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Goal of Today’s Training
• Department of Health (Department) regulations at 18 NYCRR
§487.4(e) establish a preadmissions process for Transitional Adult
Homes (TAHs).
• The process requires screening of prospective residents to determine
whether they may be a person with serious mental illness (SMI).
Depending on the screening results, a mental health evaluation may be
required.
• The Department has arranged for Kepro to conduct the screening and
the evaluations.
• Kepro will explain the process for TAHs to request screening and
evaluations, and how results will be communicated.
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Preadmission Screening (Current)
• Prior to any admission to a TAH, the operator must contact the
Department to request a pre-admission screening by sending the
prospective resident’s name, date of birth, guardianship information,
and Medicaid identification number.
• Currently, the screening request and the prospective resident’s
information is sent directly to the Department via the Community
Transition Upload tool on the Health Commerce System.
• If the prospective resident is not enrolled in Medicaid, the TAH must
indicate whether the pre-admission interview and/or medical evaluation
suggest a need for a mental health evaluation (MHE).
• The Department provides a response within three business days of
receiving a complete request.
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Preadmission Screening (Future)
• Going forward, TAHs will contact Kepro to request screening and
submit the prospective resident’s name, date of birth, guardianship
information, and Medicaid identification number.
• The TAH will submit a PSYCKES Consent Form, which will be made
available by the Department and must be signed by the prospective
resident.
• If the prospective resident is not enrolled in Medicaid, the TAH will
submit copies of the written summary of the admission interview and
the medical evaluation, along with an Authorization for Release of
Health Information (DOH 5032).
• Kepro will provide a response within three business days of receiving a
complete request.

5

Goals of the Revised Process
• Streamlined pre-admission process.
• Consistency of evaluations to benefit the resident/prospective resident.
• Consistency of records to benefit the TAH.
• Better QSIR data.
• Easier to provide records at survey.
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Screening Results: Information Needed
• Lack of Medicaid Information
• Currently, the Department contacts the TAH and ask if the
pre-admission interview and/or medical evaluation suggest
a need for an MHE.
• Going forward, Kepro will handle this outreach, and the TAH
should submit a completed Authorization for Release of
Health Information (DOH 5032).
• Kepro will determine whether an MHE is warranted.
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Screening Results: No Indication of SMI
• If the screening does not indicate that the prospective resident
may be a person with SMI, the Department communicates that
the TAH may admit the resident if all other admission criteria are
met.
• Going forward, Kepro will handle this communication.

8

Screening Results: SMI Indication
• If the pre-admission screening indicates the prospective resident may
be a person with SMI, the individual cannot be admitted unless:
• An MHE concludes that the individual is not a person with SMI; or
• An MHE concludes the prospective resident is a person with SMI, but
the individual is a former TAH resident and the operator obtains a
waiver from the Department permitting the individual’s admission.
• Currently, TAHs arrange for MHEs to be conducted using the Adult
Care Facility Mental Health Evaluation Form (DOH-5075).
• Going forward, to pursue admission when a MHE is required, TAHs
must contact Kepro.
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Requesting a Mental Health Evaluation
• When requesting that Kepro conduct an MHE, the TAH will submit:
• The summary of the resident interview;
• The medical evaluation; and
• A completed Authorization for Release of Health Information (DOH
5032).
• TAHs may provide additional information they believe will help Kepro in
conducting the MHE (for example, information from a treating provider).

10

Results of the Mental Health Evaluation
• Kepro will report to the TAH that the result of the MHE is:
• The individual is not a person with SMI, in which case the individual
can be admitted without an approved waiver; or
• The individual is a person with SMI and cannot be admitted absent
an approved waiver.
• Kepro will provide a copy of the completed MHE to the TAH.
• A TAH would use the completed evaluation if it wanted to apply for a
waiver for a former TAH resident.
• A TAH may also use the evaluation to help identify and meet the needs
of those individuals who are appropriately admitted.
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Consent Forms
• The Department will share copies of the two consent forms, pre-filled
as much as possible: the PSYCKES Consent Form and the
Authorization for Release of Health Information (DOH 5032).
• When requesting screening, the TAH must provide a completed copy of
the PSYCKES Consent Form.
• The Authorization for Release of Health Information (DOH 5032) will be
submitted at the time of a screening request, if the prospective resident
is not enrolled in Medicaid or lacks sufficient Medicaid history, or at the
point of requesting the MHE.
• TAHs must provide a copy of the signed consents to the prospective
residents.
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Waiver Reminder
• The request must be complete, signed, and on the correct form.
• The request must be for a former resident of a TAH requesting
admission to a TAH, with all pre-admission requirements met.
• The request must be approved pre-admission, or the TAH may face
enforcement.

NEW YORK ADULT HOME PREADMISSION
SCREENING AND MENTAL HEALTH
EVALUATION
Provider Portal Training & User Guide
Transitional Adult Homes

Agenda
1. Introduction
2. Provider Portal Overview
3. Registration for New Facilities
4. Logging In and System Navigation
5. Preadmission Screenings
6. Mental Health Evaluations
7. Viewing/Printing Outcomes
8. Questions and Answers

NY Assessment| Page 2

Introduction
General Dynamics Information Technology’s (“GDIT”) wholly-owned subsidiary
CSRA State and Local Solutions LLC, is New York State Department of Health’s
(NYSDOH) fiscal agent for the NYS electronic Medicaid program “eMedNY”.
Through eMedNY, NYSDOH has contracted with GDIT to provide New York Adult
Home Preadmissions screenings and Mental Health Evaluations.
GDIT has selected its long-term partner: Keystone Peer Review Organization,
Inc. (Kepro), as its subcontractor for this initiative. Kepro has been expertly
serving as GDIT’s subcontractor for the eMedNY Pharmacy Prior Authorization
Service (PPAS) since 2011.
Kepro was founded in 1985 by the Pennsylvania Medical Society. They are
designated as a Quality Improvement Organization (QIO) and are URACaccredited for Health Utilization Management, Case Management, Disease
Management, and as an Independent Review Organization. Kepro has vast
experience in serious mental illness (SMI) assessments, including in-person to
ensure individuals receive appropriate services in the most integrated setting.
The GDIT/Kepro partnership brings extensive expertise and experience to the
New York Adult Home Preadmission Screening and Mental Health Evaluation
program.

Contact Information
Toll-free: 888-612-1851

TAH_Assessments@kepro.com
Fax: 718-816-3560
Ellen Olsen, LCSW, MBA
Senior Executive Director
888-612-1851 ext. 4064
eolsen@kepro.com
https://NYassessments.kepro.com

NY Assessment | Page 3

NY Assessment Training

What is Changing as of February 1st?

Requirements for Preadmission Screenings and Mental Health Evaluations
have not changed. Transitional Adult Homes will continue to follow all
state regulations regarding the admission process.
NYS-DOH will continue with:
•

All oversight of the preadmission screening and mental health evaluation process

On behalf of the NYS-DOH, Kepro will be completing:
•

Preadmission Screenings

•

Mental Health Evaluations

Transitional Adult Homes:
•

Will now submit Preadmission Screening requests directly to Kepro

•

Will no longer complete their own Mental Health Evaluations on prospective residents
and will now submit MH Evaluation requests directly to Kepro
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Admission Requirements

Transitional Adult Homes must comply with Title 18 NYCRR 487 Standards
for Adult Homes.
TAH staff will contact Kepro to obtain a pre-admission screening to
determine whether the prospective resident may be a person with serious
mental illness, as defined in Title 18 NYCRR 487.2.
If the prospective resident is found to possibly have SMI, the TAH will
contact Kepro to complete a face-to-face mental health evaluation if
admission remains the goal.
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Admission Requirements

Kepro is providing a system to facilitate an efficient assessment process.
The provider portal is easy to use and has multiple advantages, but it is not
required.
• Prefer to fax in your requests and documentation? Fax to us at:
• 718-816-3560
• Prefer to send an encrypted email with your request and documentation?
• You must use your company procedures to encrypt your email and
send to us at:
• TAH_Assessments@kepro.com
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Kepro’s NY State Assessment Provider Portal
The new system is easy to use and has advantages!
•

Real-time status tracking

•

Faster results

•

Communicate with Kepro via messages and notes

•

Receive an email notification the instant the assessment
has been completed

•

Upload documents directly to the assessment case

•

Full access to consumer records (easier searches and case
creation)

To initiate the registration process, email Kepro at:
TAH_Assessments@Kepro.com
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Helpful Hints
•

You will need the NPI for your
facility.

•

The Administrator should be
someone on your team who will be
able to add and manage users in
the system.

Administrator Registration – Request Registration Code
Ready to Register?
•

Facilities only need to be registered one time. The person chosen to register the
facility will be the account administrator. This will be the first person to log into
the provider portal under the TAH facility account.

•

You will need to designate a Provider Administrator for your facility. This person
will need to add and manage all other users of the Provider Portal.

•

The Provider Administrator should email us at TAH_Assessments@kepro.com

•

Email us all of the following information:

•

•
•
•
•

Your Full Name:
Your Title:
Your Email Address:
Facility NPI:

•
•
•
•

Facility Name:
Facility Address:
Facility Phone Number:
Facility Fax Number:

You will receive a response email from Kepro within 24 business hours with your
registration code.
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Facility Registration – Create First Facility Account

Helpful Hints

Received your registration code from Kepro?

•
•

Bookmark the Provider Portal URL
for future use.
Be sure to use the same NPI that
you used when requesting the
Registration Code.

•

The Provider Portal is accessible at https://portal.kepro.com.

•

Click on the register here link under the LOGIN section.

•

Enter your facility NPI and the registration code that you received via email from Kepro.
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What to Know
•

Complete your Account Information by completing all required fields.

Fields that have an asterisk (*) by
them are required fields.

•

Complete the Contact Information section making sure to use your work email.

•

Add fax number then click NEXT.

•

Once complete, you will receive an
email to verify your identity and
begin multifactor authentication,
MFA.

•

You will receive an Email from Atrezzo with a link to register your new facility. Click on the
link.

•

The link in the email expires in 20
minutes.

Helpful Hints
•
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Facility Registration – Create First Facility Account

Helpful Hints
•

When choosing an authentication
method, you will be required to
enter an email address for both
options.

•

Most providers only choose the
Email option if you do not have
access to a direct phone line
(landline or mobile)

•

Click on the link within 20 minutes.
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MFA Registration

What to Know?
•

After clicking on the link, choose email or phone to register with MFA.

•

Email option example is below. Enter your work email address and click on send verification code.

•

The code will be emailed to your work email address within seconds. Add this code to verify your identity.

•

Create your new password, enter it twice, then click on create. You will be logged in and ready to go.

NY Assessment | Page 12

NY Assessment Training

New User Terms of Agreement
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Create New/Additional Users
Helpful Hints

What to Know
•

Click on Setup on the top navigation pane. You will land in Manage Provider Groups.
Always stay in this tab/section.

•

Click on the arrow on the far right to expand the section, or “open” the row.

•

Always use Manage Providers Groups
Tab

•

New users will receive an email from
our system that expires after 20
minutes. If this happens, they can call
us to assist.
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Create New/Additional Users

What to Know
•

After opening the row with your facility name and address, click on Add New User.

•

Create a username and complete all required information in the section, click Create.

Helpful Hints
New users will receive an email from our
system that expires after 20 minutes. If
this happens, they can call us to assist.
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Manage New Users
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Helpful Hints
•

•

Need to Deactivate, Update, or Change a Role for a User?

Always use Manage Providers
Groups Tab to change roles or
deactivate staff

•

On the Manage Provider Groups tab, you may select a user and edit a user’s information or delete the user.

•

To change user permissions, click on the Select Role dropdown and change to the desired access role, for
example to create another admin over the facility account.

Any role with “Admin” allows
the user to also create new
users

•

You can create as many other users and admins as needed to help you to manage your facility account.

NY Assessment| Page 16

NY Assessment Training

Two Types of User Roles
There are two types of user roles:

Recap!
•

Always use Manage Providers
Groups Tab to change roles or
deactivate staff

•

Any role with “Admin” allows the
user to also create new users

1. Provider Staff Account - this role can request assessments and view/print documents
2. Admin Account - this role can request assessments, view/print documents, and create new
users, change user roles, or deactivate users.
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Homepage Overview

What to Know?
•

When you log in, you will see the Home Page. There are several ways to search for consumers and cases in the Provider
Portal. You will use CREATE CASE when creating a new request for a prescreening or mental health evaluation.

•

You can also review the status of submitted cases, which can be done from the home page by choosing CASES or
CONSUMERS.
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Search all Cases in your Facility Account

What to Know?
•

Click on Cases and fill in all required filters. For case status, you will only use Submitted (we are working on the assessment) or
Completed (it is finished and ready to print) for Case Status.

•

Click on the Case ID in blue to enter and view all details within the case.
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Search Consumer – Cases by Consumer

What to Know?
•

Click on Consumers. Enter last name and DOB. Click on Search.

•

Click on the correct Consumer’s name in blue to enter the Consumer record.

•

In the “Cases” section, view all cases by case status and case type. Click on the blue case ID to enter the case and view all case details.

•

Shortcut – You can even create a new case on this person by clicking Create Case.
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Search Consumer – View Cases

What to Know?
•

When you expand the row, you will see all cases for that individual.

•

You can sort by any of the column headers.

•

Click on the Case ID number for any submitted or completed cases to view the outcome or print letters.
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Create New Case Request for Prescreen or Evaluation

What to Know?
•

To request a preadmission screening or MH evaluation click CREATE CASE from the top navigation pane. Case Type is always Assessment and
Case Parameters are always NY PAAH.

•

Search for the consumer using last name and date of birth.

•

If the correct consumer match is found, you can click on the button left of SELECT MEMBER and click NEXT to proceed with the case.

•

If a consumer match is not found, you will be able to add the consumer to the system by clicking on

Helpful Hints
•

Enter the full last name when
you search.

•

If you do not find the person
in your facility account, you
will add them to the system.
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Create Case – Add New Consumer

What to Know?
•

After you click on +ADD TEMPORARY CONSUMER, add all required fields.

•

Contract and Plan dropdowns will always be NY PAAH

•

Complete consumer information for all required fields*

•

Click on Next to create the consumer record.

•

Click on Create Case.
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Helpful Hints
•

It is best to add a person’s current
location in the address section
unless unknown.

•

Selecting “Use Facility Address” will
populate the address information to
match your facility and should only
be used if the current location or
mailing address is unknown.

•

All fields with a red asterisk are
required.

Add New Consumer
What to Know?
•

The contact address that you enter should be the person’s mailing address or their
current location.

•

Please always add their Medicaid ID Number.

•

When finished, click on Next to load the consumer information and then click on
Create Case
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Create Case – Enter Case Details

What to Know? Only two rows are always required. Request Detail and Documents.
•
•
•
•
•
•

Once you have created a case, you must complete the Request Detail and Documents sections in order to submit the request to Kepro.
To open any section, click the down arrow all the way to the right side of the section row.
Once the Request Detail row is open, choose NY PAAH in the Assessment Type dropdown.
Choose Preadmission or Mental Health Evaluation Request Type dropdown
You must upload Consent for Preadmission requests and a Release of Information for Mental Health Evaluations.
Once required documents are uploaded, click on Submit.
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Create Case – Upload Required Documents

What to Know?
•
•
•
•
•
•

Open the Documents Row. Choose Preadmission or Mental Health Evaluation Request Type dropdown
Click on
Preadmission Cases: You must choose “Consent Form” in the Document Type drop down so the system recognizes your
form.
MH Evaluation Cases: You must choose “DOH 5032 Release Form” in the Document Type drop down so the system
recognizes your form.
Browse and choose file. Click on Upload.
Once required documents are uploaded, click on Submit.
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Case Status – In Review

Once the case request has been submitted to Kepro, the status will appear as
•

The case will not show a REASON or OUTCOME until it is either pended for additional information or completed.

•

The case will move into completed status once we have made a determination. Letters/Forms can then be printed.
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Helpful Hints
•

New documents can be
uploaded directly to case
at any time.

•

If a case is pended, we
will reach out to you for
additional information
or documentation.

Case is Pended for Additional Documentation

•

When a case is pended it means we need additional information or documentation, such as the
TAH Interview and Medical Evaluation.

•

We will reach out to you for this information via the system (notes/messages/letters) and by email
and phone until received.
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View Outcomes and Print Letters

What to Know?
•

The REASON tells you how the Case was completed (has or does not have SMI).

•

The OUTCOME lets you know if the individual can admit to the TAH (may or may not admit).

•

The notification/form will provide all details and will be faxed directly to the TAH and can be found under the Letters/Reports tab.
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Review Outcomes and View/Print Letters
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Helpful Hints
•

Please make sure we have your
most up to date contact
information.

•

We need a facility email address
and/or fax number for
notifications.

•

After clicking on the Letters/Reports tab, you will see blue links to the letters in PDF format.

•

Kepro will fax a copy of the determination letter once completed to the contact information
that we have on file.
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Case Requirements and Time Frames

Preadmission Screening
• Kepro will access the New York State Office of Mental Health Psychiatric Services and Clinical
Enhancement System (PSYCKES) to review all information on the individual’s Medicaid behavioral
health services. This requires that we have a copy of the consent form on file.
•

Make sure to send the consent form or we cannot start the case.

•

Documents can be uploaded, emailed to us at TAH_Assessments@kepro.com, or faxed to us at
718-816-3560.

•

Preadmission screenings will be completed within 3 business days of the request.
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Prescreen Outcomes

Detailed information regarding the determination will be found in the notification letter.
Possible Outcomes:
• Meets SMI Criteria - Cannot Admit without Evaluation
• Does Not Meet SMI Criteria - Can Admit
• Unable to Determine - Not Enough Medicaid Information (cannot admit without an evaluation)
Screening was not completed. Will Need a Screening prior to Admission:
• Administrative Closure due to Case Withdrawn, Discharged Elsewhere, or Incomplete Referral.
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Case Requirements and Time Frames

Mental Health Evaluation
•

Kepro will complete a face-to-face evaluation once all required documentation has been received.

•

Make sure to send the following documentation to avoid an administrative closure:

•

•

•

Authorization for Release of Health Information (DOH-5032)

•

Completed OMH PSYCKES Consent Form (completed with initial screening request)

To be submitted with the initial screening request when there is not enough Medicaid history, or when a mental health evaluation is
requested:
•

Medical Evaluation (including a medication list

•

Summary of Interview by Adult Home

Additional supporting documentation that will assist the evaluator in completing the evaluation may be submitted with the request
for a mental health evaluation (accompanied by appropriate consent forms). Examples are:
•

Minimum Data Set (MDS), if residing in a nursing facility

•

Treatment Notes from a behavioral health provider

•

Documents can be uploaded, emailed to us at TAH_Assessments@kepro.com, or faxed to us at 718-816-3560.

•

MH Evaluations will be completed within 7 business days of the request.
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MH Evaluation Outcomes

Possible Outcomes:
• Confirmed SMI - Not Suitable for Admission without a waiver
• MH Needs Can Be Met in ACF - Suitable for Admission
Evaluation was not completed. Will Need a MH Evaluation prior to Admission:
• Administrative Closure due to Case Withdrawn, Discharged Elsewhere, or Incomplete
Referral
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Review Case Notes & Messages

What to Know?
•

Messages from Kepro about the case will be accessible from the MESSAGE CENTER on the top navigation pane as well as directly within the
CASE in the Messages tab. Kepro will also add notes to the case that can be viewed at any time.

•

You can add additional documents within the Case Overview section and add or view notes within the Notes section.
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Additional Resources & Support

Contact Info
Toll-free 888-612-1851
TAH_Assessments@kepro.com
Fax: 718-816-3560
https://NYassessments.kepro.com
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