oraion - vt s o byt St rs sty s e If you need to change something, click the Edit
button and make the changes and then click Next
s Step button to return to this screen.

Inpatient request inf tion

ZZZTEST. QUALITY CARE
01/01/1950

30

If everything is correct, click the Submit button.

NHP Ma, PPO

01/01,/2030 - 01401,/2029
H5212-011

Network Platinum Chasce (PPO}
TeE2Z

e e (77) ~._ The Projected Status will always be PEND as NHP
EDEN REHABILITATION SUITES AND GREEN HOUSE HOMES has not yet made a determination-

1275847543
[$20)651-4000

EDEN REHABILITATION SUITES AND GREEN HOUSE HOMES
1375847543

The red Warning message may or may not appear
depending on LOB. MSA members are not
e s attached to facilities, so they will always display a

13/3%y2030

t200m - ouveizoz: 7 D oo message. If the SNF gets any type of error

118.5 - Poeumonia, unspecified organism

S message regarding AF#, | need to work with IT and

iExchange Mote Whﬁhm ng physician? wn = they bein na d=.¢h rged from?

ng admitted on hosp.ae stimn, gde 7 Transpon rl.amn
| dpfor!pml:u uyISIA.g&ERnpat i g 0 reso Ve
admitted -

Treatment b vpe Skillzd Nursing Care
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Inpatient Request Confirmation
Screen

oo trienciy versen

Impatient request contirmamion

Payer Notice:

Piease note this authortzatian Is nok 3 guarsntes of payment. Benefits are subjeck to the: terms and
Emitztians af your pan policy at the bme servioes ane received.

Flease attach pertinent clinkcal informaticn for revies ...
more informaticn

If the SNF wants a paper copy of request, they can click the
Print Friendly Version hyperlink.

The auth # is known as the Request ID

-To attach initial clinicals, click the Attach File hyperlink to the

d
Reqguest ID: 20201229-000145 Attach file ™V

Summary
LOS startjend cate Dy State
12/ 30/ZI20 - 01 /06/2021 7 PEND

Inpatient request information

Member ZLITEST, CARE
Date of birth a1/D1 1550

Age an

Gender Male

Line of business HHP_|

Coverage dates. aL/DL2 01/00/202%

Group I H5212-01L

Group name Metwark rumChoice: (PROY
Subscriber 1D TEEZZ

Subscriber name ZZETEST, CARE

Flan Mstwark: rumChoice: (PR

PCF mame

=g

Submitting prowider EDEN LITATION SUITES AND GREEN HOUSE HOMES
L 1275847

Phane {9200a51 {4000

Facility EDEN LITRTION SUITES KD GREEN HOUSE HOMES
rFL 1275847

Phane SI00E5 R-4000

Attending physician

L

General information
Treatment type Ekilled Nursing Cans

New payer Top of page

right of the Request ID and it will take you to the Request
Attachments section at the bottom of the screen.

Title: Clinical (system will auto add characters)

Attachment: Click Choose File and go search on
their computer system to where the clinicals are saved;
highlight the file; click Open button; click Attach button. When
the system has attached it, SNF can click the OK button and
they are done.

Request Attachments
Attach new file
Alicwable fle typels): POF, DOC, MLS, G, GIF, TIF, DOCX, MLSX
Titke: Oinical
Artachement: GIF Olnical.gif

[(ustond in Progres: 0%

nexaligniexchange.medecision.com says

The file you have attached will be sent to the health plan. Continue?

“ cancel

>

o)

Informational
The file selected has been successfully atta.

=

@WA health
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Additional Processes

» Check Status of Request
« Attach Additional Clinicals/Signed NOMNCs
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Payer selectad:
Metwork Health Plan
Select a diffenent payer

The SNF can check the auth status 24/7/365
without ever contacting UM.

Click the purple Search button
Click the Treatment search bnk, above. The Treatrment search enlry page appears. You can search CIiCk Treatment Sea rCh (CI iCk either Of the tWO

by member 1D, treatrent range, request ID o, depending on the selected payer, by clinical review for Ii n kS)

trizatrent information.

Provider search

Click the Provider search link, above. The Provider search enlry page appears. You can search by

provider [ or provider name for provider information.

Member search

Click the Member search link, above. The Member search entry page appears. You can search by
mermber ID or, depending on the payer you selected, by last namefdate of birth (o view detailed
mernber information. I member seardh by Last name/Date of birth does not identily any members
meeting the search criteria, depending on the payer you selected you may be prompled o add & new

merber.

Treatment search

Click the Treatment update search link, above. The Treatment update search entry page appears.

fou can search for treatment wpdates by member 1D, date range, and update type.

A Note before you begin: il you selected the wrong payer {you want to submit this request to a
dilferent payer) click the Select a different payer link above, o retumn Lo the Starting paink page

and select the correct payer.
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On the Treatment Search Screen:

Treatment search

Change the Search Type in Section 1
If ::u are rec;uesﬁng an autherization extension, please attach pertinent clinical information to Req u est I D

for review in the Request Actions drop down.

a search type
1 Sexchtoe

2 —_— Type or paste the Request ID/Auth # in

| |[ Member search | .
Enter the search criteria end i Start date EI ! E I (mmyddfyyyy) th e Re q u eSt I D fl e I d
Submit search 1o search for End date I:I .f / )

treatments.
Request type [ Show Inpatient, Gther, Prior Auth and Refemal treaiments v |

@ All requests O Open requests Click Submit button

Authorized provider(s)  [All providers hd
Select one, multiple, or all  [TEEY MCOID  NPIID  Additiomalinfo  Remove
P M s : . :
e It will bring SNF right to that auth # on
the payer you have selected

for e esmat s, the Treatment Search Details Screen

Submit search || Clear form || Cancel |
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To check auth status on this screen, the
Troatment search details. _ SNF can look here:
e i e S Pend = no determination has
yet been made by
NHP
— Approve = approved
e e Denied = denied

1230y 20200 - DL/0&/2021

- il Void = withdrawn (will no longer
e Smemmm be visible in
s iExchange even if it

o e e s was created via
R iExchange)

LOS request information

Treatment setting Ekilled Mursing Fac ity

mckification date 124292020

LDS bec type

Lengsh of stay 12/30/2030 - Q1062021 - 7 Days - PEND

Primary diagnosis ML7.11 - Unilaberal primary ostecarthntis, right knee
Secondary diagnosis J1B.9 - Prsumonts, unspecfisd croanism

Request Attachments
attach new file
Aliowabie fle typer(s): POF. DOC, XUS, JG, GIF, TIF, DOCK, XLSX

Tme:| |

sstachment:| Cheoose File | No file chosen

Attached Files
Attachment Title Recetved by heaith plan
(GIF-Clinkca -IEXCHANGE-TS-20 Clinical 12292020 - 03:42 FM

P-12-29-15.81.51. 701gf

General information

IExchange Mote Who ks crdering physician? Where are they being discharged from?
Being admitted on HOSpice and recuesting coniai? Transportation
lined up for 2 pm Currently at St. Agnes ER cepartment & being
admitted

Ard o nobes

| Back | New search |
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Request ID - 20201229-000145

View or 00 (D notes

Aetach i fle
L0 start/end cate ; '
12302020 - 01 08/2021 7 PEND Bitre

To attach additional
clinicals/signed NOMNC once
the auth has been created, the

e ———— SNF will bring up the request
Plomaie e tpec: PO, GO, 05, 75, G, 00X, 5 and click the Request Actions
T T — | button to the right of the
Request ID and select Attach
New File. It will then take them
E’"‘““:mm.w s Receied by hslth pian to the Request Attachments
Bpmisanvs - ' section and follow the same

steps as above.
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Request ID - 20201229-000145

3-:.311 - _— — — \ To add an iExchange Note once the
- auth has been created, the SNF will
reTS—— fr?Ck'thhet Rfet?]ue;t Actlo?lsDbuttgn tcl) t
Exchange Mot i'lrnlsn:rdmn;m'.-smn?'.luh:r-:arl:thn'tﬂng?dm“gn:lfm? — erignto € Reques ana selec
%;EWW e View or Add Notes. It will then take
A 1 ntes the SNF to the General Information
section and click the Add to Notes

hyperlink.

The Add to Notes Screen appears.
The SNF will type in their note (up to
4000 characters) and then click the
Save button.

General information
IEschange Aotz fest e, The General Information Screen will

e all nakes | Add b rokss— change to this.
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Imformational

Request ZOZ2O0L1ZZ9-000 145 has been updated.

Treatment search details

P ti

u

notes, Attach n file. Enter discharge date and dispositi
tient - Reopen request or Add services

LDS startyend date
12730y 2020 - DL 0&/ 2021

Exten Climlcal re

Inpatient reguest information

Member

Line of business
Coversge dabes
Group 10

ErTAE R
Subscriber 100
Subsoriber name
Flan

PCF rame

PP MFl

Submitting provider
Pl
Fhane

Facility
L |
Fhane

Arrending phy=iciam
L |
Fhane

LS request information

Trestent oebhng
Pectthication date
LOS bed bype
Length of stany
Primory disgnosis
Secondary clagnosis

ETETEST, (USLITY CARE
01/ 1550

an

Male

WHP_MA_PRO

01012020 - 01/ 0L/ 2025
H521Z-011

Metwark FlatinumChalce (PRO)
THEIZ

ZIZTEST, GUMLITY CARE
Retwark FlatinumChaoloe [PRO)

ECENM AEHAHILITATION SUITES AND SAEEN HOUSE HOMES
1275847543
{920a51-4000

EDEN AEHAHILITATEIN SUITES AND GAEEN HOWSE HOMES
1275847543
{(920pa51-4000

Ekilk=d Nur=ing Fac iy
1229200

12/30/2020 - 01/D6/ 2021 - 7 Days - PEND
HIF.11 - Unilaberal pramany osteoarthns, fght knes
J1E.9 - Pneumania, unspeciied crganism

Reguest Attachrments

Artach mew fils

Allowabde: file typeis): PFDF, DOC, XUS, PG, GIF TIF, DOCK, LS

Trtlc:l

astachment: | Cheose File | Mo file ch

Attached Files
Attachment

GIF-Clinical- IEXCHARGE-TS-20 Oinkcal

20-12-23-15.41.51.701.gf

Tithe Recoived by health plam
12/ 252020 - D3:42 PM

General information
IExchange Mote

test nobe.
Meww all nobes | Add bo notes

The Treatment Search Details
Screen will then have a new red
Informational Message alerting the
SNF that they have updated this
request.
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