Daily Rate Application 101

Created: November 2008

For Counties

The purpose of this handbook is to guide countiasough the most common issues encountered
in managing the Daily Rate Application (DRA).
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How Do | Search for an Existing Site by Site Numbét (3 Steps)

Step 1: Open the DRA Application.
Step 2: On DRA Site Manager Screen, click on the ‘Sear¢ésSlink.

THe OHI0 DERARTMENT OF MeNTAL RETARDATION AND DEVELOPMENTAL DNSABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome DRA County RESOURCES | SUPPORT|APPS LIST|LOGOUT

Add !te | Search Sites | ;-arch Sites (by Client) | Upload Sites (<hiL)

Site Mumber I

Site Mame:

|
Address 1 |
City: |

State: fip: I

Contract # |

Type of Site: |Licensed & Mon-Licensed j Foster Cara: | NAA 'l
Search
Sites: 0 sites found.
Puossible causes
Unknown, Please refine your search criteria and search again.
DRA Site Manager Screen
Step 3: Type in the site number in the ‘Site Number’ textbo
THe OHI0 DERARTMENT OF MeNTAL RETARDATION AND DEVELOPMENTAL DNSABILITIES !4,7_«\\
Daily Rate Application (DRA - Site Manager) |
Welcome DRA County

RESOURCES | SUPPORT|[APPS LIST|LOGOUT

L
L Site Mumber I

ITe arme;

Address 1 |
City: |

County SUMMIT 'l

State: fip: I

T —
I Type of Site: |Licensed & Mon-Licensed 'l I Foster Cara: | NAA 'l

Search
Sites: 0 sites found.

Puossible causes

Unknown, Please refine your search criteria and search again.

BFSite Manager Screen

Helpful Hints

» Itis difficult to know if you are in the ‘Addit’ or ‘Search Site’ aspect of DRA Screen 1. If
you see the ‘Site Number’ box in grey, you arehi@ ¥Add Site’ function.
0 The application in development will be easier towrwhich function is being accessed.

If you cannot find a site, be sure to have theect ‘Type of Site’ indicated.
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How Do | Search for an Existing Site by Cliert (3 Steps)

Step 1: Open the DRA Application.

THE OHIo BEFARTMENT OF MENTAL RETARDATION AND DEVELOPMENTAL DNSABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome DRA County

RESOURCES | SUFFORT| AFFS LIST|LOGOUT

Add Site | Search S\teil Search Sites (by Client) | nload Sites (il
Site Mumber: | | | |
Site Marne: |
Address 1 I
City: | State: l_ fip: l—
County: lWT;I
Contract # |
Type of Site: ILicensed & Mon-Licensed j Foster Care: m

Search
Sites: O sites found.
Pogsible causes

Unknown. Please refine your search criteria and search again

DRA Site Manager Screen

Step 2: On the DRA Site Manager Screen, enter the necesdarynation into the text fields (Last
Name, First Name, SSN, Medicaid #, Client #, Coyutayocate the client to add to the site.

Search Sites | Search Sites (by Client)
Select a search criteria below or click the Search link with no criteria to see all clients.

Last Mame: |

First Marne: I

SSN: |

Medicaid # |

Clent# |

County: ISUMMIT 'I

T End Date:

0 clients found.

Search by Client Screen

By default the screen will display the messagelignts found.”

Note: The Client # is also known as the Residemdt*ODMR/DD #.
a.

(Optional) Enter the client’s site span datesm‘Begin Date” and “End Date” field
to only search for a client during a specific perad time.
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Step 3: Click the “Search” link below the form. The searelsults will appear below the form on the
DRA Client Manager Screen. All individuals with aellicaid number will appear, however,
in the far right column (the column is unfortungtabt labeled) will appear the site number.

The sight number is a link: merely select the imlorder to be sent to the DRA site of that
number.

|
Twe O DeErPArmaeEnT OF MEwraL Retaroanon ano DEveELoraenTaL (harasumEs

Daily Rate Application (DRA - Client Manager)

| Welcome Mark Smith

=aarch Sites | Ssamh SRes (by Chend)

Select a search critenia below or click the Search link with no crtena to ses all chents

Last Mama |a

Firat hame |

ssM |
Medicaid & |
Chent & I
County |ALL COUNTIES v]
- Begin Date End Data
| | m
Saanch
1234 ' =
Last Name First Hame Client # County
i L OGR4 45 -l.l‘r'ﬁd‘f”E
GALLLA
LICHING
SCHOTO
SCHOTD
LAWREMCE
LOGAN [
—y — CLUYAHOGA [ =

DRA Client Manager Screen
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How Do | Add a New Non-Licensed Site? Gteps)

Step 1: Open the DRA Application.
Step 2: On DRA Site Manager Screen, click on the ‘Add Sitek.

THe OHI0 DERARTMENT OF MeNTAL RETARDATION AND DEVELOPMENTAL DNSABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome DRA County RESOURCES | SUPPORT|APPS LIST|LOGOUT

Add Sitel Search Sites | Search Sites (by Client) | Upload Sites (<hL)

Site Mumber I

Site Mame: |

Address 1

. | State: l— fip: li
/ County Im
Contract # |
Type of Site: |Licensed & Man-Licensad j Faoster Care: m

Search

Sites: 0 sites found.
Puossible causes

Unknown, Please refine your search criteria and search again.

DRA Site Manager Screen

Site Murnbear: | I

Address ;. [123 Sorme St
Addrass 2 |

City: INnrton State: IOH Tip: I44203
County: ISUMMIT VI

Contract #  [5B00226

Type of Site: |N0n—Licensed j Foster Care: INU 'l

Save Site | Clear Fonm | Cancel

A&ite Function Screen

Step 3: You will know you are in the ‘Add Site’ function @RA Screen 1 when you see that the
‘Site Number’ box is grayed out.

Step 4: Enter the required information. Once the needed deg entered, the site number will be
created automatically.

Site Name (Entering a unique site name may be tlalpfocating it in the future)
Address 1

City
State
Zip (do not include hyphens when entering a 9-digitcode)

County * (Available to Council of Government usersy)
Contract #

Foster Care (default is “No”)

S@mPa0 Ty
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How Do | Add a New Non-Licensed Site (7 Steps)? (ud.)

Step 5: IMPORTANT : Hit the ‘Save’ link at the bottom right cornertbe page (you may need to
scroll down to see this link).

Add Site | Search Sites | Search Sites (hy Client) | Upload Sites (XhL)

Site Murnber: |

Site Marne: IMy Mew Test Site

Address 11 [123 Some St.

Addrass 2 |

City: |N0r10n State: OH Tip: IJMQDS
Caounty: ISUMMIT 'I

Contract # 5800226

Type of Site: INDn—Licensed j Foster Care: INU 'l
e emagg | Cancel

Add Site Function Screen \

a. If any errors are found, they will be displayediined box below the form. Please
correct the errors and click the “Save Site” ligiam to continue.

e Invalid zip code format.
e [nvalid provider number.

b. If no errors are found the application will try afald any sites similar to the site you
are entering. This catch is done to avoid duplieatty.

Are you sure you want to add this site?
Click the "Continue” link to save the site.
Click the "Cancel” button to return to the Add Site Form.

Note: It may be necessary to scroll your compugereen to see the confirmation and/or search result |

/ Norton, OH 44203-0000

Step 6: A confirmation box and a listing of similar siteasfpund) will appear below the form.

Step 7: If the site you are entering is not contained i $karch results or no matching sites were
found, click the “Continue” link within the confiration box to save the site. Or select the
site from the search results by clicking the “Sg&léonk next to the appropriate result. After
successfully saving a site, or selecting an exjstite, the Select Site screen will appear with
the current site information populated in the Sen.

Sites: 1 sites found.

. . Provider
Site Name/Address

Contract #
Wy Mew Site 2 800226
123 Some 5t

Select Site Results Screen
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How Do | Add More Clients to An Existing Site? (9 $ps)

Step 1: Open the DRA application. From the DRA Site Mandgereen:

THE Oxio DePARTMENT OF MENTAL RETARDATION AND DEVELOPMENTAL DISABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome Mark Smith

Add Site | Search Sites | Search Sites (by Client} | Upload Sites (XMI
Site Number

Site Name ].—| |

" Address 1 f

Address 2 ]
[

City

State 1 H Zip -'l
County: I- ¥

Contract # ]|1 |

Non-Licensed j

Type of Site

Edit S@= | Maintain Site Clients § Maintain Site Costs | View Site Actuals

DRA&SManager Screen

Step 2: Click the “Maintain Site Clients” link located dtd bottom of the form.
The DRA Site Select Screen will be displayed.
YWiew Clients | Return to site

DRA Site Select Screen \

Step 3: Click the “Add Clients” link at the top of the forihe DRA Client Manager screen will
appear.

Site Murmber: 11810
Site Marme: hly Mew Test Site

0 clients found.

Note: If no client's have been added to the siteeasage stating that no clients were found will be
displayed.
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How Do | Add More Clients to An Existing Site? (X€ps)(cont’d.)

L}
Tue Oxio DEPARTMENT OF MENTAL RETARDATION AND DEVELOPMENTAL DiSABILMES

Daily Rate Application (DRA - Client Manager)

Welcome Mark Smith

Add Clients | View Clients | Retumn to site
Site Number I:l
Site Mame

Select a search criteria below or click the Search link with no criteria to see all clients
1 ]

Last Name [

First Name: |

SSN [

Meadicaid # I

Client # [

Search

DRA Client Manager Screen

Step 4: Enter the necessary information into the text Belallocate the client to add to the site.

a. (Optional) Enter the last name into the “Last Naret field.
b. (Optional) Enter the first name into the “First Nelhtext field.
c. (Optional) Enter the SSN into the “SSN” text fieldb not include hyphens.
d. (Optional) Enter the Medicaid #. Do not include hgps or spaces.
e. (Optional) Enter the Client # into the “Client #xt field.
Note: The Client # is also known as the ResidemtdfODMR/DD #.

f. Select the client's county of residence from theuty” list.

Step 5: Click the “Search” link below the form. The searelults will appear below the form.
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Step 6: From the listing of client's, select the client@)dd to the site by placing a check in the

checkbox field next to the name.

Last Name First Name Client # County
[T Smith Jack 123456789 SUMMIT
[ Smith Joe 123456783 SUMMIT
[ Smith John 123456787 SUMMIT

Date of client action: I e I

Add Clientis) | M&nce

DRA Client Search Results Scree Ml

Note: If more than 20 clients are found, the talik be enclosed in a frame with a scroll bar
independent of the browser’s. Additionally, it nynecessary to use the number and arrow links
located at the top and bottom of the table to fimelexact client searched for.

Step 7: Enter the date of the client's action into the fettl below the search results labeled “Date
of Client Action” - This is the date, the client weal into the site. Date should be formatted

as “MM/DD/YYYY”.

Date of client action: 09/01/2007

Step 8: Click the “Add Client(s)” link below the text fieldt may be necessary to scroll down in

your browser to see this field.

a. If any errors are found, they will be displayediined box below the search results.
Please correct the errors and click the “Add C(®iitink again to continue. If no
errors are found or only warnings are found, thaiagtion will display either a
confirmation or warning message in a red box balmvsearch results.

Step 9: To continue adding the client(s), click the “Comnii link inside the confirmation box.

confirmation box.

Note: It may be necessary to use the scroll bayar browser to see the errors, warnings, or

a. If the client(s) were successfully added to the, gle Client Manager Screen will

appear with the clients located in the list.

Add Clients | Wiew Clients | Feturn to site
Site Mumber: 11910
Site Marne: My Mew Test Site
gegln SEITH | | End Date: | i Filter
Last Name First Name SSN Client# Effective Date Remove Date
[T Smith Jack 123-45-6780 123456785 09/01/2007 12431/95993
[T Smith Joe 123-45-6780 123456753 09/01/2007 12431/95993
[T Smith John 123-45-6780 123456787 09/01/2007 12431/95992
Diate of client action: I G|
Update Effective Date(s) | Update End Dateis)

DRAi€éht Manager Screen
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How Do | Remove Clients From An Existing Site? (%ePs)

From the Site Manager screen:

THE OH10 DEPARTMENT OF MENTAL RETARDATION AND DEVELOPMENTAL DISABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome Mark Smith

Add Site | Search Sites | Search Sites (by Client) | Upload Sites (XMl

Site Number ]
Site Name [

" Address 10 |6 "

Address 2 I

City [ State iT Zip I-|

County: ]- it

Contract # H |

Type of Site: ] icensed j e - q

Edit Sit{ e Costs | View Site Actuals
. = e
DRA Site Manager Screen

Step 1: Click the “Maintain Site Clients” link located did bottom of the form. The Client Manager

screen will be displayed.

Step 2: Select the client(s) to remove from the site, lacpig a check in the box next to each
client’s last name.

Site Mumber: 11910

Site Marne: My Mew Test Site

Begin Date: | e End Date: | E Eilter

ast Name ListHame i Medicaids Clients Effective Date Rejpove Date

M Smith Jack 123-45-6780 123486733011 123456789 09/01/2007 12431/9993 1
qﬂ Toe gL T T

[T Smith John 123-45-6780 123456733512 123456737 09/01/2007 12/31/9933

DRA Client Manager Screen
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Step 3: Enter the date the client(s) will mowet of the site in the “Date of Client Action” tefield.
Date should be formatted as “MM/DD/YYYY”.

_’I Date of client action: |12f31a’2009 Iﬁ

DRA Date of Client Action

LUpdate Effective Date(s)l LUpdate End Date(s)

Step 4: Click the “Update End Date” link below the clieabte. A red confirmation box will appear
below the form.

Note: Pay close attention to any warning messalgatsdre displayed at the top of the confirmation
box.

Step 5: To complete the update, click the “Continue” limside the confirmation box.

+ Mo cost was associated with this client for the given span.

Are you sure you want to remove these 1 resident(s) from the selected site.
Click the "Continue” link to remove the client from the site,
Click the "Cancel” button to return to the Wiew Residents Form.

Continue (ncel

DRA Conformation Screen
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How Do | Edit Site Information? (5 Steps)

The Edit Site screen allows you to make update®oections to a site. Licensed sites are limited t
only allowing their contract number to be updat&liiother site information for licensed sites mbst

updated through the ODMR/DD Licensure applicatibime following fields are modifiable for non-
licensed sites:

* Name
 Address
e Contract #

» Foster Care designation

Note: You will not be able to add clients or cresite costs for licensed sites without updating the
site’s contract number from the Edit Site screen.

The steps below describe how to edit a site’s médron.

THE OHi0 DEPARTMENT OF MENTAL RETARDATION AND DEVELOPMENTAL DISABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome Mark Smith

Add Site | Search Sites | Search Sites (by Client} | Upload Sites (XMI

Site Number

Site Name |.-| |

" Address 1 f -

Address 2
City

l
[- State I— Zip _'l
County: r ¥

Contract # H |
|

Type of Site: |Non-Licensed

Foster Care 1 No & i

Viaintain Site Clients | Maintain Site Costs | View Site Actuals

DRA Site Manager Screen

From the DRA Site Manager Screen:

Step 1: Click the “Edit Site” link located at the bottom tbfe form.
Step 2: Modify the appropriate data.
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Add Site | Search Sites | Search Sites (by Client) | Upload Sites (ML)

Site Number: [11910

Site Marne: IMy Mew Test Site

Address 1: [123 Some St.

Address 2: |

City: |N0r10n State: OH Zip: |44203-0000
County: IW,

Contract # 5700190

Type of Site: |N0n-Licensed ﬂ Foster Care: m

Save Changes | Fancel

DRA Edit Site Screen

Step 3: Click the “Save Changes” link at the bottom of thiem.

a. If any errors are found, they will be displayediined box below the form. Please
correct the errors and click the “Save Change&’ &igain to continue.

Step 4: If no errors are found, a confirmation box will tsplayed. Click the “Continue” link to

save the changes.

Step 5: If the updates were successful, the Select Sieesanill be displayed.

Site Murnber: 11310

0 clients found.

Site Marne: Wy Mew Test Site

Add Clients | %iew Clients | Return to site

DRA Select Site Screen
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How Do | Create Costs For A Site? Steps)

From the Site Select screen:

Step 1: Click the “Maintain Site Costs” link located at thettom of the form. The Site Cost screen
will be displayed.

11910
My Mew Test Site

Site Murber:
Site Marne:

Mew Site Cost | Maintain Sites | Maintain Clients | Yiew Actuals

DRA Site Select Screen

No Data Found

Step 2: From the menu at the bottom of the page click thew Site Cost” link. The new site cost
form will appear below the listing of existing sttests.

Note: If no site costs have been added to theasnegssage stating that no costs were found will be
displayed.

Step 3: Enter the start date for the site cost’s spaner‘Eifective Date” date field. Dates should be

formatted “MM/DD/YYYY".

End the end date for the site cost’s span in thel“Bate” date field. Dates should be
formatted “MM/DD/YYYY”.

Enter the total dollar amount in the “Total Costlldr field for the date span entered in steps
3&4.

Step 4:

Step 5:

Step 6: Enter the total service hours in the “Total Houtsld for the previously entered date span.
Site Mumber: 11910

Site Marne: Wty Mew Test Site

Effective Date End Date Total Costs Total Hours Hourly Rat]

5172007 #  |pr1/2009 = | 205012 | 9516 $21.32

DRA Maintain Site Costs Screen

I —IGEt Residents K

Note: After both the total dollar amount and tataurs are entered, the application will attempt to
calculate the hourly rate.

Step 7: Click the “Get Residents” link next to the “HouiRate” field. A listing of client’s
associated with the site during the site cost splime displayed below the form.

Step 8: For each client returned in the table, enter tientk individual costs in the “Individual
Costs” field. Refer to the “DRA Client Entry — Fund Source” .pdf for more information

on entering individual costs.
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0

First Name Last Name SSN Individual Costs ]

Remove  Jack Smith 123456780 [ 10123052 45.38 %
Remove  Joe Smith 123456760 [ 5362226 26.16 %
Remove  John Srmith 123456780 [ s0159.22 2447 %

$0.00 100.00 %

I Save Site Costs

a

DRA Maintain Individual Costs Screen

Note: The sum of each client’s individual coststnegsial the value specified in the “Total Cost’Ifie
entered in step 5.

Step 9: Click the “Save Site Costs” link below the residetatble. The application will validate the
data entered.
a. If any errors are found, they will be displayedea text below the form. Please correct
the errors and click the “Save Site Costs” linkiada continue.
b. If no errors are found, a message stating thasdlie was successful will be displayed
in red below the form.
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How Do | Edit Costs For A Site? (3 Steps)

THE Oxio DePARTMENT OF MENTAL RETARDATION AND DEVELOPMENTAL DISABILITIES

Daily Rate Application (DRA - Site Manager)

Welcome Mark Smith

Add Site | Search Sites | Search Sites (by Client) | Upload Sites (XML

Site Number

Site Name ]:—| |

" Address 1. |[6F "

Address 2

I
City [ State i H Zip -'l
County: I- ¥
i
Type of Site ] icensed j Foster Care: [No
Edit Site | Maintain Site Clients

DRA Site Manager Screen \

Step 1: From the DRA Site Manager Screen, select the ‘MainBite Costs’ link.

Contract #

Sites: 1 sites found.

. ) Provider
Site Name/Address

Contract #
My New Site 2 5E00225
123 Some St
Marton, OH 44203-0000

Step 2: Click the “Select” link next to the site cost toited he site cost edit form will appear below
with the listing of site costs.

Site Mumber: 11910
Site Mame: hily Mew Test Site
Effective Date End Date Total Costs Total Hours Hourly Rate ) I?
Prorated
34172007 /31,2009 | | 205012.00 9516.00 $21.32_ r
Get Praration
Min. Mone Min. Q.00 Min. 0.00
First Name Last Name SSN Individual Costs %

Remove Jack Smith 123456750 I 10123052 48 38 %

Remove Jom Smith 123456780 I 53622 05 2516 %

Remove John Sith 123456750 I a0159.22 2447 %

$0.00 100.00 %
Save Site Costs

DRA Site Edit Costs Screen
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How Do | Edit Costs For A Site? (3 Sps) (contd.)

Step 3: Modify the “End Date”, “Total Costs”, “Total Hoursand/or “Individual Costs”.

Note: If the provider has entered actuals for aipéifalling within the site cost span, the follogin
restrictions apply when editing the site cost:

1. The new end date cannot be less than the miniemdnaate displayed.
2. The new total hours cannot be less than themmim total hours displayed.

3. If the total costs must be entered at a valas than the minimum, a warning will be displayed
when saving the changes to ensure that the chang@riect.

Site Mumber: 11910
Site Mame: Wy Mew Test Site
Effective Date End Date Total Costs Total Hours Hourly Rate Is
Prorated
01,2007 /31,2002 = I 205012.00 9515.00 $21.32_ r
Get Proration
Min. Mone Min. Q.00 Min. 0.00
First Name Last Name SSN Individual Costs %

Rermave Jack Srith 123456750 I 101230.52 49,35 %)

Fermove Joe Smith 123456750 I 362206 2516 %

Remove John Smith 123456780 I £0158.22 2447 %

$0.00 100.00 %
Save Site Costs

DRA Site Edit Costs Sae

Step 4: Click the “Save Site Costs” link.

a. If any errors are found, they will be displayedéa text below the form. Please correct
the errors and click the “Save Site Costs” linkiada continue.

b. If no errors are found, a message stating thasdkie was successful will be displayed
in red below the form.
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