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HIPAA DISCLAIMER 

• Section for Special Health Services (SHS) 
produces this training manual for an SHS 
employee or an agency contracted with SHS. 

• SHS retains the sole reproduction rights.  This 
guide, in its entirety or any portion, may not be 
reproduced without permission from SHS. 

• Any health information used (reproduced in 
screen shots or viewed during training) is solely 
for the purpose of training. 

• This guide is to be located in a secure (locked) 
area, not available to the general public. 

Some screen shots used throughout the guide are reflections of available options; screens may appear 
differently when specific information is displayed concerning a specific party. 

MOHSAIC Web Application Login 
NAME (USER ID) First five (5) letters of the last name and the first initial of the user’s first name 

PASSWORD • Six (6) to eight (8) alpha characters and contains at least one (1) numeric  

 Best practice is alpha then numeric order vs. numeric first; the system reacts 
better 

• Password cannot be the same one that was used previously unless it is altered by at 
least one digit. 

• Users are required to change password every forty-five days. 

• If you don’t use the system, you lose access to the system.  User must log in at least 
once a month.  (If user loses access, contact SHS to re-activate a user.) 

NEW PASSWORD The system will automatically prompt a user to change password, approximately every 
forty-five (45) days. 

NEW PASSWORD 
CONFIRM 

The system will automatically require you to enter the new password again, for 
verification. 

CHANGE 
PASSWORD 
FIELD 

A user can change a password at any time by selecting this field and completing the entry 
for a new password. 

CANCEL BUTTON Closes the application. 
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MOHSAIC WEB (SERVICE COORDINATION) APPLICATION URL 
A link to the MOHSAIC Web application is posted on the Training Resource webpage or a user should type 
either of the following URL addresses in the URL field of the Internet Browser window: 

https://webapp01.dhss.mo.gov/mohsaic 

https://webapp02.dhss.mo.gov/mohsaic 

The URL should be saved as a ’shortcut to the desktop or as a ‘favorite’. 

Both URLs access the server (equipment) that provides access to the MOHSAIC Service Coordination 
application for SHS users. 

• There is one additional server (webapp03), SHS users may be directed to by ITSD staff but if you 
experience difficulties redirect to webapp01 or webapp02.  If issues persist, contact SHS Central Office 
staff. 

 

 
Select the Service Coordination link to display submenu links. 

 
Select the Participant Management link to access the MOHSAIC Tree.  Other links accessible are: 

• Admin link to access ICD9 Lookup and ICD10 Lookup window, HCPCS/CPT Lookup window, etc. 

• Financial Management link to access information about CYSHCN Paid Service and ABI Paid Service claim 
and warrant information. 

• Reports link (coming in 2012) 

• Provider link to access information about CYSHCN or ABI providers. 

 

https://webapp01.dhss.mo.gov/mohsaic
https://webapp02.dhss.mo.gov/mohsaic
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MOHSAIC WEB (SERVICE COORDINATION) APPLICATION URL FOR TESTING 
The MOHSAIC Web TEST application can be accessed when a user types http://testapp/mohsaic/ in the URL 
address field of the Internet Browser window.  Users should contact SHS Central Office for password 
information.  The screen looks exactly the same as the ‘real’ version (referred to a ‘production’ by ITSD). 

 
PARTICIPANT MANAGEMENT SUB-MENU 

Common Components 
MOHSIAC Web is still a shared data system.  The Common Components Unit in ITSD (CCIT) retains ‘ownership’ 
of the ‘tree’ and those ‘common’ areas not specific to SHS can’t be governed by SHS, i.e., basic demographics, 
notes, locators, MO HealthNet (Medicaid) information, contacts.  Those areas are areas SHS uses, but does not 
control in terms of ‘change’. 

 

http://testapp/mohsaic/
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Confirm Merge 
A Confirm Merge screen will display if the information DSS has on a party record is different from the 
information DHSS (MOHSAIC) has on a party record, i.e., name, race, etc.  The screen function is to provide a 
user with an opportunity to change the MOHSAIC system entry to match the DSS system. 

• If a suggested change is correct and a user agrees with the DSS results, select the Complete Merge link. 

 If there is any doubt that the suggested change is correct, then do not select the Complete Merge link. 

• If a suggested change is not correct and a user does not agree with the DSS results select the Cancel link.  
The party record from MOHSAIC will load, without changing the DSS party record. 

• The Confirmation Merge screen will continue to load until the DHSS and DSS records match. 

 Example:  if a user knows the Race information entered in the MOHSAIC system is correct and 
accurate (vs. the DSS system information) do not select the Complete Merge link. 

(Only an Advanced Search screen may have an end result of a Confirm Merge, because a ‘combo’ search result 
is only a MOHSIAC system search.  Theoretically, if the party exists in MOHSAIC the DSS search was already 
conducted in order for a DCN to be connected to a party.  If the information displayed in the Confirm Merge 
screen is not what the MOHSAIC record should be changed to, select the Cancel link.) 

 
Email Notifications of Program Closures 
The system will automatically issue email notifications to the associated Service Coordinator for all (including 
automated) program closures occur.  The Program Manager will be notified, if the associated Service 
Coordinator email notification fails. 

• CYSHCN Service Coordinators, HCY Service 
Coordinators, and MFAW Service Coordinators 
must update service plan end dates to coincide 
with the program closure date and notify the 
provider. 

• ABI Service Coordinators must contact the 
provider to modify the prior authorizations to 
coincide with the program closure. 
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Entry Deletes 
An author of entry on the Enrollment, Referrals, Forms/Letters, and Medical screens will be able to delete 
entry.  The system will display a Delete link for a forty eight (48) hour period.  The first twenty-four (24) hour 
period is midnight to midnight on the day the entry is created.  The second twenty-four (24) hour period is 
midnight to midnight the day after the entry is created. 

Example - Entry completed on the Tuesday, March 6th, the Delete link will display on the 6th from midnight to 
midnight.  The Delete link will continue to be displayed on Wednesday, March 7th from midnight to midnight.  
The Delete link will disappear a second after midnight on Thursday, March 8th. 

If the entry is not deleted within this timeframe the entry cannot be deleted by the author.  Training 
Coordinators or Program Managers must be contacted for deletions after this timeframe. 

Header Row 
Select any title (in blue font) in the header of a screen and the screen will be sorted (ascending or descending) 
by the selected header.  The Header Row sort function is available on all screens, except Financial, MFAW 
Questionnaire and Assessments. 
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Party Overview Link 
The Party Overview link is available on most Participant Management screens.  The Party Overview link is 
located on the upper right hand corner of the medical, insurance, enrollment, service plans, and MO HealthNet 
information screens. 

 
Party Overview Link 
The Party Overview link will allow a user to have a broad view of a party in one screen. 
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Print Grid Link 
A Print Grid link is available on most Participant Management screens; it allows all the screen information to 
be previewed and printed. 

 
Print Grid Link View 
A Print Grid link will display the summary page in a PDF format; here are two (2) examples: 

• Print Grid link for Form/Letters screen. 

 
• Print Grid link for Progress Notes. 
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Recent Clients 
The Recent Clients link is not available to SHS users. 

 
Refresh Links 
• Refresh Tree link is used to reset the tree 

information displayed after corrections, i.e., 
service coordination assessment date 
correction. 

• Refresh from DSS link at the top of the Medicaid 
Information (MO HealthNet) screen will update 
MHN data from DSS.  (DO NOT use the Refresh 
Medicaid link from the Tree.) 
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Plus/Minus 
The ‘Tree’ displays a plus (+) sign next to sections that will expand if selected.  After a section expands, the 
symbol changes to a minus (-) sign. 

If the party name does not fully display in the allotted space (the name is too long to fully be displayed) enlarge 
the left side of the screen: 

• Select the divider bar between the screens 

• Expand the left side (hold the left mouse key and drag to the right) 

The plus (+) sign can now be selected to expand the ‘Tree’. 

 
Processing…Please Wait 
Most Participant Management screen functions will display a ‘Processing… Please Wait’ notice that includes a 
Cancel link to end a command. 

 
‘Stop’ Function 
After a command is given to the system there are two (2) options that can be used to end the command: 

• Select the red X (Stop (Esc) link, next to the Address Bar of the Internet Window, to end a command. 

 
Screen Access 
Participant Management screen access is limited until a Service Coordination enrollment is completed for any 
SHS program.  The following screens are accessible for entry prior to a Service Coordination enrollment: 

• Enrollment screen 

• Progress Notes 

• Forms/Letters screen 

• Assessment 

After a Service Coordination enrollment is complete, the remaining Participant Management screens are 
accessible for any SHS program, except for the Service Plan screen (See the Service Plans section of this guide). 

After a Paid Service enrollment is completed, for any SHS program, the Service Plan screen is accessible for any 
SHS program. 
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Screen Error Messages 
Add/edit screens will display error messages, in red font, that detail what is wrong or missing from the entry 
before the entry can be ‘saved’.  A user must fix the entry, before the system will allow the entry to be saved. 

If a date field entry is in error, a red asterisk will display next to the date field.  The date entry may be in error 
if the entry is not formatted appropriately, i.e., mm/dd/yyyy, or if the date is prior to the participant’s date of 
birth. 

See All/Hide Inactive Link 
A See All/Hide Inactive link is available on most Participant Management screens and allows a user to view all 
the entries or to view only those entries that are active (approximately those with dates within the last 
eighteen (18) months). 

• Select the See All link to view all entries; active and discontinued. 

 
• Select the Hide Inactive to view active entries, only. 
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Spell Check 
There is no spell check functionality. 

Static Header - ‘Status’ field 
The Status field on the static header of the Enrollment SHOULD BE IGNORED; it has no validity in terms of 
SHS program enrollment.  The field indicates the status of the party and their association to SHS in the 
database. 

 The screen shot illustrates there is no active program enrollment (No Data Found) but the Status field 
states ‘Active’. 

 This occurs when a program enrollment is closed and entry was completed in the Enrollment screen, but a 
Progress Note entry was entered after the closure entry in the Enrollment screen. 

 The completion of Progress Note entry after program closure will change the Status field from Inactive 
(when the closure entry was completed) to Active (because the Progress Note entry was completed after a 
program closure). 

 
View Prior History 
The Financial and MFAW Questionnaire screens allow users to view prior history: 

• Financial screen: select the Year field drop down arrow and select the year you wish to view. 

• MFAW Questionnaire screen: select the program enrollment period drop down arrow and the enrollment 
period you wish to view. 
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Search - Advanced Search Link 
This search option conducts both a MOHSAIC system search and a DSS system search, simultaneously.  Users 
should always verify search results are a match (name, date of birth, etc.) to the party being searched before 
making selections. 

The system operates on the philosophy of ‘less is more’ and vice versa; the more information entered will 
narrow the search results displayed. 

Example is Charlie Brown 

 The name given by the party was Charlie, but the legal name is Charles. 

 If a search using the first name field is entered as ‘Charl’, and both names exist in MOHSAIC or DSS, the 
system will return both records, i.e., Charlie Brown and Charles Brown. 

Registration of a party requires a search using last name, first name (no middle initial/name), date of 
birth, gender, ethnicity, and race (ALL of these fields, no exceptions, will result in comprehensive search 
results).  Be specific and be exhaustive in searches to avoid duplication of party records. 

Participants age ninety (90) days or younger, should not be assigned a DCN by SHS staff. 

• If an Advanced Search does not display a DCN continue to conduct an Advanced Search until a DCN is 
assigned or the participant is over the age of ninety (90) days. 

• The MOHSAIC system implemented this rule to allow for the completion of DCN assignments (the DHSS 
Vital Records/DSS process). 

• When a DCN is not available (within the fourteen (14) day MOHSIC program enrollment timeframe) CO 
staff will complete a Service Coordination enrollment when a DCN is located. 
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Search - Advanced Search Link (continued) 
There are three (3) Advanced search options and one ‘radio’ button must be selected to tell the system how to 
conduct the requested search. 

 
Search - Advanced Search Link – Name Search 
• Last Name – required field; less = more (the least amount of entry returns more results) 

• First Name – required field; less = more (the least amount of entry returns more results) 

• Middle Name - never entered; field entry will void the search results 

• Suffix – optional field 

• Prefix – optional field 

• Date of Birth – required field 

• Gender – required field 

• Ethnicity – required field 

• Role – required field 

• Search type – required field 

 Like – exactly as criteria is typed 

 Soundex – searches as criteria would be pronounced 

 Both – exactly as typed and by pronunciation 

• Race – required field 

• DCN (Department Client Number) Search Option: 

 Enter the parties eight (8) digit DCN. 

• SSN (Social Security Number) Search Option: 

• Enter the parties nine (9) digit SSN. 
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Search - Advanced Search Link – Select Link 
• If a Search result displays a record that matches (name, date of birth, etc.) the party, use the Select link 

under the record that matches the party.  This will load the ‘MOHSAIC medical client record’ in the ‘Tree’. 

 
Search - Advanced Search Link – Register as a Medical Client Link 
If a record is not found that matches (name, date of birth, etc.), use the Register as a Medical Client link if the 
party is to become a SHS participant.  The Register as Non-Medical Client link will assign a DCN and create a 
‘MOHSAIC medical client record’. 

 NOTE for newborn parties, the Vital Record/Department of Social Service process of assigning a DCN can 
take up to ninety (90) days.  Before an SHS user assigns a DCN for a party the party should be at least 
ninety (90) days old.  CYSHCN Contract Staff must contact the CYSHCN Program Manager to obtain 
approval for DCN assignment 
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Search - Advanced Search Link – Create Client on MOHSAIC Link 
Use the Create Client on MOHSAIC link if a record is found that matches (name, date of birth, etc.) a DSS record. 

• This link will use the DSS DCN and create a MOHSAIC medical client record or load an existing MOHSAIC 
medical client record (it will not cause a duplicate DCN situation). 

 
Search - Advanced Search Link – Register as Non-Medical Client Link 
• If no search result is found that matches the party search (name, date of birth, etc.), use the Register as 

Non-Medical Client link.  This link will create a MOHSAIC record, without assigning a DCN. 

• A Non-Medical Client record signifies a Responsible Party or Alternate Contact record. 

• Be careful not to make any entry in Participant Management screens while in a Responsible Party 
or Alternate Contact record, i.e., Enrollment, Progress Notes, Referrals, Forms/Letters, Insurance, 
Medical, Financial, Questionnaire, Assessments, or Service Plans.  Again, entry into any Participant 
Management screen will cause the system to create a medical client record. 
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Register as Non-Medical Client Link – Participant Record without a DCN 
If a party search did not contain all search requirements (name, date of birth, gender, ethnicity and race) a 
record is created without a DCN.  If a participant record is created without a DCN: 

• A notice (Not a Medical Client) is displayed at the top of every Participant Management screen. 

• The icon next to the participant name is a ‘?’ vs. the normal symbols (male/blue suit or female/pink dress). 

• No entry is allowed in any Participant Management screen (except Assessment). 

When a user attempts to access a Participant Management screen, the system will display a notice that 
explains the party record was not completed correctly. 

 
 

Not a Medical Client Participant Record 
After a user selects the ‘Ok’ button, the Participant Management screen displays with the ‘Not a Medical Client’ 
notice and a user is unable to complete any entry on any Participant Management screens (except 
Assessment). 
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Not a Medical Client Participant Record – Edit Basic Demographic Information screen 
To obtain a DCN for this participant record, a user must: 

• Select the name of the participant to display the demographics page.   

• Scroll to the bottom of the Demographics page and select the Edit link to access the screen so entry can be 
completed. 

• Complete the gender (sex) field, race field and ethnicity field entry. 

• Scroll to the bottom of the Demographics page and select the Save link. 
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Possible Matches screen 
The system will display a Possible Matches screen that will list party names, with DCN, that already exist in the 
MOHSAIC system. 

• If there is a match, select the name that matches. 

• If there is no match, select the ‘Create New Party on DSS’ button. 

 
Confirm screen 
If a user selected the ‘Create New Party on DSS’ button, the system displays a Confirm screen.  The Confirm 
screen will list the party name, date of birth, gender (sex), Ethnicity and Race information. 

A user should review everything to determine if this party matches the information they have for their 
participant. 

• If the information is a match, select the ‘Create’ button. 

 The system will display normally, i.e., the correct icon in the ‘Tree’, the notice (Not a Medical Client) no 
longer displays on Participant Management screens and entry in Participant Management screens can 
be completed. 

• If there is no match, select the ‘Cancel’ button. 
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Register as Non-Medical Client Link selected in error – Get DCN Button 
If a party search contained all search requirements (name, date of birth, gender, ethnicity and race) but a user 
selected the incorrect link (Register as Non-Medical Client vs. Register as Medical Client) the participant’s 
demographic page will display a ‘Get DCN’ button.  Select the ‘Get DCN’ button to obtain a DCN. 

The system will: 

• Assign a DCN to the participant record. 

• Entry can be completed in all Participant Management screens. 

• The notice (Not a Medical Client) disappears. 

 
Search - Advanced Search Link - Modify Search Link 
• If an additional search is needed, select the Modify Search link and enter new criteria to be searched. 
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Search - Web Combo 
• This search option conducts only a MOHSAIC system search; it does not connect to DSS.   

• A party must be a ‘MOHSAIC medical client record’ to have any search results returned.   

• Users should always verify search results are a match (name, date of birth, etc.) to the party being searched 
before making any selections. 

Search - Web Combo Box 
To use this search, type the DCN or party name in the field.  The system will automatically search once entry 
ceases.  DO NOT select the enter key, move the mouse or click the mouse.  If need be, lift your hands away from 
the keyboard and mouse so the system can perform a search.  If you select the enter key or move the mouse 
the search result will post ‘null’ and a new search will need to be conducted. 

 
Search results display in a drop down window.  If there are multiple entries, all entries should have the same 
info in all fields, except the name column if a party has had a name change. 
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MOHSAIC Tree 
The left side of the screen is referred to as the ‘Tree’; to access any section, select the section from the ‘Tree’. 

 
Icons 
Each section of the Tree is identified by an icon. 

The system uses a male or female icon to depict the 
gender of the name displayed. 

If the gender is unknown, the ‘?’ symbol is used. 

Other common objects are used to depict the object 
of the specific section, i.e., mailbox for Addresses, 
phone for Telephones, etc. 
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Locators 
This section records Address, Phone, and Email information. 

A separate record must be created to record information for each party; a Participant, a participant’s 
Responsible Party and a participant’s Alternate Contact. 

The Locator section (Address, Phone and Email) of the: 

• SHS participant record captures only the SHS participant’s information. 

• Responsible Party record captures only the Responsible Party’s information. 

• Alternate Contact record captures only the Alternate Contact’s information. 

The Locator information for a Responsible Party and an Alternate contact will display in the MOHSIAC Tree 
under the Contacts section of the SHS Participant record. 

 
Locators – Addresses – Add Address Link 
Select the Add Address link to enter a party’s address. 
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Locators – Addresses Entry (including Homeless Address Entry) 
A participant record must have an address entry.  The Locator section in the ‘Tree’ (under a participant name) 
has sections for the Address, Telephone and E-mail entry.  The Address entry screen will display the Add 
Address link. 

 
Locators – Addresses Entry (including Homeless Address Entry) - continued 
Field Action 

Type Select the option ‘mailing’.  All participants should have a mailing address indicated as 
their primary address.  If the mailing address is not their home address (where they are 
physically located), then a home address will need to be added but not saved as primary.   

Save As… • Select the Save as a Primary Address box. 

 The sensitive address box can be selected, but all entry by SHS is considered 
sensitive and should not be release without consent. 

Line 1 

(Line 2) 
• Complete Line 1 (and Line 2 if necessary) field with the street (rural route) address 

information. 

• If a participant is Homeless, enter ‘homeless’ in the field. 

City, State, Zip The City field will automatically display town names to select from (as entry is being 
typed).  The State field is defaulted to MO.  Enter at least the five (5) digit Zip code, but 
the field will accommodate the additional four (4) digits, if known. 

 If an entry is recognized by the US Postal Service, the completed address field will 
display to be selected. 

 If an address entry is not recognized by the US Postal Service, the system will 
display options. 

Country The field defaults to USA; if another country is applicable, select/enter the correct one. 

In City Limits A user can signify the participant address is within the city limits.  

Address Routing Not applicable 

Directions Used to record physical instructions on how to navigate to the associated address. 

Notes Used to record information about a physical address, i.e., use the side entrance, 
basement apartment, beware of animals, etc. 
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Locators – Address Screen Display – Disassociation or Primary Indicator 
• All active addresses display when the Addresses link is selected. 

• If a user wishes to disassociate an address, select the X link (displayed in red font). 

• If an address, designated as ‘primary’ is disassociated, the system will display a warning notice. 

 
 A warning continues to display until another address (from the existing entry or new entry) is 

designated a ‘primary’. 

 To designate another address (that is already entered on the record) as the primary address, select the 
N link (under the Primary column) on the line of the address already entered.  The system will 
automatically change that address entry to be the ‘primary’ address. 

• If a user wishes to see historical address associations, select the ‘Include inactive addresses’ checkbox. 
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Locators – Address Entry or Address Entry Not Recognized by System 
If an address entry is not recognized by the US Postal Service, the MOHSAIC system will display options: 

• Use this Address link; allows a user to select the address that was entered on the Party Relationship to 
Address screen. 

 Select this link for address entry of a homeless party. 

• The US Postal Service address as known to the US Postal Service. 

• Or two (2) additional links; Reenter Address and Exit Address Entry: 

 Reenter Address link allows the user to type the information into the Address entry screen again. 

 Exit Address Entry link allows the user to leave the Address entry screen without any address entry 
being completed. 

(The MOHSAIC system uses another application (SAGENT) that has the ability to determine if an address entry 
is an actual address known to the USPS.) 

 
 

Locators – Telephones– Add Telephone Link 
The Locator section in the ‘Tree’ (under a participant name) has sections for the Address, Telephone and E-
mail entry.  The Telephones entry screen will display the Add Telephone link.  Select the Add Telephone link to 
enter a party’s telephone number. 
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Locators – Telephone Entry 
Field Action 

Save As… • Select the Save as a Primary Telephone Number box. 

 The sensitive Telephone Number box can be selected, but all entry by SHS is considered 
sensitive and should not be release without consent. 

Type Select the appropriate category, i.e., business, home, message, work, unknown, etc. 

Kind Select the appropriate option. 

Telephone 
Number 

Enter the area code, exchange, and station number (314-256-7890) using dashes to separate 
the three (3) sections of the phone number. 

Telephone 
Extension 

If appropriate, enter the extension number. 

Country The field defaults to USA; if another country is applicable, select/enter the correct one. 

Region A user can signify the phone number within regions (1-10). 

Time Zone Select the appropriate time zone, i.e. Central. 

Notes Free text for comments concerning the Telephone. 
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Locators – Telephones Entry 
• All active telephone entries will display when the Telephones link is selected. 

• If a user wishes to disassociate a telephone number, select the X link (displayed in red font). 

• If a telephone number, designated as ‘primary’ is disassociated, the system will display a warning notice. 

 
 
Locators – Email Address – Add Email Address Link 
The Locator section in the ‘Tree’ (under a participant name) has sections for the Address, Telephone and E-
mail entry.  The Email Address entry screen will display the Add Email link.  Select the Add Email link to enter 
a party’s Email Address. 
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Locators – Email Address Entry 
Field Action 

Type Select the appropriate option, i.e. Home, Business, Message, Unknown, Work. 

Save As… • Select the Save as a Primary Email box. 

 The sensitive Email box can be selected, but all entry by SHS is considered sensitive and 
should not be release without consent. 

E-Mail Enter the Email Address. 

Notes Free text for comments concerning the Email Address. 

 

 
Locators – Email Address Entry 
• All active Email Address entries will display when the Telephones link is selected. 

• If a user wishes to disassociate an Email Address, select the X link (displayed in red font). 

• If an Email Address, designated as ‘primary’ is disassociated, the system will display a warning notice. 
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Contacts 
Select the Contacts link under the participant’s name to enter Responsible Party information and Alternate 
Contact information.  The Contacts section captures demographic information for a participants’ Responsible 
Party and the participant’s Alternate Contact. 

If a participant is their own guardian, Responsible Party entry will be the participant’s name.   

The system will also use the Locators entry (completed under the participant’s record) vs. allowing users to 
complete the Locators sections (address, phone and email) under the Contact record. 

 
Contacts – Add Responsible Party Link 
Select the Add Responsible Party link to enter the name of a participants’ Responsible Party. 

• Address, Phone, and Email (Locators) information for a participants’ Responsible Party is entered 
separately, in the Responsible Party record (not the participant’s record). 

• When the (Locators) entry is completed in the Responsible Party record, the participant’s record will 
display the Contacts entry from the Responsible Party records. 
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Contacts – Add Responsible Party Field 
• Type the name of the Responsible Party in the Party field.  The system will automatically conduct a name 

search. 

• If the name is already in the system, the name will display in a drop down list, so it can be selected. 

• If there are multiple names in the drop down list (i.e., spelled differently) select the most appropriate 
option. 

• If the name is not in the system, an Advanced Search must be conducted.  (This will allow a user to enter a 
name into the system.) 

 
Contacts – Add Responsible Party – Party Not Found 
When a Responsible Party or Alternate Contact name is not in the system a window will display to allow the 
user to add the name. 

• Select the OK button, to conduct an Advanced Search and add the name, or 

• Select the Cancel button to search again. 
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Contacts – Add Responsible Party – Advanced Search Screen 
The OK button will display an Advanced Search window.  Enter information in the required fields and select 
the Search link.  The best search result is obtained when entry is completed in the following search fields only: 

• Last Name 

• First Name 

• Date of Birth 

• Gender 

• Ethnicity 

• Race 

 
Contacts – Add Responsible Party – Advanced Search - Register as Non-Medical Client 
Select the Register as Non-Medical Client link to enter a name into the system when the search result does not 
return a match.  (The next time this name is searched, the drop down list will display the name.) 
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Contacts – Add Responsible Party Relationship Field 
Type the entry that best describes the affiliation (i.e., mother).  The system will display the options in a drop 
down list, select the appropriate choice.  If a user needs to view the entire list, select the arrow and scroll 
through the list. 

If a participant is their own guardian, Responsible Party entry will be the participant’s name and the 
Relationship Field selection shall be ‘self’. 

(Relationship field is a CCIT requirement, not a SHS requirement.) 

 
Contacts – Add Contact Link 
Select the Add Contact link to enter the name of a participants’ Alternate Contact. 

• Address, Phone, and Email (Locators) information for a participants’ Alternate Contact is entered 
separately, in the Alternate Contact record (not the participant’s record). 

• When the (Locators) entry is completed in the Alternate Contact record, the participant’s record will 
display the Contacts entry from the Alternate Contact records. 
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Contacts – Contact Information Screen – Name Field 
• Type the name of the Alternate Contact in the Name field.  The system will automatically conduct a name 

search. 

• If the name is already in the system, the name will display in a drop down list, so it can be selected. 

• If there are multiple names in the drop down list (i.e., spelled differently) select the most appropriate 
option. 

• If the name is not in the system, an Advanced Search must be conducted.  (This will allow a user to enter a 
name into the system.) 

 
Contacts – Add Contact – Party Not Found 
When an Alternate Contact name is not in the system a window will display to allow the user to add the name. 

• Select the OK button, to conduct an Advanced 
Search and add the name, or 

• Select the Cancel button to search again. 
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Contacts – Contact Screen – Advanced Search for an Alternate Contact 
The OK button will display an Advanced Search window.  Enter information in the required fields and select 
the Search link.  The best search result is obtained when entry is completed in the following search fields only: 

• Last Name 

• First Name 

• Date of Birth 

• Gender 

• Ethnicity 

• Race 

 
Contacts – Contact Information Screen – Relationship Field 
Type the entry that best describes the affiliation (i.e., grandmother, contact person).  The system will display 
the options in a drop down list, select the appropriate choice. 
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Contacts – Contact Information Screen – Marital Status Field 
The system will display the options in a drop down list, select the appropriate choice. 

 
Contacts – Contact Information Screen – Telephone Field, Primary Language Field and 
Comment Fields 
Telephone field entry: 

• Is a free text field, type the ten (10) digit phone number (include area code). 

Primary Language field entry; there are two (2) options: 

• English 

• Other; the system will display a drop down list, select the appropriate choice. 

Comments field entry: 

• Free Text for any pertinent information to be captured, i.e., neighbor across the hall or next door, contact at 
the local Casey’s that will deliver a message, etc. 
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Contacts – When a Responsible Party or Alternate Contact is also a SHS Participant 
If a Responsible Party or an Alternate Contact is also a SHS participant, the Participant Management portion of 
the tree is available under the Contacts link for that party; no separate search is required. 

• To view the Participant Management information of a Contact record, expand the Participant Management 
section of the Tree for the specific Contact. 

Example: 

 Abby Van Pelt’s record is a Participant Management record.  A separate search for Abby’s SHS record is 
not necessary; just expand the ‘Tree’ to see all the Participant Management sections for Abby. 

 Charles Shultz’s record is not a Participant Management record; there are no Participant Management 
sections when this Contact is expanded. 
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Basic Demographic Information 
To access the screen select the party name in the MOHSAIC Tree; the party name is the link.  The Demographic 
screen is used to capture/update the following items. 

• Party Name 

• Sex 

• Date of Birth 

• Primary and Secondary Language/Reads or 
Writes Primary Language 

• Race/Country of Birth 

• Ethnicity 

• Employment 

• Social Security Number (SSN) 

• Marital Status 

• Housing Information 

• Living Arrangement 

• Years of Education 

• Degree 

• Highest Level of Education/Current Education 
Status 

• Special Assistance 
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Basic Demographic Information - Name Edit 
If a name is incorrect due to marriage, adoption, typo, etc., a user must: 

• Conduct a search, • Load the name so it is 
displayed in the tree, and 

• Select the party name (it is a 
link). 

The Basic Demographics Information page will display in the right screen.  Scroll to the bottom of the page and 
select the Edit link. 
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Basic Demographic Information – Add Party Name Link 
Select the Add Party Name link to update the fields on the Client Information screen. 

• A user must have appropriate documentation on file before any changes are entered. 

• A change to the primary name must have one entry identified as Principal and Primary in order for any 
Report or Letter to print with a name.  The correct field selections in the Name Type field is Principal (vs. 
any other option), and in the Primary field the correct selection is Yes. 

 
 

 

Notes (on the Tree) - NOT USED BY SHS 
This section of the Tree contains the General Notes link; this link is not used by SHS. 
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Medicaid Information 
This link is used to determine current MO HealthNet (MHN) information.  The date the MHN information was 
last updated is displayed. 

• If the date is not a current date, the MHN information can be refreshed.  Select the Refresh from DSS link.  
The current date and current MHN information will be displayed on the page.  There are two (2) links on 
the page, do not use the Refresh Medicaid link (at the bottom of the page). 

• SHS is charged each time either Refresh link is selected.  
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Medicaid Information – Refreshed from DSS 
MHN information available is: 

• The date and time the MHN information was received from the DSS system. 

• MHN status of the party, i.e., active, inactive, application, rejected, etc. 

• Parent/Guardian information for the party. 

• Spend Down Amount for the party; the amount listed is the amount yet to be incurred for the month, this 
may or may not be the total Spend Down requirement for the participant. 

• The dates of MHN eligibility and the two (2) digit MO HealthNet Eligibility (ME) Code 

• The date of MHN Managed Care eligibility for the party, including the plan name. 

• If the screen is blank, participant has not applied to MHN. 
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Medicaid Information – Managed Care Statements 
• The Managed Care company/plan name indicates a participant is enrolled in that specific Managed Care 

company/plan. 

• The MC+ Opt Out statement indicates a participant has chosen to change from a Managed Care enrollment 
with MHN to a Fee for Service enrollment with MHN. 

• A Waiver Pseudo Plan statement indicates a participant is in transition between the Managed Care 
coverage to the Fee for Service coverage with MHN.  This label signifies the participant is paying a premium 
in order to be eligible for Fee for Service enrollment with MHN.  This transition period can last up to fifteen 
(15) days. 

 
Last Modified By 
Entry is completed by the system (no user can enter/alter the information).  The field records the name and 
user ID of the person who did the last screen edits; it also records when the edit occurred (date and time) OR if 
the ‘save’ link was selected vs. the ‘cancel’ link. 

.  
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Hot Buttons 
These links (above a party name in the tree) give only brief summaries from the Public Health Profile (PHP) 
sources. 

 
Public Health Profile (PHP) 
This link is an expanded look for SHS users (vs. Hot Button information) about immunizations, allergies, 
hearing, and environmental lead or other environmental test results.  The view is an ‘inquiry’ only. 

 
Public Health Profile (PHP) – Enrolled in Service Coordination Field 
The Enrolled in Service Coordination field provides other DHSS users with knowledge that the party is 
involved with SHS. 

The Quick Reference section of the PHP screen provides an expanded view for each topic: 

• Immunizations 

• Allergies 

• Hearing 

• Blood Spot 

• Environmental Lead 

• Environmental Other 

Select the specific area and the screen will be redirected to that portion of the PHP.
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Participant Management 
After a selection is made, the ‘tree’ populates with Participant Management icons, i.e., Enrollment, Medical, 
Financial, Progress Notes, etc.  Users should verify search results are a match (name, date of birth, etc.) to the 
party that was searched. 
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Enrollment - Service Coordination 
Initially all program referrals are enrolled in Service Coordination (with appropriate documentation per 
program specific requirements); Paid Service program enrollment occurs if all program requirements are met. 

• SC Active field is the date a party is active in Service Coordination and assigned a Service Coordinator.  The 
MFAW Program, Service Coordination enrollment, effective date is equal to the recommendation date on 
the MFAW Questionnaire. 

• SC Closure Date field is a future closure date automatically populated based on a referral date; if no screen 
activity occurs in one hundred eighty (180) days the party automatically closes (excluding MFAW). 
 For HCY the field automatically populates with the day before the 21st birth date. 
 For CYSHCN the field automatically populates with the day before the 21st birth date. 
 For ABI the field automatically populates with the day before the 65th birth date. 
 There is no automated entry for MFAW. 

• SC Closure Reason field is a future closure reason and automatically defaults to the appropriate closure 
reason based on entry, i.e., ‘auto closure, referral or no response’.  If a participant should be closed prior to 
the automated closure, the user must enter the correct closure date and the appropriate closure reason. 

• One (1) enrollment line per program; each program may be actively enrolled in Service Coordination 
and/or Paid Services. 

 
• HCY Program or MFAW Program: 

 Service Coordination enrollment allows a Service Coordinator to conduct a home visit to determine 
medical necessity, obtain required forms, determine if in-home services will be approved and the at 
what level in-home services will be authorized, and a participant/responsible party to make a provider 
selection. 

 Paid Service enrollment allows Service Plan entry for the approved/authorized in-home service. 

CYSHCN Program: 

 Service Coordination enrollment allows a Service Coordinator to conduct a home visit, obtain required 
forms, obtain required medical information and obtain required financial information. 

 Paid Service enrollment allows Service Plan entry for approved/authorized services. 

ABI Program: 

 Service Coordination enrollment allows a Service Coordinator to conduct a home visit, obtain required 
forms, obtain required medical information and obtain required financial information. 

 Paid Service enrollment allows for the participant to be placed on the ABI Wait List.  When the 
participant is eligible to receive rehabilitation service, this level of enrollment allows Service Plan entry 
for approved/authorized rehabilitation services. 

Enrollment - ‘Paid Service’ Programs 
If program requirements are met, Paid Service program enrollment occurs. 
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• Paid Service field is a date the party is enrolled in a Paid Service program. 

• The system will automatically populate a future closure date and reason. 

• Paid Service Closure Date field is a future closure date based on a Paid Service date. 

 CYSHCN or ABI is a future closure date, which is the last day of the current State fiscal year or the day 
the participant ages out. 

 HCY is the day before the twenty-first (21st) birthday. 

 MFAW does not have an automated future closure entry. 

• Paid Service Closure Reason field automatically defaults to the correct reason, i.e., CYSHCN or ABI is ‘no 
response’; HCY is ‘overage’. 

• Paid Service Closure Date/Reason field entry does not automatically close a Service Coordination record 
for a party.  A party is still active in Service Coordination until a closure date/reason is manually entered on 
the corresponding Service Coordination record. 
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Enrollment – Sort and Sort Options 
All program enrollments can be sorted by selecting an option from the drop down box.  The ten (10) sort 
options are:

• All Active 

• All Historical 

• ABI with Paid Service 

• ABI without Paid Service 

• CYSHCN with Paid Service 

• CYSHCN without Paid Service 

• HCY with Paid Service 

• HCY without Paid Service 

• MFAW with Paid Service 

• MFAW without Paid Service 

 
Enrollment – Start New Enrollment Link 
To begin an enrollment, select the Start New Enrollment Link at the bottom of the Program Enrollments 
screen. 

 
Enrollment – Add Enrollment Screen 
The Add Enrollment screen will display three (3) sections that are immediately visible: 
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• Eligibility Snapshot 

• Service Coordinator Association 

• Program Enrollment/Closure Information 

  
Enrollment – Add Enrollment Screen – Service Coordinator Association 
Every record, Service Coordination or Paid Service, is assigned a Service Coordinator name (and date).  To 
begin any Program enrollment, Service Coordination or Paid Service, a user must complete the Service 
Coordinator Association. 
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Enrollment – Add Enrollment Screen – Service Coordinator Association (continued) 
Service Coordinator association has two (2) date fields (Begin Date and End Date) to define a period of time a 
Service Coordinator is associated to a party record. 

• To initially associate a Service Coordinator or make a change, select the Edit link in the Service Coordinator 
name field on the Enrollment screen. 

• Type the Service Coordinator name and select the ‘search’ link 

• The system will conduct a search to locate the Service Coordinator name; the name must be selected from 
the search results. 

• Enter the date the Service Coordinator should be associated to the participant. 

 The date the referral was received for an initial Service Coordination enrollment should entered. 

 To associate a new Service Coordinator, search for the Service Coordinator name, select the appropriate 
Service Coordinator name, and enter a Begin Date. 

 Service Coordinator names will automatically have an End Date field update when a closure on the 
Service Coordination record occurs. 

 Historical Service Coordinator associations are recorded as changes transpire. 

 

   
• When a participant transfers from one Service Coordinator to another, the new Service Coordinator 

association will complete the ‘end date’ field of the previous Service Coordinator.  The date the referral was 
received for an initial Service Coordination enrollment should entered. 

 Example:  Peppermint Patty transfers the participant to Marcie McIntire on 7/1.  Peppermint Patty’s 
‘end date’ entry will automatically be 6/30 and it will be entered when Marcie’s association is entered 
with a begin date of 7/1. 
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Enrollment – Add Enrollment Screen – Program 
Each Service Coordination or Paid Service enrolled participant shall have a Program assignment.  Users must 
select the appropriate program from the drop down list. 

 
Enrollment – Add Enrollment Screen – Eligibility Snapshot 
Eligibility Snapshot lists programmatic (business rule) requirements and indicates when system entry is 
completed. 

• Every enrollment requirement must be entered electronically before a Paid Service program enrollment 
can be established; the ‘bold’ font designates when a requirement has not been entered/met. 

• When all Eligibility Snapshot (program) requirements are entered, the Enrolled Date, Closed Date and 
Closure Reason fields are enabled. 

ABI 

 
CYSHCN 

 
 

 

HCY 

 
MFAW 



May 2016 3.0 version Page 59 of 133 

Enrollment – Add Enrollment Screen - Emergency Priority Level 
Each Service Coordination (SC) or Paid (PD) Service enrolled participant shall have a Priority Level 
assignment.  Based on professional judgment Service Coordinators may assign a higher priority level than the 
definitions provided.  The definition for each level is: 

Level 1 

• MFAW (All) 

• Electronic Dependent (vent, 1x daily use of 
electronic device, i.e., vent, suction, nebulizer, 
chest physio therapy (cpt) vests) 

• PDN (20-24 hours any given day of the week) 

Level 2 

• PDN (Not included priority #1) 

• Electronic Dependent ( Less than daily) 

Level 3 

• PCA (all) 

Level 4 

• All other HCY Categories (ST SNV, LT SNV) 

• CYSHCN (SC or PD Service Enrolled) 

• ABI (SC or PD Service Enrolled) 

• HCY (SC enrolled) 

For any dually enrolled participants, the HCY or MFAW default priority rating will trump the ABI or CYSHCN 
priority rating.  Display of the Priority Level Assignments is displayed on the following screens: 

• Enrollment Record 

• Enrollment Summary Grid 

• Enrollment Print Grid 

• Participant Overview Page 

 
A dual enrolled participant (HCY and CYSHCN) will list the Emergency Priority Level assigned by each 
individual program on each program row on the summary page. 

However, the priority level display in the static header, Emergency Priority Level field will default to 
Emergency Priority Level assigned by the HCY or MFAW program. 

Example, if the participant is enrolled in the HCY and CYSHCN program the priority level is the level 
appropriate to the HCY program. 
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Enrollment – Add Enrollment Screen - Emergency Priority Level (Continued) 
For HCY ONLY: When there is a reason to change the Priority Score, documentation of the assessment that 
supports the change and that Priority Score was changed from X to XX should appear in either the SCA or the 
Progress Note related to the time that the Priority Score was changed.  

 
Enrollment - Eligibility Card Print for CYSHCN Program 
When a Paid Service enrollment is determined for the CYSHCN program, the participant/family shall receive 
an Eligibility Card with the SHS approval.  The Program Effective Date and Anticipated Program Expiration 
Date fields are entered, indicating the approval period. 

If the participant is dual enrolled (active in more than one program, i.e. CYSHCN and HCY) the user must select 
the row of the program (CYSHCN) in order for the EC Letter link to become visible. 
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Enrollment - Acknowledgement Letter Print for ABI Program 
When a Paid Service enrollment is completed for the ABI program, the participant/family shall receive an 
Acknowledgement Letter.  If the participant is dual enrolled (active in more than one program, i.e., ABI and 
MFAW) the user must select the row of the program (ABI) in order for the EC Letter link to become visible. 
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Enrollment – SC (Service Coordination) - Automated Closure Date/Reason 
The system inputs an automated closure date and closure reason based on program rules.  Closure dates and 
closure reasons can be manually updated.  For example: 

• CYSHCN program, ABI program or HCY program Service Coordination enrollments will automatically close 
without additional screen entry requirements, according to program requirements, being met, i.e.,  

 Referral (within the past six (6) months), 

 Forms/Letters (sent, received and signed enrollment form, cc1), and 

 Medical (medically eligible diagnosis). 

• The system will not display an automated closure entry for a Service Coordination enrollment in the MFAW 
program. 

An automated closure reason is removed by the system when all additional screen entry requirements are 
met.  A participant can remain in Service Coordination enrollment, if they continue to meet the eligibility 
criteria.  When a CYSHCN or ABI participant is financially eligible, a participant should then be enrolled in a 
Paid Service enrollment. 

 
Enrollment – Paid Service - Automated Closure Date/Reason 
System inputs an automated closure date and closure reason based on program rules.  Closure dates and 
closure reasons can be manually updated.  For example: 

• CYSHCN program or ABI program Paid Service enrollment is maintained from fiscal year to the next fiscal 
year.  If there is no change in entry, the participant will automatically close at the end of the current fiscal 
year, i.e., Annual Financial Eligibility Review (AFER). 

• CYSHCN program or ABI program enrollments (Service Coordination or Paid Service) until the day before 
significant birthdays, i.e., for CYSHCN enrollments the 18th birthday because of ‘lawful presence’ or 21st 
birthday because of ‘overage’; for ABI enrollments the 65th birthday because of overage’. 

• HCY program Paid Service enrollment is retained until a participant is twenty-one (21), so the automated 
closure date is the day before the participants twenty-first (21st) birthday with a closure reason of 
‘overage’.  Similar entry is used for CYSHCN participants turning twenty-one (21) or ABI participants 
turning sixty-five (65). 

• The system will not display an automated closure entry for a Paid Service enrollment in the MFAW 
program. 
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Enrollment – Paid Service - Automated Closure Date/Reason (continued) 
For CYSHCN and ABI participants, an automated closure reason is updated by the system when screen entry 
requirements are met, i.e., a Financial screen update meets annual program requirement, or a CYSHCN and ABI 
participant will be overage for program enrollment within the fiscal year. 

 

 
Enrollment – Manual Closure 
Manual closures for either a Service Coordination or Paid Service enrollment can occur anytime a participant 
record needs to be closed.  If automated closure entry (date/reason) is not the actual date/reason, then the 
automated entry can be manually updated, i.e., MHN eligibility ended April 23rd but the automated closure date 
entry is the current date of April 27th; the user can manually change the closure date/reason to accurately 
reflect the closure action. 

To complete a manual closure, access the Enrollment/Edit screen and update the Closure Date and Closure 
Reason fields to the appropriate closure date and closure reason. 

A manual closure of a participant enrolled at a Paid Service enrollment level will automatically change the 
Service Coordination enrollment information to match the Paid Service closure date and reason. 
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Enrollment - Print Closure Letter Link 
The Print Closure Letter link provides ability to print a closure letter based on the closure reason entry. 

Remember every closure will result in a closure letter being mailed for each closure with one exception: 

 An HCY Service Coordination enrollment or MFAW Service Coordination enrollment with only a phone 
contact. 

 The phone contact documentation needs to have an end result of participant/responsible party and the 
Service Coordinator both in agreement that no HCY or MFAW services are needed or wanted. 

 
Enrollment - Print Closure Letter Link – Additional Information Screen 
When the Print Closure Letter link is selected, the Additional Information screen displays.  The user must 
complete the Title field with the author’s title, i.e., Service Coordinator, Registered Nurse, Schuyler County 
Director of …., etc.  Select the Cancel link to close the screen and not print a letter. 

When the Print Closure Letter link is selected and the closure reason is ‘no response’, the Additional 
Information screen will display two (2) entry fields.  Both fields will print on the closure letter. 

A user must complete entry in both fields: 

• Info field with specifics about what was not responded to, i.e., failed to return required income tax 
information, failed to respond to Good Faith effort to schedule appointments or provide required 
documents, etc. 

• Title field with the author’s title, i.e., Service Coordinator, Registered Nurse, Schuyler County Director of …., 
etc. 

Select the Cancel link to close the screen and not print a letter. 
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Enrollment - Print Closure Letter Link – Additional Information Screen, Print Link 
Select the Print link and the Closure Letter PDF file will display so it can be printed and/or saved.  The 
information printed in the Closure Letter is generated from system entry: 

• The date of the letter is the date the letter is 
printed; 

• The responsible party name and address is from 
the Responsible Party entry under the Contacts 
section of the participants record; 

• The participants Name, DCN and Date of Birth is 
from the Demographics page entry of the 
participants record; 

• The closure reason and closure date is from the 
closure entry of the specific program closure on 
the Enrollment screen; and 

• The Service Coordinator’s phone number is 
from the information associated to the Service 
Coordinator in the system. 
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Enrollment - Print SC Closure Letter Link 
The Print SC Closure Letter link provides ability to print a closure letter based on the closure reason entry 
when the Service Coordination enrollment is the only closure.  This link is not available when both (Paid 
Service and Service Coordination) enrollments close on the same day. 

 
Enrollment - Print SC Closure Letter Link – Additional Information Screen 
When the Print SC Closure Letter link is selected and the closure reason is ‘no response’, the Additional 
Information screen will display two (2) entry fields.  Both fields will print on the closure letter. 

A user must complete entry in both fields: 

• Info field with specifics about what was not responded to, i.e., failed to return required income tax 
information, failed to respond to Good Faith effort to schedule appointments or provide required 
documents, etc. 

• Title field with the author’s title, i.e., Service Coordinator, Registered Nurse, Schuyler County Director of …., 
etc. 

Select the Cancel link to close the screen and not print a letter. 
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Enrollment - Print SC Closure Letter Link – Additional Information Screen, Print Link 
Select the Print link and the Closure Letter PDF file will display so it can be printed and/or saved.  The 
information printed in the Closure Letter is generated from system entry: 

• The date of the letter is the date the letter is 
printed; 

• The responsible party name and address is from 
the Responsible Party entry under the Contacts 
section of the participants record; 

• The participants Name, DCN and Date of Birth is 
from the Demographics page entry of the 
participants record; 

• The closure reason and closure date is from the 
closure entry of the specific program closure on 
the Enrollment screen; and 

• The Service Coordinator’s phone number is 
from the information associated to the Service 
Coordinator in the system. 
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Enrollment – Both Print Closure Letter and Print SC Closure Letter Links 
Both links display when a Service Coordination closure is dated differently from a Paid Service closure.  A user 
must select the appropriate link (because of the different closure dates and closure reasons). 

 
Enrollment - Print Condolence Letter Link 
The Print Condolence Letter link provides ability to print a closure condolence letter only when the system 
recognizes the closure reason entered is ‘deceased’. 

 
Enrollment - Print Condolence Letter Link – Additional Information Screen 
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After the Print Condolence Letter link is selected, 
the Additional Information screen displays.  The 
user must complete the Title field with the author’s 
title, i.e., Service Coordinator, Registered Nurse, 
Schuyler County Director of …., etc.  Select the 
Cancel link to close the screen and not print a letter.  

Enrollment - Print Condolence Letter Link – Additional Information Screen, Print Link 
Select the Print link and the Closure Letter PDF file will display so it can be printed and/or saved.  The 
information printed in the Closure Letter is generated from system entry: 

• The date of the letter is the date the letter is 
printed; 

• The responsible party name and address is from 
the Responsible Party entry under the Contacts 
section of the participants record; 

• The participants Name, DCN and Date of Birth is 
from the Demographics page entry of the 
participants record; 

• The closure reason and closure date is from the 
closure entry of the specific program closure on 
the Enrollment screen; and 

• The Service Coordinator’s phone number is 
from the information associated to the Service 
Coordinator in the system. 
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Enrollment - Closure Reason Definitions 
Closure Reason is a way to define (by a grouping) the bases for a program closure.  Participant Service 
Coordination and Paid Service records both should be closed using the most appropriate reason from the 
following list: 

Closure Reason Definition 

Deceased Participant has died. 

Incomplete Applications/ 

AFER/Reapplications/PA 

All of the required information for the Application, Reapplication, or AFER was 
not provided by the participant/family. 

Lawful Presence Participant/family failed to provide required proof of lawful presence 

Maximum Benefits 
Achieved 

SHS has provided all eligible services. 

Medicaid Non-
Compliance 

• Failed to apply with MO HealthNet (Medicaid). 

• Did not complete MO HealthNet (Medicaid) application process. 

• Withdrew from the MO HealthNet (Medicaid) program. 

• Failed to comply with MO HealthNet (Medicaid) requirements. 

Moved Out of State Participant/family no longer resides in the State of Missouri. 

No Present Need for Care 
(NNC) 

• SHS services are not needed at this time. 

• Prior authorized HCY services are not needed at this time. 

• Participant has been released from care by the physician. 

Not Financially Eligible 
(NFE) 

Participant/family income exceeds financial eligibility criteria. 

Not Medically Eligible 
(NME) 

• Participant does not meet medical eligibility criteria. 

• Participant's prognosis does not meet program eligibility. 

No Response (NR) 

Do Not Use this closure 
reason as a substitution for: 

 Medicaid Non-
Compliance 

 Incomplete 
Applications/Annual 
Financial Eligibility 
Review (AFER)/ 
Reapplications/PA. 

• No response to Applications, Reapplications, or AFER. 

• Information packet was not returned. 

• Did not follow service requirements (after enrollment). 

Over-age Participant's age exceeds service eligibility criteria. 

Participant/Family 
Request 

• Participant/family requests discontinuation. 

• Participant/family is not interested in continued services. 

Enrollment - Closure Reason Definitions (continued) 
Transferred MC+ Fee For Participant is now enrolled in a MO HealthNet (Medicaid) Fee for Service Care 
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Service plan and does not require SHS Service Coordination. 

Closure Reason Definition 

Transition to MC+ Plan Participant is enrolled in a MO HealthNet (Medicaid) Managed Care Plan and 
does not require SHS Service Coordination. 

Unable to Locate Participant/family cannot be located within the State of Missouri. 

Under Other Care • Utilizing services from another agency or provider. 

• Another agency or provider has assumed responsibility. 

• Transitioned to another agency. 

• Referred to another agency. 

• Participant has become institutionalized or is a Ward of the Court with 
guardianship assigned to the Department of Mental Health or the Division of 
Youth Services. 

• Incarcerated (in the custody of city, county or state). 

Auto Closure, Referral Automated closure reason for a Service Coordination enrollment will display 
until additional entry is completed in the Participant Management screens. 
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Progress Notes 

 
Progress Notes are a legal record of events for a participant, in chronological order with the most recent entry 
listed first.  Progress Notes are recorded in: 

• First Person 

• Complete sentences 

• Grammatically correct 

• Appropriate Punctuation 

• Bullet style is acceptable 

• Extensive documentation is best written in a Word document, formatted and spell checked, then 
copied/pasted into a Progress Note. 

• Do not ‘copy and paste’ any email or any correspondence (from any source) into a Progress Note.  Instead 
summarize the main issues of the email or correspondence in a Progress Note entry. 

Progress Notes – Add Note 
The Add Note link allows a user to complete a new entry. 
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Progress Notes – Add Note (continued) 
Field Action 

Contact Date 
(time)* 

Contact Date automatically displays the current date when the screen is opened.  If the 
current date is not reflective of the actual date the activity occurred, the entry should be 
changed to reflect the correct contact date. 

Contact Time automatically displays the current time when the screen is opened.  If the 
current time is not reflective of the actual time the activity occurred, the entry should be 
changed to reflect the correct contact time. 

Contact By* The system automatically defaults to the user logged into the system. 

• If the user is not the person who had contact on behalf of the participant, enter the name 
of the person who had the contact.  Select the Search link to locate their name. 

• If the name exists in the system a user can select the name from the search results; if 
not contact an SHS Central Office Staff Person to request the name be added to the 
system. 

Contact Type* These selections define (by a grouping) the subject of the progress note. 

Comments* Statement(s) about all actions taken during conversation/communication (not documented 
elsewhere, i.e., Form screen). 

• If multiple contacts are made on the same date that can be identified by one Contact 
Type, only a single entry is necessary. 

 An example would be multiple contacts with the participant/family and an SHS 
Central Office Staff Person to determine/obtain the necessary documentation to 
prove Lawful Presence. 

• If multiple contacts are made on the same date that cannot be identified by one Contact 
Type, multiple Progress Note entries are necessary. 

 An example would be multiple contacts to resolve a Provider issue because contact 
is made with the Provider, an SHS Central Office Staff Person and the 
participant/family. 

Edit Link Allows only the author to change or update entry.  The author can edit the entry for up to 
thirty (30) days from the ‘Entered On’ date.  If the author does not make the change within 
this timeframe, an addendum to the note must be entered. 

View Link Allows all users to read entry. 

Save link Adds the entry to the record. 

Print link Prints the entry. 

Cancel link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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Progress Notes – Edit 
Every Progress Note entry can be edited if: 

• The edit is done by the author of the note, and 

• If the edit is done within thirty (30) days from the entry in the Entered Date field. 

The system displays the link as Edit if a note is being observed by the author and it is within thirty (30) day 
time period.  The link will change to View after the thirty (30) day time period. 

The system displays the link as View if a note is being observed by someone other than the author. 

 
Progress Notes – Edit 
The Edit link allows a user (who is not the author of the note) to view the entry. 

The screen also displays the Entered On (date/time) and Entered By information in the upper right corner of 
the Edit Progress Note screen.  The system will use this information to determine if a note is within an 
‘editable’ timeframe and if the person viewing the note is the author. 
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Progress Notes – Edit (continued) 
Field Action 

Entered On If a user selects the View link, the Edit Progress Note screen will display and the date and time 
of the actual Progress Note entry is displayed in the upper right corner.  This information 
cannot be altered by any user after the initial entry is saved. 

Entered By If a user selects the View link, the Edit Progress Note screen will display and the name of the 
user that did the actual Progress Note entry is displayed in the upper right corner.  This 
information cannot be altered by any user after the initial entry is saved. 

Print link Prints the entry. 

Return link Closes the Edit Progress Note screen and returns the user to the summary page. 

Progress Notes Contact Type Definitions 
Contact Type is a way to define (by a grouping) the subject of the progress note. 

Select the most appropriate, i.e., if the entry is because of a contact with a Central Office staff person about a 
Prior Authorization, the Contact Type would be Prior Authorization vs. Central Office Contact. 

• AFER is any participant and/or family contact (phone, face to face, fax, or mail) regarding the participant’s 
annual financial eligibility review process.  (FOR ABI Paid Service Program ONLY or CYSHCN Paid Service 
Program ONLY) 

• Central Office Contact is any contact with the Program Manager or other central office staff; Program 
Manager notes that do not fit in another contact type. 

• EPSDT/Immunization Activity is the documentation of mailed or verbal reminders, documentation of 
review and findings for EPSDT Screenings and Immunizations. 

• Family Partnership Contact is any contact conducted by a Family Partner to a Participant, Responsible 
Party, etc. (For use by Family Partners ONLY)  

• HCY Home Visit Exception Contact is a participant and/or family contact made by phone instead of a 
required face-to-face contact.  This contact type is only to be used during the time period the Program 
Manager has approved the implementation of the ‘Exception to Home Visit Requirements’ policy.  (For HCY 
Paid Service Program ONLY) 

• HCY/MFAW Monitoring Log is the documentation regarding the HCY/MFAW monitoring logs from 
providers. 

• MO HealthNet is any contact regarding a participant’s MO HealthNet Status to determine if a referral to 
MO HealthNet is applicable or necessary (minimum annual requirement for CYSHCN Paid Service 
Program). 

• Lawful Presence is any contact regarding actions taken to obtain and verify documentation of a 
participant’s lawful presence. 

• Legal Custody is any contact regarding the determination of the participant’s legal custody. 

• Other is to be used for anything that does not fit any other contact type.  Examples:  any contact (face to 
face, fax, phone, and mail) with another agency, a referral source, someone who is not the 
participant/family. 

• Participant Contact is any contact with the participant and/or family other than a face-to-face or home 
visit.  (Use SHCN SCA if contact is to complete the SCA.) 
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Progress Notes Contact Type Definitions (continued) 
• Participant Visit is any face-to-face contact with the participant and/or family.  (Use SHCN SCA if contact 

is to complete the SCA.) 

• Prior Authorization is any verbal or paper prior authorization of services including change 
authorizations. 

• Provider Contact is any contact with the provider other than a monitoring log or prior authorization.  (For 
the HCY Program or MFAW program, any agency or entity that provides approved services.  For the ABI 
Program or CYSHCN Program, any SHS contracted provider, regardless of authorization. 

• Record Custody is any action concerning a change in the physical location of a participant’s (paper) 
record.  This contact type is to be used when a participant record is transferred from one physical location 
to another, i.e., the record is transferred from one office to another and/or the record is sent to be 
microfilmed.  Entry is required by both parties (the party who transferred the record and the party who 
received the transferred record). 

•  Record Management is any actions concerning the participant record that do not fit in another contact 
type, i.e., filing, duplicate DCN, override enrollment corrections, etc. 

• SCA is any contact (including phone or face-to-face) with the participant and/or family regarding the 
conduction of a comprehensive assessment (the service coordination assessment tool).  This contact type 
should not be used to document attempts to schedule the actual visit. 

  



May 2016 3.0 version Page 77 of 133 

Referrals – Incoming and Outgoing 
The Referral screen captures both Incoming and Outgoing referrals.   

 
Referrals – Add Referral screen 
• All Incoming Referrals received by SHS must be entered.  (Before a participant can be enrolled in Paid 

Services, an Incoming Referral entry, dated a maximum of six (6) months prior to the enrollment date, is 
required.) 

• All Outgoing Referrals made by SHS must be entered.  The participant/responsible party must give their 
permission for outgoing referrals; their permission is indicated by the selection of the Consent checkbox. 
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Referrals – Add Referral screen (continued) 
Field Action 

Referral 
Type* 

Drop down field has two (2) options: 

• Incoming Referral to capture all referrals made to SHS concerning the participant. 

• Outgoing Referral to capture all referrals made by SHS concerning the participant. 

Referral 
Date* 

MM/DD/YYYY field entry to signify the actual date the referral was received or made by SHS. 

Name • Type the name of the entity from whom the Referral was received or made. 

• Select the Search link. 

 If the name exists in the system a user can select the name from the search results; if not 
contact an SHS Central Office Staff Person to request the name be added to the system. 

County Drop down contains a listing of Missouri counties to designate the county of the referral source, 
i.e., if the selection is County Health Department in the Referral Source Type field, the County 
field can capture which county. 

Consent* If SHS makes an Outgoing Referral, the participant/responsible party must have provided their 
permission. 

Authorization for Disclosure of Consumer Medical /Health Information form should be on file 
in a participant record; one exception is an entity covered under a Business Associate 
relationship.  SHS providers (for ABI Program or CYSHCN Program only) or MHN providers (for 
HCY Program or MFAW Program only) are the only entities that qualify as Business Associates. 

Referral 
Source 
Type* 

Generic categories to capture a description of the entity, i.e., Self, Friend, School, State Agency, 
etc. 

See All Link See All Link will display all active entry. 

When selected, it will change to Hide Inactive to display all historical entry. 

Edit Link Allows any user to change or update entry. 

Delete Link If entry is completed in error the author has a Delete link, in order to remove the entry, as long 
as the delete function is done within the allotted time set by the system.  (See the Entry 
Deletes section of the guide.) 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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Forms/Letters 
The Forms/Letters screen captures when an SHS form, letter, or tool is issued, signed and/or returned to SHS.  
It also captures when documents were reviewed or if the document was signed. 

 
Forms/Letters – Field Entry 
To record an entry, select the Add Form/Letter link. 
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Forms/Letters – Field Entry (continued) 
Field Action 

Form Name Names of SHS forms, letters, and tools are available in a dropdown list; select the appropriate 
title. 

• Some documents are program specific and can only be used to meet the eligibility criteria 
for that specific program. 

• If the wrong program specific document is entered, program eligibility will not be met. 

Date Sent* Enter the date a document is issued by SHS. 

Received* Enter the date a document is returned to or in the custody of an SHS program person. 

Reviewed* Enter the date a document is evaluated, when an evaluation action needs to be recorded, i.e., 
ABI Program Provider Treatment Plan or the HCY Program or MFAW Program Plan of Care 
forms, ABI or CYSHCN Screener Form, etc. 

Signed* Entry signifies that a signature is on a document that requires a signature, i.e., Application for 
Enrollment form (CC1) or Client Choice Statement 

Sent By* Enter the person’s name that sent, received or reviewed the form, letter, or tool.  Select the 
Search link to locate the name. 

• If the name exists in the system a user can select the name from the search results; if not 
contact an SHS staff person to request the name be added to the system. 

Edit Link Allows any user to change or update entry. 

Delete Link If entry is completed in error the author has a Delete link, in order to remove the entry, as long 
as the delete function is done within the allotted time set by the system.  (See the Entry Deletes 
section of the guide.) 

See All Link See All Link will display all active entry. 

When selected, it will change to Hide Inactive to display all historical entry. 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required and is specific to a form, letter, or tool; additional fields are provided to record 
additional items if known. 
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Form Name Field (dropdown list): 
Only known exception is HCY/MFAW Monitoring Logs; documentation for these forms is to be completed 
in the Service Plan screen. 
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Insurance 
The Insurance screen captures third (3rd) party payer information for a participant, including any exclusion 
information that pertains to a participant’s coverage under that policy. 

• Exclusion information is available on the summary page or on the actual Edit Insurance screen. 

 
Insurance – Add Insurance screen 

To record insurance company information, select the Add Insurance link. 
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Insurance (continued) 
Field Action 

Company* Type the name of the insurance company in the field and select the Search link. 

• If the insurance company name is not available in the search results, the name can be 
added to the system. 

• Contact an SHS Central Office Staff Person to request the insurance company name be 
added to the system. 

Insurance 
Type* 

• Dental signifies the insurance coverage is only for dental services. 

• Health signifies the insurance coverage is only for medical services. 

• Vision signifies the insurance coverage is only for ocular services. 

Effective 
Date* 

Enter the date a participant’s insurance coverage began (the date cannot be prior to the 
participant’s date of birth). 

• Accurate entry is required due to CYSHCN Program claim processing. 

Discontinue 
Date* 

Enter the date a participant’s insurance coverage was terminated. 

• Accurate entry is required due to CYSHCN Program claim processing. 

Contact 
Name 

Free Text field to capture the name of the insurance representative to contact regarding this 
policy. 

Phone 
Number 

Free Text field to capture the phone number of the insurance company, i.e., the number listed 
on the back of the card. 

Exclusions* A list of common items prohibited by insurance companies is displayed in the Available 
Exclusions field. 

Select the appropriate exclusion and use the appropriate arrow function between the two (2) 
fields to move it to the Selected Exclusion field. 

• The > moves the selected item to the Selected Exclusion field. 

• The >> moves all items in the Available Exclusions field to the Selected Exclusions field. 

• The < field removes a selected item from the Selected Exclusions field. 

• The << field removes all items from the Selected Exclusions field. 

See All Link See All Link will display all active entry. 

When selected, it will change to Hide Inactive to display all historical entry. 

Edit Link Allows any user to change or update entry. 

Delete Link If entry is completed in error the author has a Delete link, in order to remove the entry, as long 
as the delete function is done within the allotted time set by the system.  (See the Entry 
Deletes section of the guide.) 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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Medical 
The Medical screen captures all the participant’s medical conditions identified by a qualified medical 
professional that makes a participant medically eligible for a SHS program.  It can also include medical 
conditions that will not medically qualify a participant for a specific SHS Program.  The system will identify the 
specific code entered as either an ICD9 code or an ICD10 code.  On October 1, 2014, ICD10 code entry is 
preferable.  ICD10 will be required, to satisfy medical eligibility, effective October 1, 2017.  (The system 
will no longer accept ICD9 code entry after 2017.) 

 
Medical – Add Medical screen 
To record the participant’s medical conditions, select the Add Medical link. 
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Medical – Add Medical screen (continued) 
Field Action 

Diagnosis* Program Requirements have been maintained: 

• ABI = both a medical diagnosis code and code describing how the injury occurred are 
required. 

• CYSHCN = Appropriate Clinical Review status. 

• HCY or MFAW = any ICD code entry based on info from the physician’s plan of care. 

Type the diagnosis code and select the Search link.  The system will display the search results 
so a selection can be made. 

• To view diagnosis codes by program, open a separate tab in the Internet Explorer window 
and select the Lookup ICD Code option under the Admin menu item. 

  
Limited Diagnosis Entry (for CYSHCN Program only) 

• Type the word ‘limited’ and select the Search link to display all limited diagnosis options. 

• All Limited Diagnosis entry requires review by the CYSHCN Program Manager. 

Limited Diagnosis Entry (for ABI Program only) 

• Type the word ‘limited’ and select the Search link to display all limited diagnosis options. 

• One limited code (0121) will meet the medical diagnosis requirement when medical 
records are non-specific. 

Effective 
Date* 

Enter the date a participant‘s medical condition is verified by SHS.  The Effective Date is the 
date the medical information is received, i.e., medical records or Health Certification form. 

• ABI Program uses medical records from a practitioner licensed to diagnosis. 

• CYSHCN Program requires a Health Certification form or medical records from a 
practitioner licensed to diagnosis. 

• HCY Program uses medical records obtained from the Provider Agency. 

• MFAW Program uses medical records obtained from the Provider Agency. 

Expiration 
Date* 

Enter the date a participant no longer has the medical condition. 

• The field is only required if the medical condition has been resolved and the participant no 
longer suffers from any effects. 

• Do not enter an Expiration Date when a participant closes from any SHS program. 
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Medical – Add Medical screen (continued) 
Clinical 
Review 

A diagnosis code will display information in this column to indicate if a review of medical 
information is required by the CYSHCN Program Manager before that specific diagnosis will be 
determined medically eligible for CYSHCN Paid Service enrollment. 

• ‘Blank’ field indicates a diagnosis is not considered medically eligible, i.e. asthma 

• ‘Required’ indicates a diagnosis may be considered medically eligible, but only if the 
CYSHCN Program Manager gives an approval.  The approval is specific to each participant, 
not globally to the diagnosis code. 

• ‘Not Required’ indicates a diagnosis is medically eligible for the CYSHCN Program without 
any CYSHCN Program Manager intervention. 

Eligible 
Programs 

A diagnosis code will display the SHS program (ABI or CYSHCN) information in this column to 
indicate the program association for the diagnosis code.  Only the CYSHCN Program or the ABI 
Program requires an Eligible Program association in order to determine medical eligibility. 

See All Link See All Link will display all active entry. 

When selected, it will change to Hide Inactive to display all historical entry. 

Edit Link Allows any user to change or update entry. 

Delete Link If entry is completed in error the author has a Delete link, in order to remove the entry, as long 
as the delete function is done within the allotted time set by the system.  (See the Entry 
Deletes section of the guide.) 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 

Financial 
The Financial screen captures income information for a participant.  The participant must be listed as a 
dependent on the submitted income source.  Financial eligibility is at or below 185% of Federal Poverty Level.   

• Financial eligibility is not applicable for the HCY Program or MFAW Program. 

• Past Financial entry is viewable; user selects the previous year to view entry for the selected income year. 

 
Financial – Add Financial 
To record Financial information, select the Add New link. 
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Financial – Add Financial (continued) 
Field Action 

Income Year* • The system will automatically display Income Year selections based on the month in 
which the Add Financial screen is accessed.  During: 

o January, February, March, April, May and June a user will have two (2) options. 

o July, August, September, October, November and December a user will have only 
one (1) option. 

• A user must select the appropriate year based on the income year printed on the 
Federal Income Tax form a participant/responsible party provides. 

• A user can edit the Income Year data at any time during an eighteen (18) month 
calendar year period (January of any given calendar year, to June 30th of the following 
calendar year.) 

o All edits on a single Income Year are no longer viewable.  (The original entry is 
overwritten by the last entry.) 

• A user must contact SHS Central Office Staff Person to edit Income Year data older than 
the eighteen (18) months. 

Example: 

2011 Income Year data can be entered from January 1, 2012 until June 30, 2013. 

2011 Income Year data can be ‘edited’ from January 1, 2012 until June 30, 2013. 

2011 Income Year data ‘edits’ after June 30, 2013 can only be done by a SHS Central Office 
Staff Person. 

Adjusted Gross 
Income* 

• Enter the Adjusted Gross Income (AGI) amount listed on whichever Federal Income Tax 
form is used to file, i.e., 1040, 1040A, 1040EZ, or 1040ES. 

• If a participant/responsible party is not required to file income tax, enter a zero (0). 
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Financial – Add Financial (continued) 
Estimated* Select this when a participant/responsible party submits a written estimation of their 

income because the reported income is not reflective of the current financial status.  Income 
tax information is considered non-reflective when the: 

• Change in income has been in effect for a minimum of three (3) months or  

• Custodial adult has been deprived of the income for a minimum of three (3) months. 

Income Tax* Select this when a participant/responsible party submits any of the Federal Income Tax 
forms, i.e., 1040, 1040A, 1040EZ, or 1040ES. 

Not Required 
to File* 

Select this when a participant/responsible party is not required to file income tax. 

Family Size* • Enter the number of persons listed on the income tax form as dependent on the 
reported income, i.e., responsible party, spouse, siblings, etc. 

• If a participant/responsible party is not required to file income tax, enter a one (1). 

Family Size 
Adjustment 

Enter the number of persons enrolled in another SHS program: 

ABI Program HCY Program 

CYSHCN Program MFAW Program 

Field Action 

Total Family 
Size 

Automated entry populated by the system and is based on the entry in the Family Size field 
plus the entry in the Family Size Adjustment field. 

Comments Free text field. 

Add New Link Opens the Add Financial screen so new income entry can be entered. 

Update Link Will allow author to change or update entry based on Income Year selected. 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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MFAW Referral Screening 
MFAW Referral Screening automates the MFAW Referral Screening Tool and provides an approval/denial 
field, restricted to MFAW Program Manager only entry. 

 
Approval view: 

 
MFAW Referral Screening (continued) 
Field Action 

Date Range* Select the appropriate enrollment period to access the Edit Referral 
Screening screen. 

Update Link Will allow author to change or update entry based on enrollment period 
selected and prior to Program Manger approval. 

* = field entry is required; additional fields are provided to record additional items if known. 
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MFAW Referral Screening – Edit Referral Screening screen 
An MFAW Referral Screening can only be completed if a party: 

• Intends to be enrolled in the MFAW Paid Service Program. 

• Has an MFAW Service Coordination Enrollment. 

• Is twenty (20) years of age, or older. 

MFAW Paid Service Enrollment cannot be completed until: 

• The party is age, twenty-one (21) 

• All fields on the MFAW Referral Screening are completed, including the Program Manager approval. 
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MFAW Referral Screening – Edit Referral Screening screen (continued) 
Field Action 

MFAW Recommendation* Select the checkbox and complete the date the participant is recommended 
for MFAW program enrollment. 

Requires Medical Care 
Equivalent to the Level of 
Care Received in an ICF-MR* 

Select the checkbox to signify the participant meets nursing facility level of 
care. 

Not Living in Facility* Select the checkbox to signify the participant lives in their own residence; not 
a nursing facility. 

Not Receiving Service from 
Another Waiver* 

Select the checkbox to signify the participant is not receiving services 
through any other waiver.  

PDN Eligible* Select the checkbox to signify the participant is eligible has had a 
documented need at a Private Duty Nursing level of care. 

• The level of care can be established from an HCY program enrollment, 
outside agency or family/care giver; but the level of care must have been 
at a Private Duty Nursing level. 

• Private Duty Nursing is defined as a medical need for a constant level of 
care exceeding the family’s ability to independently care for the person at 
home on a long-term basis without the assistance of at least four (4) hour 
shift of home nursing care for each date of service. 

Maintain Cost-Effective 
Alternative Care ICF-MR 
level* 

Select the checkbox to signify the participant can be maintained in a cost 
effective manner at their residence vs. a nursing facility. 

MFAW Program Approval* This field is restricted; the MFAW Program Manager will select the checkbox 
and enter the date the MFAW committee approved the participant for MFAW 
enrollment.  This date is equal to the Paid Service enrolled date on the 
Enrollment screen. 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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Service Coordination Assessments (SCA) 
Service Coordination Assessments (SCA) entry is a section in the Participant Management tree.   

 
Assessment - Sections 
The assessment sections are created based on a participant’s program enrollment.  Not all sections are created 
for every SHS program.  The following sections are created for all participants, regardless of SHS program 
enrollment: 

• Participant Miscellaneous 

• Health Care Team 

• Insurance (Medical/Dental/Vision) 

• Military 

• Medical Home 

• Health/Medical 

• Mobility 

• Activities of Daily Living (ADL)/Transportation 

• Dietary Concerns (age/development 
appropriate) 

• Emotional 

• Social/Environmental 

• Cognitive Concerns (age/development 
appropriate) 

• Educational/Vocational 

• Family Functioning 

• Cultural/Belief System 

• Current Treatments/Therapies/Services and 
Needed Referrals 

• Safety 

• Participant/Family Statement 
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Assessment – Sections (continued) 
The following sections are created according to a participant’s program enrollment: 

• Level of Independent Living & Community Participation section will only load if a participant is enrolled 
in the AHI program. 

• Quality Assurance section will only load if a participant has been continuously enrolled for a six (6) 
month period. 

• Youth Transitions section will only load if a participant’s age is thirteen (13) to twenty-one (21) at the 
time of the assessment. 

SHS Program Managers developed all areas of the Assessment with all SHS programs in mind.  All sections are 
to be reviewed with a participant/responsible party but a Service Coordinator should use their professional 
judgment; if a specific section is not applicable, no entry is required. 

• An example would be when dealing with an infant and the question concerns transportation.  If 
transportation is an issue for the infant’s responsible party, then the area should be addressed. 

• There are very few ‘N/A’ selections to indicate a section is reviewed with a participant/responsible party 
but they have no existing issue.  If a Service Coordinator feels strongly about documentation when 
discussion are held, use the comment areas to indicate the selections was addressed but was not 
applicable. 

• If there are no unmet needs or goals identified in the Assessment and the participant/responsible party 
wishes to remain enrolled, there should be a statement to reflect this in the Participant/Family Statement 
section. 

Assessment - Pre-Population 
The ‘initial’ Assessment will not have any pre-populated information.  All subsequent Assessments will pre-
populate from preceding Assessment entry.   It is the Service Coordinator’s responsibility to appropriately edit 
all areas each time a new assessment is created.  If the last Assessment entry is more than eighteen (18) 
months ago, the new Assessment will be created without any pre-populated information. 

Assessment – Multiple Assessment Display 
Each participant record displays an historical list of Assessments.  If an ‘open’ Assessment exists, but an 
additional Assessment needs to be entered (due to transitional changes) contact Central Office staff. 

An ‘Open’ Assessment is viewable by any user but only the author of the Assessment can enter/update 
information.  An ‘Open’ Assessment automatically changes to a ‘Read Only’ status after sixty (60) days from the 
date the Assessment was first created.  After this time period no user (not even the author) is able to do any 
entry. 
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Assessment – Fields and Functions 
• Users can copy/paste into the various fields from other electronic documents. 

• Check-box fields allow multiple selections to be made. 

 
• Radio button fields can be left blank, but once the user makes an initial choice in either field the user 

cannot return both fields to blank. 

 
• One-line comment fields allow 255 characters to be stored.  After the entry exceeds 255 characters a 

user will no longer be able to do more entry in the field. 

 
• Larger comment fields allow 3000 characters to be entered.  A counter is provided at the lower right of 

each large comment field. 

 
 After entry exceeds an allowed amount, a user will receive a ‘text box overflow’ message. 

 

Assessment – Navigation Warning Screen 
When a user changes from one section of the Assessment to another section, the system displays a notification 
that any changes will not be saved unless the ‘save’ button was selected. 
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Assessment – Print Blank Form vs. Print 
There are two (2) print options: 

• Print Blank Form allows a user to print a totally blank Assessment (all sections regardless of program 
enrollment) that is specific to the participant whose record is currently being viewed in the ‘Tree’. 

• Print allows a user to print the dated Assessment and includes all the information that was entered. 

 

Assessment – Print Blank SCA 
Some CO users have the ability to print a totally blank Assessment (no participant demographic information) 
when the user hovers over the Participant Management submenu. 

 
  



May 2016 3.0 version Page 96 of 133 

Service Plans 
Service Plan entry records: 

• All known CYSHCN Paid Service Program expenditures. 

• Authorization of ABI Program rehabilitation services.   

• Authorization of medically necessary services for both the HCY Paid Service Program and MFAW Paid 
Service Program. 

 
Service Plans – Add Service Plan Link 
To enter new service plan entries, select the Add Services link.  The Add Service Plan screen will allow a user to 
complete service plan entries.  Service Plan screen entries can only be completed if there is an active Paid 
Service program enrollment. 

• All service plan entries for the ABI Program, HCY Program or MFAW Program should be no longer 
than a one (1) month period, i.e., quarterly or bi-annual entries are now completed as three (3) or six (6) 
individual entries. 

• CYSHCN Program service plan entries may extend for up to twelve (12) months but may not cross State 
Fiscal Years. 

• When a Monitoring Log is received from a DME provider of supplies, the service plan entry should be as 
follows: 

 If a provider delivered the amount (cost) authorized, enter 1 (one) in the Delivered Units field. 

 If a provider did not deliver the amount (cost) authorized, enter 0 (zero) in the Delivered Units field.  
The actual amount (cost) delivered should be entered in the Comments field, with initials and date. 
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Service Plans – Add Service Plan Link (continued) 
Field Action 

Program* Select the appropriate Paid Service Program name.  The dropdown lists all SHS 
programs (ABI, CYSHCN, HCY, or MFAW). 

Initial Date* Enter the begin date, in the date range, for the service. 

• If the service is a day or one time only service, enter the day on which the service is 
to be delivered. 

• If the service is weekly, enter the 1st day of the week in which the service is to be 
delivered. 

• If the service is monthly, enter the 1st day of the month in which the service is to be 
delivered. 

• If the service is yearly, enter the 1st day of the year in which the service is to be 
delivered. 

Expiration Date* Enter the last date, in the date range, for the service. 

• If the service is a day or one time only service, enter the same date entered in the 
Initial Date field. 

• If the service is weekly, enter the last day of the week in which the service is to be 
delivered. 

• If the service is monthly, enter the last day of the month in which the service is to be 
delivered. 

• If the service is yearly, enter the last day of the year in which the service is to be 
delivered. 

Fiscal Year Total 
Paid 

An automated field entry based on paid claims (SHS only) for the current fiscal year. 
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Service Plans – Add Service Plan Link (continued) 
Field Action 

Service* Type the Service Code or Key Word/Phrase for the service and select the Search link. 

• If there are no search results, access the Admin section of MOHSAIC to conduct a 
HCPCS/CPT/NDC search for the correct service code or term. 

• Contact an SHS Central Office Staff Person to request additional assistance if unable 
to locate a service/service code in the system. 

Note: 

• If a user entered a Service Code that automated the entry of additional fields 
(Modifier, Service or Unit fields), the user must select the Clear Link on both the 
Service field and Modifier field before a new search will display accurate results.  
The automated entry from the first search is not replaced by results from 
subsequent searches. 

To view HCPCS/CPT/NDC codes by program, open a separate tab in the Internet 
Explorer window and select the Lookup HCPCS/CPT/NDC Code option under the Admin 
menu item 

  
Modifier (for HCY 
Program or MFAW 
Program only) 

Enter the Modifier Code and select the Search link. 

• If there are no search results, access the Admin section of MOHSAIC to conduct a 
HCPCS/CPT/NDC search for the correct modifier code. 

• Contact an SHS Central Office Staff Person to request additional assistance if unable 
to locate a modifier code in the system. 

To view HCPCS/CPT/NDC codes by program, open a separate tab in the Internet 
Explorer window and select the Lookup HCPCS/CPT/NDC Code option under the Admin 
menu item 

 
Provider* Type the name of the provider (as it is listed in the Provider section of MOHSAIC 

system) and select the Search link. 

• If there are no search results, access the Provider section of MOHSAIC to conduct a 
search for the correct name of the provider. 

• Contact an SHS Central Office Staff Person to request additional assistance if unable 
to locate a provider in the system. 
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Service Plans – Add Service Plan Link (continued) 
Field Action 

Service Interval* • If the Service field entry does not pre-populate this field, the CYSHCN Program must 
select the appropriate Service Interval to describe how the service is to be delivered, 
i.e., Day, Month, One Time, Week, or Year. 

• The ABI Program, HCY Program, and MFAW Program entry is automated according 
to the Service Code entry. 

Number of Service 
Intervals* 

• This entry is the number of Service Intervals (number of weeks or number of 
months) in an authorized period for CYSHCN services to be delivered 

o If the field is pre-populated from Service code entry, the pre-populated entry 
should remain and calculation will be based on Units Per Session field entry. 

• The ABI Program, HCY Program, and MFAW Program entry is automated according 
to the Service Code entry. 

Sessions per 
Service Interval* 

• The entry is always one (1) for all CYSHCN services to be delivered. 

• The ABI Program, HCY Program, and MFAW Program entry is automated according 
to the Service Code entry. 

Payor* • The CYSHCN Program must select the appropriate option to describe how the service 
will be paid for, i.e., an SHS program, Family, Insurance or MO HealthNet. 

• The ABI Program, HCY Program, and MFAW Program entry is automated according 
to the Service Code entry. 

Unit Type* • The CYSHCN Program must select the appropriate Unit Type to describe how the 
service is to be delivered, i.e., Full Days, Half Days, Half Hours, Hours, Miles, Minutes, 
Months, Per Cubic Feet, Per Quarter, Per Visit, Quarter Hours, Quarter Years, Single 
Unit, Visit, Weeks, Years. 

• The ABI Program, HCY Program, and MFAW Program entry is automated according 
to the Service Code entry. 

Units Per Session* Enter the appropriate number of units for service delivery for the service interval. 

Cost Per Unit(s) * • Enter the cost of the service Usual and Customary Rate (UCR) by units for CSYCHN 
Program.  Interpreter and Therapy Service Code entry auto populates this field for 
CYSHCN Program. 

• Service Code entry auto populates this field entry for ABI Program, HCY Program, 
and MFAW Program. 
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Service Plans – Add Service Plan Link (continued) 
Field Action 

Delivered Units 
(HCY or MFAW 
only) 

Enter the number of units delivered, as reported on the Provider Monitoring Log. 

MFAW Supply Delivered Unit entry shall be based on Monitoring log information: 

• If a provider delivered the total amount authorized (cost per unit field), enter 
one (1) in the Delivered Units field. 

• If a provider did not deliver the total amount authorized (cost per unit field), 
enter zero (0) in the Delivered Units field.  The actual amount (cost) delivered 
should be entered in the Comments field, with initials and date. 

Total Cost System automatically calculates the Total Cost based on the Unit Per Session field entry 
multiplied by the Cost Per Unit(s) field entry. 

Comments* This is a free text field to capture any additional details regarding the service. 

If the entry is a change from the original entry an explanation shall be entered by the 
ABI Program, HCY Program, and MFAW Program. 

HCY Program and MFAW Program Comment Field entry should always be: 

• Delivery Outline (if changed) 
• Delivery Outline (initial) 
• Monitoring Log or other entry 

CYSHCN must enter the calculation for all expenses. 

UCR 

x Quantity per Month 

Monthly UCR 

x Reimbursement Rate 

CYSHCN Monthly Reimbursement 

x Number of Months in Authorization Period 

Total Authorized Reimbursement Amount 

Save/Copy/New 
Link 

This link will save the original entry and replicates all field entries on the Add Service 
Plan screen, except the Initial Date field and Expiration Date field. 

This allows multiple service plan entries to be completed simply by changing the dates 
in the Initial Date field and Expiration Date field. 

Field Action 

Save Link Adds the entry to the record. 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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Service Plans – Edit Link and Delete Link 
Service Plan screen displays the following links: 

• The Edit link allows any user to change or update a specific Service Plan entry. 

• If entry is completed in error the author has a Delete link, in order to remove the entry, as long as the 
delete function is done within the allotted time set by the system.  (See the Entry Deletes section of the 
guide.) 

• The Print Grid Link will display a PDF version of the entire Service Plan screen. 

• The Filter link, allows the Service Plan screens to be filtered according to certain selections (similar to the 
Progress Note Filter function). 
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Service Plans – Edit Link – Original Authorized Units field (HCY or MFAW only) 
The ‘Original Authorized Units’ field will retain the original number of units from the original Prior 
Authorization form.  (This excludes any edits that occur within the 48 hour edit period, after the 48 hour 
period passes the ‘Original Authorized Units’ field cannot be edited.)  

The ‘Units per Session’ field records the authorized units from an original Prior Authorization form or a 
‘Change’ Prior Authorization form. 

• When changes are authorized (Change Prior Authorization form), the ‘Units Per Session’ field is to be 
updated to reflect the number of units authorized on the Change Prior Authorization form. 

• Entry of the authorized units from the Change Prior Authorization form will not alter the amount of 
units displayed in the ‘Original Authorized Units’ field. 

• The ‘Original Authorized Units’ field will continue to reflect the number of units authorized on the 
original Prior Authorization form. 

The ‘Comments' field will contain: 

• Why a change in authorized units occurred (i.e., due to hospitalization) and the date of the action. 

• The final amount of units delivered, as reported on the providers' Monitoring Log and the date of the 
action. 
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Service Plans – Print Grid Link 
The Print Grid Link will display a PDF version of the entire Service Plan screen. 

 
Service Plans – Filter Link 
The Filter Service Plan screen will allow a user to sort service plan entries by date, by provider or by a 
word/phrase. 
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Service Plans – Filter Link (continued) 
Field Action 

Filter by Date With the checkbox selected, the system automatically inserts the current date in the date 
(From/To) fields.  Change the entry date to view a different date/date range. 

From This field is the first date, in a date range, that a user wants to use to sort the Service Plan 
screen.  Example July 1st is the first date of a State Fiscal Year. 

To This field is the last date, in a date range, that a user wants to use to sort the Service Plan 
screen.  Example June 30th is the last date of a State Fiscal Year. 

Filter by 
Provider 

With the check box selected, a user is allowed to enter the specific name of a provider to use 
to sort the Service Plan screen entries by provider. 

Filter by 
Comments 

With the checkbox selected, a user is allowed to enter a word or phrase to use to sort the 
Service Plan screen entries by the text entered in the Filter By Comments field. 

Example: 

In the free text field the entry is ‘measles’.  When the Filter link is selected the system will 
only display Service Plan entries with the word ‘measles’ in the Service Plan entry. 

Filter Link Select the Filter Link to cause the options selected on the screen to be carried out. 

The Service Plan screen will be sorted to match the option selected; all other entries will be 
hidden from view. 

UnFilter Link Select the UnFilter Link to cancel the Filter Link option and return the Service Plan screen to 
its normal view. 

Cancel Link All entry is deleted and nothing is retained to the record. 

Edit Service Plan – Print Link 
The Service Plan Print Link will display a PDF version of a specific Service Plan. 
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Edit Service Plan – Print Link (continued) 

 
Service Plans – Edit Service Plan - Print Authorization Request Link (Only Displays for 
HCY Program or MFAW Program) 
To print an HCY or MFAW Program Prior Authorization form, select the Prior Authorization Request link from 
any Service Plan screen. 
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Service Plans – Prior Authorization Request Link (Only Displays for HCY Program or 
MFAW Program) 
The Prior Authorization Request link will display a separate screen so additional Prior Authorization Form 
fields can be entered and the Prior Authorization Form can be printed for submission to MHN contracted 
billing service. 
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Service Plans – Prior Authorization Request Link (Only Displays for HCY Program or 
MFAW Program) - continued 
Field Action 

Prognosis* Free Text; enter the participants prognosis submitted by the Provider Agency on 
the Plan of Care (485). 

Diagnosis* • Enter the participant’s diagnosis as submitted by the Provider Agency on the 
Plan of Care (485). 

• Entry can be typed as the Diagnosis Code or Diagnosis Description and then 
select the Search link. 

Detailed Explanation of 
Medical Necessity for 
Services/Equipment/ 
Procedures/Prosthesis 

Free Text; enter the participant’s Medical Necessity statement submitted by the 
Provider Agency on the Plan of Care (485). 

Regional Office* Select the appropriate SHS Regional Office. 

Services Available* Select all appropriate services. 

Example: 

 If a Prior Authorization is for a three (3) month approval period, select the 
three (3) months of service from the list of service plan entries. 

Provider (Section IV) * Free Text; enter the participant’s provider information submitted by the Provider 
Agency on the Plan of Care (485). 

Prescribing/Performing 
Practitioner (Section V) * 

Free Text; enter the participant’s practitioner information submitted by the 
Provider Agency on the Plan of Care (485). 

Cancel Link All entry is deleted and nothing is retained to the record. 

* = field entry is required; additional fields are provided to record additional items if known. 
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Service Plans – Prior Authorization Request screen - Print Link (Only Displays for HCY 
Program or MFAW Program) 
The Print Link from the Prior Authorization Request screen will display a PDF of the completed HCY Program 
or MFAW Program Prior Authorization form. 

The PDF is to be printed, signed/dated by the appropriate party and submitted to MHN (InfoCrossing 
Healthcare Services, Inc.) for processing. 

 
ADMIN SUB-MENU 
The Admin sub menu allows users, according to access level, the ability to perform the following actions: 
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• Lookup HCPCS, CPT or NDC codes 
• Lookup ICD9 Codes 
• Lookup ICD10 Codes 
• Manage Assessment (CO Action) 
• User Administration (CO Action) 
• Cap Limits & Reimbursement Rates (CO Action) 
• Inquiry 

Lookup HCPCS/CPT/NDC Codes 
The Lookup HCPCS/CPT/NDC Codes screen allows users to conduct searches for HCPCS, CPT or NDC codes. 
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Lookup ICD9 Codes 
Screen allows user to search ICD codes by Program, by Code, or by Description. 

 
Lookup ICD9 Codes – Program search, Code search, or Description search 
Program field search: 
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Lookup ICD9 Codes – Program search, Code search, or Description search (continued) 
Code field search: 

 
Description field search: 
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Lookup ICD9 Codes – Combination Search, Program field & Code or Description field 
When a combination search is performed, i.e., Program field and Code field or Description field, only those ICD 
codes with a Program association are displayed. 

Program field and Code field search: 

 
Program field and Description field search: 
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Lookup ICD9 Codes – Clinical Review (CYSHCN Only) 
• Clinical Review dropdown menu allow users to search by a Clinical Review option when a specific Program 

search and a Code or Description search is conducted.  Options are: 

o Any - all ICD codes, regardless of Clinical Review, are displayed. 

o Blank – all ICD codes with a ‘blank’ Clinical Review are displayed. 

o Not Blank – all ICD codes with a ‘not blank’ Clinical Review are displayed. 

o Not Required – all ICD codes with a ‘not required’ Clinical Review are displayed. 

o Required – all ICD codes with a ‘required’ Clinical Review are displayed. 

 
Lookup ICD10 Codes 
Screen allows user to search ICD codes by Program, by Code, or by Description. 
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Lookup ICD10 Codes – Program search, Code search, or Description search 
Program field search: 

 
Code field search: 

 



May 2016 3.0 version Page 115 of 133 

Lookup ICD10 Codes – Program search, Code search, or Description search (continued) 
Description field search: 

 
Lookup ICD10 Codes – Combination Search, Program field & Code or Description field 
When a combination search is performed, i.e., Program field and Code field or Description field, only those ICD 
codes with a Program association are displayed. 

Program field and Code field search: 
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Lookup ICD10 Codes – Combination Search, Program field & Code or Description field 
(continued) 
Program field and Description field search: 

 
Lookup ICD10 Codes – Clinical Review (CYSHCN Only) 
• Clinical Review dropdown menu allow users to search by a Clinical Review option when a specific Program 

search and a Code or Description search is conducted.  Options are: 

o Any - all ICD codes, regardless of Clinical Review, are displayed. 

o Blank – all ICD codes with a ‘blank’ Clinical Review are displayed. 

o Not Blank – all ICD codes with a ‘not blank’ Clinical Review are displayed. 

o Not Required – all ICD codes with a ‘not required’ Clinical Review are displayed. 

o Required – all ICD codes with a ‘required’ Clinical Review are displayed. 
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Manage Assessment (CO Action) 
The Manage Assessment screen allows certain users to conduct searches for Service Coordination 
Assessments. 

 
User Administration (CO Action) 
The User Administration screen allows certain users to conduct searches for staff in order to make Section and 
Program assignments for system use. 
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Cap Limits & Reimbursement Rates (CO Action) 
The Cap Limits & Reimbursement Rates screen allows users to view four (4) tabs that provide various 
views/functions related to the Financial Management portion of the system. 

Program Caps tab: 

 
Participant Caps (Genetics Only) tab: 

 
Provider Per-Diem Rates tab: 

 
Reimbursement Rates tab: 
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Inquiry 
The Inquiry section is located under the Admin menu.  The Inquiry screen allows electronic documentation 
without requiring a party to be assigned a DCN or a ‘medical client’ status.  The Inquiry section allows users to 
enter new Inquiry issues or search past Inquiry entries. 

 
Inquiry - Search 
The system operates on the philosophy of ‘less is more’ and vice versa; the more information entered will 
narrow the search results displayed.  Example, enter only a last name ‘Van Pelt’ returns all Van Pelt’s entries in 
the Inquiry section.  In this example that is ‘Kadie Van Pelt’.  If the current Inquiry is about ‘Lucy Van Pelt’, the 
user can determine from the search that no other Inquiry entry has been completed for ‘Lucy Van Pelt’. 

Complete the Last Name field entry (at a minimum) and select the Search link to conduct a search of previous 
Inquiry entries.  Select the Clear link to remove all the field entries from a previous search. 

The search function is restricted to conduct searches on the Affected Party, not a caller.  Example, the caller is 
Charles Schultz.  Charles Schultz called about the Affected Party, Charlie Brown.  To conduct an Inquiry search, 
the name field should be completed with Charlie Brown’s name not Charles Schultz’s name. 

The Add Inquiry link allows documentation of the Inquiry to occur without any search of the Inquiry section 
being conducted. 
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Inquiry – Add Inquiry Screen 
The screen displays two (2) tabs for entry: 

1)  Caller/Affected Party Information 

2) Additional Information. 

Fields are provided to record information given by the party who contacted SHS.  In order for the Inquiry to be 
saved, only the following fields require entry: 

• Service/Inquiry/Reference Info field 

• Type of Inquiry field 
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Inquiry – Add Inquiry Screen - Caller/Affected Party Information Tab (continued) 
Section Field Action 

Caller Information 
Section: 

Last Last name of the party who called. 

First First name of the party who called. 

Middle Middle name of the party who called. 

Phone Type Select the type of phone number given: 

• Beeper 

• Cellular 

• Fax 

• Typical 

• Unknown 

Phone Number A phone number, including area code, for the caller. 

Street/PO The street address or PO Box number of the caller. 

City The city where the caller resides. 

State The state where the caller resides. 

Zip Code The Zip Code of the city where the caller resides. 

County The county where the caller resides.  Selections are: 

• All 114 counties in MO 

• St. Louis City 

• Kansas City 

•  Central Office 

• Unknown 

• Out of State 

• Invalid 

Type of Address Select the best option that describes the caller’s address: 
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Inquiry – Add Inquiry Screen - Caller/Affected Party Information Tab (continued) 
Section Field Action 

Affected Party 
Information 
Section: 

Last Last name of the party who the call is about. 

First First name of the party who the call is about. 

Middle Middle name of the party who the call is about. 

Date of Birth The birthday of the party who the call is about. 

SSN The social security number of the party who the call is about. 

Caller’s 
Relationship to 
Affected Party 

What is the best description of the relationship between the caller 
and the person who they called about, i.e., self, guardian, father, 
mother, etc. 

Street/PO The street address or PO Box number of the party who the call is 
about. 

City The city where the party who the call is about resides. 

State The state where the party who the call is about resides. 

Zip Code The Zip Code of the city where the party who the call is about 
resides. 

County The county where the party who the call is about resides.  
Selections are: 

• All 114 counties in MO 

• St. Louis City 

• Kansas City 

•  Central Office 

• Unknown 

• Out of State 

• Invalid 

Type of Address Select the best option that describes the address of the party who 
the call is about: 

 



May 2016 3.0 version Page 123 of 133 

Inquiry – Add Inquiry Screen - Caller/Affected Party Information Tab (continued) 
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Inquiry – Add Inquiry Screen - Caller/Affected Party Information Tab (continued) 
Section Field Action 

Service/Inquiry/R
eference Info 
Section: 

Type of Service Select the best description(s) that indicates why the party called, 
i.e., was it because the affected party: 

• Has a Brain Injury  

• Has a health care concern (asthma, cancer, diabetes, etc.) 

• Needed information about another state 
agency/department/division 

 
Source Select the best description that indicates how the caller learned 

about SHS: 

 
Type of Inquiry Select the best description that indicates how the caller contacted 

SHS: 

 
Referred To 
Section: 

Person Last Last name of the party the caller was referred to. 

Person First First name of the party the caller was referred to. 

Person Middle Middle name of the party the caller was referred to. 

Organization Name of the business, organization, group, etc., the caller was 
referred to. 
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Inquiry – Add Inquiry Screen – Additional Inquiry Tab (continued) 

 
Section Field Action 

Additional Information Tab: 

Third Party 
Section 

Person Last If an addition referral was given, the Last name of the party the 
caller was referred to. 

Person First If an addition referral was given, the First name of the party the 
caller was referred to. 

Person Middle If an addition referral was given, the Middle name of the party the 
caller was referred to. 

Organization If an addition referral was given, the Name of the business, 
organization, group, etc., the caller was referred to. 

Comments Free text field 

Outcome • Complete to signify the Inquiry was finished and there are no 
additional contacts anticipated. 

• Incomplete to signify the Inquiry was not finished and 
additional contacts are anticipated.  For example if the Affected 
Party applied to MO HealthNet they could be potentially be 
enrolled in the CYSHCN Program or HCY Program. 

Registered In 
Bureau 

If the Affected Party is already a participant in an SHS program the 
Inquiry entry should be documented in the participant’s record.  
Conduct a search and complete entry in the appropriate section of 
Participant Management. 

Follow-up 
Needed 

Mark this selection if the user indicated they needed to locate 
information for the caller and return their call. 

Outcome 
Comments 

Free text field 
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Inquiry - Edit 
If a user needs to change previous entry, select the Edit link associated to the appropriate Inquiry. 
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REPORTS BIPORTAL 

Reports 
Any MOHSAIC system entry field can be retrieved from the system in the form of a report. 

The reporting tool used is BiPortal Reports. 

BiPortal Reports is accessed by selecting the https://reportal.dhss.mo.gov/biportal/Login.aspx link. 

 

Reports – BiPortal 
The User Name and Password will be the same as what is used to log into MOHSAIC. 

 

 
 

After a successful log in, the following screen will appear. 

 

 

https://reportal.dhss.mo.gov/biportal/Login.aspx
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Reports – Service Coordinator Folder 
Select the ‘drop down arrows’ next to Service Coordination, to display the Service Coordination folders. 

To access the folders in the Service Coordination folder, select the name of the folder, i.e., SC-Participants. 

 

 
Reports –Folders 
Access to report folders are based on a user’s level of system access. 

The Report system has Claims, Participants, Provider, Special Projects and Test folders to designate the type or 
phase of a report. 
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Reports –Sub-Folders 
To display a report in a folder, select the folder title.  In this example the SC Participants folder is selected. 

 
Reports –Select/Access Specific Report 
To select a specific report, select a report name. 

The Parameter page for a report will display.  (Disregard all other information on this page.) 

For this example the Active Participant Count by Program report title is selected. 
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Reports –Parameter Page 
Parameters are used to designate how a report should be grouped, (i.e., Program, Service Coordinator or 
Region).  Some reports also have date parameters to designate a period of time, i.e., week, month, year, fiscal 
year, etc. 

To complete entry for a Program, Service Coordinator or Region, a user must make a selection. 

Program Parameter: 

 
Date Parameters: 

 
  



May 2016 3.0 version Page 131 of 133 

Reports –Parameter Field Selection 
Objects may be selected individually, to tailor a report to just a few options. 

A user can select each choice and use the ‘>’ to move each object to the right side of the parameter field. 

 
Or a user may select the ‘>>’ button to move all objects, at once, into the right side of the parameter field to 
create a report that contains all options. 

 
Format for date entry in any date parameter field is YYYY-MM-DD (i.e., 2013-01-31).  A user must use the dash 
(-) vs. a forward slash (/) in a date parameter field. 

There is also a calendar icon provided for date selections. 
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Reports –Second Login 
The BiPortal Reports system will require a user to complete a second login before access to any report is 
granted. 

• Server name is DWPROD. 

• Database name will need to remain blank. 

• A user ID is the same user ID used to access the MOHSIAC system.   

• The password is a user’s first and last initials and last four (4) digits of their Social Security Number, i.e., 
jb1234 

  
Reports –Export (Download) Reports 
The BiPortal Reports system allows a user to download any report accessed. 

With a report display open, select the first icon on the tool bar in the upper left corner of a report window (the 
link will state ‘Export this report’ if you hover over the link). 
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Reports –Export (Download) Report Window 
When the Export icon is selected, a separate window will display requiring a user to make specific selections 
so the downloaded report will be exported appropriately, i.e., using MS Word, MS Excel, Adobe Acrobat, etc.   

The window also allows a user to select the Page Range, i.e., whole report or certain pages of a report to be 
exported. 

General rules for exporting are: 

• Use a MS Word option(s) to download a report into a Word document, i.e., aggregate reports (as shown 
in the example), AFER Form report, or Caseload reports. 

o The ‘editable’ option allows a user to change a report after it is downloaded from the Crystal 
Report system, i.e., change page breaks. 

• Use an MS Excel option(s) to download a report into an Excel spreadsheet format, i.e., Master 
Spreadsheet report. 

o The ‘editable’ option allows a user to ‘filter’ or change a report after it is downloaded from the 
Crystal Report system. 

• Use the Adobe Acrobat option to download a report into a PDF format. 

o If a report does not need to be altered in any way, especially if a report needs to be sent as an 
email attachment. 

o PDF report versions save ‘space’; it is a smaller, more compact report download. 

 
Reports –File Download 
After selecting the File Format and Page Range for a report download, the BiPortal Report system will allow a 
user to choose if they want to view or save a report. 

• Open will display the exported report. 

• Save will place the exported report into the selected folder. 

• Cancel will discontinue the export process. 
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