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How to Login to ProviderConnect 

Enter your Username and Password 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Your Username will be, your first and last name combined.  

o Example: if your name was Mary Smith, your username would be MarySmith 

 
 The First and Last initials of your names should be capitalized 

 
 There should not be a space between your First and Last Names 

 
 If your First and Last Name combined, are Greater Than 15 characters, your username will be the 

First Initial of your First Name and your full Last Name. 
 

o Example: if your name was  Margarette Johnson, your username would be MJohnson 

 
 The First initial of your First Name should be capitalized, the First initial of your Last 

Name should be capitalized 
 

 There should not be a space between the First initial of your First Name and your full 
Last Name 

 
 For your initial Password, you will enter your Username in the exact format, as referenced above. 



Page 4 of 68 
 

BHD-CARS – ProviderConnect Manual – rev. 8/25/2015 

 

 

 
 

You will then be prompted to change your password 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

o Enter your current password, which is your username 
 

o Enter your new password 
 Password should be 5 to 8 characters long and include a number 

 
o Confirm your new password by re-entering it 

 
o Click on Save Changes to Password 
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ATTENTION – Security Page 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The security screen provides information on HIPAA confidentiality and security. Make sure 

that you DO NOT share your password with anyone. If you feel that there is a breach in your 

account please contact your direct supervisor or manager immediately to have it reset. 

 

 Click on Continue to pass through the security statement. 
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NEWS PAGE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
ProviderConnect – News 

 The News Screen is very important.  It will document all updates that you will need to 

know about ProviderConnect changes in system processes. We will document any 

maintenance or down time in this area so that you will be aware of times when the system 

will not be available for use. 

 Click “Skip to the Main Menu” to continue. 
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MAIN MENU PAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

At the top of the screen the following information will be displayed: 

 Who you are logged in as 

 The last time you logged in 

 The name of your agency, date and time 

 A Look-Up Client option 

 A Main Menu Option 

 A Log-Out Option 
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Main Menu – Provider Screen 

 Lookup client–this allows you to search for a client that has been assigned to you in the 

system and already has an MRN record number. (PLEASE NOTE: YOU WILL NOT BE 

ABLE TO LOOK UP A CLIENT, UNLESS THAT CLIENT HAS AN APPROVED 

AUTHORIZATION FOR SERVICES THAT ARE TO BE PROVIDED BY YOUR AGENCY). 

 Change Password – this allows you to change your password. If you feel that there may be 

a security threat you should always change your password. 

 Billing – this option will allow you to bill for all the services you have entered through 

ProviderConnect. (Typically, only 1 person in your agency needs to be responsible for 

using this option.) 

 News – this option takes you back to the news page. 

 Reports – this option will allow you to pull specific types of reports. 

 Logout/Exit – logs you out of the system when you’re done. 
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LOOK UP A CLIENT 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 Choose “Lookup Client” at the main menu 
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o You may enter the client’s medical record number (Member ID) or you may look 

the client up by name. 

o If you want to view all the clients you can just click on “Search by Criteria”.  The 

system will then give you a list of all the clients for your agency. 
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EXAMPLE:  

In our example we will look up Test Client one 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on Search by Criteria 
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 Your client will display. To select your client, click on the Client ID# (MRN#) 
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Client Profile Screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TABS 

 Demographic Tab – the profile screen automatically defaults you to the demographic page 
when you pull up the client for the first time. 

 

 Financial Eligibility Tab – this tab will allow you to see list of guarantors for the client.  
 

 Authorizations Tab – contains a list of all authorizations currently in place for the client with 
your agency. This screen will also allow you to submit a new authorization request. 

 

 Treatment Tab – contains a list of all treatment services that have been entered for the client by 
your agency. This screen is also where you begin the process of entering treatment services that 
have been rendered to the client by your agency. 
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o The treatment tab also contains a list of the authorization and remaining number of 
units left on each authorization. 

 

o The treatment tab also contains a treatment billing summary for the client. 
 

 Provider Admission Tab – this tab will show you the list of episodes for your client 
 

o This is also where you can create a new admission for your client based on the 
authorization of services that have been approved for your agency to provide. You click 
on the “Add Admission Record” button. 

 

 Attachments Tab – contains documentation that has been attached to your client’s record in 
ProviderConnect. You will also be able to attach documentation to your client’s record. 

 

 Provider Diagnosis (ICD-10) Tab – contains a list of diagnosis for the client. This tab will also 
allow you to add a diagnosis for your client. 

 

 CARS Assessment Summary – Form to be completed by provider(s) when applicable 
 

 CARS Referral Form – Form for provider(s) to review client initial referral information 
 

 Client Closing Summary – Form to be completed by provider(s) when applicable 
 

 Notification Of Death – Form to be completed by provider(s) when applicable 
 

 Risk Assessment – Form for provider(s) to review about client’s potential risks 

 

 Exit to Main Menu -  Will take you back to the Main Menu screen 
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How to Review Information 

CLIENT DEMOGRAPHICS – This is the Default display of the Client Profile Screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 As you are reviewing the demographic information, if there is information about the client 

that is missing, or needs to be changed, please contact the CARS area of BHD with the 

appropriate information. 
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FINANCIAL INFORMATION – Click on the Financial Eligibility Tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The Financial Eligibility information will be entered and updated by The BHD Central 

Registration Department. If you verify and or keep track of your clients’ financial 

eligibility, please continue to do so. If there is a discrepancy between our records and 

yours, please contact the CARS area of BHD with the appropriate information.  
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 If financial eligibility information has been entered by the BHD Central Registration 

Department, you will see the date and time.  

 

 Click on the Date and Time.  
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 A list of the client’s guarantor(s) will display. In order to view the information, 

Click on the corresponding “view” button. 
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 This information will display. Simply use your vertical scroll bar to scroll up and 

down to view all the information. 

 
 When you are finished reviewing the information, simply click on another tab to begin 

reviewing other information or click on Exit to Main Menu to return to the Main Menu. 
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AUTHORIZATION(S) – Click on the authorization tab 
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 The Treatment Authorization Requests menu contains a list of all authorizations 

currently in place for the client or authorizations waiting to be approved for the client. 

 
 This screen also allows you to request a new authorization by selecting the “red” 

button labeled “Create Request”. 
 

 To view the authorization, Click on the authorization number 
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 This information will display. Simply use your vertical scroll bar to scroll up and 

down to view all the information. 
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CARS REFERRAL FORM – Click on the CARS Referral Form tab 
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 After clicking on the CARS Referral Form tab, the form will require you to select an 

episode. You will always select the CARS Episode in order to review this form. The 

CARS episode is the Episode that is created in order to begin entering information 

during the Access Point Intake Process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on the CARS Episode Number 
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 If information has been entered on the form, you will see the date, time, and the name of 

the individual that entered the information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on the Select Button to view the information 
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 Simply use your vertical scroll bar to scroll down and view the information 

 

 The will be the process for viewing most forms information that is in ProviderConnect 
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HOW TO OPEN AND EPISODE 

 

 As a community based provider, if the Access Point has identified your agency to 

provide outpatient services for a Milwaukee County client, you will be notified of the 

client’s appointment by one of the following ways, a telephone call from the Access 

Point, an email from the Access Point, or by the faxing over of the Client Appointment 

Sheet by the Access Point. The Provider Feed Back form will no longer be used. 

 

 When the Milwaukee County client arrives at your agency for their appointment, and 

after you have completed your agency’s internal processing of the client, you will need to 

Login to ProviderConnect, and open an Admission Episode for the service program, that 

you have been authorized to provide. [THE ONLY EXCEPTION TO THIS, IS IF YOU ARE 

PROVIDING CCS APPROVED SERVICES FOR THE CLIENT, YOU WILL NOT HAVE TO 

OPEN AN EPISODE. THE EPISODE WILL ALREADY EXIST (CCS)]. 

 

 Find your client, using the Look Up client process, and Click on the Client ID #, which is 

also the client’s medical record number (MRN). Please note: Your client will only 

display in the look-up results window if he or she has an approved authorization 

to receive services from your agency.  
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 Click on the Provider Admission Tab 
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 The episode information listing will display. In this example the client only has 

one episode listed. The episode listed is the CARS episode which is also known 

as the initial intake episode (This episode is created by BHD Central 

Registration when the client presents at an Access Point location and the 

Access Point staff notifies BHD Central Registration.) 

 

 Click on Add Admission Record 
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 If you see a field outlined in Red and or has a Red Asterisk next to the field 

means the information in this field is required information and you will not be 

able to Save/Add/Submit the form.  

 

 In the Program Field you will select the CP Program that is indicated on the 

Authorization of Service that we discussed earlier in this documentation. In our example 

we will select Empathetic-Burleigh-OP-SA 
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 In the Type of Admission field you have two choices, First Admission and Re-Admission. 

As a community provider, you will always select Re-Admission. Re-Admission indicates 

that the client already has an existing episode in Avatar/ProviderConnect. In our 

example the client already has an existing episode, the CARS episode. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Scroll down to the bottom of the page and click on Save Admission button to complete the 

opening of the episode process 
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 After clicking the Save Admission button, you will return to the Episode Information 

listing and will notice that the episode you just added is listed. In order to get the episode 

number to display you have to refresh the screen. To refresh the screen, simply click on 

another tab (Example: Demographics) and then click back on the Provider Admission 

tab once again. 
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HOW TO ENTER TREATMENT SERVICES WITH A SERVICE COMMENT (CASE NOTE) 

 Click on the Treatment Tab 
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 Click on the Add Professional Treatment button 
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 CPT Code: Enter the procedure code you are billing, in this field. 

 Note: if you do not remember the procedure code you wish to enter, look 

below in the Unit History section of the form. This area shows you the 

service code(s) that the provider has been authorized to provide. 

 Enter the correct service provider that rendered the service. You will need to select the 

service provider name that rendered the treatment that you are entering. 

 Enter the number of units/day 
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 Enter the date of service (mm/dd/yyyy) format must be used when entering a date. This 

can be added as a single date, date range or you can click on 

 Click “Set Treatment Date” button to continue. 
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 Enter the duration for the services. In our example it is 75  (1 unit equals 15mins, 

so 5 units multiplied by 15mins equals 75mins) 

 

 Enter the Location. 

 

 Enter $0.00 for the Private Pay Amount 

 Enter your Service Comments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on Add Treatment 
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 The treatment service has been entered. Each treatment service that is entered for the 

client will remain on this page under the treatment history section. 
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ENTERING A TREATMENT SERVICE USING THE DATE RANGE 

(We will use a different Test Client to demonstrate this option) 

 

 If you provided the same service for a client over several days, you may enter 

those treatment services using the date range option. 

 

 Please Note: The Service Code, Units/Days, Duration and Location should 

have been the same each time the service was provided, in order to use the 

date range option. 

 

 In this example, I am entering the same service that was provided to the client on 

07/10/2015, 07/11/2015, and 7/12/2015.  

Cli 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 After entering the CPT Code, enter service provider, program, and units/days.  
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 Click the Date Range radio button and then enter the date range using the (mm/dd/yyyy) 

format. Notice in this case two of the treatment dates fall on the weekend, so use the 

“check this box to include weekends when adding treatment”. 

 
 Click Set Treatment Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Enter the duration for the services, in our example it is 30 (1 unit equals 15mins, so 2 

units multiplied by 15mins equals 30mins) 

 

 Enter the Location. 

 

 Enter $0.00 for the Private Pay Amount 

 

 Enter your Service Comments 

 

 Click on Add Treatment 
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 We have entered a treatment service using the Date Range option. 

 

The Multiple Date option works the same way as the Date Range option, but will allow 

you to enter Multiple Dates. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Please Note: As in the Date Range option, the Service Code, Units/Days, Duration 

and Location should have been the same each time the service was provided, in 

order to use this option. 

 

 After entering CPT code, service provider, program, and unit/days information, click the 

Multiple Dates radio button. 

 

 You can either enter the dates of treatment in an open field or click on the Calendar 

button and select the dates. 
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 Click on Set Treatment Date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Enter the duration for the services, in our example it is 30 (1 unit equals 15mins, so 2 

units multiplied by 15mins equals 30mins) 

 

 Enter the Location. 

 

 Enter $0.00 for the Private Pay Amount 
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 Enter your Service Comments 

 

 Click on Add Treatment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We have entered a treatment service using the Multiple Dates option. 
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BILLING: HOW TO SUBMIT BILLS 

 

From the Main Menu, click on Billing 
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 Click on Generate New Bill 
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The Unsubmitted Bill listing will display 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Treatment services that have been added to the system on the Treatment page, that 
have not been associated with a bill will display. 

o After generating the bill if the provider decides they need to remove the bill, the provider 
can click on the Cancel/Delete Bill button and the services listed on the newly generated 
bill will remain in an unbilled state. 

o Save, But Not Submit allows the provider to place the bill in a holding status. They have 
not yet submitted the bill to be a part of the batch process that sends the services to MSO 
for payment. If the provider selects this option, they can view the bill at a later time by 
clicking the link in the Unsubmitted Bills list. Treatment services associated with bills in 
the state of ‘Save but Not Submit’ cannot be re-billed. The provider must choose to 
Cancel/Delete the bill for the treatment services to be re-billed or continue to submit the 
bill. 
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 Clicking on View Bill Summary is the next step to submit the bill. The provider will be shown a 
summary of what is being submitted for payment. If they decide to not submit the bill, the provider 
can select the ‘Edit Bill’ option, which will take them back to the previous page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 In order to finalize the submission of the bill, the provider must choose the ‘Submit Bill’ option. 
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 Once the provider has submitted a bill, the bill will appear on the list of Submitted Bills 

and the Billed Treatment service data is put in the queue to be sent for adjudication. 

Once the bill has been adjudicated; the status of each service (paid or denied) will be 

displayed on the Billing page and in the client's Treatment record. 
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AUTHORIZATION – HOW TO REQUEST AN AUTHORIZATION IN PROVIDER CONNECT 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To enter authorization requests for members in to the system choose the “Authorization” 

tab from the left side of the navigation menu. 

 Click on Create Request 
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 Enter the Begin Date of your Auth Request (mm/dd/yyyy) 
 

 Enter the number of days  
 

 Click “Set” 
 

 Your End Date should auto populate, based on the number of days you 
enter. 

 

 Click “Request Authorization” 
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1. Click on the drop down arrow and 
Click “Funding Authorized”. 

2.    Click on the drop down arrow, 

and select your Program. 
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3.   Click on “Add Code”, enter the 

number of Units and the Service Code. 

Once you select your CPT code, you will 

have to enter the # of Units requested. 

4.   Enter any comments pertaining to the 

Authorization Request 

5.   Click “File Request” 
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 The authorization request has been entered and submitted. In this example we 

submitted a request for Day Treatment Substance Abuse services. 
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Remember the following: 

 To refresh the screen, click on the same tab again, in this case (Authorization Tab) to 

refresh the screen. The authorization number will then display for the authorization 

request that was just entered. 

 

 Check back periodically in Provider Connect to see if the authorization has been 

approved by CARS. 

 

 Once the client arrives for their initial treatment under this new program, an episode 

under this program will have to be opened in ProviderConnect.  

 

ATTACHMENTS: 

 

 When you request an authorization through ProviderConnect you may be asked to attach 
appropriate clinical documentation to show/prove medical/service necessity. 

 At the Treatment Authorization Requests screen click on “Add New” beside the 

authorization that you wish to attach your document(s) to. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to add documents to your 

authorization request 

 



Page 59 of 68 
 

BHD-CARS – ProviderConnect Manual – rev. 8/25/2015 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to look for a file to attach. 

Please note: you must make sure the 

document you wish to attach has been 

saved to your computer. 
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 The file path and name should default in for you. Make sure to choose the “Type 

of Document” you are uploading. When you see the path and file name in the box 

click “Attach New Files”.  You can go back and use this same process to attach 

more files if necessary to the same authorization. 

 

 

 

 

You may also enter notes about the 

authorization request “here”. 
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The Disk icon indicates an attachment 
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REPORTS: 

From the main menu click on the Reports Tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The list of Report options will display: 
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Authorization Request Status, Provider Billing Reports, and Service Denied in MSO are the 

reports you will be using. 

 

Authorization Request Status Reports:  

This report details the service authorization request(s) that have been requested in 

ProviderConnect by your agency. 

 

After clicking on the Authorization Request Status report, the following screen will display 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your search criteria information in the respective fields and click the Search by Criteria 

button. Please Note: if you want to see the status of all clients that you have submitted an 

authorization request for, leave the member ID field blank.  
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Your results will then display: 

 

 

 

 

 

 

 

 

 

 

 

 

In the above example, I only have one client. But as you can see, there are two authorization 

requests for this client. One authorization request has been approved and the other is still 

waiting to be approved. 

 

 

Provider Billing Reports:  

This report displays the service(s) that have been billed or unbilled by your agency. 

Report Options: 

 Provider Detail Service - displays a line by line breakdown of services.  

 Provider Service Summary - displays a sum of all services. 
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After clicking on the Provider Billing Report, the following screen will display:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your desired search criteria and click the Generate Report button. 
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In this example, I have chosen to run a Provider Detail Service Report.  

 In the Billed/Unbilled section: I selected Billed 

 In the Program section: I selected Empathetic Burleigh-OP-SA (Outpatient 

Substance Abuse at the Burleigh location). 

 In Date Range Section: I entered January 1st , 2015 thru August 6th , 2015 (Use 

the mm/dd/yyyy format) 

Then click on Generate Report. 
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This is what the Detail Service Report display will look like.  

In this example, the report returned four clients that have had services billed for Empathetic 

Burleigh-OP-SA. 


