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Provider Contract Management System (PCMS) — ASAP User Guide

Introduction

This guide provides detailed instructions for using the Executive Office of Elder Affairs’ (EOEA) Provider
Contract Management System (PCMS) web-based application. It is intended for use by Massachusetts Aging
Services Access Points (ASAPs). In 2024, the system has been expanded to include non-Homemaker
services.

It is divided into 3 main sections:

e Section 1: PCMS System Access
e Section 2: Homemaker (NOI) Applications and Contract Management
o A system overview and a step-by-step walk-through of the contracting process for
Homemaker, Personal Care, and Supportive Home Care Aide services.
e Section 3: [NEW IN 2024] Non-Homemaker/Personal Care Service Provider Contract Management
o A step-by-step walk-through of the contracting process for Non-Homemaker/Personal Care
services.

Homemaker/Personal Care NOI functionality has not been changed with the addition of the non-
Homemaker/Personal Care services in 2024. You will notice that there are 2 clearly marked tabs on the
home page, one for Homemaker/Personal Care NOI, and one for Non-Homemaker/Personal Care services.

Homemaker/Personal Care NOI Tab:

AgeSpan Inc. - You are currently viewing NOI Information

NOI Information = Mon-Homemaker/Personal Care Information

Applications that need Review / Accept / Reject

Non-Homemaker/Personal Care Tab:

AgeSpan Inc. - You are currently viewing Non-Homemaker/Personal Care Information

NOI Information | Non-Homemaker/Personal Care Information

All Adminstrative Overviews available for Review

Drag a column header and drop it here to group by that column

Provider Name Y  Provider Name DBA T FEINZ T | Non-HM Service Offered




Executive Office of Elder Affairs September 2024

Contents
To 1 d oY [V AT ] o DR T PSP PR PRRPPRT 1
107 01 (=T 01 OO PPPPPPTOPIR 2
REVISIONS ..ttt ettt ettt e e s et e e s a e e e s et e e s e b e e e s aanee 3
PCIMS SYSTRIM ACCESS «ieieieeeieie ettt ettt e e e e e e e e e e e e e e s e e e e e e e s e e e e e e e e e s aeeeeseeaseaeaeeeaesesaeesessessasenaneneenaeans 3
Working With Grids in the PCIMIS ...ttt et ae e e e eta e e e et e e e e esabaeeeesabaeeeenntaeeeenrenas 3
L1 1= o o= PPN 3
Y o] o {1 o= ST PSP PP TSP PPTPPPPRRORIN 5
LCT o U] o T aT = o3V 6o ¥y oY o VUSSP 5
Homemaker/Personal Care (NOI) Applications and Contract Management ..........cccveveveeeeeeeccieeccieeeceee e 6
HOMIE Pag . e a e e e e e e e e e aaaaaaeas 6
INOI — OthEr SECLIONS ..ttt ettt et e st e s bt e e s bt e s bee e s bteesabeeesabeesabeesabeeesabeesabeeesteesasaeenans 7
Y= [ ol T P O PO T O PO TSP UU TS PPPOTOPPPRUPOIOt 7
ADOUL & CONTACT et eutiiiiiieitie ettt ettt e rt e st e bt e s bt e e abeesabeesabeeesabeesbteesabeesabeeesabeesabbeennseesabeeesareean 7
Homemaker/Personal Care NOI Process — Step DY STEP...cuuiiiiii ittt ettt ettt et eanas 8
NEW APPIICALION AFTIVES ...veiiiiiiee ettt e et eeeett e e e e ette e e e etteeeeebaeeeeebaeeeeaabaseeeanbaeeesansessesassnsesanstesesanssneanannes 8
Accepting/Rejecting an APPHCATION ......ccviiiiiii ettt ettt e e e et e e et e e e eteeestaeeebeeeeabeeeabeeeteeesaresenees 8
VT VT o= T 0o T4 | = ol (PP P PPPPPPPPPPP 9
Rate Negotiation and EXECULING CONTIACE ...ciiiciiiiiiiiiie it cceee et e st e e e e e rarr e e saeaeeeesntaeeeennnreeeens 10
After Contract is FINAIZE .....coui it sttt s e eaee s 12
CoNLract AMENAMENTS .....eeiiiiiiiiee ettt st e e st e st e s b e e e s b e s be e e s seeesabeeesnneesareesneeesnneesane 12
Non-Homemaker/Personal Care Administrative Overviews and Contract Management .........cccccceveeeeveeennenn. 13
Non-Homemaker/Personal Care WOrkflow in The PCIMIS........eeeveiiieiiieeceeeeeee e e eeeeeeteee e e s e eeenaeeeeeeesssessnsneseeees 13
Non-Homemaker/Personal Care HOME Page.......ccuiviiiiiiiieenieeciee ettt et este e teestaeeveesteestaesteesavesaveenbeebeenns 14
Using the Status field in the AdmiNistrative OVEIVIEW........coocciiiiiiiiiie et esaaee e 16
Notes in the AdMINISTrative OVEIVIEW ........cocuiiiiiiiierierieeie ettt s sr e s e san e s neens 17
A NOte aboUt NON-HM/PC AEaChMENT A’S .eeeeiiieeeeeeeee ettt et e e e e e eee et eeeeeseassraeeeeesesssasasaeereeessssassrsrereeeees 20
PCMS Application SUPPOIt & USEr REQUESES...ccccieeiiiiiiee e e ettt e e e e e escreree e e e e e e e b are e e e e s s e e nabreeeeeesesaannrenneeens 20
NOI Process OVErvieW FIOWCRAIT ...c..eoiiiiiieeceeeee ettt st s s s e 21
Appendix A — Resetting Password and Multifactor Authentication Settings........cccccevvciveeiecviee e 22
How t0 Reset YOUTr PassWOrd (SEIf-SEIVICE)...uuuiii ittt e e e e eeabr e e e e e e e eeabaraeaeeeas 22
How to Manage Multifactor Authentication SETINGS ........ueiiiciiiieeciee ettt e e e e e e e sra e e e e earreeeens 24



Executive Office of Elder Affairs September 2024
Revisions
Date Version Description Author
July 12,2016 | 1.2 Final draft completed Andy Grigorov
July 15, 2016 | 1.3 2 minor edits, p. 6 and 7. Andy Grigorov
July 19,2024 | 2.0 Non-Homemaker/PC updates throughout Andy Grigorov
August 6, 2.0 First draft completed Andy Grigorov
2024
September 2.0 Final version published Andy Grigorov
10, 2024
PCMS System Access

ASAP PCMS users must first have access to the UMass Single Sign on portal. User requests should be sent to
SIMS Support using the Elder Affairs Ticketing System (EAST). When the account is set up, the PCMS icon will
be added to your UMass portal page.

Instructions on how to reset your password and Multifactor Authentication (MFA) method can be found in
Appendix A.

Working With Grids in the PCMS

The grids located on the home page in the PCMS application allow an ASAP user to filter and sortin a
multitude of ways.

Filtering
At the top of each column is the column name, and a filter symbol: T . Clicking on that symbol displays your
filtering options for that column.

For example, if you want to view only providers who have an active contract you could follow these steps:

1. Inthe All Providers... grid, click the filter symbol at the top of the Has Contract(s) column to display

options:
Drag a column header and drop & Here 10 group by that column
Frovider Name T App Stalus T Aop Slabus By T App Satus Date T App Updated T Has Conbractis)
Alied Home Health Care Regetted UMASSMED\RedF WG 14606 P 12172015 1:20:31 PM s
215t Certury Homé Carng ALcepted UMASSMEDReIF 12172015 1:44:21 PM 12M72015 1:43:21 PM Yies
Provigental Accepted UMASSMEDC \RedF 2HANE 2554 FM 12MT2015 24435 FM Yes
Al Home Senior Care, Inc Accephed UMASSMED\RedF 12MT2015 225922 P Yes
Home Care Accaptod Mo
Sg-provider-4 ALCRpbE TIS20NE 1128032 AM TISAMG 1212229 PM Yes
2-t0st-DE2418 AL LRpbad WR2NE 103539 AM TISD0N6 1022017 AM Vs Vigrw Pronadeer
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Note that under Show items with value that, you have many options. In this case Is equal to works well for
my desired outcome.

2. Enter “Yes” in the text field and click the Filter button to capture all providers with existing
contracts.

Show ftems with value that

ts equal fo "
Yes

And »

Is fgqual 1o v

Gear

The grid now only shows providers who have contracts:

Prowider Mame T App Status T App Status By T Agp Status Date T App Updated T Has Conftract{s) T
Allied Home Health Care Rejected UMASSMED\RedF 222016 1:45:08 PM 12ZHT2015 1220:31 PM Yes
21st Century Home Carng Accepied UMASSMED\RedF 12M772015 1:44:21 PM 1210772015 1:43:21 PM s
Providentzal Arcepied UMASSMED\RedF 222016 2:25:54 FM 1ZATR2015 24435 PM s
At Home Senior Cane, Inc Actepled UMASSMED\ReaF 12HE2015 10:43:42 AM 12HT2015 25022 PM Yes
ag-provider-4 Accephed UMASSMEDMGAgoroA TER2016 11:28:32 AM TS016 1221226 PM Yes
ag-lest-062416 Accepled UMASSMEDAGrigoroA, TIS/2016 10c38:29 AM TISR016 10:20:17 AM e
-est-0T0616 Artepted UMASSMEDAGgonnA, TIGF2016 1:48:23 PM TIG2016 1:10:06 PM s

For some filtering jobs, it may be easier to change the Show items with value that selection to Starts with. In
the example below the Provider Name column is being filtered to show only providers whose name starts

with “AG”.

Proviider Name

Alied Home Health Cafe
215t Century Home Cang
Provwidential

Al Home Senior Care, Inc
ag-provider-4
ag-test-062416

ag-test-0TDE16

T3y app Status

Show items with value thatt g

T App

Starts with

ag

And -

I3 equal to

Arcepbed

LINLA

Adding this filter results in the grid shown below, only showing providers whose name starts with those

letters:
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Provider Name Y App Status Y | App Status By App Status Date Y App Updated T | Has Contract(s) T | Commands
ag-provider-4 Accepted UMASSMED\GrigoroA 7/512016 11:23:32 AM 71512016 12:12:29 PM Yes Wiew Provider
ag-test-062416 Accepted UMASSMED\GrigoroA 7/5/2016 10:33:39 AM 7/5/2016 10:20:17 AM Yes Wiew Provider
ag-test-070616 Accepted UMASSMED\GrigoroA T/6/2016 1:48:23 PM 7/6/2016 1:10:06 PM Yes Wiew Provider

s o i 1-3of3items  ©

*Be sure to clear filters after you have used them, unless you intend to keep them in place. The clear option

is available when you click the filter symbol. If you do not see the information you expect in your grid, it

could be because a filter is in place that needs to be cleared.

Sorting

Simply click on a column header to sort by that column’s data. A small arrow indicates that the grid is being
sorted by that column. In the example below, the grid is sorted by the most recent App Update, most recent

first:
Provider Name Y App Status Y App Status By App Status Date Y| Aop Upcated v £ Has Contraci(s) Y Commarnds
ag-test-070618 Accepled UMASSMED\GrgoroA T/2016 1:4823 PM T/R2016 05 P Yes View Provider
ag-provider<4 Accepted UMASSMED\GrigoraA 7752016 11:28:32 AM TIS2016 121220 PM Yes View Provider
ag-test-062416 Accepted UMASSMED\GrigoroA /52016 10:35:39 AM 11520 020017 AN Yes View Provider
Home Care Accepted UMASSMED\RedF 16 20339 PM No View Provider
At Home Senior Care, inc Accepted UMASSMED\RedF 12182015 104342 AM Yes View Provider
Providential Accepted UMASSMED\RedF 222016 22554 PM 1211772015 24436 PM Yes View Provider
!

Grouping by Column

At the top of each grid you have the option to group by any column. This is achieved, as indicated in the text
at the top of the grid, by dragging a column header and dropping it at the top of the grid.

All Providers for BayPath Elder Services

Drag a column haader and drop it hane 19 gnoup by that column

Provider Name T | App Status T App Status By T App Status Date T App Updaed * T | Has Contrachis) T Commands

a-tess-0TDEI0 Accepied URAASSMZINGNQoNDA TR20M6 14523 PM TA2006 110006 P Yes View Provicer
W EIOVIdeTS Accapted URAASSMEDNGAQOnA TIS2076 11:28:32 AM TISZOG 121225 PM s Wigw Provice
-test-052476 Accepted URASSMEINGNOonA Tro206 1003830 AM TS2006 10T AM Yes Wiew Provices

The screen below shows the same grid after the Has Contract(s) column has been dragged to that location
on the screen. Note how the display of the data has changed to reflect this grouping choice:
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All Providers for BayPath Elder Services

- Has Contract(s) x

Provider Nameo Y App Status Y App Stabus By Y App Status Date Y App Updated v Y Has Contraci(s) Y Commands
+ Has Contract(s): No

Home Care Accepted UMASSMED\RedF 2272006 20336 PM DU LATI2PM No View Provider
+ Has Contract(s): Yes /
2003070616 Accepied UMASSMEDWGngorcA TR2016 14823 PM /82018 11008 PM Yes View Provides
35-provider4 Accepled UMASSMED\GrigoroA TAS2016 112832 AM TS2016 121220 PM Yes View Provider
3p-test-062416 ALcepied UMASSMED\GrigoroA 71572016 10:38:32 AM 1020017 AM Yes View Provider
Al Home Senior Care, Inc Accepted UMASSMEDRedF 12/182015 104342 AM 12172015 25922 PM Yes View Provices
Provicenta Accepled UMASSMEDWRedF 222016 22554 PM 12NT2015 24836 PM Yes View Provider
21st Century Homa Care Alcepled UMASSMEDWRedF 12172015 1:4621 PM 1217/2015 14321 PM Yes View Provider

To undo this grouping display, click on the X next to the group item:

- Has Con‘n'act{{ ]

Homemaker/Personal Care (NOI) Applications and Contract Management

Home Page
The NOI application home page consists of two main sections, or grids:

1. Applications that need Review / Accept / Reject — This grid displays providers associated with your
ASAP whose application you have not yet approved or rejected

2. All Providers for [Your ASAP] — This grid displays all providers associated with your ASAP that you
have taken some action on (Accepted / Rejected / entered into a contract with)
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Andy Grigorov@eoeaonline.or

@ EOEA Contracting

Home  Search  About  Contact  Manage System  Download

AgeSpan Inc. - You are currently viewing NOI Information
NOI Information | Non-Homemaker/Personal Care Information
Applications that need Review / Accept / Reject Clear Filter(s)
Drag a column header and drop it here to group by that column

Provider Name Y AppStaius Y | Status Date Y StaiusBy Y AppUpdated Y  Commands

o > 1-1oflitems ¢

All Providers for AgeSpan Inc.

Drag a column header and drop it here to group by that column

Provider Name Y AppStaus Y App Status By Y App Status Date Y AppUpdated ¥ Has Contract(s) Y Commands

AG-Test Provider 2016 Accepted Andy. Grigorov@eoeaonline.org 8/21/2023 2:41:13 PM 8/21/2023 2:40:15 PM Yes View Provider
Associated Home Care Submitted UMASSMED\GrigoroA 7/8/2016 2:35:00 PM 7182016 2:35:00 PM No View Provider
ag-test-070616 Accepted UMASSMED\TitoneJ 782016 9:54:33 AM 71612016 1:10:06 PM Yes View Provider
ag-provider-4 Accepted UMASSMED\TitoneJ 7/6/2016 10:38:29 AM 752016 12:12:29 PM No View Provider
AG-test-provider-2 Accepted UMASSMED\TitoneJ 7/6/2016 10:31:34 AM 6/29/2016 1:14:38 PM Yes View Provider
AG-Demo-062316 Accepted UMASSMED\Titone) 6/30/2016 10:53:40 AM 612372016 2.36:15 PM Yes View Provider

“ o4 o 1-60fbitems (5

For more information on using filters and sorting grids, go to the Working with Grids in NOI section of this
guide.

NOI - Other Sections

Search
ASAP users can conduct a search to identify providers who cover specific towns in this section of the NOI.
Click the Search heading to access this feature:

P

@ EOEA Contracting

Home Search About Contact Manags System Download

Provider Search

Enter town(s)

Search

© 2024 - EOEA Contracting System

About & Contact
These sections simply contain basic ASAP facts & information about EOEA. Future versions of the NOI may
enhance these sections.
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Homemaker/Personal Care NOI Process - Step by Step

New Application Arrives

ASAPs learn of the arrival of new provider applications by logging into the PCMS system regularly. There are
no longer email notifications sent to ASAPs to alert them. A new application appearing on your ASAP NOI
home page as shown below indicates that this provider has been approved by EOEA to pursue ASAP
contracts.

1. Click the Accept Reject button in the Commands column to open the application.

2. Open and review the provider’s responses in each section of the application. To expand a section,
either click directly on the section itself or click the arrow to the far right of the desired section. Do
the same to collapse sections.

To expand or collapse all sections at once, click the + - symbols near the top of the screen.

HNOH Application for ag-test-070616 D

1. Prosvger Corporate Data L

2. st Rate Calulaton L

3. (Full Tiere Ecuivalint) Werker Count "

B — Click section to expand or collapse
B ARAP Salection and Towns Senics Abdty

6. Bervce Caabaty -
T. Chent | Servics Coondiralion

8. Chent Tracking -
8. Staffng Structure *
10. Mrng and Equal Opportunty -
11. Stafl Supenision

12. Billing Verfication

13, Pobies and Procodures L]

=

Accepting/Rejecting an Application
3. Inthis example the ASAP is accepting the provider’s application and will pursue a contract. When
your review is complete and a decision reached regarding the application, add a comment at the
bottom of the page in the Review Notes section. This comment will be visible to the provider. Then
click Accept.
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B. Clardl Teacking

{ % Stafing Syt
d 10 HEng e Egudl Dpporsandy
] 11 ST Sapnsaon

12 Bilng Venficaton

13 Policias and Procadures

e A

-

Rirwsrw Motes:

/

Applacatign raviaeed 3o Bookpied TIEEE by Bd Smih, Contract Menager, BapPath Blder Barvias.

— —

This will return you to your home page. You will notice that the accepted application is now in the lower All

Providers... section, because you have taken an action on it. Note that you can filter and sort using the

various column headers, including application status, and whether or not a provider has an active contract

with you.

Dng 2 column header and drop & here b group by Fat column

Applications that need Review [ Accept [ Reject

Prowier fuame T App Status ¥ Ststus Dais T | Sestus By T dpp Updsted T Commands
“ ° C Ho fems fo display &
All Providers for BayPath Elder Services
DBy & 20T heBder and 10 il e B QIowD by Mat 2 okemn
Prowider Hame Y App Sisbs T App Siahns By Y App Sisbes Dade App Updated T Has Condmeciis) Y Commands
Aleed Home Health Care Rejecied UMASSWEDNRedF 2RT0N6 1:458:08 PM 1270185 120 P Yes View Provider
st Contury Home Care Azcephed UMASSWENRedF 12ATRS 14421 PM 12072015 1432 P e “View Provider
Pagwicential Arveplsd UMASSUENReSF 220006 235:54 P 1272015 24438 Pl e View Privides
A1 oM Senir o, In: Azoapted UMASSUENR e 12N S5 100E3 4T AM 1TR015 25922 Pu el View Provided
Homm Can Aspipted UMASSIIECNRGF 620030 BW 2 TITIIEM Mo Vigw Provied
Bgeprovicer4 Acceping UMASSIECAGrgori, TISCONG 11:20:X3 AM TIS2016 121205 P s View Provides
ap-lest. 05246 dzrepled UM SSLE DNGrgorna. TIS0N6 10038338 AM TIS2NE 1002017 AW Yes View Provider
| op-test-0TDEIE Azcephed URLASSILIE CRGrgoend, TRODNE 1:48:23 PM TS 1:30:08 P Ho “Wiew Prowider

Pursuing a Contract

4. To move forward with the contracting process, click View Provider in the appropriate row.

5. Click the Add Contract button. You also have the option to view the application from this page.
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Contract Statuses for ag-test-0706186

=

6. This opens the contract creation page. Under Contract Details, enter the performance of service
date information as desired.

Create New NQOI Contract for ag-test-070616

This page will allow you to enter specific NOI confract information. The information you enter on this page will appear in the contract and become part of the agreement between

the ASAP and Provider. The ASAP contract manager is the only user that can enter and edit this information on this page.

Contract Details

Performance of service shall begin on or about: 7i6/2016

Performance of service shall end on our about: 630/201%

7. Review the cities and towns to be serviced by the provider.

Rate Negotiation and Executing Contract

8. Review the Contracted Unit Rate section, and the corresponding Rate Sheet completed by the
provider. To negotiate a rate, enter your counter offer next to the appropriate service. To enter a
rate, use the arrows or enter the rate directly into the field.

Contracted Unit Rates

Seloct Senvee Deserignen Unil R (15 Min) Hourly Rabe (Calculaied)

Fi Homemaier - 42 5418 = S1E 6D Fiate Sheet

9. Add a comment at the bottom of the page noting your action. Always include the date, your name
and organization in any comments. Then in order for the provider to review and make a counter
proposal, click Save Contract for Provider Review. You must click this option to execute a contract.
The ASAP is able to execute a contract without any provider action taken.

10
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Unit Rate Comments |Tptional]

TSI Mevw propossd uil inte for Homemalosr - 42+ = 34,154 B2 Smith, Contract Mamager, BayiPam Elser Servicas

Sares Corires Sre Tomdras? o Prosecir Raes C il

At this point the provider can again view the status of the contract, review the rate proposal that you have
made and make a counter offer. Whether or not this process occurs within the system or in person/by
phone the rate is negotiable up until the time when the ASAP executes the contract in the NOI application.

10. Print out the Contract Hard Copy when you are ready to execute the contract. The provider’s
information, including the final negotiated rate, is automatically transferred to the contract
document. Sign and send by post to the provider for their signature. Make the fully signed copy
available for upload by scanning and saving it to your computer.

Contract Statuses for ag-test-070616

Acg Conmact W ADDEE ol

Ravirwatie Corfract for TR0 - GOV0% Eoe Cortrac! | Esacute Conteact

> Updated Dy 85-1ent- 070010 - Wednesday, Ady 6. 2016 228 11 P

11. When you have the signed Contract available, click Execute Contract.

Contract Statuses for ag-test-070616

Add Conteact View Apgie ston

TR0 - 0209 Ede Coraras Crecwte Contact

Updated By SFTISTUTDTE = TEaiiedey. July 6. 2016 22611 Pw

12. Click Select Executed Contract, locate the signed contract saved on your computer system, and open

to upload it.

11
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Execute NOI Contract for ag-test-070616

Upload Signed Contract

Select Executed Contract

Execute Contract Cancel

13. Finally, click on Execute Contract on this same page:

Execute NOI Contract for ag-test-070616

Upload Signed Contract

Executed Contract For TIra16 - 873002018

Esibouts Coriris Lol

After Contract is Finalized
Once the contract is executed, you have additional options available to you when you view this provider’s
information in the NOI system.

Contract Statuses for ag-test-070616

Add Contract View Application
‘ Amend Contract ‘
Executed Contract For 72016 - 67302019 Cancel Contract | Amend Contract | View Contract
“L:a Signed Confract Hard Copy Replace Contract PDF

!

Replace Contract PDF (in case
wrong document was uploaded)

| View/print contract anytime

Contract Amendments
Clicking on the Amend Contract button opens the page below, allowing for the modification of geographic
service areas, negotiated rate(s), and provider name for an approved contracted provider.
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Any change initiated by the ASAP can be printed, saved, or saved for Provider Review (which allows provider
edits.) The amendment effective date must also be entered.

Amendment Details for ag-test-070616

Section I, Period of Performance

Effective date of original contract: Wednesday, July 8, 2016

Current end date of contract. Sunday, June 30, 2019

Amended end date of services under contract: 6/30/2018
Aftachment C shall be amended o the following geographic arcas
Negotiated Unit Rate(s) contained in Attachment D shall be amended as follows v

Provider name is amended to reflect an official change v

Save Amendment Save Amendment for Provider Review Cancel

End Homemaker/NOI Section

Non-Homemaker/Personal Care Administrative Overviews and Contract
Management

Non-Homemaker/Personal Care Workflow in the PCMS

Below is a High Level Overview of the Non-Homemaker/Personal Care Workflow. Details on key steps
follow.

Provider registers and

ASAP

contract?

Can leave as-is, defer
to a later date

ASAP instructs

Service Specific

logs into PCMS; interested provider to complete Addendums contract in PCMS,
Submits Admin in Service Specific —> submitted, ASAP  —»| sends to provider for
Overview pursuing YES Addendumi(s) reviews signature

ASAP creates

13
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AgeSpan Inc. - You are currently viewing NOI Information

NOI Information | Non-Homemaker/Personal Care Information

Applications that need Review / Accept / Reject

Drag a column header and drop it here to group by that column
Provider Name Y | App Status Y  Status Date Y | StatusBy

Mo« o
All Providers for AgeSpan Inc.

Drag a column header and drop it here to group by that column

Provider Name Y | AppStatus Y App Status By Y | App Status Date
AG-Test Provider 2016 Accepted Andy Grigorov@eoeaoniine.org 82112023 2:41:13 PM
Associated Home Care Submitted UMASSMED|GrigoroA 71812016 2:35:00 PM
ag-test-070616 Accepted UMASSMEDITitone. 71812016 9:54:33 AM
ag-provider-4 Accepted UMASSMEDITitone.) 1612016 10:38:29 AM
AGtest.provider-2 Accepted UMASSMEDITitone.) 71612016 10:31:34 AM
AGDemo-062316 Accepted UMASSMEDITitone. 6/30/2016 10:53:40 AM
o« o

App Updated
812112023 2:40:15 PM
7182016 2:35.00 PM
71612016 1:10:06 PM
7152016 12:12:29 PM
612912016 1:14:38 PM

6/23/2016 2:36:15 PM

Y  AppUpdated

Y | Has Contract(s) Ad
Yes

No

Clear Fitter(s)

Y | Commands

1-Toftitems ¢

Commands
View Provider
View Provider
View Provider
View Provider
View Provider

View Provider

1-6ofbitems ¢

1. Click on the Non-Homemaker/Personal Care Information tab. The layout is similar to the NOI page:
Providers in need of review in the top section, all providers in the lower section.

AgeSpan Inc. - You are currently viewing Non-Homemaker/Personal Care Information

NOI Information | Non-Homemaker/Personal Gare Information

All Adminstrative Overviews available for Review

Drag a column header and drop it here to group by that column

Provider Name Y | Provider Name DBA Y | FEIN Y | Non-HM Senvice Offered
Test Provider-WMEC Test Provider-WMEC 12354863 Grocery Shopping & Delivery, Home Delivery of Pre-Packaged Medication
“ < o

All Non-Homemaker/Personal Care Providers for AgeSpan Inc.

Language Search:

Town Search:
Drag a column header and drop it here to group by that column
Provider Name Y | Provider Name DBA Y FEIN# Y | Non-HM Senvice Offered
AGH AG 636363636 Chore, Companion
Test Provider-WMEC Test Provider-WMEC 112354863 Grocery Shopping & Delivery, Home Delivery of Pre-Packaged Medication
Johnny Appleseed LLC Apples & More Home Care Chore, Envi ibilty Adaptations (EAR), Grocery Shopping & Delivery
AGH AG4 222323234 Chore
“ o« > om

Clear Filter(s)
Y  Status Y  Staws Date Y Commands
Submitted 712412024 1:52:43 PM View Provider
1-1oflitems &
v
-
Y  Status Y | Status Date Y  Commands
Contract Pending 9/10/2024 11:34:20 AM View Provider
Submitted 712412024 1:52:43 PM View Provider
Provider Response Requested 712312024 11:04:20 AM View Provider
Contract Active 6/5/2024 3:46:12 PM View Provider

1-4ofditems ¢

e The lower section contains additional search tools for Languages offered by providers and the
Towns they service. For example, by selecting a Language from the Language Search drop down field
you will filter the grid to only the Provider(s) that offer that language:

All Non-Homemaker/Personal Care Providers for AgeSpan Inc.
Language Search:

Town Search:

Drag a column header and drop it here to group by that column

Provider Name Y  Provider Name DBA Y FEIN# Y  Non-HM Service Offered
AG9Y AG99 63-6363636 Chore, Companion
AG4 AG4 22-2323234 Chore

“ > o

Status
Contract Pending

Contract Active

Russian v

Y | Status Date
91012024 11:34:20 AM

6/5/2024 3:46:12 PM

Y  Commands
View Provider

View Provider

1-20f2items
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e As with the NOI page, you can filter and sort the columns to display only the providers you are
interested in viewing.

Y  Status Y  Status Date T

Submitted Show items with value that:
Contract Active Is equal to v
submitted
And w

Is equal to -

Y Filter Y=< Clear

2. Toview an Administrative Overview that has been recently submitted, click on the View Provider
box.

3. Click View Application to open the Administrative Overview

@ EOEA Contracting

Home Search About Contact Manage System Download

Contract Statuses for AG070824

View Application

e The Administrative Overview form is set up in a similar way to the NOI application, with sections that
can be expanded and collapsed.
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Administrative Overview for Non-Homemaker/Personal Care

1. Corporate Information
2 Licenses, Certifications, Accreditations, Permits, and Insurance
3. Organization and Staffing

4. Service Capability

5. Policies and Procedures

6. Record Keeping

7. Privacy and Confidentiality

8. Billing Verification

9. Quality Assurance

10. Contact Information

11. Notes

Status:  Submitted ~

save Exit

Service Specific Forms

ciick Save when complete:

Upload any Service Specific Forms on behalf of the provider. Be sure to —————T—

S| e|¢|c|e]¢|

Using the Status field in the Administrative Overview

e ASAPs control the Status of the Administrative Overview.

e ASAPs can request a response from the provider by changing the status from Submitted to Provider

Response Requested.

e The ASAP is not obligated to act on a submitted Administrative Overview. It is recommended that

the ASAP change the status of any Administrative Overview to Deferred, if the ASAP is not interested

at the time of receipt. This keeps the ASAP dashboard “clean” and still allows it to search for the
provider at a later date.

Drag a column header and drop it here to group by that column

ProviderName ¥ ProviderName DBA ¥ FEIN# Y | Non-HM Service Offered

2
AGtest2 AGtest22 9515459 | Chore, Companion
MATT3 DBA =
1313131
AGTT AGTT-ABC % Chore, Companion
9595959 v
AGS AGS ot Chore
1515151
. . 4-
AGEE AGE#1 o
[

Adult Day Health, Alzheimer'sDementia Coaching, Behavioral Health, Chore, Companion, Environmental Accessibility Adaptations (EAA), Goal Engagement, Grocery Shopping &
Delivery, Home Delivery of Pre-Packaged Medication, Home Health Services (HHA/OT/PT/RNIST), Laundry Services, Medication Dispensing System, Personal Emergency
Response System, Respite (Short Term Care), Supportive Day Care, TranslationvInterpreting, Transportation

Assisted Transportation, Chore, Environmental Accessibility Adaptations (EAA)

hg

Status. ]

Provider
Response
Requested

In Review

Contract Active

Contract Active:

Contract Active

StatusDate Y

8/5/2024 11:27:21

8/5/2024 11:11:32

Am

7132024 2:04:13
PM
7132024 9:39:11

TI3/2024 8:52:35
AM

Commands

View Provider

View Provider

View Provider

View Provider

View Provider

]

4. Change the Status of the Administrative Overview to In Review, and click Save. This change in status

is visible to the provider.

11. Notes

Status:  In Review

Save

I S PR SR T P
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5. Review the Administrative Overview: Expand each section and review the contents.

Notes in the Administrative Overview

e ASAPs and Providers can use the Notes section to communicate back and forth regarding an
application. Each note displays the timestamp, agency name, and the person adding the note.

6. If the ASAP wishes to pursue a contract with the provider: Add a note requesting that the provider
completes the relevant Non-Homemaker/Personal Care Service Specific Addendum(s).

11. Notes

+Add a new Note
Notes

8/5/2024 11:25:29 AM - Elder Services of Worcester Area, Inc., Andy Grigorov: Please complete the Service Specific Addendums for Chere and Companion. You can find them on your Service Specific Forms page

7. Change the Status to Provider Response Requested and save. Note that ASAPs cannot take further
action in the system until the provider responds and ‘resubmits’ the Administrative Overview.

e Note that on your PCMS home page, the submission has been moved to the lower section, and
displays the new status:

e At this point the Provider will login, complete the service specific forms, and resubmit the
Administrative Overview. When completed, the Provider will reappear in the top section of the Non
Homemaker/Personal Care Information Home Page, and the status of the application will be
submitted.

8. Click View Provider and then re-open the Administrative Overview. You should see the uploaded
forms at the bottom of the screen.

17
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Administrative Overview for Non-Homemaker/Personal Care

-

. Corporate Information

. Licenses, Certifications, Accreditations, Permits, and Insurance
. Organization and Staffing

. Service Capability

. Policies and Procedures

. Record Keeping

. Privacy and Confidentiality

. Billing Verification

W0 e | =l | | | k| | M

. Quality Assurance

10. Contact Information

11. Notes
Status: Submitted v
Save Exit

Service Specific Forms

Upload any Service Specific Forms on behalf of the provider. Be sure to Choose Files | No file chosen
click Save when complete:

> TestProvider - WestMass ElderCare - Home Delivery of Medication 7-24-24 pdf 7/24/2024
:‘-_;. TestProvider-WestMass ElderCare- Grocery Shopping & Delivery Service - 7-24-24 pdf 7/24/2024

e If the provider transmits the Service Specific Addendums in a different manner (email, printed
copies, etc.), or does not have the technical capacity, the ASAP can upload them on the provider’s
behalf.

14. Change the status of the Administrative Overview to In Review.

15. Review the uploaded Service Specific Addendums.

e If the ASAP chooses to pursue a contract, they will likely be in contact with the provider outside of
the system to discuss rates and other topics related to finalization of the Provider Agreement.

e An ASAP may also communicate with the provider using the Notes section of the Administrative
Overview, and changing the Status to Provider Response Requested.
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16. When the decision is made, change the Status of the Administrative Overview to Contract Pending,

and Save.

11. Motes

Status: Contract Pending w

Save Exit

17. Go to the Home Page, click View Provider

NOI Information | Nen-Homemaker/Personal Care Information

All Adminstrative Overviews available for Review

Drag a column header and drop it here to group by that column
Provider Name Y Provider Name DBA T FEN# T | NonHM Senice Offered

Test Provider- WMEC Test Provider-\WMEC 112354863 Grocery Shopping & Delivery, Home Delivery of Pre-Packaged Medication

All Non-Homemaker/Personal Care Providers for AgeSpan Inc.
Language Search:

Town Search:

Drag a column header and drop it here to group by that column
Provider Name Y Provider Name DBA Y FEN# Y NonHM Senice Offered

AG99 AG99 63-6363636 Chore, Companion

Clear Filter(s)

Y Stas Y | Status Date T Commands

Submitted 712412024 1:52:43 PM View Provider

1-1ofitems &

Y  Status Y | StatusDate Y  Commands

Contract Pending 9/10/2024 11:34:20 AM View Provider

18. Click Add Contract. This opens the Contract Details page, where you will enter the contract dates,
and make adjustments if needed to Towns selected. What you enter here will appear on the rate

page of the provider agreement.

19. In the Notes section, enter the agreed upon services and rates — include your name and the
date. Then click Save Contract for Provider Review. If the provider also is contracting for HM/PC
services, the rates grid will appear as it does for NOI. Non-HM/PC service rate information is added

to the Notes section manually, as shown below.

Notes

Entered 7/8/24 by Eddie Edwards, Elder Services of Berkshire:
Adult Day Health - Basic: $50/day
Adult Day Health - Complex: $55/day

Supportive Day Care: $35/day

Save Contract

Save Confract for Provider Review

20. After the provider has reviewed the contract, printed and signed it, and sent it to you, follow these

steps to Execute:

e Go to Administrative Overview and change status to Contract Active and Save.
e Return to Home Page and click on View Provider in the lower section.
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e On the Contact Status page, click Execute Contract
e C(Click Select Executed Contract, upload the signed document, and click Execute

A Note about Non-HM/PC Attachment A’s

The Provider Agreement document that is created within the PCMS does not include each individual
Attachment A for each Non-HM/PC services that the provider is contracted to provide. Rather, there is an
inserted page (see below) stipulating that by signing the agreement the provider “confirms understanding
and adherence to applicable service description(s) — the “Attachment A(s).”

Sl EXECUTIVE OFFICE OF ELDER AFFAIRS
A COMMONWEALTH OF MASSACHUSETTS
., ) ONE ASHBURTON PLACE, BOSTON, MA 02108
1 -\ (617) 727-7750 | Mass.gov/elders

MAURA T. HEALEY KATHLEEN E.
WALSH
KIMBERLEY DRISCOLL ELIZABETH C. CHEN, PhD, MBA,

The Provider Agency designee’s signature on page 10 of the
Provider Agreement confirms understanding and adherence to
the applicable service description(s) — the “Attachment A(s)” —
publicly available through the Executive Office of Elder Affairs
via this link :

https://noi.800ageinfo.com/Home/PublicDocuments

PCMS Application Support & User Requests
All issues related to the Provider Contract Management System should be sent to
Homemaker.noi@MassMail.State.MA.US.

Please include as much detail as possible when describing your issue.

Regarding user requests:

ASAP PCMS users must first have an UMass VPN (Virtual Private Network) account in order to access the
PCMS system. To request an account, a user must complete and sign the Non-UMMS User Data Access
Agreement and email to Homemaker.noi@MassMail.State.MA.US. These forms can be requested by

sending an email to same address.
20
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It is essential that users who are no longer in need of access to the PCMS are deactivated. Please be vigilant

in submitting the appropriate names for deactivation when needed

NOI Process Overview Flowchart

September 2024

Bidder . .
/ Motified via
A Registers on Receives system Completes systermn email;
Frovid public website login credentials application has 90 days to
er 0
resubmit
Rejected
Y
Appears in user
ECEA pqpueue with HO Application
status of Needs Appllc_atlon Decision
a Review
Review
Accepted
Appears |n_tu:er ASAP
ASAP fueue wi —» Application
status of Needs i
B Review
Review
Bidder Provid
/ Notified via Ll ;
Provid | |status change in responds to Provider wet Signed hard
ASAP propaosal . I~ copy of contract
er system d signature
7y and may make . sent to ASAP
counter offer
EOEA Rejected
Negotiations ¥
initiated if ; ASAP maintains
Caontract necessary Megotiations Contract wet signed hard finalized signed
Application : i ]
ASAP L Accepted | oated Changes can be concluge | 7| SEnatre ke L contract contract on file;
Decision ] o ASAP rep sent to Provider
made visible to uploads to NOI
Provider
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Appendix A - Resetting Password and Multifactor Authentication Settings

How to Reset Your Password (Self-service)
There are two ways to access the reset password function:

1. Click “Forgot my password” on the login page (https://myapps.microsoft.com), as shown below:

B® Microsoft

< andy.grigorov@eoeaonline.org

Enter password

Password

Forgot my password

2. Godirectly to https://passwordreset.microsoftonline.com

Next, the “Get back into your account” prompt is displayed, as shown below. Provide responses to the

prompts, and click Next.
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2 H Microsoft Online Password Res: X (@ Mew Tab X +

« &} O EJ https://passwordreset.microsoftonline.com/?ru=https%3a% flogin.microsoftonline.com%%2fcon

Microsoft

Get back into your account

Who are you?
To recover your account, begin by entering your email or username and the characters in the picture or audio below.

Email or Username: *

| andy.grigorov @eoeaonline.org

Example: user@contoso.onmicresoft.com or user@contoso.com

i

[¢]

JKWANQK]

Enter the characters in the picture or the words in the audio. *

Mext Cancel

Then you’ll be prompted to use one of the security access methods you specified during account setup, to
verify your identity and reset your password (see image below).

@ H Microsoft Online Password Res: X (@ New Tab = +

flogin.microsoftonline.com%:2fcomn

&« &} U B8 htt

://passwordreset.microsoftonline.com/Tru=https¥3a%

Microsoft

Get back into your account

verification step 1 = choose a new password

Please choose the contact meth od we should use for verification:

@® Text my mobile phone In order to protect your account, we need you to enter y our complete mobile
P y ¥ y P
phone number (53] below. You will then receive a text message with

i a verification code which can be used to reset your password,
O Call my mobile phone

Text
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After you’ve verified your identity, you’ll be prompted specify your new password, as shown below:

3 5 Microsoft Online Password Res- X (@ MNew Tab * +
&« (&) 0 E] https://passwordreset.microsoftonline.com/?ru=https%3a%2f%2flogin.microsoftonlin
Microsoft

Get back into your account

verification step 1+ > choose a new password

* Enter new password:

%’ A strong password is required. Strong passwords
are & to 256 characters and must combine

uppercase and lowercase letters, numbers, and

* Confirm new password:

| symbols, They cannot contain your username,

How to Manage Multifactor Authentication Settings
1. Select View Account from Top-right
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% g Wy Apps * a5 E - .
D &5 =

? (o]

Sign out

& &

o

ForHealth Consulting at Uhass Chan

—ustomize view

HartADM, David
David.HartADM@singleauth.o...

S ".I

|' |

A\ H D / View account
. S

Switch organization

@ Settings

@ Sign in with a different account

2. InView Account, select Security info

# My Account -

# Welcome to the new My Account experience!

9 overview
9 Security info
L Devices

2 Password

# Organizations

& Settings & Privacy

microseft.com/Tref=MeContr

HartADM, David

Security info

2

9 David Hart@umassmed.edu
Keep your verific

thods and security

Password

Q,

Make your pass
someone

Settings & Privacy

XY

Personalize your account settings and see how
your data is used.

UPDATE INFO > CHANGE PASSWORD VIEW SETTINGS AND PRIVACY
Wiy can't | eait
B My sign-ins
= Offce apps
= Subsaiptions Devices Organizations My sign-ins
P Give feedback g E P
Disable a lost device and review your See all the organizations that you're a part of See when and where you've signed in and
connected devices check I anything looks unusual
MANAGE DEVICES MANAGE ORGANIZATIONS REVIEW RECENT ACTIVITY
Sign out eves ere
PULE e e [ 7% SRRV Y L SRRy
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3. In Security Info, add and change phone numbers etc.

= c

<
[a-]

microsoft.com

i My Sign-ins

2 Overview Security info

These are the methods you use ta sign into your account er reset your password.
% Security info

Detault sign-in method: Phone - text +1 6462757178 Change
£ Organizations

~+ Add sign-in methed
Ol Devices

Q. A

B Privacy
Q, Phone

Last device? Sign out everywhere

September 2024
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