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CASPER System Support

CHelp@centrawellness.org

(231) 882-2155
Typical Response Time: Monday-Friday between 8 AM-5 PM

For reporting issues, please provide the following information, if applicable:
e User Name

e C(lientID
e Screen (upper right corner)
e Section

e Steps you took and what happened
e Screen shots are helpful as well

All authorization/contract information is still handled by our CAPS department. Our IT
department handles tech support items and those should go through the CASPER Help e-
mail.

Also, we require that any confidential information (client identifying or confidential text or
imagines in the e-mail) be sent to us securely. We use a system called Zix for this. You
must set up an account in order to view/send attachments. Below is the link to the
instructions and information about Zix:
http://www.uapguide.com/centra-wellness-network/customer/introduction

This is the link to set-up a Zix account:
https://webl.zixmail.net/s/login?b=centrawellness

Contract providers must provide a signed CASPER system user access request prior to
utilization. Once this has been submitted, you will be notified of the login information.

We look forward to working with you!

Sincerely,

CASPER Help
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Claim Submission (AP) Left Side of Screen

1) Enter New Claims
‘ View authorized service and enter claims. +myPage

Case #:| Last Nam.:‘ [
Authorization Number:

[] Check this box to show all authorizations
If not checked, only authorizations that expired less than a year ago will be shown.

Search for Authorization
EARCH

Click on Enter HCFA-1500

Enter HCFA-1500
e —

4. A [ [ 3 F [ H 1 [J[K
nnlasnlsenu:i Procedures/ Service it |y co boal

POS| TOS Plan

Diagnosis| Charges.

From CPT/HCPCS| Mod(s)

| Copy| \ \ lsosor | | 1 [ |
+| Copy| | | [2ons | | |1 [
() Copy| \ \ \ | \ [ ]

Enter Claim Information

Click SAVE

Enter more claims if applicable

Left Side of Screen

Claim Submission (AP)

Step (2) - Review and Send Batch of Entered Claims to CMH for Payment
View a list of claim batches that have been entered. You can review the claims in each batgi‘and send batches to CMH to
request paymen

View Batch Info

7  Click on the Messages Icon (Top of Screen)

Message/Report -

< Adjudication Report for Batch Number xxxxxx (PDF)

——

Click on the Report Link and view the report

iew Claims in Batch

port
Submit Claims to CMH
View Batch Info

View Claims in Batch
Adjudication Report

Submit Claims to CVF
View Bafch Info
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VIEW/CORRECT/DELETE CLAIMS IN BATCH

@ Centra Wellness

~ CASPER

N’
L T Claien Submission (AP)
Claes Submsion (AP)
Wy Page \ . View aunanzed senice and enter cams.
Reports and
tep (2) - Review and Send Batch of Entered Claims to CMM for Payme|
View 2 15t of claim Danches Ihat Aave Deen entered You Can review 1he caims In each h ana
Change Pasywore request gy iments
Stop () - View Checks and Print
' Vi Caem uyrments Dy Chrch turmber g Sent eaginaton of Deoeits
' Vi A IN1OT 0 Dot regardions of urront SUs. This aption Can S useful &6 Koking up SRIONCE cams
» Ve B Iat 01 prowioor LA fOr CHonDs INAT 300 AUERCr 08 10 10CAND SOIVICES RO 0200 In provider Ofily ING CHIMS Maso by
A a5 prowiar wil D2 O5pEyed
Print Provider Authorization Verification Report
Frnt Provider Authonzation Verication Repatt « myfoge.
For Batch Dates hi
2 Claim j =
Batch Number Billeng Praviger |lun Date | emul MPE >
AciCalon Regor
Sl Clairs (o CH
‘wiew Baich inko
Wiew Comments
Achipdcalion Begoed
uiomi Clams o ChH
iew Diach bnlo
1 Claim(s)
Client Total Billed/
Claim Type |Claim# |Billing Provider Service Provider A Service Date Range Allowed/|
ccount # P
HCFA-1500 | View Change Delete
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VIEW CHECKS AND PRINT EOB

@('vnh'.\ Wellness g e CASPER

N
m m m Clasm Submission [AP)
Wy Page | . View aunanzed senice and enter tams
|
Reports and Downioads |
Step (2) - Review and Send Batch of Entered Claims to CMH for Payment
1 B View 2 ist of calm baaches thal Aave Deen Cntered YOou Can review 1he CRIms In £3ch S3kch ang Sead hanres 19 CMH 0
Change Passwore | TequEs puvy tnents
|
Stop () - View Checks and Print EOB
B VN O puyments Dy Chech tanber ang St N atOn Of Derwdts
View
' Vi A I8 Ot 0 hantonos regardions of ourront Stus. This aption Can Be useful A6 Kok up MRIONCE cams
View Client
» VO B InT 01 pOovioor CLaima FOr Chonts INAT 300 SIS od 10 1OCAND MOIVICES ROm 000 I provider Ofily INO CMIMS Maso by
‘ es orowader wil D2 Osped
Print Provider Authorization Verification Report
Prnt Provider Authonzation Yerfication Repat « myfoge.
| SEARCH
2 Checks
Provider

Erint Bemilance [Shor]
Print Remlance Advice
Ennt ECH

Print

Starting Check Date = Date Batch

was submitted

Choose Print Option
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VIEW ALL BATCHES AND CLAIMS

Batch Status: @) Ay L Unsent / Data Enry ) Sent 1o CMH for

I ’ Enter Batch Dates: -
3 | @

Batch Number lemmm« |moa- !mm Claims|  Tow!Billed/
L]

Payabie |
K Claim Data Entry 1 e Claims i Baich
View Comments
Adudcaton Repon

\View Balch info

Paid/ Sent to GL 2 View Clams 0 Saich
Adudcabon Repon

Print EOB Yiew Balch Info
Claim Data Entry 1 View Clayms in Baich
View Comments

Adpagication Repor
View Batch info

Adjudicated - Pending Approval

Batch Status =

Claim Data Entry = has not been submitted to CWN
Paid/Sent to GL = Payment has been made

Adjudicated — Pending Approval — Claim is being processed
by CWN
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Claim Submission (AP)
Stej - Enter New Claims

View authorized service and enter claims.

Step (2) - Review and Send Batch of Entered Claims to CMH for Payment

‘View a list of claim batches that have been entered. You can review the claims in each batch and send batches to CMH to
request payments. - myPage.

- P
‘ View claim payments by check number and print explanation of benefits, « myPage

View all Batches and Claims

gent status. This option can be useful for looking up historical claims. _+ myPage

View Provider Claims by Client

View a list of provider claims for clients that are authorized jflfceive services from logged in provider. Only the claims made by

' Print Provider Authorization Verification Report + myage

List of Place Of Service Codes

'View list of valid Place Of Service Codes used for HCFA-1500 Claim Entry. + myPage

Select a Client Record Last Mame First Mama AKA or Other Infcrmation
Please tipe in clients Case # of Last name and First infial and press SEARCH bo locabe I: [ ] |

the client. You may wish fo use a partial rame  you ane nol swe about the speling. Case W Madicaid ID III‘I‘IMM]

If you cannot find the client by name, you Mmay search on 55N, DOE, andior D # | | <

- Bhe gresater the number of orfiena entered e mone accurale ks S search. S5N []Opan Cases oray El

1 Client

Last Name First Hame Case # Case Holder ooE S5H

@ Claimys)
e Total Billed/
claim Type cuaim#  |Biling Provider Sarvice Provicer et Service Date Rangs ARowsar
Provider: ﬂrm:
T - ) A Claims
clien; [ [y (el ] e Ciaim -
ForDates: ——— - Jﬂm a2 f_:-cnmmm |:
- L Dutbound Commescial
Claim Number: () Encounters Oty
2 Ciaim(s)
Ciaim Type Claim # Billing Provider | Service Provicer |oier Service Date Range
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PRINT PROVIDER AUTHORIZATION
VERIFICATION REPORT

= Claim Submission (AP)
Stej - Enter New Claims

View authorized service and enter claims.

Step (2) - Review and Send Batch of Entered Claims to CMH for Payment

View a list of claim batches that have been entered. You can review the claims in each batch and send batches to CMH to
request payments. = myPage.

‘ View claim payments by check number and print explanation of benefits. + myPage

View all Batches and Claims

View a list of all batches regardiess of current status. This option can be useful for looking up historical claims. + myPage

View Provider Claims by Client
’ View alist of provider claims for clients that are:

to receive servicgs from logaed in provider Only the claims made by

Purpose: Find
authorization

Print Provider Authorization Verification Repad

List of Place Of Service Codes

View list of valid Place Of Service Codes used for HCFA-1500 Claim Entry. + myPage
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