Client Maintenance
Unit - CMU

NEW! Online Web Form
Replaces the MSC 0148
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Why did CMU move to an online
web form?

Paper forms are labor intensive for everyone.

In the past, forms and templates were used

and submitted by email or fax.

Note: CMU'’s fax machine and email box has been
disconnected on June 6, 2016.

Not enough key information was sent to CMU
making it difficult for CMU to process
requests.

CMU needed a more effective process to track
and process requests.
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Value of the web form

Easy to access, easy to complete.
Uses drop down menus to answer questions.

Some fields are mandatory so CMU will receive
information they must have to process requests.

Submitter gets summary page of what they submit which
can be saved on their computer or printed.

Submitter gets an email with a confirmation number for
tracking and to let them know the form was received or
when it’s completed.

CMU can easily locate each referral.
Helps CMU process more quickly.




Where to find the web form

We have an EASY URL to remember — www.cmurequest.org

Cregan Department of Human Semices § Buslness Sanvices / OPAR

Client Maintenance Unit Request System

DPAR FINANCIAL REDOVERTY)

FCLEENT MAINTERAMCE LINIT
REGUEAT 3¥ATEM

MEDICAL PAYMENT REDOWVERY UMIT
FACE

OVERFAYMENT RECOWERY FAQES
PERSDONAL INIURY LIENM FAQ3

PAYMENT ERROR AATE

All CHSOHA =531 should now submil raquasts for eligibiity adjustments or codng comections 1o tha OFAR Cllent Malmanans: Unk (SUJ)
uEing Mz secure onlinz wab sarm. This web form replaces the MEC 143 (Request for Retroecive Elgibility).

= Plaase read this page bafore LEing the web Torm.
= You wil 22 3 cument INbETEt browesar (such 35 Chroms, Mozila Finefo, or Imamet Explorer 10 o highar).

Who should submit requests?

All agendies who want to submit sigibility 3ojustments or coding comactions to ChU o ensure program benefts are coded propery. This
inciudes, but I8 not imitad o

= DHS Aging and Peopia with DIEabiliizs, Chnild Welfars, and Sa-Sulcency omoas
» Ared Agencias on Aging and Morhwest Senlor and Clsabled Sandces
= OHA Health Systames Dhislon and Public Heaalinh Dikislon
= Cregon Youth Autharity
What types of requests should be submitted online?
Subemifi all requests far aligibllity 3dusimenss or coding comactiane wsing the web forme Thase Include. but are not Imited toc

+ MMES changes: Oz of desth, midHmanth ciasura, newtom, PERC updats, ratraactve eigibiity, 13X cradi chsura, banet leve
changa, Fommer Foster Care Youth Madical, Hosphal Frasumptive, Inpatient Inmate
» FIND changes: Margs of EpiN prims numioars: spit 300p1ions
+ SMAP changes: Dalate czses that are closad, denled or expired
+ WLGR changes: Comection 1o 512 Woucher
What will CMU do?

CHU wil process ungent requesle within one busiress day, and process &l omer requests Inthe onder received. Plzase show ug bo e
business days for proceesing &l non-urgent requests.

Is training available on how to use the web form?
The CMU Web Form PowesrPoint Inciwdas step by slep Instrucions, troubleshooting tips and ather helpful Information.

Tha Cliy Quick Fefarance Culda will haip you o2ienmine and s=keot the comect Requaet Type. Tha guids provides o2sariptions tar 2ach
Request Type and bast practices for Lsing tha oning form.

Questions?

If you nead tecfnical 3ESELEN0S OF haws any qUESons, plsse contsct CMU 31 S03-378-2364,

Submit CMU Reguest Now




You are in the web form!
Enter your contact information here

Client Maintenance Unit Request

Be sure your email address is entered
correctly. This will ensure you recene the
confirmation email when your reguest has
been received and when i has besn

Piegss effer your oontast informzkon belos,

Odfice or Eranch *
completed.
Dizzse salect your offioe o branch
Firet Hame = Lagt Hame = Emaii Addrags =
Pesss emier your it name Piage anier YOUT |3EL A3me Examgia: r&dre@cu:ﬂq:aﬁ:-::rr-
‘Workar Load Code (ID) * Pivone Number Phcne Extanelon
Exampse: 123-45E-7300 Exarmpia 123
Office or Branch *
5503
AAATMNWSDS . . .
AFD You will have the ability to edit your
WY i i
Health Systems - OHA contact information or any other
i information in the web form up until
seF you submit the request.
ther




Add the client

Warker info appears here

Step 1. Enter Worker Contact Information Z e
| First Name Last Name Branch or Office Email Address Worker Load Code Phone Number
Worker Name 5503 worker@state or.us 1D 555-555-5555

Step 2. Enter Household Information

Click the "ADD CLIENT" button to add each person that needs a correction. You can add as many people as needed as long as they are in the same
household.

Click here to add the client. You can add as many peaple as
S needed as long as they are in the same household.

Client Name

A Action Needed - No clients or requests currently added




Enter the Client Information

Add Client

Client information

First Name *

Enter the client's first name.

Prime numbers *

Enter all associated primes related to this request here.

Date of Birth *

Enter the client's date of birth (MM/DDYYYY).

Last Name *

Enter the client's last name.

Social Security

Example: 123-436-789, click box to reveal SSN.

ADD CANCEL

Note: as you go through the form, fields that are mandatory have an asterisk
* and will highlight in red if left blank. You will need to complete each
mandatory field before you can go to the next step.




Add or Edit a client

Step 1. Enter Worker Contact Information s o
- First Name Last Name Branch or Office Email Address Worker Load Code Phone Number |
Carolyn Thiebes AAANWSDS carolyn thiebes@state or.us EE 444-444-4444

Step 2. Enter Household Information

Click the "ADD CLIENT" button to add each person that needs a correction. You can add as many people as needed as long as they are in the same
household.

Click on the blue pencil to edit the client
&+ ADD CLIENT information or the red "x" to delete the client

Client Name ‘Aequest Types
Walt Disney & = A Action Needed - No request types have been added to this client + ADD REQUEST TYPE

After the client is added, you can edit or remove them if needed.

Click on the green “ADD REQUEST TYPE” button to tell CMU what actions
are needed for that person.




You can add as many clients as needed — as long as they are in the same
household. You must submit a new form for different households.

OREGON.GOV

Carolyn Thiebes APD carolyn.thiebes@state.or.us EE 595-252-5955

Step 2. Enter Household Information

Click the "ADD CLIENT" button to add each person that needs a correction. You can add as many people as needed as long as they are in the same

houzehold
&+ ADD CLIENT i
Client Name Request Types
Walt Disney # % A Action Needed - No request types have been added to this client + ADD REQUEST TYPE
Mickey Mouse # x A Action Needed - No request types have been added to this client + ADD REQUEST TYPE
Minnie Mouse # % A Action Needed - No request types have been added to this client + ADD REQUEST TYPE
Tinker Bell # = A Action Needed - No request types have been added to this client + ADD REQUEST TYPE

If you need technical assistance or have any questions about this form, please contact C

R Client Maintenance Unit at 503 378-4369.




Add Request Type —Tell us what is needed

Step 2. Enter Household Information

Click the "ADD CLIENT" button to add each person that needs a correction. You can add as many people as needed as long as they are in the same
household.

&+ ADD CLIENT

Client Name Request Types

Walt Disney # x A Action Needed - No request types have been added to this client + ADD REQUEST TYPE

After the client is added, tell us what action is needed. To do this, click the green
“ADD REQUEST TYPE” button. A box will open for you to select your request type.
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Select from the Request Type drop down

Add Request Type for GINNIE SMITH

Select Request Type:

| Retroactive Medical

Please select the request you wish to file.

SELECT REQUEST ¥

CEL

/

Use the drop down to select the

Add Request Type for GINNIE SMITH

reason for your request.

Select Request Type:

—mpnm If you don’t see what you need
Dos el on the list, select “Other” and
Former Foster Care . .

HIX Extension provide details of what you are

HIX, FST, MOD Closure .

H-:uaEl_italtTrE.Jmpﬁ\re req u est| N g .

npatient inmate

Mf:!-mnn:h Closure '\

Mewbaorn \

PERC Code Change

Prime Merge ~TIP: you can use the up and

Retroactive Medicsl

SNAP Delete down arrow keys on your

Tax Credit Closure

0GR Gamractan 512 Vousher keyboard to scroll through the
list.




Some request types ask for additional information.

Depending on the request type, information needed varies.

Add Request Type for Walt Disney

Date of Death

Verified Date of Death *

I |
Date must be between 01/01/1900 and 05/12/2016. Please enter the actual verified date of death for the client.

CAMNCEL

Add Request Type for WALT DISNEY

Prime Merge

8 [f there is more than one prime with open medical, please specify the preferred prime below.

Preferred Prime

Enter the prefermed prime.

DOMNE CAMCEL




Complete the fields required for each Request Type

Add Request Type for GINMIE SMITH

Retroactive Medical

Add New Line

Case Number * Requested Start Date * Requested End Date *
ABC123% X L 11012016 v = 123112016 v = |
Enter the MMIS case number for this Enter a date {MM/DDM™YYY). Enter a date {MM/DDM YY)
request.
O How to view current eligibility dates in
MMIS
Case Descriptors * Program Code * PERC Code *
v PC v M3 v
Enter the case descriptors. Enter the Program Code. Enter the comect PERC Code.
@ Two character case descriptors? @ Determining PERC Codes
SAVE LINE
CAMNCEL
Note: Click on the info bubble “Determining PERC Codes” if you aren’t sure where to find PERC or
Program Codes. [ 13 ]

TIP: APD - If a case descriptor is only two characters the info bubble “Two character.....” explains
how to enter the case descriptor.




Need to make a correction or add a new line?

Add Request Type for GINNIE SMITH

Retroactive Medical

Case Number Requested 3tart Date Requested End Date Case Descriptors Program Code PERC Code

ABC123XX 11/01/2016 121312016 PC M3 | # | x

# ADD MEW LIME FOR CLIENT

DONE CAMCEL

You can make a correction by clicking on the blue pencil or delete
a request type by clicking on the red “x”.

To add a new line, click the “ADD NEW LINE FOR CLIENT” button.
When finished adding new line, click “DONE”.




Step 3 — Comments and file attachments

Client Name Request Types

Walt Disney | # | % Date of Death | # | x 4+ ADD ADDITIONAL REQUEST TYPE

Step 3. Additional Information

xplain the reason for vour reguest File attachments (Optional)

) ) You may upload multiple files by clicking in the white box below.
Client passed away and we need to close his case

o
12.9 KB

Mickey Mou...

Remove file

A space is provided to add any additional information you may need to provide.
There is a limit of 250 characters.

TIP: File types that can be attached are WORD, EXCEL, PDF, JPG, PNG (.doc, .docx,
Xls, .xlIsx, .jpg, .jpeg, .png, and .pdf). You cannot attach a saved email unless you PDF
it first. To attach additional files, click inside the attachment box.

5]




Step 4 - Urgent Requests

There are times when you might need urgent processing such as when a client has been
denied mediation or emergency treatment or has no current coverage and needs
immediate access to benefits or services. In those instances CMU will expedite the
request and process by next business day.

Step 4. Urgent Processing

1. Check the U rgent box Eheckmis box only if urgent processing is needed because the client has been denied medications or emergency treatment or has no current coverage and needs

mmediate access to benefits or services.
REVIEW

Step 4. Urgent Processing

a::lc thiz box anly IT urgent proceesing I8 nesded because the cliant has been denlsd medicatione or smergency treatment or has no current coverage and nesds
madiate accees bo benefits or sarvices.

2. Open the d rop down Tall uz the raason urgsnt procassing 1s nesdad. *

| ~ k]

This fiaid Is required. Plezse s2iect what best describes your shuatikan.

Step 4. Urgent Processing

Chack thie box anly If urgent processing ls needed because the cllant has been denlad medications or emergency treatment or has ne current coverage and neads
Immadiate access to benefits or services.

e S — Select reason from the drop down. If you

3. Select the reason select 'Other’ another baox will apen where you
Arcass o medical can enter the reason for urgent if it does not 16
Access to pharmacy L
AcSEEE 10 SHAP meet the criteria above

Chilld changing programs
Other _—




Review your submission

Client Mamtenance Unit Request

Step 1. Enter Worker Contact Information s=m
First Mama Last Mame Branch ar OMca Emall Acdress ‘Woskar Load Coda Phiona Numbar
Barbara = Omner- CES CartarEkeyEeEte orus =18 503-375-3295 Ex1 53295

Step 2. Enter Household Information

Ciick tha "ADD CLIENT bitton to 3dd a3ch parson that neads 2 camecton ¥ou can 334 32 many papphs 35 naaded 35 long 3s hay are in tha-same housshiobd.

A ADD CLIENT
Clisnk lama Raguast Typs=s
WALT DESNEY ¢ | = OCatzafDsah & =

& ADD ADDITIONAL REQUEST TYPE

Step 3. Additional Information

Expiain the reason for your request, il File attachments (Optional)
¥ou may upkaad mudtipie fles by clicking In the whie box below

Chant p3ssad awsy and we nesd 10 cloes Bha c3sa

Tr3 K8

ChIF_Submi...

Remave fle

Step 4. Urgent Processing

[ Check It urgent procassing needed.
Ted s e resson urgent processing i nesded. =

{: fIEW when done
| i Click RE‘IMI:E;'.' W _f done E
= S WL N AR YOuT HRn. entering all of the information
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Review your submission

Client Mammtenance Unit Reguest

™ Submission Review

Firat Mame Laszt Hame Branch ar Offca Emall Address Worker Load Code Phane Mumber
Eartara Key Ofher- CES barbara. keyBeata.or LE =LA S03-375-3250 Bx 83295

WALT DISNEY
Clignt Mama Prime Numbsers 33H Date of Birth
VIALT DISKEY EnEEEEEEE 12121850

O snow
Werifiad Data of Deat O2/m2nRms

Additional Information

General Comments File attachment

Clent passed away and we nead fo close the case o "

CMU_Submission 871306-23-16. pdf

If you need to make corrections,
click EDIT SUBMISSION. If
everything is correct, click SUBMIT.

EDIT SUEMISSION SUEMIT

Urgent Processing

Urgent Processlng: es
Reason: Accass 1o madical




Be sure everythingis correct before you click SUBMIT

Confirm Submission

Please note that once you click "SUBMIT" you will not be able to refrieve the form for
editing.

After submitiing you will be able to print or save your =ubmizsion information.

CAMCEL SUBMIT

After you click SUBMIT, you will not be able to go back in to make changes
so be sure you have everything correct. You will be able to print or save
your submission information.




Your submission has just been received by CMU

CMU receives requests in REAL TIME when you click SUBMIT.
A staff person monitors submissions and assigns work to CMU staff.

Client Maintenance Unit Reguest

& Submission Sentl

Confirmation Number: 277
Received; DBIZ3E6 11:13 AM

S Af you wish to print & detailed summary of your submission, please click "FRINT OR_SANVE

Urgent requests will be processed within one business day. Please allow up 1o fwe business days for processing 3

This Is the last opportunity
to print or save the detailed
information of your request

|f you have questons about your subméssion, please contact the Clisnt Maintenance Unit at 503-378-43680

Please note that you will not be able to print or save the detailed summary sfer you leave this page.

PRINT OR SAVE NEW SUBMISSI0ON

You will get an email confirmation that you submitted successfully.

stg.opar.cmu.notification@egov.com
#secure# CMU Request Confirmation Mumber: 277 11:20 AM
Your Client Maintenance Unit Request has been




Print or Save a copy

IMPORTANT: This is your only chance to Print or Save a copy of the
details you are submitting.

Client Maintenance Unit Request

@ Submission Sent! o r— S LN

o = 7y Document Title:
g Print g [ttps: /7stage-apps aregon. agov.com/OFAR/CHUZ | |
o lhmge [f you don't want to print or Crestion Date
eneral | Options z LAt
' save and need to send & new [EEGE23115425 J [ Mow ]
et ae request, click NEW Modiy Date:
- : i 201608231 16425 N
SUBMISSION | | [ hon ]
o= Adobe PDF Author
ax SR |
1 T |Suk;\acl ‘
Statue?' Ready Kepwards:
Location: [ |
Comment;  PORCmaniiic: FRINT OR SAVE | NEW SUBMISSION Prfie
et i [ Defaut -]
@Al [7] After saving open output fils
Selection Curent Page Ecft PIIF Files with P Frchitsct
() Pages: 1 l o l l wait - Collect l I Teftree ] I el ] | B |
Enter either a single page number or a single —
page range. For example, 5-12 v
,

To save as pdf do;Ament, click PRINT OR SA tton, then a Print window will
open. Select PDFCreator as your printer then click Print. Another window
(PDFCreator) will open, hit Save. Then browse in the ‘Save as’ window and
select the folder you want to save the pdf in and hit Save. You will then see a
summary page with all of your request details (example on next slide).




Summary page shows details of
your submission

Pagelofl

Confimation Id: 212
Date Received: 0SMS1E 04:41 PM

First Last Branch or Worker Load Phong

Hame Hamg Office Emall Address Coda Humbsar

Carolyn Thiebes AAANWEDS carolyn.iebes@aci.com EE 355-055-0550

Walt Disney
Clisnt Hame Prime Humbsers 55N [hover to reveal) Dats of Birth
War Disney DISHEYDT eeessse 12051901
Date of Death
Werfled Cate of Death 121151966

Additional Information

General Comments
Clent passed away and we nesd to close his case
File attachment

Document nams

Mickey Mousa Jpg

' Urgent Processing

Urgant Processing: Yes




Best Practices

Have all of the client info ready before you start completing the web
form.

When considering what dates to enter into the form be sure that the
dates you enter are the dates that you want CMU to enter into MMIS.
This may or may not be dates that are already in MMIS.

A comments box is provided in the web form. Be clear and concise
about the reason for your request, keeping in mind that the more clear
you are the more it helps CMU to process your request more quickly.

Be sure you select the correct Request Type. If you select the wrong
reason type, it may be returned to you unprocessed. The Quick
Reference Guide, available at www.cmurequest.org, will help you
determine and select the correct Request Type.

Narrate (in ONE, TRACS, Oregon ACCESS, OR-KIDS, etc.) that the
request has been sent to CMU and what was requested or follow your
office procedures.




Trouble shooting

Functionality problem — You must use a current browser such as
Internet Explorer 10 or higher, Firefox or Chrome.

It may be helpful to clear the cache on your browser occasionally. If
you don’t know how to do this, check with your office IT person.

If documents won’t upload, be sure you are using the right file
versions. Acceptable formats are WORD, EXCEL, PDF, JPG, PNG (.doc,
.docx, .xls, .xlsx, .jpg, .jpeg, .png, and .pdf). If you are using the right
file type and it still won’t load, either wait and try to submit at a later
time or submit the form without the file upload. You can use the
Snipping Tool, do Save As and select JPG or PNG file format.

If you don’t have all of the information required, we’ve provided
‘Tooltips’ in the form that helps you locate information such as case
descriptors and PERC codes. If you’re still unsure of where to find
information see your lead worker. [ 24 ]




Who to call

*To check on the status of your request, call CMU at 503-378-4369.

Note: CMU will notify you by email when the request has been
Completed or if they need additional information.

* Questions about the web form (functionality or system issues)?
Contact: Barbara Key, OPAR Policy Analyst

Email: barbara.key@state.or.us
Phone: 503-378-3299




