Nevada Medicaid/Nevada Check Up
PROVIDER QUICK REFERENCE GUIDE:

Instructions for Requesting Roles, Approving Roles
and Removing Users in the PASRR Web Portal

INTRODUCTION

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

REQUESTING A ROLE WITHIN AN ORGANIZATION:

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

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

0
f—

Waelcome

Log Into Nevada PASRR Screening Tool: Notice to Useor:

Usee X0 The Web Portal contains mformaton which s
only for the use of the mdividual or entity
associated with the Nevada PASRR Screening Tool
Password Any unintended usar is hereby notified that the
miormation = privieged, trade secret and
confidential, and any disclosure, reproduction ofr
use of this information & prohibited
Aoy e Cancnd
The nformaton colected n the Nevada PASRR Screenng Tool s
consdered to be confidential personal health nformavon, This data is
o e o i e e T i les considered sensitive and all necessary protections wil be employed to

keep the data secure and confidential. All screening organzabons and

respactive employees are axpected 1o uphold Nevada Division OfF

Mealth Care Financang and Polcy (DHCFP) HIPAA guidelnes and their

own Agency HIPAA polices, Any breach in confidentiality needs to be

mported to your respectve organaation HIPAA offical. Mease go to NV
P for more detads

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

E Home > Welcome >

1 Welcome \

My Profile  Log an Issue

X

Welcome to the Portal,
Name

Your last login date: Tuesday, December 05, 2011 06:17 AM, PST

] Issues, Incidents and Complaints

Submit an Izsue. Incident or Complaint

(>») Help Desk

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

Welcome
My Prodle Log @ fssue

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

> User Information

Rame opn N
bepl Newmibe L d AA

Mot d Frovebes Murmb el

> Credentials:

Credential W (Social Weorker -

(st

> Alests: *

Recwion bmad slartni vy 5

™~

» ) Carrent Organization Associations And Roles
s O L Gratue Adtion

Ag=n 41D

Add New Association (Step 1)

Ermtar Ovgamsstion Nemee  Actinms

Enbar ORE Code

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

Enter Organization Name

|Ften

Enter ORC Code

Add New Association (Step 1)

Actions

et ORC code

Get Roles

Cancel

5. Click on "Get ORC Code" link.

Enter Organization Name

|Ren

Enter ORC Code

Add New Association (Step 1)

Actions

| Get ORC code *__

Get Roles

Cancel
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. Click the "Select" button next to the organization name.

Add New Association (Step 1)

Enter Organization Name Actions

Ren Get ORC code
Organization Search Results Close
# Actions Org Name Address ORC Phone Fax
; :,'ZWT ,.?g'f_?' 1155 Mill Street
J B> St e P T Reno, NV 89502 HIHHHHHHHHHHE
Managemant)
) Renovn Rehab
1 v 1495 Mill Street
2 Hospital (Dept-Case R
] - Management) Reno, NV 89502
Renown South 10101 Double R
3 - Mesdows (Dept-Case Blvd. Reno, NV  [HEHHIHHEIHIH
Management) 89521
Sunrise Hospital & 3186 South
Children Hospital Maryland B
4 - (Dept-Case Parkvay Las :
Management) Vegas, NV 89109
yokup critena, if you don't f jesirs

7. The ORC code will populate into the text box "Enter ORC Code" below as shown.

(NOTE: If you have been provided with your ORC code by the Administrator, you can skip steps 4-5 and
just enter the ORC into the “ENTER ORC CODE” box.

Add New Association (Step 1)

Enter Organization Name Actions

Renown Regicnal Medical I:D£| Get ORC code

Enter ORC Code

HiHHH R Get Roles Cancel

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

Add New Association (Step 1)

Enter Organization Name Actions
Name Gert ORC code
Enter ORC Code
HHH Get Roles Cancel
oy mMust register yours« inder at 12t one organization. T add ar
1. Enter the Organization Name and ) the Get ORC coda Link
OR

Entar the rganization Ragistration Code and dick on the Get Roles Link
After vou selact this link, vou Ml nead &« alect the role vou are registering
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9. Click on the drop-down arrow under the “Select Role” link and highlight your desired role.

Add Néw Associiation (Sfcp 2)
ORC Code Select Role Actions

it SelectRole Add New Agsociation Cancel

1. Select the app{Tracker ve drop down list above and click on the Add

New Association link. The new aszocation will be sdded to the current list,

2, You may cancel the add new assodation by cicking on the Cancel link.

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

w

Note: If you wish to submit a PASRR request, you will need the “Screener” role.

10. Click on the "Add New Association" link.

(You will be taken to the top of the page; you will need to scroll down again.)

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

S Screener IR Add Mew Azsociation Cance

1/4
1, Selectthe applicable Role' from the drop down list above and dick on the Add
New Association link, The nav association vill be added to the currant list,

You may cancel the add new assoaation by dicking on the Cancel link.

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

W N
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11. Make sure you have supplied us with your credentials and that all of the information under “User

Information” is accurate and complete (i.e., email address, telephone number, etc.). Note: Medicaid Provider

Number and NPI are optional for your profile as the registered organization already has this information).

E Home > Welcome > My Profile >

] Welcome \

My Profile Log an Issue

(») View/Update My Information for Logged In User (abramsje)

(>) User Information >) Cur
Name: Login Name: Sl.# | OH
Name Login Name ol ]
Telephone Number: Email Address: 2 o
559-993-9959 Email Address
Medicaid Provider Number: NPI: 3 HHA
T
| 4 =d
(>) Credentials: 5 HA
Credential: SW (Social Worker) v/ 6 HH
Commaent: 5 g
I e I | 1te ne
8 HH

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

My Paatile Leg an toue

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

» User Information
Narn Lgin Naawe s

Last, First
Telephone reamdar:

Login Name
Eomall Adderss

999-999-9999 Email Address bt
Mackis ard Erordes Swmber Nt
Liio hoal
> Credentials:
Crmdantials Other (Specify in Commant) ~
Cammmsnnt: Bugmens Analyrt

> Scrooning Referrals: *

Yk 1 vvwuld biw ts iwceive scrmmminy referrale. [

Pleats Hote: The changesf made
s aved wanl the Sabeai
chckad

L Submit Change “Cancel Changes |

Welcome | Sereening || Tracking, || Applicant Lookup || Admin || Notifications || Reparta || G4 |

> Current Organization Associations And Roles

il Role Status
L BB Hato Dl SAVED
o R Nurte Admins sAVED
o HBHBHBH Usp Admimirmrators BAVED
< HHBHEHBREE P SAVED
S RHERHBRHBEEE ) Sereeses SAVED
o Trockar SAVED

Add New Association (Step 1)

Eatur Organization Name  Actions

Entur ORE Code

Ovganss ation Nanme the Get OR

Action

Once approved you will also receive an email confirming your role was granted.
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REFERENCE GUIDE:

APPROVING ROLES (FOR PASRR ADMINISTRATORS):

After you have logged in to the PASRR application:

1. Click on your Admin tab.

Nevada Medicaid/Nevada Check Up

EHome > Welcome >

P

Welcome
My Profile

Log an Issue

Screeni

icant Loc

| Tracki

Admin\ Notifications

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

Welcome to the Portal, Name (user name)

2. Choose “Show Users For Name of Organization” for Organization Profile.

Launch = LT bl

Welcome Trackin

Current Useri Ngme

Organization Frofile =

Motifications

Org Mameel PreProd Screening Sraanization - SRC | HHBERITIIIEY

Frovider Link

Dy Rolesi Admin

Organization Profile |

Show Usars For PraPred Scraaning Srganization

|

l.,.'-.‘",: PreaProd Screening DFganization - registered on 2000-01-26

g iz atiomn Mamei

|Preprod scraaning Srganization|

KL
I |

(*) Mailing Address

Addvess linel:

City:

Deganization’s ORC Dap st ent Site

Fan Humbey
[900-000- 09907

|eppnnppppnny

Talephone Mumber
[O00-000- 0999

Addvess line?

Stnte: || Zip: County:

| | |

Fledic aid Prowvider MNunbers
| | I

thrganization's Weh Site:
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PROVIDER QUICK REFERENCE GUIDE:

Instructions for Requesting Roles, Approving Roles
and Removing Users in the PASRR Web Portal

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

(R:TITeR"I Horme = Adrnin =

‘ Welcome H Tracking H Admin H Motifications H Applicant Lookup ” Provider Link

Current User:  Ngme Org Mame: PreProd Screening Organization - &R CLA###HI—-HIIIH Org Roles: Adrmin

Organization Profile = | Qrganization Users =

Users of {(PreProd Screening Organization)

User ID | Last Name | First Mame | Middle Initial | User Login Mame | Role/Status

621 preprad admin admin

&17 porod _admin el

623 preprad tracker Tracker

&0z preprod screener SEEERER
Tracker

a1z Rk seresheb Mo Ralas!

G

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

m iy T
Welcome | bk,
Comvant Usart sbosnren Jemy (pored_sdmm Owg Mamet DiePend Scraanmg Orgamization - OROERIOA106 7535 Ong Nedert Admm
Orgavszabon Profike > Cegarezation Users > E@t Lisse »
Edit User from (Prefrod Screening Organization) Edit User Roles
Nale States Arton
*  Name e
» \ | Acvivane
came Logm Hame Loeae ]
Adven Tnacnve
Telephane "ossabo Coval Addeen) eSO
| Ppsrovs |
Hedw wd Provider Fasmdert el Ab OR
Zzresres Peadirg Y
[ ®ejuee |
| sgin Narvee 0P _ECraerel
> Credentials iy
([(Rparces |
Condemtials | 53 (Social Woskwr) v
Commant Tracker Peading
[(®geet]
Eaberet Changes

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

When a user is no longer associated to a particular organization, it is imperative that the user be removed
from the system. In order to remove a user, please follow the instructions below. Note: The following
actions will completely remove a user from the PASRR application. Please do not use these instructions to
remove a role.

1. Toremove a user, again you will need to go to the Organization Profile under the Admin tab.

2. Click on “Show Users For Name of Organization”

Launch u [JGEGEEEEEHTES

| Vyelcome || Tracking || Admin || Notifications ” Applicant Lookup ” Provider Link |

Curvent Uasr: Ngme Chiyg Hanie: PraProd Scrasning Srganizatian « SRS XXXXXXX g Ralea: Admin

Organization Profile =

Organization Profile | Show Usars For PraProd Scrasning Crrganization ]‘

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

Organization Mame: Organization®s ORCy Departhent/Siter Medicaid Provider Humbar:

|Praprad Screening Sroanization] | #eSRERHIRIRY | | | |

Teh

mber Fan Mumber

MPT: Oirganization’s Wab Site:

(099-999-0099): (999-009-9999):
| |
(*) Mailing Address
Addrvess linels Address Iinezs
| | |
ity batei || Zipi Counityi
| | [ | | =

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

T R Horne = Adrin =

| Welcome || Tracking ” Adrnin H Motifications ” Applicant Lookup || Provider Link |

Current User: Ngme Org Name: PreProd Screening Crganization - GRS XXXXXXXXXXXX Org Roles: Admin

Organization Profile = | Organization Users >

Users of (PreProd Screening Organization)

User ID | Last Mame | First Name | Middle Initial | User Login Mame | Role/Status

621 preprod admin admin

617 pprad admin admin

623 preprod tracker Tracker

G608 preprod screener Screenar @\
Tracker
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