Nevada Medicaid/Nevada Check Up

PROVIDER QUICK REFERENCE GUIDE:
Instructions for Requesting Roles, Approving Roles
and Removing Users in the PASRR Web Portal

INTRODUCTION

This document provides valuable tips for registered Provider Web Portal users to request roles in the
Preadmission Screening and Resident Review (PASRR) portal and for PASRR portal administrators to
approve roles and remove users.

REQUESTING A ROLE WITHIN AN ORGANIZATION:

Please follow the instructions below to request a role within your particular organization:

1) Loginto NV PASRR Application at https://pasrr.medicaid.nv.gov/wps/portal/usp
a. (Note: you need to be a registered user within the Provider Web Portal in order to successfully log
in to the PASRR application.)

EHome > Welcome > Log In

| Welcome |

Log Into Nevada PASRR Screening Tool: Notice to User:

User ID: The Web Portal contains information which is

intended only for the use of the individual or entity
associated with the Nevada PASRR Screening Tool.
Any unintended user is hereby notified that the
information is privileged, trade secret and
confidential, and any disclosure, reproduction or
use of this information is prohibited

Password:

The information collected in the Nevada PASRR Screening Tool is
considered to be confidential personal health information. This data is

g::ga.u’:;!::a:lz:l‘; ::;u:sf-,-i::f::;; f::;;?:fm mil iy considered sensitive and all necessary protections will be employed to
keep the data secure and confidential. All screening organizations and
respective employees are expected to uphold Nevada Division Of
Health Care Financing and Policy (DHCFP) HIPAA guidelines and their
own Agency HIPAA policies. Any breach in confidentiality needs to be
reported to your respective organization HIPAA official. Please go to NV
DHCFP for more details.

2) Go to "My Profile" (located beneath the Welcome tab).

E Home > Welcome >

| Welcome |
My Profile  Log an Issue

Welcome to the Portal, . Name

Your last login date: Tuesday, December 08, 2011 06:17 AM, PST

1 Issues, Incidents and Complaints

Submit an Issue. Incident or Complaint.

(>} Help Desk

For immediate assistance, you may call (800) 525-2395.
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3) Scroll down the page to the "Add New Association" section.

Welcome

My Profile Log an Issue

> View/Update My Information for Logged In User (User Name)

(») User Information ) Current Organization Associations And Roles

Name: Login Name: Sl.# | ORC Role Status Action
Admin SAVED

Telephone Number: Email Address:

Medicaid Provider Number: NPI:

Click hare to cancel all PENDING changes
(») Credentials:

Add New Association (Step 1)

Credential: SW (Social Worker) bt Enter Organization Name  Actions
Comment: Get ORC code
Enter ORC Code
Get Roles Cancel
iatior
(>) Alerts: * = Organization Name and click on the Get ORC code
Receive Email alerts:  ves & no O OR

2, Enter the Org ion Registration Code and
Get Roles Link

4) Type your Organization Name in the "Enter Organization Name” textbox.

Add New Association (Step 1)

Enter Organization Name

|Rer‘| et ORC code

Enter ORC Code

| Get Roles Cancel

5) Click on "Get ORC Code" link.

Add New Association (Step 1)

Enter Organization Name Actions

\Ren | Get ORC code +_

Enter ORC Code

| Get Roles Cancel
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6) Click the "Select" button next to the organization name.

Add New Association (Step 1)
Enter Organization Name Actions
[Ren Get ORC cade
Organization Search Results
# Actions Org Name Address ORC
Reanown Regional
z 1155 Mill Street
1 Medical (Dept-Case
F Managemant) Reno, NV 89502 HHHHHHHHEHH
Renown Rehab .
1 E 1495 Mill Street
e I -oscitsl (Dept-case 1207 MU SURST s
Management)
o Renown South 10101 Double R
7 3 — Mesdows (Dept-Case EBlvd. Reno, NV [HH-ERHIHEHEH
Managemant) 83521
Sunrise Hospital & 3186 South
|4 Children Hospital Maryland I
(Dept-Case Parkway Las
Management) Vegas, NV 89105
ARedefine your lookup criteria, if yvou don't find the

Close

Phone Fax

7) The ORC code will populate into the text box "Enter ORC Code" below as shown.
a. (NOTE: If you have been provided with your ORC code by the Administrator, you can skip steps 4-5

and just enter the ORC into the “ENTER ORC CODE” box.

Add New Association (Step 1)
Enter Organization Name Actions

w.Rencwn Regional Medical (Dt; Get ORC code

Enter ORC Code

HERHUARRHIIIG) Get Roles

1]

Cancel

8) Click on the "Get Roles" link. (If you are taken to the top of the page; you will need to scroll down again.)

the Get Roles Link

Add New Association (Step 1)

Enter Organization Name Actions

Name9| Get ORC code

Enter ORC Code

EEEREREREEEEL| GetRoles

ter you 3 14 rg 1 add ar
1. En the Organization Name and k the Get ORC code Lir
OR
Er ganization Registration Code and
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9) Click on the drop-down arrow under the “Select Role” link and highlight your desired role.
a. Note: If you wish to submit a PASRR request, you will need the “Screener” role.

Nevada Medicaid/Nevada Check Up

Add Mew Association (Step 2)

ORLC Code Calect Role Actions

ittt Select Role % Add Hew Agzociation Cancel

Selece Rale -~
1, Select the appTracker

Mew Association link. The new aszocistion will be sdded to the current list
Wou sy cancel the sdd new agsociation by clicking on the Cancel link.

3, After you are finished, select the Submit Change button below to save your
charges.,

@ drop down list above and click on the Add

10) Click on the "Add New Association" link.
a. You will be taken to the top of the page; you will need to scroll down again.

Add New Association (Step 2)
ORC Code Select Role Actions

S [Screener  IRd Add Hew Azsocistian Cancal

Mew Azsociation link. The nev association will ba added to the currant lisk

2, ou may cancel the add new azzocastion by dicking on the Cancel link.

changes,

1. Select the spplicable Role from the drop down list sbave and dick an the Add

2, After you are finished, select the Submit Change button below to save your
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11) Make sure you have supplied us with your credentials and that all of the information under “User Information” is
accurate and complete (i.e., email address, telephone number, etc.).
a. Note: Medicaid Provider Number and NPI are optional for your profile as the registered organization
already has this information).

E Home > W My P
Welcome
My Profile Log an Issue
» View/Update My Information for Logged In User (abramsje)
(> User Information ») Curt
Name: Login Name: si.&# OH
Name Login-Name L
Telephone Number: Email Address: -, e
999-999-9999 Email Address
Medic aid Provider Number: NPIL: 3 HA
4 1=
») Credentials: s =
Credential: SW (Social Worker) V/ 6 HA
Comment: 7 Wl
8 HE

12) Click on the "Submit Change" button on the lower left-hand corner.

welcome | Scraening, || Tracking,

[rep

Leg am immsa

* Wiew Update My Information for Legged In Wser (User Name)

*| Wser Il ermation *) Current DFganizalion Assodiations And Roles

b [pvey e L ORE Fale SRt
Last, First Login Name U R Halp Dask SANED
Trleghane rorrdie Ermail Addewrey T HHHHHHHH Hurze Adming SAVED
TR Email Address sem T OHHHHIHH Uap Adrinigmranars BAVED
i s Evewider Pumbar M o Admin SAVED
T OHHHHHHH 0 Screasaer BAVED
[ich Pl  HHBHHHERR Trichar SAVED
PLMOENG chanas
*| Credentials: Add Mew Association (Step 1)
Comdaintiali Crthar (Spacify it oo e M) " Emtms O g dmi o benm P armee At B
[ aonmven = Buznens Ansbpit
Entar O Coda
(> Serponing Referrals: ® Far the Chegenis stion Manms o Gut OREC code

Coda & L [ TP
Ves, | veeuld e te tecebes sireesing refemrals, [

Plaass Fover Tha chprg
davad wAtil th Skt
chehad

[(abmrchings Cocil Changer |
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Once approved you will receive an email confirming your role was granted.

APPROVING ROLES (FOR PASRR ADMINISTRATORS):

After you have logged in to the PASRR application:

1) Click on your Admin tab.

HHome > Welcome >

Welcome
My Profile  Log an Issue

Welcome to the Portal, Name-(user-name){]

Your last login date: Tuesday, December 06, 2011 11:02 AM, PST

2) Choose “Show Users for Name of Organization” for Organization Profile.
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PROVIDER QUICK REFERENCE GUIDE:
Instructions for Requesting Roles, Approving Roles
and Removing Users in the PASRR Web Portal

o L =
m Home > Admin >

Current User: Name Org Name: PraProd Scraening Organization - ORC: SRNNRERERERE Org Roles: Admin

Organization Profile >

Organization Profile [ Show Users For PreProd Scraening Organization J#

[), PreProd Screening Organization - registered on 2009-01-26

Drganiration MName: Drganization"s DR Department/Site: tedicaid Provider Number:
2 PreProd Screening Organization HAREEEER Y C
Telephone Number Fan Number = N
NPT: (999-999-9999): (999-999-9999): Organization’s Web Site:

I

"’ rMailing Address

Addiess linel: Addiwss lina2:

City: State: Zip: County:

3) Choose the User ID of the person who you will administer.
a. Note: All IDs that require role approval will appear toward the bottom of the list of users.

v -
Home 4 Admln =
Curvent User:  Nagme Dig Name: PreProd Screening Organization = ORCiIENSRERRERERY Org Roles: Admin

Organization Profile >  Organization Users >

Users of (PreProd Screening Organization)

User 1D i Middle Initial User Login Name Role/Status

621 preprod admin Admin
b ¢

e (“Remove ser ]
s08 ar90d SCHENML  gerqqner
Tracker

s .
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4) Click on “Approve” to provide the user with the requested role or “reject” to reject their request.

Camvant Usav: sbramasn, Jenny (pprod_sdmin)  Owy Nams: PraDrod Scraening Organization - ORC:PR1041067939  Ovg Radas: Admin
Organization Profile >  Crgamization Users > | Edit User >
Edit User from (PreProd Screening Organization) Edit User Roles
Rale State Action
> Nameg — :
Maawe | Login Name ‘—"‘:tw“.
Adrain Inactive
Telephone Sumber: Emadl Address: p—
i Approva |
Madic bl Provider Hamdvars o1 @ or
Seraanat Panding
| Rajuct
Login Mame: Bp_scraanes
* Credentials - =
| Approve
Credential: | 5% (Social Werkaer) .
Comment Tracker Panding
| Rejact
| Submit Changes |

When completed, the applicant who made the request will get an email advising them that you have either
approved or rejected their request.
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REMOVING USERS (FOR PASRR ADMINISTRATORS):

When a user is no longer associated to a particular organization, it is imperative that the user be removed from the

system. In order to remove a user, please follow the instructions below.
Note: The following actions will completely remove a user from the PASRR application.
Please do not use these instructions to remove a role.
1) Toremove a user, again you will need to go to the Organization Profile under the Admin tab.

2) Click on “Show Users for Name of Organization”

Current User: MName Org Mame: PreProd Screening Organization - ORC: JOOOOOOO0OOX Org Roles: Admin

Organization Profile >

Organization Profile I_ Show Users For PreProd Screening Organization ] ‘

* PreProd Screening Organization - registered on 2009-01-26

Organization Name: Organization's ORL: Department/Site: sedicsid Provider Sumber:

PreProd Screening Organization  MNSNENBEEERE

= Telephone Number Fan Number .
NPI: (999-999-9999): (999-999-9999): Organization's Web Site:
* Mailing Address
Address linel: Address hnel:
City: tate: Zip: County:
-

3) On the list of users, you will click on “remove user” to remove the user completely from the organization.

[ETHIR  Home > Admin >

Current UsiName S 1) Org Name: PreProd Screening Organization - ORCIP yoovooooooex  Org Roles: Admi

Organization Profile > = Organization Users >

Users of (PreProd Screening Organization)
User ID LastName First Name Middle Initial User Login Name @ Role/Status

Screaner Remove User

Tracker

621 preprod admin Admin
617 pored sdmin Adrnin
623 preprod tracker oo,
&08 ([ Removeuser ]
g
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