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Providers and third-party Billing Services can search for Prior Approval (PA) Rosters through ePACES for
Transportation rosters ONLY. If your facility is set up to enter transactions for multiple Providers, be sure that the
Provider Name and ID displayed above the left-hand menu is correct for the transaction for which you are searching.

ePACES

Provider 1111111111 it

Claims o LOOCLCHIIVE L)
Mew Clairm
Find Clairms

Feal Tirne

Batch

Submit Claim
Batches

Status Inguire
Status Responses

Eligibility
Regusst
Responszes

The Mew York State Departrnent of Health invites you to use the ePACES application to regquest and receive a
wariety of HIPAA-compliant Medicaid transactions. Using the links in the menu-bar on the left snd the Help link
on the top right of each page, you will be able to easily navigate through sl the available functionality. If you

PASDYS do not see the necessary links in the meno at the |eft, pleass contact your Prirmary Adrninistratar,

Initial Reguest

- Please make sure your Provider Name is displayed at the top of the page before continuing. If your Provider
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PA Number: Enter the PA Number, if known.

Client ID: Enter the Client ID to narrow your results.

PA Type: Choose the correct PA Type (i.e. Physician, Dental, Private Duty Nursing, etc.).

Status (Header): Choose the status of the PA (i.e. approved, partially approved, rejected, etc.).

Item/Procedure Code: Enter the Procedure code or item code.

NDC Code: Enter the NDC code.

Rate Code: Enter the rate code.

Submitted Date Range: Enter the submitted date of the PA. If these fields are left blank, the dates will
automatically default to the current date and the previous date. The From and To date have a maximum span of
120 days. For example, if the From date is January 1, 2011 the To date cannot be later than April 30, 2011.

Effective Dates: Enter the effective dates of the PA, if known.

Provider Number: If you are the billing/requesting provider, you will enter the Provider Number of the
ordering/prescribing provider, or vice versa.

License Number: If you are the billing/requesting provider, you will enter the License Number of the
ordering/prescribing provider, or vice versa. There is no need to enter a profession code only the six-digit license
number preceded by two zeroes (00).

Sort Field: This option lets you choose how you want the search results displayed once you click on the Search
button (i.e. Client ID, PA Number, etc.).

Note: To obtain the broadest range of results, use the minimum number of search criteria fields to execute your
search. Remember, if you leave the submitted date range blank, it will default to the current date and the
previous day.
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eMedNy

Results Portion

Records I- F of ¥ o0t of 7
Client PA " Billing/ ¥ Ordering/ pa vy Header Submit Effective Image
IiDY Number Requesting ;"E“"'h'“g Type Status ¥ Date ¥ Date ¥ Upload
LL12345X 0025906901% 12945678 noo1g604  Physician Rejected  03/27/08 01/01/01
- 1234567809
G97 28638 Hearing ]
LL12345K  0036896901K ;200 t_ e Rejected 03/28/08 01/01/01
00728638 Bed
AR .
LL12345X 0125905901K9998?933?4 Nursing Suspended 0373108 01401701
03728636 03728636 Hearing :
LL12545% 123425906915'%:1298?999?4 12057000974  Aid Rejected 0416708 01701701
01222638 01la7o6a22 ..
LL12345¥ 23332590697 1533741111 1533741111 Physician Suspended 03727708 01/01,/01
Q1777777 Bed
AL )
LL12345x 31011268698, [ Ll1l Nursing  Suspended 03/31/08 01/01/01
011113111 Bed :
LL12345% 1425906901 X 1111111111 Nursing Rejected 03/31/08 01501701
0lee6a66 0111113111 :
LL1 2345
1234256901K [ Cooananaa 1711111111 EYE Care Rejected 04716708 01501701
LL12345% 1235306001y 11700050 Physician Rejected  03/27/08 01/01/01
- 1599999999
Client PA Billingf Orderingf PA Header Submit Effective Image
1D HMumber Requesting Prescribing Type Status Date Date Upload
Records 1- 9 of 9 outof 2
LIOY 1 1 1

Client ID: Click on the Client ID to open a new link, which will produce the roster for that individual. (If the PA Status
is pended or suspended, there will not be a link.)

PA Number: This is the PA number that has been assigned to this client.

Billing/Requesting: This is the number of the billing/requesting provider for the PA.
Ordering/Prescribing: This is number of the ordering/prescribing provider for the PA.

PA Type: This is the type of PA (i.e. Dental, Private Duty Nursing, Hearing Aid, etc.).

Header Status: This tells the user the status of the PA (i.e. Approved, partially approved, rejected, etc.).

Submit Date: This is the date that the PA was submitted electronically. If the PA was a paper request, this will be
the date that the request was received.

Effective Date: This is the first date that the PA is effective.

Download Roster: Click this button to download your roster. After you click this button, you MUST click
on PA ROSTER DOWNLOAD on your left-hand menu to continue the downloading process.
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This is the window that will open up when you click on the Client ID to get a copy of the roster for that prior approval.
It will give you the roster only. If the PA office pends a PA for missing information, the missing information letter and
routing sheet will be mailed to you. If you did not receive your roster with the missing information letter, please go to
www.emedny.org and click on “eMedNY Paper Forms” in the left-hand corner. Then print and mail the “Prior
Approval Roster Request Form” to the address listed on the form.

Transportation (Billing)

FEPORT: AMO70Z0-ROGDE WEW TORF STATE DEPARTHENT OF HEALTH PROCESS DATE: D6/06/E00E
BHEDNY PROCESS TIME: L6:40:24
PROVICER: I
TIAMEPORTATION - DOSTER FOO BILLING PROVIDERI1Z24E5587% NN ECONOMY DEUG INC
IOZL4SETES
CLIENT ID/NAME o D [\% DATE OF BIRTH D SEN M CNIY FLSC RESP 66
OPOERING PIOVIDER ID PROCEDURE CODE PRIOER APPIOVAL NUMEER 0Z2&221ec00X DETERMINATION/IEN ADPIDOVED /S
APPROVED - QUANTITY LZ0_poo TIMEE O AMOUNT o.oo PERIOD OF SEDVICE FROM/TO 0472172004 1072872004
RENDERED - QUANTITY LzO_ 000 TIMES O AMOUNT  0.00
TOTAL HUMEER OF ENTRIES ON THIE POSTER @ Z
Transportation (Ordering)
FEFORT: AMO7030-BOGOE NEV YORE STATE DEPARTHENT OF HEALTH FPROCESE DATE: 0G/06/Z008
EHEDHY FROCESS TIME: 1€:4l:EL
PROVIDED:
TEANSPORTATION - ROSTER FOR ORDERING PROVIDER
LATE & FRIOR CHTY AFDRED. SERTOD BILLING
CLTENT oF E APPROVAL PROC FISC OF SERVICE PROV AFFROVED LIWED DETER
b CLIENT MAME ELINTH X HIEED CODE D.ESI‘[% Foom: I0: in QY TIMES AMNT DETER nsH
(N seessssssss N © 02533166000 56 047212004 10/2E/2004 DI 1Z0 000 0.00 APPROVED

TOTAL NUREER OF ENTRIEZ 0f THIZ BOSTER : 1
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PA Roster Download Page

If you are an administrator, you will have the ability to access any of the previously downloaded request(s) for any of
your users. Click on the drop down, select the user and click “GO”. This will display all the PAs that this user
downloaded. |

\ 4
Download Request{s) by User ID: | ROSENTHA + ) Go |
Records 21- 30 of 43 | <% Pravious | Next ==
Request ID Status Request Date Reset Priority Cancel Request
S0000iz0 Download a7/17/07
50000121 Download a7/17/07
S0000122 Dawnload 07/17/07
S0000123 Cownload 07/17/07
So0001zd Cownload 07/17/07
50000125 Download a7/17/07
S00001z26 Download a7/17/07
50000125 Pending 07/20/07 @. i
Sooooizg Pending 07/20/07 @ ]
50000130 Pending a7/20/07 @ ]
Request ID Status Request Date Reset Priority Cancel Request
Records 21- 30 of 43 | =% Pravious | Next ==

Request ID: This is the number assigned to the PA Roster(s) as requested by the user.

Status: This gives the user the status of the download (i.e. Pending, Downloaded or Retry). If the user gets the
status of Retry, there was something wrong with the data submitted to obtain the PA Roster and the user must start
the process over again to get the roster(s).

Request Date: This is the date the user clicked on “Download Roster” on the prior approval roster page.

Reset Priority: The provider can click on this button and then click “Update Selected Requests” to move a prior
approval request to the beginning of their list. This button can only be used when the status of the download is
“Pending.” A user has 5 days to download their roster on this screen. If the user does not download with in 5 days,
they will have to start this process from the beginning. Once the roster has been downloaded, it will be purged from
this screen after 5 days.

Cancel Request: If the provider wishes to cancel their request, they will check this box, click “Update Selected
Request” and the request will be cancelled. You can only cancel a request if the status is “Pending.”

Revised 07/12/11



Version 1/Revision 6

Page 6 of 8

&

Ny

Enhanced ePACES PA Inquiry

When the user clicks “Request ID”, the search criteria used to make the request are displayed. This information is

used to create the roster(s).

Search Criteria

BillingfRequesting
Provider Number:

PA Mumber:

PA Type:

Item fProc
Code:

Effective Date Range:

Submitted Date Range:

MPI: 1234587891
MMIS: 87654321

Client ID: Sort Field:
Status All

MDC Code: Rate Code:
From: 01/01/2005 To:

From: To:

OrderingfPrescribing
Provider Mumber:

P& Nurmber

01/15/2005

This screen shows you results of the PA Roster(s) that can be downloaded based upon the search criteria entered.

Results

PA Type

FDM
PCA

Transportation
Prescription Drugs/OTCs
Cental

Eve Care

Hearing Aid
CMESSupplies

Status

Download
Cownload
Download
Cownload
Cownload
Cownload
Cownload

Diownload

Downloaded By

ROSEMNTHA
ROSEMNTHA

PA TYPE: This is the type of PA.

Status: Click this link to download the roster.

Downloaded By: If the roster was downloaded, this indicates which User ID downloaded this roster.

When the user clicks the download link, a new window will open. If the download dialogue box does not
automatically appear, there is a link in the new window advising the user to click this link to start the process.
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« ©PACES

=+ Prior Approval Rosters

If your download does not start automatically, click hege

Close Window

POH

This dialogue box appears prompting the user to download the roster. This will be a .txt file. The user will click on
“Save” to save the file on their computer.

r =

File Download |§

Do you want to open or zave this file?

Mame: TranBill.txt

Type: Text Document, 1,30 KB
From: 20.20,146.174

Open ] | Save \,\’\SJ I Cancel

@ Wwhile files from the Intermet can be ugeful, some files can potentially

harm your cormputer. IF pau do nat trust the source, do naot open or
zave this file. What's the risk?

The user needs to change the .txt to .csv using the “Save as type” drop down arrow and selecting .csv. This permits
the file to open up in an Excel spreadsheet. Click on “Save”.
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My Hetwork, | Save as bype: i_Ic:-:t Document

Save in: ‘ =3 P& Roster Download V| Qo ? ® [T
File name: | TranBill.txt ¥ | [ Save
la
v | [ Cancel

NOTE: If Notepad is used to download the file, the drop down arrow may not be available. In that case, you may
need to overtype the .txt with .csv.

Phone Contact

eMedNY Call Center: (800) 343-9000
Hours of Operation:

For provider inquiries pertaining to non-pharmacy billing or claims, or provider enrolilment: Monday
through Friday: 7:30 a.m. - 6:00 p.m., Eastern Time (excluding holidays)
For provider inquiries pertaining to eligibility, DVS, and pharmacy claims: Monday through Friday:

7:00 a.m. - 10:00 p.m., Eastern Time (excluding holidays) Weekends and Holidays: 8:30 a.m. - 5:30 p.m.,

Eastern Time
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