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POSSSYSTEM OVERVIEW

The Purchase of Service Data System (POSS) is the mainframe computer system designed to
maintain information on providers of certain services (see below) to the Department clients and
to support payment of claims for the provision of those services. The purpose of this chapter is
to provide staff with instructions for adding, correcting, and del eting invoice data to process
approved claims for services paid through the POSS system.

I ndex to Screens

Screen Name  Entry Page
NES Signon 3
POS MENU Desired options 4
POSI Invoice display to add, change, delete an invoice 11-15
POSI-C Search for an invoice by county number 24-25
POSI-N Search for an invoice by provider name 26-27
POSI-R Search for an invoice by enterer’s RACF user ID 27
POSI-P Search for an invoice in pending status 29-30
POSH Search for a case payment history 31-32
POSE Search for a case eligibility for purchased services 33-34
POSP Add, change or delete a provider 9, 35-40
POSP-C Search for a provider by county 42
POSP-N Search for a provider by name 4
POSP-S Search for a provider by type of service 43
System Security

Security for POSS is such that anyone having approved access to the mainframe CICS can
view but not enter data on the POSS data system. To obtain entry capability on the CICS
mainframe, a person must have supervisory approval. The supervisor sends a request to the
Division of Data Management using the Electronic Security Information form in the public
state-approved forms folder on Outlook.
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Services Paid Through POSS

The following services are paid out of the POSS data system: Contract numbers starting
with “30" (such as 30-77-166) are Purchase of Social Services (POSS) contracts. Contract
numbers starting with “15” are State Payment Program (SPP) contracts for people with a

primary diagnosis of mental retardation or developmental disability.

Services

Provider Numbers/Contract

Adoption home study

30 XX XXX (POSS)

Adult day care

30 XX XXX (POSS)
15 XX XXX (SPP)

Adult residential care

30 XX XXX (POSS)
15 XX XXX (SPP)

Adult support 30 XX XXX (POSS)
15 XX XXX (SPP)
Child care 38 XX XXX
39 XX XXX

Community supervised living arrangement
(also called supported community living)

30 XX XXX (POSS)

Decategorization

30 XX XXX (POSS)

Family planning

30 XX XXX (POSS)

Foster care home study

29 XX XXX (RTSS)

In-home health-related care

31 XX XXX
32 XX XXX
33 XX XXX
34 XX XXX

Sheltered work

30 XX XXX (POSS)
15 XX XXX (SPP)

Supported community living (also called
community supervised living arrangement)

15 XX XXX (SPP)

Transportation

30 XX XXX (POSS)
15 XX XXX (SPP)

Work activity

30 XX XXX (POSS)
15 XX XXX (SPP)
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Information for the State Payment Program, including “special MH-MR” agreements for
State Payment Program cases and allist of enrolled providers, contract numbers and service
codes can be found at: Hoovr3s2/mhdd.772\SPP\Providers\

The Medicaid managed care contract with Merit Behavioral Care, Incorporated (MBCI) to
administer services under the lowa Plan for people with a primary diagnosis of menta
illnessis numbered 12-77-001. MCBI invoices are not paid through the POSS data
system. Service providers should send these invoices directly to MBCI.

If aDHS office receives MBCI invoicesin error, send them back to the provider, noting
that the invoice should be sent to the MBCI payment address indicated in the lowa Plan
Provider manual. (A list of the people eligible for services from MBCI is available on the
DHS network each month at Hoovr3s2/st8pymt.)

Accessing POSS
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Before you can access the POSS system, you must sign on to the Network Entry System
(NES). Tosignonto NES:

¢ Enter your RACF user ID, tab, enter your password, and press Enter.
¢ PressF1 for production CICS.

¢ Press Enter at this screen “CICS Production System” menu.

¢ Type POSS and press Enter.

This brings up the PURCHASE OF SERVICE MENU screen.

PURCHASE OF SERVICE MENU Screen

POSS PURCHASE OF SERVICE WEHU TODAYS DATE @B/ 24799
PAGE 1
PLACE AM "7 0N THE LINE FOR THE DESIRED O87TI0HSSUS-0PTI0N.
DEPRESS THE EMTER KEY AND EWTER THE REQUIRED FIELD(S).

- POSI  IN¥YDICE DISPLAY

= PISL C 0 INVDICE SEARCH BY COUMTY

- PFOST HOOINWOICE SEARCH BY PROVIDER HaME

- FOSI B INVOICE SEARCH BY RALF 1D

- P51 P OINVODICE SEARCH FOR PEMDIHE

= PFDS1L 1 INVDICE RELEASE

POSH  PAYHERT HISTORY (FORHERLY POSP)

FOSE ELIGIBILITY DATA

POSP  PROYIDER MAHESADDRESS/HATE DATA DISPLAYC/UPDATE)
MOSP C PROVIDER SEARCH BY COUNTY

- PSP H PENVIDER SEARCH RBY HAME

- PFOSF 5 PROVIDER SEARCH BY SERYICE CODE

POSA  ALLOCATIOM DATA D1SPLAY

POSS W UPDATE HELP, POSS T UPDATE WALID CODES

ALTION: IHY §: CASE B: PROY &: SERY LD: -
HAKE RELH: CHTY: FIUMD ; FY: SCRH: POSE
PFA9=HELP
MESSALES:
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Screen Fidlds and Coding

The fields on the POSS MENU screen (and other screens) are explained below. The
system identifies what information is required by placing question marks (?) in the various
fields of the command line. If the question marks are optional entry, thisis noted in the
screen instructions.

Field

Valid Entries

ACTION

INV #

CASE#

PROV #

SERV CD

NAME

A Add

C Change

D Delete

Leavethisfield blank for display.

A seven-digit system-generated
number. (Thefirst digit isacontrol
byte.)

or

the user (RACF) ID

The 11-digit SRS case number

The seven-digit number designating
the provider (also known as the
agreement, contract, or certificate
number, depending on the service).
Do not enter spaces or dashes within
thisfield.

Four-digit service code. (Thefirst
two digits are known as the “ prefix”
and the second two digits as the
“suffix.”)

24-character provider name. Must be
exactly as entered on the agreement
or contract.

When to Enter

Always required when making entry
on POSI or POSP.

Not required for read only, display, or
search.

Required on “C” or “D” actionson
POSI. (Leavethe Action field blank
on POSI for display.)

When doing an ID search with
POSI-R.

Enter when doing a search on POSH
or POSE.

Required on “A” actions for POS|
and POSP.

Required on “C” or “D” actionson
POSP.

Optional when you have access using
POSH.

Required (prefix) on “C” and (prefix
& suffix) on “D” actions on POSP.
Required (prefix & suffix) on POSA.
Required (prefix only or both) on
POSP-S.

Required (3 characters only) on “A”
actions for POSI.

Required (full name) for POSI-N &
POSP-N.

Optional for POSI-P.
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REGN

CNTY

FUND

SCRN

Two-digit regional designation.

Three-digit number:

001 through 099 for county numbers
901 through 905 for region numbers
000 for state cases

One-character funding code (same as
state/local code).

A Atrisk

F  State Child Care Assistance

P Protective child care

M  Adoption or foster care home
study, decategorization

R Child care block grant (Use at
Central Office direction only)

S Statecase

Last two digits of the state fiscal year.

Five-character code for the screensin
POSS.

PROCESSING INVOICES

Required on POSA.
Required on POSI-C and POSP-C.

Required on POSA, if adlocation is at
county level.

Required on POSA.

Required for POSA and POSI.

Required when not on main menu and
you want to do to another screen in
POSS.

The POSS data system will process an invoice, which isaclaim for payment for services
provided, when the following conditions have been met:

¢

¢

¢

The provider or contract number indicates that the Department has entered into an agreement
or contract with the provider to buy services for eigible clients.

The provider has sent an invoice for payment for services provided.

An authorized person at the local office level has approved the invoice for payment.

Note: Submit hard copy invoices with original claimant signature to the Division of Fiscal
Management for processing when:

¢ Theclamisfor the prior fiscal, or
¢ Theprovider or payeeis a state employee or recently terminated.
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Invoice Approval by Authorized County Office Person
May 1, 2001

The cutoff for any week’s processing of claims (invoices) is5 p.m. on Wednesday, except during
August, when it is Tuesday and Wednesday at 5 p.m. (Seetheinvoice cutoff calendar found on
the DHS Network at Hoovr3s2/Payments/POS.) If aninvoiceis not entered by cutoff, it will not
be processed for payment until the following week.

When an invoice is completed and accepted, the system automatically releases the invoice for
payment on the weekly payment run. The field has the responsibility of identifying and
re-entering all rejections or errors. (See POSS ON-L INE MESSAGES, for more information.)

I nvoice Approval by Authorized County Office Per son

Before an invoice is entered in the POSS data system, the invoice must be approved. To
seeif thereis an open SRS (needed for some services for payment for aclient), the person
who approves the invoices at the local level should:

Step 1

First look at the lowa Services Reporting System (SRS) for the case by
entering SSRS on the blank screen where you usually type POSS to access
the POS Data System. Select the appropriate option and enter the case
number shown on the invoice.

¢ A State Payment Program case will show ‘000" in Field 41 (financial

responsibility).

Cases for which DHS processes invoices (because the consumer’s
primary diagnosisis mental retardation or developmental disability):

« Show acode other than ‘B’ or ‘K’ in thefirst position of Field 25
(handicap), and
« May alsoshow ‘1" in Field 34 (client functioning level).

Regardless of what is shown in Fields 25 and 34, a case for which DHS
should process invoices will show active provider contract numbers
beginning with either ‘15" or ‘30" in Field 54, and in Field 52 service
codes beginning with 18, 30, 34, 39, 51, 52, or 57.

Cases for which the provider should send invoices directly to MBCI (the
lowa Plan contractor) because the consumer’s primary diagnosisis
mental illnesswill show aB or K in thefirst position of Field 25
(handicap), and in Field 54 it will show provider number 1277001 (which
iSMBCI). The case should not show any other providers.
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=) Db - EXTRA! Parzonsl Ciend

fie El Y Tools Seswon (Opbors Help

DisE| S| | |e|fe 3wl ele] m|w] v

SRMN, I0we SERWICES EEFORTING S5¥STEM
MENLI
QP T LOMS ENTEH CasE & STAT: LD
(08 'NEW') (0R 'UNE")
SEMN = SYSTEM MEHLU WG Wi
SEBC = DATA ENTRY FOR SECTIONS &, B &ND C TES (YES IF HEW)
SEDE = DATA ENTRY FORE SECTION: D AND E YES NG
SEFG = DaTA ENTRY FOE SECTIONS F AND G YES W
SEEC = DATA ENTREY FOR 'E' CASES TES H
SEHS = SEEVICE HISTORY SERWVICE # SEQUENCE Nl YE=
SRHD = SERVICE HISTORY DATE SECQUENCE NG TES
SELF = LOST FORM REGQUEST TES WO
SEST = STATE ID GEMERATOR WO fES
LIME = LIME T0O QOTHEE PRDGRAMS N Wi

ENTER OPTLONY _
CASE #: STATE ID:

g Shart | yinberc - Microsch Duthosk | JF Wit Wi - Discurnant1|[ &, e - EXTHAY Pevson. RS T= R

Step 2 Once the invoice has been approved (authorized) for entry, check provider
contract datato verify that thereis:

¢ A valid or open contract,
¢+ A valid open service, and
¢ A rate matching what is on the provider’sinvoice or claim.

Note: An open SRS does not mean thereisavalid or open provider contract
and service.

Access this data through the PURCHASE OF SERVICE MENU:

¢ Putan“X” by “posp provider name/address/rate data display” and press
Enter.

¢ Enter the seven-digit contract number shown on the invoice over the
“2?7?77 after prov #.

¢ Then enter the four-digit service code over the “ ????" after “serv cd.”
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Thiswill bring up the POS PROVIDER DATA screen (POSP) and show the service code,
rate, and effective date of the rate as shown below.

Note: State employees who provide child care or in-home health services cannot be paid
through POS. They must be paid through their payroll department. Contact the Bureau of
Payments and Receipts for instructions on how to pay state employees doing these services.

PROVIDER DATA Screen

- Db - EXTRAI Pmannal Dinnd M E
Fis [t Wi Toos Gesson Oplo Help

D (&) @] -« | |e [ 3] ®] w6l oo =[] vl

POSP PURECHASE 0OF SERVICE TOOAYS OATE 0671972003
DISFLAY FEOVWIDER DATA FOR AGENCY PROVWIDERS - REGULAR

PROV NAME: POLE CO BRD SUPERVISORS
AOORD POLE CO JUVENILE HOME
1548 HULL AVE
CIT¥/5TATE: DE5 MOINES IA
ZIP: 20310 Q00D

VEND CODE/LOC/TYPE/CODE TYPE: 426004319 03 C E OUT OF STATE: M
SERVICE IHFORMATICOCH
SERW  UNIT EFFC  TERM SERV EFFC TERM SERWV
CODE TYPFE DATE  DOATE RATE DaTE DATE RATE
19 01 4 110000 103102 .00 110100 103101 .00
Q70100 103100 L0 070100 Q70100 + O
070199 063000 .00 060199 063099 00
070158 053199 00 120196 063098 00

LEST UPDRTED: HERDER 1072972002 ) SERVICE 10/147:002
TR&N REFORT: ¥

ACTION: _ INW #: CASE #: PROW #: 3077066 SERW CD: 19 - 01
MAME © REGEN: CHTY: FunD:  FY! SCEM! POSP
CLEAR<END SESS PFl=MAIM MENU PFZ<PAGE FRWD PFO=HELF
MESSAGEES !

g Shart | yinberc - Microsch Duthosk | JF Wit Wi - Discurnant1|[ &, e - EXTHAY Pevson. 1208PH

Note: If you place an X on the POSS PURCHASE OF SERVICE MENU screen by posp
PROVIDER NAME/ADDRESS/RATE DATE DISPLAY (/UPDATE) to view provider information for
aPOS or SSP contract (30- or 15-), do not try to enter “A” or “C” for the ACTION field.

Y ou are not authorized, and the system will not allow you to do this. Just tab through the
action field.
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If the service code on the invoice is not shown on the POSP screen, the invoice cannot be
processed. Note: Only central office staff have security access to add or change “30” and
“15” contract providers, addresses, or rates.

If the service rate shows atermination date, this may indicate any of the following:

¢ The contract was terminated or it expired (not an open or valid provider contract).
¢ The service was terminated from the contract.
¢ Theprovider has terminated the POSS contract and opened an SPP contract.

Note: The provider may have entered the wrong contract number on theinvoice, i.e. “30-"
instead of “15-.”

If the rate on the screen islower than the rate on the invoice:

¢ The provider may have entered on the invoice the rate that a county is paying them
instead of the POSS contract rate.

¢ The provider may not have sent the appropriate paperwork to the State Payment
Manager to obtain a new rate for the SPP contract.

For POSS contracts, the providers' invoice should match the information shown on the
POSS data system. The rate shown on the screen is the correct rate that the Department
will pay the provider. A provider can bill at alower rate than on the screen.

POSS contract rates are frozen by the Legislature and are not changed unless the
Legidature gives arateincrease. When necessary, if you cannot determine what
information is correct, please call the Bureau of Payments and Receiptsin Central Office:
at (515) 281-6007 or the Purchase of Service Bureau at (515) 281-6023.

Adding an Invoice

Enter the system-generated invoice number on the origina invoice. All electronically
entered invoices are to be numbered and filed with the DHS county office with financial
responsibility for the client and retained for five state fiscal years.

The system will generate daily transaction reports on entries made, by User ID.

Step 1 On the PURCHASE OF SERVICE MENU, place an “x” on the line for POSI
INvOICE DisPLAY and then press Enter.



lowa Department of Human Services PROCESSING INVOICES
Title 14 Management Information Adding an Invoice

Chapter L Purchase of Service Data System May 1, 2001

Step 2 On the command line at the bottom of the POS MENU, enter the information
for the three fields listed below then, press Enter.

Field Valid Entries General Consideration
ACTION A Add

PROV # Seven-digit designation for aprovider Provider vendor number,
contract number, or
agreement number

NAME First three characters of the provider
name as shown on the provider file.
(For in-home hedlth, use the payee
name.)

Step 3 This brings up the POSI INV OICE screen. Data entry instructions follow the
screen sample.

P51 PURCHASE OF SERYICE IH¥DICE TODAYS DATE @8/ 24/99
PRLE

BILLIHG DATE: STATEFLOCAL CODE:  COUNTY HUHBERFHAHE

AGREEWENT 1 PREOYIDER HAME :

ALT LASE & La%T HAHE FIRST NAHME MWID HAME S5ERY BEG SERY EMD SERY

LINE ¥ UWMIT CO%T WRITS  TOTaL COST  FEES CREDITS  MET COST  EO0

ALTION: [WY &: Gaaannn CaSE #: PROY &: SERY LD: -
HAKME : RELH: CHTY: FIUMD : FY: SCRM: POSI
CLEAR=ERD SESS  PFI=MAIN WEML PFI=HELP

MESSAGES: IH¥DICE HOT FINMHD

11
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POSI-Add Entries

Enter claim data from the invoice as directed below. When thefirst line of theinvoiceis
entered, the system will generate a seven-digit invoice number on the command line.
Writethisnumber down immediately in the box on theinvoice form.

Field

BILLING DATE

STATE/LOCAL
CODE

COUNTY
NUMBER/
NAME

Valid Entries

Six-digit date:

Month 01 to 12
Day 01to3l
Year Numeric

One-character funding code:

At risk child care

State Child Care Assistance
Protective child care

Child care block grant (Use at
Central Office direction only.)
Foster care home study
Adoption/foster care home
study, decategorization

S In-home hedlth, state cases,
family planning

T oT>

T

Two part code: First three digits:

County: 001-099 (the 2" & 3
digits = county number, e.g. 077)

Region: 901-905 (the 2™ & 3
digits = region number)

State cases: 000

Second three characters. First three
characters of the county or region
name. Exception: Noentryis
made for state cases (000).

General Consideration

This date is used to determine
payment eligibility for:

» The month being billed for

* Any line entered that does not
have its own service beginning
date entry.

Cases with goal:
lord = F
2 =A
3 =P

A billing for child care and state
cases may contain different child
care and state case service codes.
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Field
CASE #

LAST NAME

SERV BEG

SERV END

SERV

UNIT COST

UNITS

Valid Entries
Eleven-digit SRS case number.

First three characters of the client’s
last name. For family planning,
enter FAM.

Six-digit service beginning
eigibility date for month being

Month 01to 12
Day 0l1to 31
Yea Numeric

Four-digit service code

Up to nine digits:

Seven digitsfor dollars
Two digits for cents

Up to five digits, in whole numbers.

General Consideration

Enter only when it isthe client’s
first month of service and the
eligibility began after the first day
of the month. (Child care invoices
may show different beginning
dates here.)

Not used by system. The cursor
does not stop in thisfield.

Thisisthe specific service code
found on the provider’s contract.
(This may or may not be the SRS
service code.)

The system automatically
generates adecimal point to the
left of the last two digits entered.

When correcting an entry error:

» Place the cursor in the left most
space of the field, delete with
the delete key, and re-enter as
previously done; or

» Reenter over the information
previously entered. Remember
to enter cents, dollars, and the
decimal point. Delete whole
dollar figures not needed.

No fractions, decimal points, etc.,
are alowed.

13
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Field Valid Entries General Consideration
TOTALCOST  (None) System generated. The system will automatically

Up to nine digits: calculate thisentry. Y ou cannot
Seven digits for dollars enter over thisinformation.
Two digitsfor cents
FEES Optional. (If therearenofees, just  The system automatically
press Enter. The system generates  generates a decimal point to the
zeros.) left of the last two digits entered.
Up to nine digits: When correcting an entry error:
Seven digitsfor dollars » Place the cursor in the left-most
Two digitsfor cents space of the field, delete with
the delete key, and re-enter as
previously done; or
* Reenter over the information
previously entered. Remember
to enter cents, dollars, and the
decimal point. Delete whole
dollar figures not needed.
CREDITS Same as FEES Same as FEES information above.
NET COST Up to nine digits: Same as FEES information above.
Seven digits for dollars If net cost is different from the
Two digits for cents invoice, recheck the figures
entered. If figures are correctly
entered, correct theinvoice.
EOI To add more lines for child care, The system assigns an invoice

(END OF LINE)

14

state cases, adoption home studies,
foster care home studies, and
decategorization, leave this blank.

E = Last lineof invoice

number after thefirst lineis
accepted.

For in-home health and family
planning, the system allows only
one line per invoice. You don't
have to enter the E code.
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Field Valid Entries General Consideration
EOI If you forget to enter the“E” and a
(END OF LINE) new blank line comes up, just
(Cont.) enter the“E” at the end of thisline

(making no other entries on the
line), and the total line will come
up. Thisblank linewill not affect
your invoice.

P = Pendline If there are problemsin oneline,
you can pend it and go on to enter
the rest of theinvoice. Exception:
The system does not allow the first
line of an invoice to be pended.

Y ou can immediately correct or
delete lines after you have
completed theinvoice, and it is
pended.

D = Deleteline If aline has errorsthat can’t easily
be corrected, you can delete this
line and process the rest of the
invoice. (To deletethefirst line of
an invoice, you must have more
than one line entered.)

Note: If you forget to write down the invoice number on the invoice, go to the POS MAIN
MENU and put an “X” by POSI INVOICE RELEASE. Next put in the county number, and
press Enter. You will find your invoice number for the provider or payee namein the list
on the left side of the screen.
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When the last entry is made and designated with an “E,” the system will bring up the
TOTAL screen. This screen looks like the screen you have been entering on, except to the
far left where“TOTL” is printed and to the far right where “E” is printed.

The system generates the following entries.

¢ Total units
¢ Tota cost
¢ Tota fees
¢ Totd credits

Enter the total net cost from the invoice, and press Enter.

Note: If theinvoice has pended or deleted lines, the system will adjust the entries to reflect
the totals of the accepted lines, and the total net cost from the invoice will not match the
system calculations.

Do not adjust the totals. Instead, enter the totals as they appear on the paper invoice. The
only exception to thisisif the unit cost has been changed on one or more lines of the
invoice. Then the totals must be adjusted, because unit cost is not part of the TOTAL
screen.

If any fields are highlighted, check the math and correct the original invoice. (For other
kinds of errors, see POSS ON-L INE M ESSAGES and|Changing an | nvoice with|
Pended Lines]) Note: Before you can enter an invoice, the provider must be set up in the
SRS system, the POSS data system, and IFAS. The entry will not be acceptable if the
provider has not been entered on the SRS for the client.

Always enter any changes or deletions to the original invoice, contract, or certificate form
from which you are entering data the same day the invoiceis entered. If you don’t do these
changes or deletions the same day, the overnight process registers your original entry and it
will take more steps to make the needed changes. If the errors are significant, it’s
preferable to delete the invoice and return it to the provider for correction.

If the invoice cannot be corrected, then press the Enter key one more time without making
entry. Thiswill pend the invoice, and the system will prepare for new entries as if the
invoice were accepted. (See below.)
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If this entry is acceptable, the system assumes that more invoice entries are to be entered,
So:

The cursor moves to the command line.

Zeros appear in PROV.

“A” appearsin the AcTION field.

“POSI” appearsin the sCReeN field.

The message “INVOICE ACCEPTED — ENTER NEXT PROVIDER NUMBER AND NAME" appears
in the message area.

* & & o o

This allows you to enter the next provider number and name for your next invoice. The
system will generate daily transaction reports on entries made, by user ID.
Remember:

¢ Claims (invoices) for aprior fiscal year need to be submitted to the Division of Fiscal
Management for processing through the administrative process, with original claimant
signature.

¢ If the provider or payee is a state employee, or recently terminated, send origina
invoice (claim) to the Division of Fiscal Management for payment.

¢ All invoices areto be numbered and filed with the financial DHS county office
responsible and retained for five state fiscal years.

I nvoice Status

Invoices for contracts, agreements, and certificates can be found on the system immediately
after they are entered or corrected.

A = Accepted Status. This status means that claim/invoice has passed system edits. “A”
status invoices are removed in the first weekly processing after they are accepted.

O =Pending Status. This status remains until the invoiceis corrected. If not corrected,
“O” status invoices remain on the data system for display and correction for only two or
three weekly pay periods and then are removed automatically. When doing an invoice
search, the status of an invoice will appear under the column heading “ PENDING.”

17
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Once the payment cycle has processed all invoices, the invoice numbers are removed from
the POSI screen if the claim (invoice) is accepted for payment processing, or processed and
rejected. (That iswhy it isimportant to copy the system generated invoice number on the
origina invoice.) If the clam/invoiceis status“O” (pending), you can still view the
claim/invoice.

Changing an I nvoice with Pended Lines

The system identifies what information is required by placing (?) question marksin the
various fields of the command line. If the question marks are an optional entry, thisis
noted in the screen instructions.

Note: Only Central Office staff have security access to add or change “30” and “15”
contract providers, addresses, or rates. Accordingly, do not try to enter “A” or “C” in the
ACTION field, as you are not authorized nor will the system alow you to do this. Just tab
through the ACTION field.

Step 1 On the PURCHASE OF SERVICE MENU, place an “x” on the line for posi
invoice display and then press Enter.

Step 2 On the command line, enter these two fields and press Enter.
Field Valid Entries General Consideration

ACTION C Change

INV # Seven-digit designation for the
specificinvoice.

Step 3 Theinvoice will be displayed one line at atime, starting on the first non-
deleted page and line. Y ou have two options:

¢ If you know the page and line number you need to have displayed, you
can enter the four-digit page and line number over the displayed page and
line. By pressing Enter, you will go directly to that line, or you can enter
line number wherever you are to move to another line.

When this option is used along with PF keys for paging, the system will
respond to paging from the previous correction made.
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Step 4

Step 5

¢ You can use the PF keys to page through the invoice line by line. When a
line is deleted, the paging capabilities of the PF keysisnegated. To re-
activate the paging function, go to the command line and re-enter a“C” in
the ACTION field and press Enter.

The AcTION field (ACT) to the left of the case number will contain aP for all
pended lines.

Placea“C” over the “P’ and make whatever line changes are necessary, then
press Enter. If the corrected action still will not work and the fields continue
to be highlighted, you may replace the “C” with a“D,” press Enter and delete
theline.

Deleting an I nvoice

Step 1

Step 2

Step 3

On the Purchase of Service Menu, place an “x” on the line for POSI Invoice
Display and then press Enter.

On the Command Line, enter these three fields and press Enter.
Field Valid Entries General Consideration

ACTION D Delete

INV # Seven-digit designation for the
specific invoice.

The system will request you to re-enter the invoice number and press Enter a
second time to verify thisiswhat you want. Then this specific invoiceis
removed from the system.

If you decide not to delete the invoice, you can change the action code to
other than “D,” put in another invoice number, and proceed to work on
invoices, or you can use the PF keys to move you out of the delete function.

19
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POSS ON-LINE MESSAGES

The system checks three main filesto edit data entered for verification of payment (the eigibility
master file, the provider master file, and the payment history file). When errors occur, the
system highlights the problem area and designates this on the error line with a specific code.
(This means that either the service code, the provider number, the billing or service date, the case
number, or some other entry did not match one or all of the master files checked.)

These errors need to be corrected before the system will accept the invoice. The error messageis
shown at the bottom of the screen. The codes appear as follows:

THE ERROR MESSAGE LINE ISAT THE BOTTOM OF THE SCREEN

The following are error messages that may be displayed:

XXXX-XXXX-XXXX - ERROR(S) ON FILE(S) DISPLAYED

These values can be ELIG-PHIS-PROV, ELIG-PHIS, ELIG-PROV, PHIS-PROV, ELIG, PROV, Of PHIS, tO
indicate on what master files the error was found. Instructions for researching these errors are as
follows:

ELIG = Eligibility Master File(POSE screen):

¢ Check the POSE screen to ensure the client’ s case number, service code, beginning date, and
provider number are displayed on this screen.

¢ Check that the service code is open for the billing period you are attempting to enter.
¢ Check for the correct provider number to be listed.

¢ Check the case number to make sure you have the correct case number.

If eligibility information is not showing up for the case number entered on the POSE screen, then
the SRS either has not been done or has an error that has not allowed the information to roll to
the POSE screen. If the eigibility does not show on POSE, the SRS must be completed or
corrected. Remember, client eligibility must be corrected via the client’s SRS to update POSE.

PROV = Provider Master File (POSP screen):

¢ Check the POSP screen to ensure the provider agreement has been entered.
¢ Check to see that the service code is effective for the billing period of the invoice.
¢ Check to see that the rate on the invoice does not exceed the rate listed for the service code.

20
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PHI'S = Payment History File (POSH screen):

¢ A PHIS error means payment has already been made to this provider for this client, case
number, service code, and billing period (even if the POSH screen shows $0.00 as paying).

¢+ Youwill need to re-enter the invoice for the next day of the month (or billing period).
Other messages that can appear are as follows:

BILLING DATE ISTOO FAR IN THE PAST - CORRECT AND PRESS ENTER.

A billing date has been entered that is over two years old. Thisis may be an operator entry
error, or the billing date was written on the invoice incorrectly.

BILLING DATEISTOO FAR IN THE FUTURE - CORRECT AND PRESS ENTER.

A billing date has been entered that isto be billed two yearsin the future. This may be an
operator entry error, or the billing date was written on the invoice incorrectly.

CANNOT DELETE FIRST INVOICE LINE - PRESS PF1 AND CONTINUE
Y ou received an error on the first invoice line or tried to delete the line item on the first
invoiceline. You cannot delete alineitem if it isthe only onefor theinvoice. (Theentire
invoice must be deleted.)

CANNOT DELETE FIRST INVOICE LINE - YOU MUST DELETE ENTIRE INVOICE
Y ou received an error on the first invoice line or tried to delete the line item on the first
invoiceline. You cannot delete alineitem if it isthe only one for the invoice. Delete the
entire invoice.

CANNOT PEND FIRST INVOICE LINE - PRESS PF1 OR CHANGE EOI (End Of Invoice)

Thefirst invoice line item contained an unresolvable error. The first line item must not
contain any errors.

ENTER APPROPRIATE FIELDS
This message appears when anew screen is brought up for entry.

ENTER INVOICE TOTALS
This message appears when the total lineis brought up for entry.

ENTER INVOICE LINE TOTAL
Y ou forgot to enter the line total on the invoice.
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ENTERED SERVICE CODE NOT ALLOWED FOR CLIENT —First Line Item
This service code is not allowed for the state/local code entered. On thefirst line item, you
will not have an invoice number. To get out of thisinvoice screen, press PF1 and continue.
Check POS-E or the SRS screen.

ENTERED SERVICE CODE NOT ALLOWED FOR CLIENT —PEND or DELETE LINE
This service code is not allowed for the state/local code entered. Anywhere after thefirst line
item, you will have an invoice number. You must complete the invoice.

FILE ERROR
A file error occurred on one or all the files being accessed.

FILE NOT OPEN
Oneor al of the files being accessed are not opened for some reason. Y ou must find out
why.

HIGHLIGHTED FIELDS IN ERROR - PLEASE CORRECT AND DEPRESS ENTER KEY
This happens when one or more errors are detected. Because a message cannot be displayed
for each error, the suspected erred fields are highlighted and this message appears. It also
occurs when the program cannot detect an exact error. (Example: Billing date may be typed
inwrong or it may not be on afile). That iswhy the wording ‘ suspected error’ isindicated.

INVALID PF KEY DEPRESSED
Y ou pressed a PF key that is not known to the program

INVOICE LINE PENDED, INVOICE LINE DELETED
Thereis an error that could not be reconciled, so the invoice line is pended or deleted.

INVOICE MUST BE COMPLETED
Not al of the necessary fields were entered. Y ou may have tabbed over a necessary entry
field.

INVOICE ACCEPTED - ENTER NEXT PROVIDER NUMBER AND NAME
This message indicates that all information on the invoice has been entered.

INVOICE LINE CANNOT BE PENDED - MUST DELETE LINE OR INVOICE

This occurs when the error detected is that the payment history shows that the invoice has
already been paid.
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INVOICE LINE WITH NO ENTERED FIELDS CANNOT BE PENDED
This occurs when you have placed a pending indicator on aline item and have not entered
datainto any line item fields.

PARTIAL UNITSARE NOT ALLOWED - MUST ENTER A WHOLE NUMBER
Units must be awhole number (for example, 5 unitsinstead of 5.5 units).

PROVIDER NUMBER NOT FOUND, PROVIDER NAME NOT FOUND

The provider number or name entered onto the descriptor line is not on the provider master
header file. The provider may not have been entered on IFAS or the POSS data system.

FINDING INVOICES

There are severa ways to find a specific invoice:

¢ [You can search the invoices from a specific county|

¢ |You can search the invoices for a specific provider]

¢ |You can search the invoices entered by a specific person|
¢ [You can search the invoices that are in pending status
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Finding Invoices for a Specific County

To find invoices for a specific county, search by COUNTY CODE (POSI-C) screen.

P51 PURCHASE OF SERYICE TODAY 'S DATE @8/ 24799
ALTERHATE SESRCH BY COUMHTY CODE PRLE |

COUWTY: @FF  COUMTY HaWE: POLE

TR¥DICE s PEHDTHEG PROYIDER HUWRERSHANE

BaRd [dG & 0 J9rrolF CHILDEM & FAMILLIES D

SRR F H ABFFOUG BUCHANAM, ALISA

ARG 10 P A AFTRIY  GASSAHAY CARDLE

aEnsan F L JAFFiI34  HEE BEART

aaEsas F # 95912 HOWARD, DELDKES

BAESXGE F A AGFFLME LEE. aALICE

ARG5S P A ARTIGAR  JACKSON, DOHELLA

Lk T F L JaFFy GAMELIM, ELYED&

BaEsh F # darfq24  RURTAN, BECKY

BAES 20 F ] A ARFFINE GRILL JEAN

(1L [ R | & L A9FIVA? GRILL .JEA&H

BERs2TS F L Ja77id42 GOBEE, CHEISTIMA

Bl f P # d9rrold  CHILDHEWS CTR UM HET
ALTION: R&LCF : CaSE #: PROY &: SERY LD: -
HAKME : RELH: CHTY: @FF FUMD: FY: SCRM: POSI C
CLEAR=ERD SESS  PFI=MAIN WEML  PEZ=MAGE FRHD PFI=HELP
MESSALES:

Step 1 On the PURCHASE OF SERVICE MENU, place an “x” on the line for
POSI-C and then press Enter.

Step 2 On the command line, enter the cNTY field and press Enter. Valid entries:

001-099 for a county case
901905 for aregion case
000 for a state case
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Step 3 Review the resulting POSI-C screen:

Thetop of the screen contains the number and name of the county being
searched. In the body of the screen, reading left to right, there are five fields:

Invoice: Contains the seven-digit number assigned by the system to each
invoice. Theinformation on the screenisin order by invoice number, lowest
to highest.

S/L: Thisisthe code for the fund that the invoice will be paid out of:

At risk child care

State Child Care Assistance

Protective child care

Child care block grant — Use at Central Office direction only
Foster care home study

Adoption home study, decategorization

In-home health, state cases, family planning

wW=ZITxomTUT>

Pending: Thisisthe status of the invoice asto payment.
A The county office has received the paper invoice and approved it for
payment during the week.

O Theinvoice was entered in the current payment cycle, but is not
accepted for payment processing. It must be corrected or deleted and
reentered before being eligible for processing.

Provider Number: Thisisthe seven-digit contract or agreement number
unigue to a specific provider.

Name: Thisisthe provider’ s name as it appears on the contract or
agreement.
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Finding Invoices for a Specific Provider

To find invoices from a specific provider, search by the PROVIDER NAME screen:

= SESSION_A - EXTRA! Personal Client

File Edit View Tooks Session Options Help
Dc @] @) & 50| [0 =) %) w65 _o|e] 2P| ¥

P51 PURCHASE OF SERYICE TODAY 'S DATE @8/ 24799
ALTERHATE SESRCH BY PROYIDERE WAME PRLE

PROVIDER WAHE: LHILUEEN & FARILIES UF

TH¥DICE ]| PEHDTHG PEOYIDER HUMBER

ALTION: R&LCF : CASE @: PROY &: SERY LDv: -

HAME: CHILDEEW & FAMILIES OF  REGM: CHTY: FIUMD : FY: SCRM: POSI M

CLEAR=ERD SESS  PFI=MAIN WEML PFI=HELP

MESSALES: RECORDS HOT FOUMD FOR EMTERED ZEARCH KEY

[Eria Berver Conrected CRISE (CDETOTH) | | [ [xizPm

Step 1 On the PURCHASE OF SERVICE MENU, place an “x” on the line for
POSI-N and then press Enter.

Step 2 On the command line, enter the NAME field and press Enter. The provider
name can be up to 24 characters, and must be exactly aswhat is on the
provider master file (POSP).

Step 3 Review the resulting POSI-N screen:

The top of the screen contains the provider’s name and contract or agreement
number. In the body of screen, reading left to right, there are five fields:
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Invoice: Contains the seven-digit number assigned by the system to each
invoice. Theinformation on the screen isin order by invoice number, lowest
to highest.

S/L: Thisisthe code for the fund that the invoice will be paid out of:

At risk child care

State Child Care Assistance

Protective child care

Child care block grant — Use at Central Office direction only
Foster care home study

Adoption home study, decategorization

In-home health, state cases, family planning

wW=ZTxXoxmUT>

Pending: Thisisthe status of the invoice asto payment.

A The county office has received the paper invoice and approved it for
payment during the week.

O Theinvoice was entered in the current payment cycle, but is not

accepted for payment processing. It must be corrected or deleted and
reentered before being eligible for processing.

Provider Number: Thisisthe seven-digit contract or agreement number
unigue to a specific provider.

Name: Thisisthe provider’s name as it appears on the contract or
agreement.

Finding I nvoices by the User 1D of the Person Who Entered Them

Supervisors can search for invoices by the RACF user 1D of the person who entered them,
using the POSI-R screen.

Step 1

Step 2

On the PURCHASE OF SERVICE MENU, place an “x” on the line for
POSI-R and then press Enter.

On the command line, enter the USER ID (RACF) field and press Enter. (Thisis
the seven-character al pha/numeric code assigned to the person doing the
entry.)
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Step 3

Review the resulting POSI-R screen:

The top of the screen contains the user identification number and name of
person assigned the number. In the body of the screen, reading left to right,
there arefivefields:

Invoice: Contains the seven-digit number assigned by the system to each
invoice. Theinformation on the screenisin order by invoice number, lowest
to highest.

S/L: Thisisthe code for the fund that the invoice will be paid out of:

At risk child care

State Child Care Assistance

Protective child care

Child care block grant — Use at Central Office direction only
Foster care home study

Adoption home study, decategorization

In-home health, state cases, family planning

WZITXmmUT>

Pending: Thisisthe status of the invoice asto payment.

A The county office has received the paper invoice and approved it for
payment during the week.

O Theinvoice was entered in the current payment cycle, but is not
accepted for payment processing. It must be corrected or deleted and
reentered before being eligible for processing.

Provider Number: Thisisthe seven-digit contract or agreement number
unique to a specific provider.

Name: Thisisthe provider’s name as it appears on the contract or
agreement.
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Finding Invoicesin Pending Status

Y ou can search the invoices that are in a pending status using to the POSI-P screen.

Step 1

Step 2

Step 3

On the PURCHASE OF SERVICE MENU, place an “x” on the line for

POSI-P and then press Enter.

On the command line, enter any combination of the three fields listed below
and press Enter. The number of fields entered defines the scope of the

search.

Field Valid Entries

USER ID (RACF)

NAME First three
characters of the
provider’'s name.

CNTY Three-digit county,

region, or state case
(000) number

Review the resulting POSI-P screen:

General Consider ation

If thisisthe only field entered, the
list will be al pending invoices
entered by this person.

If thisisthe only field entered, the
list will befor all pended invoices

for this provider, regardless of who
entered them.

If thisisthe only field entered, all
pended invoices for this office will
appear, regardless of who entered
them or what provider they arefor.

Thetop of the screen will contain only the user identification number and
name, unlessthe only field entered iscNTY. Then it will contain county
number and name. In the body of the screen, reading left to right, there are

fivefidds:

Invoice: Contains the seven-digit number assigned by the system to each
invoice. Theinformation on the screen isin order by invoice number, lowest

to highest.
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S/L: Thisisthe code for the fund that the invoice will be paid out of:

At risk child care

State Child Care Assistance

Protective child care

Child care block grant — Use at Central Office direction only
Foster care home study

Adoption home study, decategorization

In-home health, state cases, family planning

wW=ZITxomUT>

Pending: Thisisthe status of the invoice asto payment.

A The county office has received the paper invoice and approved it for
payment during the week.

O Theinvoice was entered in the current payment cycle, but is not

accepted for payment processing. It must be corrected or deleted and
reentered before being eligible for processing.

Provider Number: Thisisthe seven-digit contract or agreement number
unique to a specific provider.

Name: Thisisthe provider’ s name as it appears on the contract or
agreement.
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FINDING WHAT HASBEEN PAID ON A CASE

Y ou can research what invoices have been paid on a specific case using the PAYMENT
HISTORY (POS-H) screen.

= SESSION_A - EXTRA! Personal Client

File Edit View Tools Session Options  Help

Dj@] @ L]o|e|fo 2] R &6 e LS v

P05 PAYHEMT HISTORY IMQUIRY PAGE
PAYHENTS/ADJUSTHENTS THED TROUIEY DATE RES 24599
CLTENT HAME - STATE ID
PAYFTRANS  INYDICE — SERY PROYIDEE  CHTY  BILLIMG STATES Py raADIET

DaTE HUHBER CODE HUHHER PER IO LOCAL ARDLURT

ALTION: IHY §: CASE 8: FPITVFTITIT PROY F: SERY LDv: -
HAKME : RELH: CHTY: FIUMD : FY: SCRH: POEH
CLEAR=ERD SESS  PFI=MAIN WEML PFI=HELP

MESSAGES: & CASE HUMBER IS5 REQUIRED

[Eria Berver Conrected CRISE (CDETOTH) | | [ [xiTPm

Step 1

Step 2

On the PURCHASE OF SERVICE MENU, placean “x” on the line for POSH and
then press Enter.

On the command line, enter one or both of these fields and press Enter.

Field Valid Entries General Consideration

CASE# Eleven-character number assigned  If thisisthe only item entered,

(required) toacase the display will include all
payments made for this case.

PROV # Seven-digit number assignedtoa  If used, only payments to the

(optional)  contract or agreement specific provider will display.
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Step 3

32

Review the resulting POS-H screen:

The top of the screen contains the client’ s name and the client’ s state identification
number. The body of the screen contains eight fields, ordered by the date the
warrant wasissued. (Theissue date is usually one or two days before the mailing
date))

¢ PAY/TRANSDATE: Thisisthe date the payment file accepted for payment.
Warrants are written one to two days after the issue date in pay/trans date field.
Warrants are mailed the next working day.

¢ INVOICE NUMBER: Thisisthe seven-digit number assigned to each invoice.
¢ SERV CODE: Thisisthe codeidentifying the service paid.

¢ PROVIDER NUMBER: Seven-digit number assigned to a contract or agreement
(same as prov # above).

¢ CNTY: Thisisthe county, region, or state case identifier found on the invoice.

¢ BILLING PERIOD: Thisisthe month being paid and the first day of the month
services began in that month.

¢ STATE/LOCAL: Thisisthe letter code representing the source of funding.

At risk child care

State Child Care Assistance

Protective child care

Child care block grant — Use at Central Office direction only
Foster care home study

Adoption home study, decategorization

In-home health, state cases, family planning

WZITXOxmUOUT>

¢ PAY/ADJUST AMOUNT: Thisisthe amount of payment made.
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FINDING CLIENT SERVICE ELIGIBILITY

Y ou can research aclient’ s éigibility for the service being billed, using the CLIENT
ELIGIBILITY (POS-E) screen.

=) Db - EXTRA! Parzonsl Ciend

fie El Y Tools Seswon (Opbors Help

DisE| S| | |e|fe 3wl ele] m|w] v

P05 ELIGIBILITY DISPLAY ToOAYS DATE 0619703
DISPLAY OF CASE/SERWICE DATA AVATLAELE TO FOS FAGE
CASE INFORMATION
CLIENT HaM=
CASE NUMEER STATE 1IN
CASE UPDATED OH CASE UPOATED BY

SERVICE INFORENATTIGON
SERW DATE EFFEC TERM PROVIDER ELIG DEL
CODE UPDATED ) EY CuTE OATE/CODE  NUMBER  CTy-BASIS-GOAL-OB]1-METH FEE

ACTION: INW #: CASE #: 30451256001 PROV #: SERV CD: -
MAME © REGEN: CHTY: FunD:  FY! SCEM! POSE
CLEAR<END SESS PFl=MAIM MENU PFO=HELF

MESSMGES: MO ELTGIBLITY OATA FOR CASE ENTERED
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Step 1 On the PURCHASE OF SERVICE MENU, place an “x” on the line for POSE and
then press Enter.

Step 2 On the COMMAND LINE, enter the case # field and press Enter. (Thisisthe
eleven-character number assigned to the service case.)

Step 3 Review the resulting POS-E screen:

33



FINDING CLIENT SERVICE ELIGIBILITY lowa Department of Human Services

May 1, 2001

Title 14 Management Information
Chapter L Purchase of Service Data System

34

Thetop of the screen contains five fields:
¢ CLIENT NAME

¢ CASENUMBER

¢ STATEID

¢ CASE UPDATED ON: Thisisthe date of the last action taken on the case
relative to any purchased service.

¢ CASE UPDATED BY: Thisisthe system that took the last action.
The body of the screen contains rows of eleven fields, listed in numerical order by

service code and within a series of identical four-digit service codes, in order of
transaction date.

¢ SERV CODE: This must be afour-digit code that matches the code on the
POSP file.

For foster care home studies, all four characters of the service code on the
invoice must match the service code on the eligibility file. For other services,
the invoice will pay if the first two digits of the code match (but the rate may not
match up if the second two digits differ).

¢ DATE UPDATED BY: Datethisinformation was transmitted to the eigibility
file.

¢ EFFEC DATE: Thisisthe beginning date of eligibility.

¢ TERM DATE/CODE: Thisisthe date that eigibility terminated and numeric
code which explains why it terminated. If both are blank, then the serviceis
active. Termination codes and explanations can be found in the SRS manual.

PROVIDER NUMBER

CTY: Thisisthe county of financial responsibility.
ELIG BASIS: Thisisthe basis of igibility.
GOAL

OBJ: Objective Code

DEL METH: Method of Provision

* & & O o oo o

FEE: Thisisthe cost for one unit of this service.
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ADDING, CHANGING OR DELETING CONTRACTSOR AGREEMENTS

Designated field staff are authorized to enter, change, and delete individual child-care
agreements and in-home health-rel ated care agreements, using the POSP screen.

Other agencies and providers (contracts with numbers beginning with 15, 29, or 30, such as
Purchase of Social Service contracts and contracts under the State Payment Program) are
accessible for entry and update only by Central Office staff. Field office staff cannot change or
delete entries on the POSP screen for these providers.

Step 1 Onthe PURCHASE OF SERVICE MENU, place an “x” on the line for POSP and
then press Enter.

Step 2 Onthe command line, enter two or three of these fields and press Enter.

Field Valid Entries General Consideration
ACTION A, Cor D or blank A Add
C Change
D Delete
Blank Display
PROV # Seven-digit designation for  Provider number or agreement number.
aprovider
SERV CD Four-digit service code Thisisnot used for “A” actions.

If a specific serviceisto be changed or
deleted, this entry will bring up that service.

If thisis not entered ona*“C” or “D” action,
the system will display one service at a
time, in numeric order by service code.

Step 3 Enter contracts/agreements as follows: (See PROVIDER DATA Screen|for an
example of the screen.) Note: Instructions on address and vendor information are
aso listed in the Department of Revenue and Finance Pre-Audit Manual, CLAIMS
PROCESSING — VENDOR CODES, Procedure No. 207.450, pages 1 to 22.
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Field Valid Entries General Consideration
PROVIDER Upto 24 charactersfor the  Warrants will be written to the provider or
ORPAYEE provider or payee name. payee name on left side of POSP screen.
NAME For anindividual, enter the Note: If aprovider isdoing business as
last name first, then comma (DBA) abusiness name different from the
and first name. Example:  name attached to the provider’ s tax
DOE, JANE Or DOE, JANE L identification number, enter the business
Thereis no need to use name on the POSP screen.
upper and lower case Example: Jane Doe is doing business as
letters. Happy Time Day Care under her social
Question marks remaining iecur’l’ty ntjhmber. %nter HAPPY TIME DAY
after completed name do ARE" asthe provider name.
not need to be removed. Notify the Bureau of Payments and
Receipts when a provider is “doing
business as’ another name, to make sure
that IFAS records are accurate.
ADDR Upto 42 characters of the  Addresses must be entered according to

provider’s street address.
Use these abbreviations:
Apartment  APT
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Building BLDG
Department  DEPT
Floor FL
Room Rm
Suite Ste
Suffixes:

Avenue AVE
Circle CIR
Court Cr
Drive DR
Lane LN
Parkway Pkwy
Place PL
Road RD
Street ST

There is no need to use
upper and lower case
letters. Omit all
punctuation.

Post Officeregulations. Be surethe
addressis accurate. The Post Office will
not forward state warrants. Do not use
“General Delivery” as an address. State
warrants will not be delivered to General
Delivery.

If thereis not enough room on address line
1 for the entire address, enter the secondary
address (apartment, building, or suite) on
line 1 and the street address on line 2.
Example:

Linel: ApT 14

Line2: 310 VALLEY RIDGEWAY RD

A box number must appear as “ PO Box,”
unlessit appears with RR (rural route).

Example: PO Box 11
Example: RR 5 Box 222

If both a street address and a post office box
arelisted in the address, the street address
goeson line 1 and the post office box goes
online2. Example:

Line1: 310 VALLEY RIDGEWAY RD
Line2: PO Box 14
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Field Valid Entries
ADDR Directionals must be
(Cont.) abbreviated as follows:
N North
S South
E East
W West
NE Northeast
SE  Southeast
NW Northwest
SW  Southwest

There must be one space
between all words,
numbers, directional, etc.

Use C/Ofor “In care of.”
(Do not use %.)

“ClO” and “ATTN” must
always be in the address
line 1.

Question marks remaining
after addressis entered do
not need to be removed.

General Consider ation

A “directiona” isthe part of the address
that gives directional information for
delivery. If adirectional word isfound as
the first word in the street name with no
other directional to the left of it, it must be
abbreviated. Example:

North Bay Street becomes N BAY St

If adirectiona word islocated to the right
of the street name and suffix, it must be
abbreviated. Example:

Bay Drive West becomes BAY DRIVEW

If adirectiona word appears between the
street name and suffix, it must be spelled
out. Example:

Bay West Drive becomes BAY WEST DR

If two directions appear consecutively as
one or two words, before the street name or
following the street name or suffix, then the
two words become either the pre or post
directional, and the appropriate directional
must be used. Example:

North East Main St becomes NE MAIN ST

Exceptions are any combinations of North —
South or East — West as consecutive words.
The second directional becomes part of the
primary name, spelled out. Examples:

North South Main St 0 N SOUTH MAIN ST
Elm Crt East West 0 ELM COURT EAST W
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Field Valid Entries General Consideration
ciry/ Up to 16 characters. The city and state are used to mail warrants.
STATE Omit al punctuationinthe The state must be the official two-letter
city. Thestatenamemust  abbreviation. Example: lowa=IA
be abbreviated. If the city name is more than 14 characters,
There is no need to use reduce it to 14 so the state can be entered.
Iue[:f)er and lower case Example: Council BluffslA istoo long.
&S Use: CoBLUFFSIA or COUNCIL BLUFF IA
Question marks remaining
after city/state is entered do
not need to be removed.
ZIP Up to nine digits. The zip code is used to mail warrants.
Enter either five digits or : . - -
. o Only the five digits of the primary zip code
fl_\/e_: digits, hyphen, four are necessary.
digits.
VENDOR Nine-digit socia security The vendor code is the provider’s social
CODE or IRS number security number or federal tax identification
number.
Exception: For in-home health-related
care, thisis always the payee’s socid
security number.
VENDOR  Two digits The LOC number directs where the warrant
LOCATION  System generated “00” ismailed. The codeis usualy thetwo
Do not enter, leave “00” digits after the social security number (00),
Changes will be handled but if the provider isusing afedera tax ID
by Central Office. number, either look it up on the IFAS
VENZ2 table or contact the Bureau of
Payments and Receipts.
VENDOR | Individual
TYPE S Soleproprietorship
C Corporation
P Partnership
E Estateor trust
U Public service
corporation
G Government
O Other
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Field

VENDOR
CODE
TYPE

TAX
EXEMPT

OUT-OF-
STATE

SERV
CODE

UNIT TYPE

EFFC
DATE

TERM
DATE

Valid Entries
Never entered.

Yes
No

Y
N
Y Yes
N No
Blank No

Four-digit service code

In-home health will already
have the only valid code
displayed: 9801.

% hour

Hourly

Y day

Day

Monthly
Session/job/study
Trip

Mile

Meal (week)

Less than 30 minutes

CQOVWwWO~NOOUITE WNPE

Six-digit beginning date of
service in month/day/year
order:

Month 1-12

Day 1-31

Year Numeric
Six-digit ending date of
service in month/day/year
order:

Month 1-12
Day 1-31
Year Numeric

General Consider ation
System generated.

For in-home health-related care only. Can
be changed or deleted.

For agency providersonly. Leave blank for
in-state providers.

Enter “Y” if the provider is out-of-state.
Enter “N” to change Yesto No.

Up to ten different services can be entered.
If more than ten services need to be entered,
review instructions below for the field after
SERV RATE.

Not entered on “adds,” but can be entered
for changes or deletions.

When a new effective date or rate is added
to an existing service, the old rate or service
will get atermination date one day before
the new effective date.
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Field Valid Entries
SERV Nine-digit entry for the
RATE cost of aunit of service:
Seven-digits for dollars
Two digitsfor cents
Question marks left after
therateis entered can be
ignored.
JUST One-letter code:
ABOVE A 10 more blank service
THE lines
COMMAN
D LINE C Cancdsall information
on the screen
Address Changes
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General Consideration

The system will automatically generate a
decimal point to the left of the last two
digits entered.

When correcting an entry:

¢ Placethe cursor in the left-most space
of the field and delete with the delete
key, then re-enter as previously done; or

¢ You can correct over the information
previously entered. Remember to enter
cents, dollars, and decimal point, and
delete whole-dollar figures not needed.

For more than ten services enter an “A” in
the AcTION field and depress the Enter key.
The system will bring up another ten fields.

To delete everything on the screen, enter
“C.” Thiswill allow you to re-enter
provider and service data. It removesonly
what is being added, not what was
previously entered and is already on the
provider master file.

Make address and name changes for child care providers and in-home health payees on the
POSP screen. Y ou no longer have to call or e-mail changes into Central Office. The POS

system will:

¢ Pick up the changes you make to the POSP header (names/address).

¢ Create and send atape of the changesto the IFAS Suspense file in the nightly

processing.

The next working day Division of Fiscal Management staff will edit the changes on line,
make any needed corrections, and then release the batch.
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The Department of Revenue and Finance will review and approve the changes (or hold
them until the required information is submitted). Approvalswill be added to the Vendor
File in the nightly processing cycle.

Once the provider has been added to the IFAS Vendor Table, a copy of the IFAS vendor
table will be sent back to Fiscal Management in the nightly processing to update the POS
system copy of the vendor table. Once that copy has updated the POS Vendor Table
(behind the scenes), you will be able to enter invoices with the new provider information.

If you attempt to enter an invoice for anew provider that has not gotten through the cycle
to be added to the vendor tables you will get the error message, PROVIDER NAME NOT
FOUND. You will not be ableto enter the invoice until the provider is active on both IFAS
Vendor Table and the POS copy of the Vendor Table. This edit process eliminates most of
the exception 11 on the weekly Error List Report.

Likewise, if you change an address or name, on Monday, Tuesday, or Wednesday and enter
an invoice for payment on that same week, the address change may not be updated in time
to print out on the warrant that week. The warrant may be sent to the old address unless
you call and request that the Bureau of Payments and Receipts pulls the warrant on Friday
and checks the address.

If the warrant is mailed out of Central Office with an incorrect address, it usually takesten
working days, before the warrant is received back in Central Office. It the policy of Fiscal
Management not to issue a duplicate warrant until we have waited the 10 working days to
seeif the warrant will be returned.

If the warrant is returned, staff check the POSP screen to seeiif it has been updated with a
new address. If so, central office will re-mail the warrant to the new address. If not, staff
will call the county office to get anew address.

If providers call stating they have not received their check, before you call Central Office,
please check HOOV R3S2/Payments/Offsets and HOOV R3S2/Payments/POS/returned
warrants, to see if Revenue and Finance has held the warrant for income offsets or if the
warrant has been returned to Central Office.

If the warrant has been held for income offsets, give the provider the phone number for
Income Offsets in the Department of Revenue and Finance: 515-281-3149 or 6649. At this
point, DHS is out of the picture and it is between the provider and Revenue and Finance
and the offsetting agency.
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Searching for Providersin a Specific County

Step 1

Step 2

Step 3

On the PURCHASE OF SERVICE MENU, place an “x” on the line for
POSP-C, and then press Enter.

On the COMMAND LINE, enter the counTy field (three digits) and press
Enter.

Review the resulting POSP-C screen.

Thetop of the screen contains the number and name of county being
searched.

The bottom of the screen contains alist of all providersin the county in
numeric order by provider number and name. (However, aprovider on the
day that this provider is entered. This provider will appear only after the
IFAS and POS vendor tables are updated.).

Searching for Providers by Name

Step 1

Step 2

Step 3
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On the Purchase of Service Menu, place an “x” on the line for POSP-N and
then press Enter.

On the Command Line, enter the NAME field and press Enter. (Enter the
name on the contract, or agreement, up to 24 characters.)

Review the resulting POSP-N screen.

Thetop of the screen contains the provider name. (However, aprovider on
the day that this provider isentered. This provider will appear only after the
IFAS and POS vendor tables are updated.)

The bottom of the screen contains the providers number, mailing address,
street, city, state and zip code.
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Sear ching for Providers by Service Provided

Step 1

Step 2

Step 3

On the PURCHASE OF SERVICE MENU, place an “x” on the line for
POSP-S and then press Enter.

On the command line, enter at |east the SERv D field and press Enter.

Field Valid Entries General Consideration

SERV CD First two digits of Thisidentifiesall providerswith this
the service code primary service.
OR

Thisidentifiesall providerswith this

All four digits of prefix/suffix combination.

the service code.
Option

CNTY 3digits Not required. If you enter the three

001-099: 901-905: digits, it restricts search to the location
000 coded.

Review the resulting POSP-S screen.

The top of the screen contains the specific service being identified by number
and name (if available).

The body of the screen displays four fields in provider number order.
However, on the day that a provider is entered, this provider will not bein
numeric order until the next day. This provider will appear at the end of the
list on the day entered.

1

2.
3.
4

Provider number

Provider name

Effective date: The date the contract or agreement became effective.
Rate: The dollar value charged for the service.
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SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

May 1, 2001

GENERAL LETTER NO. 14-L-1

ISSUED BY: Bureau of Payments & Receipts,
Division of Fisca Management

SUBJECT: Employees’ Manual, Title 14, Chapter L, PURCHASE OF SERVICE DATA
SYSTEM, Title page, new; Contents (page 1), new; and pages 1 through 43,
new.

Summary

This letter transmits a new Employees’ Manual chapter to be used by Department support staff to
assist themin:

¢ Entering invoice data on line in the POSS data system and
¢ Understanding the different types of contracts and services within this data system.

The POSS data system is an automated “hands-off” system. Field staff enter invoiceson linein
the POSS data system and keep all theinvoicesin the field office. This eliminates the need for
Central Office staff to:

¢ Receive and date stamp invoices.

Sort invoices by program.

Manually number and batch invoices by a Tuesday 2 p.m. cutoff.
Key invoicesinto system.

Resubmit invoices from the error report.

Release the invoices for payment.

* & & o o

Thereis still an error report, but the majority of rejections are eliminated by system edits at the
time the invoices are entered. Division of Fiscal Management staff still have the weekly “Pre-
Issue” report to process and aweekly exception list to review.

The number of phone callsis reduced, because of the automated vendor/provider process. When
field staff add or change information on a provider, the information is automatically run each
night and put onto the IFAS SUSF file for review each day. (Inthe old system, field staff had to
call and tell Central Office about name or address changes that they had updated on the POSP
screen, and then Central Office would have to enter the change into the IFAS vendor system.)

The system change also enables in-home-health providers to use direct deposits for their
payments.

1305 E WALNUT STREET - DES MOINES, IA 50319-0114



Effective Date

Upon receipt.

Material Superseded
None. New material.
Additional Information

As of June 30, 2001, the “local purchase” services listed will no longer be under a Purchase of
Social Services contract (contract/provider numbers beginning with the number 30). “Local
purchase” services refer to the following services, as currently defined by the Department:

Adult day care
Adult support
CSALA

Adult residentia
Sheltered work
Work activity
Transportation

@ S & & O o o

Note: Supported employment and supported work training are included in the administrative
rules for sheltered work and work activity.

Refer questions about this general |etter to your regional benefit payment administrator.
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