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Introduction to the Desk Guide

With the conversion of System for Applications, Verifications, Eligibility, Reports and
Referral (SAVERR) cases into the Texas Integrated Eligibility Redesign System
(TIERS), it becomes increasingly important that DADS staff, who currently conduct
inquiries in the SAVERR system, become familiar with the inquiry process in TIERS.

Inquiries can be completed in two different ways. DADS staff may use the Health and
Human Services Commission (HHSC) Benefits Portal or they may use TIERS.

This Desk Guide provides instruction for completing inquiries on applicants and
consumers using both options.
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Completing Inquiries Using the HHSC Benefits Portal

When you sign into the system at the portal link below, the HHSC Benefits Portal is the
first page you will see. This Portal is not part of TIERS. It is a tool that HHSC staff use
to help manage tasks that relate to TIERS cases. Much of the information in the Portal
comes from TIERS. Inquiry into this system provides basic information on the
applicant’'s/consumer’s program coverage. Note: In order to view Managed Care
information and Medicaid History, you will need to use TIERS, not the Portal.

Permissions

DADS staff must have permission to log into the HHSC Benefits Portal and TIERS.
Therefore, you will work with your manager to determine permissions and profile. The
profile determines the screens you will see when in the Portal and in TIERS.

In order to log into the HHSC Benefits Portal, you will need the URL, a user name and a
password. The URL for the Portal is:

https://www.txtiers.net/wps/myportal

You will receive your sign-on information from the TIERS Provisioning Team.

If you ever forget your password, you may click on the link “I forgot my password” to get
your password reset. It is important to sign into the Portal at least once every 90 days
to avoid losing your access.

suicienns | iE] s 1 e, Extines rok o frrpportal > E)es ks
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Paccrword. h
=
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https://www.txtiers.net/wps/myportal

Loqgging Into the HHSC Benefits Portal:

Access the HHSC Benefits Portal URL.
Enter your User Name.

Enter your assigned password.

Click Login.

PwpdPE

Address |@ htbps: s, Extiers . netfrapsmyportal

i~ PTEXAS
Health and Human
Services Comnmission

Please login to access your woark far the day. If yvou are experiencing difficulties, or there is ang

L=zer Mame: | |

Pazsword: | |

| forgot my password.

5. You will see the following Government Information alert. After reading the alert, click
OK.

Microsoft Internet Explorer @

b This system contains Government Information, By accessing and using this computer syskem wou are consenting bo

x,_ﬁr/ syskem monitoring For law enforcement and other purposes. Unauthorized use of, or access to, this computer system
i may subject wou to Skate and Federal criminal prosecutions and penalties, as well as civil penalties, Do you want to
cantinue?

| oK | [ Cancel
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6. You will see a security alert after you log into the system. After reading the alert,
click Yes.

Security Alerk XI

You are about to be redirected to a connection that iz nok
T

EECLN:S.

The information you are =ending to the current zite might
be retranzmitted to a nonsecure site. Do pou wish to
continue?

7. You will see the HHSC Benefits Portal Welcome Page. You can access the Texas
HHSC Website and TIERS from this Welcome page as well.

Dais Search | MAXe iF mage Revearch | Comnplainis | Appeais

Click apphcation 1o launch

Taxas HHSC Wabsite

TIER: b&

Completing Inquiries in the HHSC Benefits Portal

1. To complete an inquiry in the HHSC Benefits Portal, click PT Inquiry tab.

2. Select Application/Redet subsection.

Supponting Doc | Change

T . ey
o e T T ey ) el e
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3. Complete the search using as many of the following search criteria fields as
possible. This will limit the search results.

e Social Security Number (SSN)

e Last Name

e First Name

¢ Date of Birth (DOB)

e Case/Application Number

¢ Individual Number (DADS Consumer/Medicaid Number)

e Eligibility Determination Group (EDG) Number

e County
11 -
| mw Last Hame | Finst Mama [ | c-u:' Indhadudds  EDGE Coamty
il | | [ (=] I | || Setect

K [ Search ][ Reses ][mmm-]

4. After entering your consumer information, click Search to retrieve the information.

| s5H Last Hama First Hame 0ok | Casem/ rﬁiiu- COEnGE | Couly
[T —— imavaddd Ay Bppbcalion 8 I
| Il | | =] [sorisses | [Seec
() Rest ] (Cloas Resets | R
Case 8/ Case Stabus |
Seach Hume OB SSH  dbidead 8 Creale System TW Conitidon S1atws LTC Comversion Status  Applcaion ®  CoteMede  Applcalion Stahis
B T.h TA TA T A = A = i = & = A = oA = IR

Benedd lssaenos Delails

TIEHS ©aia Casmimar

MAXe E Inbound Correspondence

LIS MSP Application Delails

Appoirtment Histony

Applc ation Regisiraton Rules
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5. Review your search results. Under the action tab, click select if the individual pulled
is the individual you were searching for. The line will turn green and the action will
change to “Selected.”

My T 933mamAT
Conmumer]]

(1] <[ Pogerent [ > [w]

You should see the following options:

EDG Details

TIERS Case Comments:

MaXe IE Inbound Correspondence

LIS MSP Application Details

Active Tasks

Appointment History

Application Registration Rules

At the end of each row, you will see the options for viewing the particular item:

_mg,

HelpT Festore] | MladmieT
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6. On the EDG Detalils line, click on the Maximize option. You will see the EDG(s) that
belongs to your applicant/consumer. In the example below, the applicant/consumer is a
part of Supplemental Nutrition Assistance Program (SNAP) shown as FS-NPA, ME-
Community Attendant Services (CAS) Program and Qualified Medicare Beneficiaries
(QMB) Program EDGs.

Look at the Eligibility Begin Dates. Notice there are no Eligibility End Dates and for
each program, the Eligibility Status is “Approved,” which indicates all three programs
remain open.

Cae-Name -Mang@Coesvmear-- Cage-Noam e A0 1247 3236 - Cas e -Mode 0ol - 038 e Shates - Approve of

Bnedh Pl Cumant % Toa) Al =

1o o | Pagetaft | s |

Disposlion Feriodic
1 Eligabilmy Authegizaion  Lost Review  Redew Dus EDG Rt Receniicition |
EDVG ToA Hagin ate Dt Thater End [t Status Packet Date
e e T o = = o A = -
1214398 ME. Community sfandant 05G13011 Approved 51 1 OXORI0NE  Riview Complated
5507 F&- PR LUt 11 M0N0 1M Riiew Complited

UFLI PR L] 1250300 12503000 Review Compleled
LT Approved 7 17en OIOWIIZ  Review Complated

<|Fvgrlof'||>|>|

F§- NPA

ﬂﬁﬂﬂ;

7. When you have finished reviewing the information, click on the restore button at the
end of the line to close the item.

[ ome | catcoter [[TERY Caso uta Somch | Mo i mage Research | Comptans | appouts | scrucuir | wy accow |
Apphcatecn Bedet Supporting Doc! Change  Repoat A TIERS Change  Report Missing information  Request A Faom
Corsn Mawe: | CDI‘ISL]II].E[ﬂ Cama Rurmibser; 111111111“' Case Moda: Ongoing Case Stabus:  Appirovad D
Bonelit Poried Cumint % o8 AN b
Paga 10f1
Dt Pt inadic
[Eligbily Elgibility  Authorization  Last Review  Randew Due! EDG Rmdow Racertfication
EDiG = TR Bagiin Date  Eiwd Dt Stalis Dt Dt Eiwl Diakie Statuig Pachest Date
A s EZ >l o = . = e = a - A = - Action
IN4IE1S ME - Communily Alerdand 050172011 Approved 5 oan e 080T Review Complated »l
S50TIES FE- NFA 0502011 Approved 57 0ANTR0M 23RN0 12632011 Review Completed g
I ]
B03IT0TE4 M - QWE LETEREFiR | Approved 5 QAT QORI Review Completed -]
Page 1 af 1
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8. To clear the search and results, click on Clear Results.

"'"
Clear Results

Reviewing Case Assignment in the Portal

Identifying the MEPD specialist working on one of your applications is an important
function. There are a couple of ways to do this in the Portal.

It is important to note that this process works better when you are looking for an
assigned application. Since MEPD receives their assignments through the portal, you
should be able to find the assignment there.

On a converted case that has had no case action taken since being converted to
TIERS, you might not find any information on MEPD assignment, as there has been no
tasks for them to complete.

To find case assignment in the Portal, you will begin by completing an inquiry as
demonstrated earlier.

1. To complete an inquiry in the HHSC Benefits Portal, click PT Inquiry tab.

2. Select Application/Redet subsection.

HHSC Benefits Portal and TIERS 9/1/2011 10
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3. Complete the search using as many of the following search criteria fields as
possible. This will limit the search results.

e Social Security Number (SSN)
e Last Name
e First Name
¢ Date of Birth (DOB)
e Case/Application Number
¢ Individual Number (DADS Consumer/Medicaid Number)
e EDG Number
e County
I
2
SEH Last Haume Fiit Nawis (10 ] Camani [T EDiG B Coamty
v G wvEEe | |3y Application &
[ Sean ] [ Reser | [cueRusuns |

4. After entering your consumer information, click Search to retrieve the information.

_| Last Hame First Hame o8 Case ® | | ndddalE  EDGE |W
| e o ] e Appcalion B
i I | I =] [somizsasd || || Sesoct
Search Feset Clear Resudls Q
Case 8/ Case Staus |
Semch Hume (08 S5SH  eedvided # Creale Systemn TW Comnersdon Statws LTC Comversion Status  Applicaion®  CoseMede  Applcalion Status
[Famn I TR TS Ty = L = A Ll = = - =5 = -

MAXe E Inbound Correspondence

LIS MSF Application Delails

Appoimtment Hisbory

Apphc alon Regesin alwn Hales
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5. Review your search results and under the action tab, click select if the individual
pulled is the individual you were searching for. The line will turn green and the action
will change to “Selected.”

w5 Last Mawree. Fist e
amss or qamsranss|
[ Search ]
Creata
W Dol AN il B Spulen
o . . = e e
consumer, test Lok ] TS SMERR
999wt
I
L

You should see the following options:

Focoetzis ¢
(Bonent issuance petas ___________________________________________ ['[5F
[1IERS Case Comments [ [5
MAKe IE Inbound Correspondence 2|]=]
LIS MSP Application Details
Active Tasks ...
BE0
Appointment History l!ﬂ
Application Registration Rules .HE

At the end of the line, you will see the options for viewing the particular item:

g,

Helpq Festore] | Mladmie
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6. On the Active Tasks line, click on the Maximize option. You should see the following
type of information if the application has been assigned. Note the person who received
the assignment. Checking Outlook should provide you with more information on the
employee’s location.

T Gonsu mer_test] Caselmber: (D IBIIT Case Mode: Intake Case Statms: Perdng

|-;L-;|Flg|‘llf'l[) |,:-|

Ta Task Duse Date Lascation Task Hame
- ] T o Progam Bt Buo Dendal T BlGE  Action
DINBR0N DSO0FM  MEPD Region 8 - Central Time: MEFD  Applaton Process a MEPD Application A

khenryq]

1| < [Pagarofa | » [
. k

7. When you are finished reviewing the information, click on the restore button at the
end of the line to close the item.
)

8. To clear the search and results, click on Clear Results.

‘1
Clear Results

all

Case Status: FPending

[ mearch J[ Reset
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Reviewing TIERS Case Comments in the Portal

There are times when reviewing the case comments will be helpful to you. The
comments might reveal to you the status of an application (e.g., awaiting resource
information). In addition, case comments are helpful for identifying who is working on
the case. At the beginning of the line, you will see the MEPD specialist identified. To
view case comments you will need the application, case humber or consumer number

1. To view case comments, complete an inquiry, select your consumer and click on
Maximize at the end of the TIERS Case Comments line.

EDG Details

Benefit Issuance Details

ol TIERS Case Comments
Inbound Correspondence Image Repository
LIS MSP Application Details
Active Tasks
Appeals
Appointment History

Application Registration Rules

“““"‘J
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2. You will see all the comments that are related to all the EDGs in the case. Note the
worker name in the second column. To read the entire entry, click on the Detailed link.

C casemamer | P o e 1T

Conzy mer]
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4. Click on the Restore icon to close the comments.

—
TEAS Came Comments “!,
Caso Mami | Canzumen] Carid Mimibssa; A | Case Mode; Ongoing Cose Staluse  Approved
Add Cage Comment
Page 1612 | 3 | 3
Dt Tiana Chse
Craated W boa Cotiumiais Dasorigdion el
SRS . . = T TIEHRS Page
DEH I Call Center Call Rggord Enry Cage
0352 PM KHE"”“ Las? MHamig = Commants
HSUE . AT ST
Clignl caled info chack and gee if 3he can gel & budget review for her SNAF ginte har SHNAF wag no loager a8 high &s
1 ied b ba and nothing __Dietaled

E_ |
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Completing Inquiries Using TIERS

TIERS is a computer system used by HHSC staff. TIERS stores consumer and case
information, determines eligibility for multiple programs based on data provided through
direct data entry, interfaces with other systems, generates benefits and creates

correspondence and reports.

TIERS is a real-time, online system that HHSC can use to provide benefits for Medicaid,
Medicare Savings Programs, Supplemental Nutrition Assistance Program (SNAP) and
Temporary Assistance to Needy Families (TANF).

Some Terms to Remember as you proceed through the TIERS portion of this desk

guide are:
Term Definition
Case A case consists of all individuals who live

together in a single household. A case may
include outside members who have potential
impact on eligibility.

Certified Group (CG)

A certified group is a group of individuals that
are actually receiving a benefit.

Eligibility Determination Group (EDG)

The group of individuals used in the budgeting
process.

HHSC Benefits Portal and TIERS
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It is important to note that one case can contain one or more EDGs. For example: A
CAS consumer lives with her daughter who works part-time. The household receives
SNAP benefits in addition to the CAS consumer receiving her attendant services and

QMB. The case includes three EDGs — one for CAS, one for QMB and one for SNAP.

Case
Mother and Daughter

SNAP EDG
Mother and Daughter

QMB EDG
Mother

HHSC Benefits Portal and TIERS
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Loqgging Into TIERS

1. From the HHSC Benefits Portal Welcome Page, select TIERS.

| 1 TEXAS .
il HHSC Benefits

[0 concomter | P mauny | cosoomasemen | e € emage esearcn | compinnis | nepens | scheaue | wyaccaun |
OATICH Legaton

Heana

Click apphcation o launch

Teoas HHEC Website .

Welcome to TIERS. tu R toice

b Fes el LERRS ey

Ceoad Mormang, Martha SSinicklandg

£ By Schaduls (0) B By Alaris (0
a insund

Alar] Tood

Timing Out of TIERS

For security reasons, TIERS times out after 30 minutes of inactivity.
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Completing Inquiry in TIERS - Individual

1. Under My TIERS Functions in the Left Navigation Bar, click the Navigation tab.
Under the Inquiry section of the Left Navigation Bar, click Individual. You will see the

Individual — Search window.

L5 - 1 1 i ‘?
ﬂF‘I‘h' Barch m, Craegn Fasowind Logoal Halp

Eurredt Liver Indivadual - Search (2

Search Resulis m

Iredvidiaal Search Crifgria

My Schede My Absrts Frofc [ ~ First | Middie Lt St 3
W TIERS Fursctions. 55M [ i | il SECH N| [ |
* b aubica
Dol [mm ifaa ifow B cowy w| Gendar -
N Criate CFPE Parson
Care# Syreiem & ¥ 1

Search Resulis

¥ LT
t Inig v al LR
b Hamg k 0B b EEN ¥ Casg® s » Coundy Sl Commrsior  Comersion
[ Bysharr
Status Status
€ - ;r“'l

2. Enter your search criteria in the appropriate field. In this example, the Individual #
field is used. (Note: The Individual number is the same as the DADS consumer ID

number or the Medicaid recipient number.)

There may be times in which you only have a name and Social Security Number. You
will use the information you have available to conduct your search.

Saearch &

Irvcdiswni Sl

Individual Search Crtaria

Fredix | First | rr Lasi S -
ssm I I I sEem I j I
&

' [#1s1=) [mm ifaa sheee  ED County ~ | Cender - 1
CageE Ii g:-:laeb:n e F‘;F'I'-'&F Fersomn |
Search Resulis
» Mame » DOB » BEM b Case# AL e | P D : Conversiorn .Lcr:nmmmr
B ' - Sy Satus Stalus
L all
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3. The results of your search will appear. Note the Texas Works and LTC Conversion
Status on this line. The status “conversion complete” indicates the case has been

converted to TIERS.

Individual - Search @
Search Results m
Individual Search Criteria
Frefix w|First | Migdle: [ Last | Sl w
55N . - Indhvidual (514580576 ESCN . - [
| Dos [mm sfod sy BB couny «| Gender v |
Create OFFS Person
Case ¥ [ Svstem w v
wearch Hesults
. e
b Mame » DOB » SEN P Cage# ihdkadust ¥ County Corversior  Conversior
# Systen
Status Status
.;],:,mun-ﬁr otary 03/28,/1951 sssmageey  AQD0A441I5 514580576 LimeSTONSNYERR Eg‘;’f;;“" E%?;H""
—l_rllf .

B1FY

L

4.

If you click on the consumer name hyperlink, you will be taken to the Individual —

Summary window. From this search, you can find the Case #, the identifying
information for the consumer, the LTC Convert Date (from SAVERR to TIERS), the
SMIB (Medicare) indicator and whether the consumer is enrolled in Managed Care.

Individual - Summary &
Individual Information
bl & 54 4530576 Case = 10007144185 Mame: Conzumer, Marp-—&1F{] DiivB: 037281 950
LTC
Gender: Fernale  Race:  Wihite Ethuicity:  Mon-Hispanic E‘;;""“’" D21/2008  Comvert  031E2011
499-80] Drate
S5H: EELE | Verifiest  Corwersion SSCH 999-93-99939 of Wliars:
Inwilifviibinal
Alien Entry . . Legacy SAS
Dite: Refispes: r.orn.:ea shon 0201102009 mibcator: "
: [ate: .
5
ID Type: PS5 I =; 004180287 1D State: Tenas Eimr::f
Kbea gad From: Merged To:
Sepatated i
From: Sepanated To:
Currasa Hialth Hirabihi Ins . . M .
i Mo Company: Maasaged Care; Mo Lock-In: Mo SMIB: YES
) Authorized Panding Fragrams ALL v ﬂ
Current EDG Affiliations
L - Ll
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5. If you wish to look at a specific program EDG, you can do so from the Current EDG
Affiliations window. Click on the EDG hyperlink to be taken to that particular EDG.

e

Current EDG Affiliations
B Paricipation  Participation
Ut EDG Status |2 APIION | oyots Begin StatusEnd | Case# | Conrervion Comversion
Assistance Status Slatus Doate
Date Drate
ME - Approwed Eligitle Adult 050172011 1000144195 Corversion 03162011 2
1 Cammui Complite [ I
by
Aflenda
MG - M Approwied Eligible Adult 050172011 1000144195 Corversion 03162011
Complete
: ]‘ﬂ
. -

Completing Inquiry in TIERS - EDG

1. Under My TIERS Functions in the Left Navigation Bar, click the Navigation tab.
Under the Inquiry section of the Left Navigation Bar, click EDG. You will see the EDG —
Search window. If you use this method, you will need the EDG number.

My TIERS Functions

+ Scheduling

] Doall Codbechoon

+| Elgiity

+| Bt kesuance

+ Commespondence

] Inbertaces

+ Secimty

=] Incuuiry
CasalApphcalion
Case Dala Changes

Since Last

DispoEiaon
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2. You will see the EDG — Search/Summary. Enter the EDG number to view the EDG.

SearchiSummary (&

G *

NG M

EDG Beanch Criberia
HED'G ¥
EDG Surmeriary Informakion

EDG #:
Prosaram:

Ormanar Exmplionge o
Cartifed Adults:
Alernate Payea;

L ast Disposition Datec

Parodc Feviaw

D nd [ate:
Samplified Reportng
G

EDG Address Information

EDG Mailing Address:

Case Mailing Auddress:

22143615 LJ'.

Case o

Type of Assistance:
Last Disposad By
Employae =
Certilied Chikidranc
Type:

Action Bffective Date:

Sparcial Renvee Do

Short Cerification
Indicator:

MO

Horme Phones:

EDG Residence County:

Tempeorary Riiness:

Termeorany Stan Date:

EDG Hames
Stalus:

Case Mail Code:

FAaason:
Specisl
Renine
Fearsomn !

Last Mosrth of
Cart. Pemod:

FASCL Switch:

Wiork Phone i

Erstl Diate:

[ L]

3. You will then see the EDG — Search/Summary results. This window shows you the
actual Case Number, the Program and Type of Assistance, the Last Disposition Date
and Due Date for the next Periodic Review, the Owner Employee #, the EDG Mailing
Address and Home Phone.

SearchvsSummany

EDG

SearchfSummary &

EDE # 1 22143515

EDG Mane | Corgurmer, a7

PEDG#

EDG Saarch Critaria

22143615

EDG Summarny Inform ation

EDHG 12143615 Case o
Program: Madicaid Elgibility  Type of Assistoance:
. Last Disposed By
Owineer Biployes & TARD0T Emphoyes :
Certified Adults: 1 Certified Chilidrenc
ARernate Payee: Type:
Last Disposition Date: 030 772011 Action Effective Date:
Periodic Renvdew .
Dus End Date: 020920 2 Special Review Due:
EDG address Infarrmation
. 28porth BellSireetq]  Home Phones:
N6 Maltng Address MEAA Texas TEGTY

1000144195
ME - Community
Aftendant

050152011

234-555-99997

EDG Residence Coumly:  Limesiong

Changs Passmsnd  Logrut  Help

[EDMG Mamwe; Corsurmer T
Statns: Approved
Case Madl Code: 1209
Reason: Benefits
sustained;
Special
Review
Reason :
Last Mot of
Coart. Pevioad:

Work Phones:

I

HHSC Benefits Portal and TIERS
Inquiry Desk Guide for DADS Staff

9/1/2011

23



Locating Managed Care Information in TIERS

1. Under My TIERS Functions in the Left Navigation Bar, click the Navigation tab.
Under the Inquiry section of the Left Navigation Bar, click Individual. You will see the
Individual — Search window.

B e T

Chacys Pasrwind Liged Haip

Individual - Search &

Search Results
Indiridisad Search Criberia
Feotoc [ ~ | Firse |

s8N |

Middie: |

el | SECH [

fmm sfae s B cownr | Gender -

Case F Ereae -

DF PS Person
[L13

Search Resulls

PTG
Corrvarsion
Status

N TV

¥ Craal

e Cormarsioe
Systerr

Status

v indredual
L

¥ Mame k D=0B P BB ¥ Case # # Coungy

2. Enter the individual information and click Search. The Individual — Summary

information will appear. The consumer’s managed care status is shown on this window
in the Managed Care section.

Individual - Summary @
| Individual Information
Individual #| HHH44 Case #: 0000055578 Name: Jean Samuels, 72F DOB: 08/26/1934
Black ar LTC
Gender: Female  Race:  Afican  Ethnicity:  Mon-Hispanic oY COMeMt peiamnns Convert
) Date:
Ametican Date:
SSHN: 555-55-5555 Verified: SSCH: Alias:
. Individual
Alien Entry ) _ Legacy SAS
Date: Refugee: Conversion 061872003 Indicator:
Date:
1D Type: 1D #: ID State:
Merged From: Separated To: Merged To:
BLUE CROSS
ﬁl‘;'_""“t Health e ncluded 23?.:‘;!:; BLUE SHIEKD Managed Care: YES Lockim: Mo SMIB: Mo
) ) OF TEXAS
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3. Clicking on the Yes hyperlink takes you to the managed care details:

Individual Information

Black or African

. F ] .
Gender emale Race American

Ethnicity.  Mon-Hispanic

Last Managed Care Changed Date: 0872572006 Change Code: AUTO EMROLLMENT

Individual Managed Care History

v Begin | | ' | |
¥ Provider » Plan ¥ Program  # County Dafe » End Date » Slatus ¥ Eligibility » Candidature
PCC Call Evercare STARPLUS 01200 . . . - oy
Plan Travis nmzer ENROLLED Eligible @ ()

indhidual 2| HHHHH Case g 0000055578 Name: ean Samuels, 12F  nop. 08261934

Fl

Using Hover Functionality — Another Method to Find Information

There is another method that will give you information that you need to determine if your
applicant or consumer has Medicaid coverage. This method will also provide you with

Medicaid history.

1. Click on Inquiry — Individual from the left navigation bar.

e D
Welcome to TIERS. A
vorning, Martha Strickland Change omasT o)
O My Schedule {0} Q My Alerts {0}
Tima Clignd Mame Anpodrimant Teoe Issuad  Algrl Tast
HHSC Benefits Portal and TIERS 9/1/2011
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2. Conduct the inquiry using the consumer number or other identifying information.

Individual - Search (&

Search Results m

Individual Seanch Criteria

Prafix s First [ Middle [ Last _. St e
S5N | o N In@vidual #[514580576 BSCH
! DoB |mm fldd  ppeey = County W Gender b
Create OFFS Person
Case ¥ | Sysbem e ow
Search Results m Search
¥ Indpvidual ¢ Create Al AL
b Mame » DOB P 55N b Case# "y county Corversior  Conversion
13 Svslenr
Status Status
2 ] 76 COMETS 1 on ComaErs 1 on
i q 03 /28519510 SRR 1000144135 514580576 LimesConSAVERR complete <Complete

u
Sl

3. Click on the name hyperlink to see the individual summary.

Individual - Summary
Indrvidudl nfgemabon
el & &g g Ean6TE Cage = 10001 44195 My OREN 950
T Coprerl L¥C
Ganider;  Female Face; Wihite Eftwsicity:  MNonHispanic Date: 0X1008  Commemit 0262011
" Dt
) 999.99. ) FIFFIFTIAN
SN '33‘131T1 Veilfiedk Comeersion SSCM T A Al
Bl il —
NSon By s ipnng  LeGWYSAS,
Date: Rafunpes: (Mn:-nhn 0N 12009 dcato: |
Dtz
I Typese: PE D= 004180281 D ST Texds :_";.:l::f
Bt gl Frone Lopai alad Ta: s g Tooc
Cump el Health Health ns . il B c o
e Mo Company: Managed Cae: Mo Lock-bc Mo ShWEE:  YES
& - Pl Progsarm ALL - ﬂ
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4. This is where you will find the “hover menu.” Hover over the individual number to

see the menu. You can see how helpful this hover menu can be.

Individual Summary

Exemptons

Lok in Enroliment

Lashein Unizsbon
Marths Strichiand - 2hn

5. Examples of useful tools in this hover menu are:

kedicaid History
Individual - Medicaid History (&

Individual Inforrmation

hndividual @) 54 4580576 Carser 8 1000144195
Genaler: Female Race:  White

Individual History of Medicaid Coverage

» Type Of Azsistance

ME =

Temp Manual 551
MC - OQME
ME - HWisTorical Institwional - wWaivers, OME
ME - Community AtTendant, CMB
ME - Community atteandant, OME

i, Consumer-- 4 1FT

Mo wd History
($21LTSS Trainkyg Detvery Indivdual Infoemation
e 3
> ~ didual _ 2 L1195 Mame:  Strh, Consumer$ 1P pog:
L 4
v
My Schedde My Alrts Gander:  F THSTEPS /MO e Non-Hispank m’:""’" 0211112009
My TIERS Functions Tirne Lima
P slavigation SShk Hosgice Racipient Aas:
Hospice Physiclan "
Ales: Entry Mot Medicate P3 I 00 Legacy SAS
pice Medicare Pay W1 172005 v
Date: n plon 0241172009 macator: |
Doty o
Denaft sauance D lype: PS P \ oty Texas s W
Carrerpordence Delverod Senices Counter:
= nterinces . Madcal Necessey s
% Securty Wetged Frome Senice Auhorzaton o Marged To:
gy Meacae Claim Part A and B
Cuart oot Hoalth :
e s o Mpdcaee Claim Pan C and D Managed Care: No Lock
C:;:tr:: - Modicad Summnary
Srce L
Désposton Aithorieed o Dagnosis Prog ALL
Oobverea { Semvice Plan
Current EDG Affi
Sorvices EDG Sonvice Lovel
Provder ol -
€00 e Service Request Paticipaion  Participation
o hj'_" ‘1" ED0| Bervice mem ' | Statos Begin  Status End Coses
Maranpement et Enrolimert Date
Copay
o FS-NPA 550701| SAS Triggers = 04012009 1000144195
TMHP Errors
ME TMMP Batch Form bt 050172011 1000144195

Hamwirs oB:
Etlmicity:  Mon-Hispanic
* Elig Bagin
[ Humber
EDG b Date
143615 03 0L 1904
22143615 07 /01/1996
22143818 04,/01 /2007
TTL43615 05 0L 2007
22143615 05,/01/2011

Lic

07an 950

Cotevert  0NME2011
Datec

No

Conversion

Status

SANE:

YES

Comversion
Date

Comversion 02112000 =
Complete

Comviesion 0262011 v

N ) L Il
Chargs Paspmord  Logoud  Halp

037281 850

» Elig End Date
10/31,/1994
03,/31,/2007
04,/ 30/2007F

04,/30/2011
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Medicaid History — This field provides information on current eligibility. It would also
be very useful for a Claims Management System (CMS) Coordinator to determine if
Medicaid eligibility is present for a period of time.
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e Third Party Resource — This field describes any private health insurance held by the
consumer.

Third Party Resource Changi Fasimerd  Logoul Halp

Individual - Third Party Resource @)
an 15 available far this indsidua

20749 Mo Insurance Falicy Infornmm
Individwal Information

dbddual # [ 51 4550576 Case #= 1000144185 Marme:  SwhConaumer-&1FT  pog: 037281 950

Gader: Female Races  White Ethmicity:  Mon-Hispanic

Individual Insurance Policy Information

¥ Effective ¥ Effective ¥ Company Flinsurance B Insurance ]
BeginDats| EndDate = Name tFolkcys StatDate = EndDste ' COUP¥ ]
! - L

l

e Managed Care can also be viewed from this menu.

-

Managed

Care Charvgh Passmond . Logod Hi

Individual - Managed Care 3@
20749 Mo Managed Carg Information 15 avallable for this individual

| Individual Information

dbvidual ¥ | 51 4520576 Case ® 1000144195 Hai: Siih, Consumer--& 1F 13135 OXZErMas0

Genider: Female Race:  White Ethnicity:  Mon-Hispanic

Last Managed Care Changed Date: Changpe Code:

Individual Managed Care History

¥ Begin
» Provider  ® Flan ¥ Prograrm  » County Uﬂtgl.‘.' ¥ End Date  » Status » Elgibility  » Candidature
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e Hospice Information can be viewed from this menu. Since the individual number
does not display in this field, click on the person icon to return to the Individual

Summary window.

Summary Jietails ey e

Ho: e Recipient Notice - Summary &

Case MNaneg Srrith, Conaumer-TT Case #: 1000144195 Case Mode: Sngoing Case Status: Approved &

» Marme * Form Type * Sefling * FromData » ToDale r Vendor # b ICD-9 Coda

20502: Mo Records Exist

Iy

Reviewing Case Comments in TIERS

There are times when reviewing the case comments will be helpful to you. The
comments might reveal to you the status of an application (e.g., awaiting resource
information). In addition, case comments are helpful for identifying who is working on
the case. At the beginning of the line, you will see the MEPD specialist identified. To
view case comments you will need the application or case number:

1. From TIERS Home page, click on Data Collection and Case Comments in the left
navigation bar.

w—-'
Wit Glrickland

(I ZYLTES Traning Detvery
o & My Schedule {0) @ My Alerts (0)

Tirmee Cliant Nams Agpointren Troe lagised | Aler Tesd

[} TERS Home a

HHSC Benefits Portal and TIERS 9/1/2011
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2. You will be taken to the Initiate Interview window. Click the “ongoing” Interview
Mode. Enter the application or case number you are wishing to view, and click the Next

button.

Initiate Interyicw

Initiate Interview @ @ €=

Initiate Interview

dinterviews Mode:

pCase orApplication #

Begin Date:

End Date:

View All Records:

View All Inactive Records:
MlAWamen's Health Pragram

PES SMAR

Ongoing

1010395478

mm yfad sy &

mm yfad sy &
-

-

MO v

MO v

=B &

HHSC Benefits Portal and TIERS
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3. You will be taken to the Read Only household information page.

Household Information & @ €=

Case Mamae: | Stnith,-Canzumner]

& @1 1000144195

=N SN
®FE @

Case Mode: Ongoing

Case Status: Approved

Case Information

Date Received: T O Time Received: 12 ~|00 «|am ~
is:;;;mam ns: Eﬂﬁ.ﬂ;;a e
¥ Mofice Language: | English w Designated Stalf
Facility w
: Primany Applicant
Prefoc | Ms. w|»First | Corsurmer-q Middle: o wlast | Sty Suffic v
Household Contact Information
Hme# [ [ [ Work# | | | ¥ omere [ [ [
E-Mail: |
Is there an authorized representative? NO
Is the worker unable to locate the household? MO
Is this application submitted through a CBO? MO

In

From the left navigation bar, click on case comments again.

i
- Reception Log

- Application Registration
- Scheduling

- Data Collection

HHSC Benefits Portal and TIERS

TIER= Home

Intiste
Inter

Caze Comments
ShAP

F= =3l

9/1/2011

Inquiry Desk Guide for DADS Staff
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4. View Case Comments. Note the section — Created by. This will give you the name
of the person who created the comments. This could be the MEPD specialist. The
Outlook address book is a great tool for finding contact information for the employee.

Case Comments - Summary @

Case Mame:  Snith,-Conzumer]] Case #: 1000144195 Case Mode: Ongoing Case Status: Approved

=

Serial Mo Create Date Created By Case Mode
Call Cerder-Call -Fecord-Entry g

Laztiame:- Smmith, -Firet-Pame: - Coreurmer]]

lzzue:-Katetas]

Clientcalled-into chedkto zee fshecan get-a-budget-wevienforher-Sh L P-zince-her- SAP gz ho-longer-az-high-az tuzedto-
he-anid-nothing-has changed ] 3
Drate-of-call:-fdany-12,- 20119

Tirre-of-Call-5:52:40 PRACDTT

Betion Taken:

Corferenced in supemisor-to-get-budget-reviei for-her-SH 0P -and ihile naiting for superezor-client-ds cornected-call - Mo-
further-irfarrmatiorinaz-gieen o client

Bddiional Cormmerds ]

Reviewing Hearings and Appeal Information in TIERS

There may be times that you need to check the status of an appeal in TIERS.

1. From the TIERS Home Page, go to the left navigation bar and open Hearings and
Appeal. Click on Maintain Appeals.

Iél-Hearings and Appeal

i Maintain Appesals

Brocess Anpae

Decizion

¢ Implementstion
-Currespundence
-Repu:urts

- Help Manager

[+ Time Limit

[+-Batch Administration

[+ Maintain Batch Context

Hﬂ(
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2. Enter the Appeal ID and click search.

Search Appeal

Search Results

Appeal Informatig
Appellant InformMag

Prfix w|First | Middle Last | Suffix w
55N - | - Individual *

Egt |

Appeal ld  Appellant Name Date of Bith  Hearing officer  Hearing Date  Hislory  Status

In

3. The individual’s name will appear as well as the current status of his appeal.

If you need more information, clicking on the Edit button will open the record in Read

Only mode.

; ) eyl
-
e eal eal gllant &N Cithier SendiCancel

Search Appeal G

Search Results Lt m

Appeal information

Case or
:.i.pneal Idd [E?S‘.'E‘j Application # [ EDG fLegacy Case#.[
| Appellant Infarmation
Prefix w | First [ Middle: | Last S b
SEN - . | Individual # |
Search Results S
:ﬂ.pn ealld  Appellant Mame Date ofBirth ~ Hearing oficer  Hearing Date  History  Statug
878523 Sifh Consumer] 02,/20/1929 €0351 0213/2010  No Closed
Ll
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4. After clicking the edit icon, you will be taken to the first tab: Appeal Information.

Crare Passwond Logout Help

Appeal Information @

Appellant Name:  Spnith,-Consumerf|  Appellant Indv #: Appeal 1d: £75523  Type Of Action: Non-TIERS
=B

Appeal Information

»Case# | = Agency Action Date: 0752272010

PMethod of Appeal Request Phone v »Appeal Request Date ,?os_; fﬁ'f_frmTO

» Appeal Receipt Date W, W, W 'C::":'(';g Telephone 5123359977 %9

PAction Effective Date [o_ a0 f fi_2_‘; {56:6
Other Information

MCO v Provider Agency. v

THHP YES v Acute care under 21 v

B

5. Clicking the Next button will take you to the other Read Only topics shown on the
tabs at the top of the window.

Reviewing Hearings Correspondence

1. From the left navigation bar, under Hearings and Appeal, select Correspondence.

Depending on the status of the fair hearing, you might find correspondence under View

Pending Corres or View History Corres.

E-Hearings and Appeal
Create Appeal
Maintain Lppesals
Process Appeals

Decizion
Implementstion

E-Currespundence

Wieny Pending

| Corres

- mpiew History
Corres il

HHSC Benefits Portal and TIERS 9/1/2011
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2. You will need an Appeal ID number. Select the Appeal Id radio button, then enter
the Appeal Id number. Remove the default dates that appear when you enter the page.
Leave the Print Mode at the default blank and the Document Title at the default all.

Select Search.

Search Results

View History Correspondence (@

MNext P
| Search Criteria
Case: ©  Application: O Aﬂp;:.eal g & Frint Begin Date i 0 8
» Case®or Application® or Appeal |d  SE8EERT Print End Date I_J' I_J' l_ =3
Print Mode: I
Docurnent Title: Al

W

Cormespondance Print

Select Appeal ID

¢ Document Description = Print Date Print Type
Mode |

3. Your results will appear, and you can view all the associated correspondence. This
inquiry process will be very helpful if you need to view the Form 4803,
Acknowledgement and Notice of Fair Hearing.

Search Results
Comespondence Print
Select Appeal ID 2 » Document Descripion = Print Date Print Type Moo
m
Lal
r %EEBESTI 17604887 Withdrawn Decision - Favarable Action 042072011 Reprint  Onling
GH8530Y  ITE94BET Withdrawn Decision - Favarable Action 041872041 Original  Online
gﬁﬁﬁﬁﬁﬂ 03I Full Hearing Packel 041272011 Reprint Onling
{ i 37031143 Partial Hearing Packet 041272011 Reprint Onling
¢ G8EEEET 37031192 Full Hearing Packet 0471172011 Orginal  Batch
C ;TEESEE'T[ ITo3niom Full Hearing Packet 041172011 Original Baich
L | 3T031193 Fartial Hearing Packel 041152011 Original Balch
- 3{38888“ 35037167 Full Hearing Packet 03152011 Reprint  Onling
gegaaay  2903T70 4803-Acknaowledgement and MNofice of Fair Hearing 0314:2011 Original  Batch
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4. To view the correspondence, select a radio button and click Next.

o aggagsy 35037170 4803-Acknowiedgement and Molice of Fair Hearing 03N 42011 Qriginal Balch
o

{ >

e

5. You will come to the History Correspondence Detail Window. Select the radio button
of the consumer whose correspondence you wish to view. Select Preview.

History Correspondence Detail @

History Correspondence Detail

I Typee: Date Requested: 03N 42011
Case or Application=; 0 User il csmith
Prirt Mao-ide: Batch Print Type: Oniginal
Recipients: = Abby Summers
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6. A PDF version of the correspondence will open.

Dt Fezha

TEXAS 5
} aRRGERY o peann
Health and Human "
Services Commission

Akky Zummersy
19-M.-Bely
Agsting TH--7ETS0T

Notice of Hearing Aviso sobre la audiencia
Hearing Appointmeant [Day, Date, Time)Cita de la audiencia (dia, fecha, hora)
To participate in the hearing, all parties must call this Para participar en la audiencia, todas las panes tenen que lamar
toll-free number and code at the scheduled date and a este ndmero telefdnico gratis y codigo en el dia y la hora
time, programados.
Day/Dia Date/Fecha TimefHora Toll-Free Number/Telélono gratis Code/Cadigo
Mondayllunes __ 04nazom 1:15pmCST 1-888)2256859 M9
THIS TOLL-FREE NUMBER AND CODE ARE AVAILABLE FOR USE ESTE NOMERD TELEFONICO GRATIS ¥ CODIGO ESTAN DISPONIBLES
ONLY AT THIS HEARING. PARA SER UTILIZADOS SOLO EN ESTA AUDIENCIA.

Loqaing Out of TIERS

When you are finished with your inquiry, you will need to log out of the system. You do
this by clicking on the Logout button at the top right hand corner. Do not just use the
browser button for closure.

" 1 f“ I* "?

Currat User ‘_ Individual - Search &
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