TO CHECK FOR ‘CARE PLAN SERVICES’ ACTIVITY
Log into CyberAccess© using the User ID and Password assigned to you by Affiliated Computer Services (ACS).
Review the End User License Agreement and select ‘I Accept’.

Select ‘HCBS Case History’ from the dropdown box on the screen menu bar labeled HCBS to view the Case History screen, which includes the ‘Care Plan Services’ activity for providers.  This activity is generated upon approval of a prior authorization for HCBS by SynCare and is notification to the provider that there is a prior authorization available to them within the HCBS Web Tool Participant Case Summary screen.  This does not replace additional forms of communication between SynCare and HCBS providers.

Note: Anytime the user opens the HCBS Case History screen, they lose connection with any specific participant. 
To leave the HCBS Case History screen and view participant specific information, close the screen by selecting the [image: image1.png]


  in the upper right corner.
TO LOCATE AND PRINT PRIOR AUTHORIZATIONS
Log into CyberAccess© using the User ID and Password assigned to you by Affiliated Computer Services (ACS).

Review the End User License Agreement and select ‘I Accept’.

To find a participant either: 

· Enter the Participant’s ID (DCN) and Birth Date or Last Name, or 
· Select from the site patient panel.  
· The site patient panel will display participants that have been previously selected by the provider within the last 90 days.

Selection of participant through either of the above methods will navigate to Department of Social Services, MO HealthNet Division Demographics screen specific to that patient.

Select ‘HCBS’ from the dropdown box on the screen menu bar labeled HCBS to navigate to the Participant Case Summary screen of the HCBS Web Tool.  
TO ACCESS PRIOR AUTHORIZATIONS

Determine from the ‘Case Items’ section near the bottom of the Participant Case Summary screen the appropriate case.
Expand the case by selecting the [image: image2.png]


 symbol.  This will display the ‘Stages’ of the case.

Identify the ‘Prior Authorization-Care Plan Services’ that has an Effective Date and End Date for the period of the service authorization, and a Status of Posted.  Expand it by selecting the [image: image3.png]


 symbol.
Identify services that have been authorized to your agency (Provider) and expand each by selecting the  [image: image4.png]


 symbol.
All authorized Service Types, the associated tasks and frequencies determined from the care plan and the prior authorization numbers, should be displayed.

Scroll to the top of the Participant Case Summary screen and select the ‘Print’ icon.  [image: image5.png]



Note: This is the prior authorization information that will replace LTACS and the CDS database upon full implementation of the Web Tool.

TO SCAN, ATTACH, OR VIEW DOCUMENTS RELATED TO PARTICIPANT

Note: Any updates to attachments or case notes should be discussed with SynCare staff before being entered into the HCBS Web Tool.

Log into CyberAccess© using the User ID and Password assigned to you by Affiliated Computer Services (ACS).

Review the End User License Agreement and select ‘I Accept’.

To find a participant either: 

· Enter the Participant’s ID (DCN) and Birth Date or Last Name, or 
· Select from the site patient panel.  

· The site patient panel will display participants that have been previously selected by the provider within the last 90 days.

Selection of participant through either of the above methods will navigate to Department of Social Services, MO HealthNet Division Demographics screen specific to that patient.

Select ‘HCBS’ from the dropdown box on the screen menu bar labeled HCBS to navigate to the Participant Case Summary screen of the HCBS Web Tool.

*Select the ‘Case Activities’ button of the participant’s open case.

To upload or view documents, select ‘Attachments’ which will expand to allow these functions.

Select ‘Save’. [image: image6.png]



TO ADD CASE NOTES

Follow above instructions to *, select the ‘Case Activities’ button of the participant’s open case.

To add case notes, select ‘Case Notes Search’.

Selection of the + symbol will allow addition of notes.

Select ‘Save’. [image: image7.png]



