PROMISe™ Worklist Desk Guide

The Worklist provides a real-time list of active and ‘in process’ LIHEAP Crisis Authorizations.

Click on either Worklist link below to access the Worklist. Each time you click the Worklist link, information on the
Worklist is refreshed. When the Auth # is retracted or when a claim moves to PAID status, it drops off the Worklist.
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Vendor Crisis 101: Instructions for Submitting a Claim

Submit all Claims & Attachments within 30 days of Authorization!

LIHEAP Main Menu

Vendor ID: 1022396160002

List of all Active and In Progress Crisis Authorizations. Sort, locate a customer,
process a claim and return to the Worklist for immediate update.

Rejections: Unacceptable documentation, such as illegible text or customer last names that don’t match, will be
rejected and displayed on red columns on the Worklist. Vendors must correct and resubmit attachments, addressing
the reason indicated. The rejection will remain on the vendor’s Worklist until the claim goes to PAID status.
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nefor Crisis 101: Instructions for itting a Claim

This Worklist contains ACTIVE Crisis Authorizations (Auth #s). A LIHEAP Crisis Auth # appears on your Worklist the day after the local county office data enters a Crisis Authorization in the LIHEAP eligibility system.
Locate a customer by name or Auth # by clicking on the blue column title above the column you wish to sort.

IMPDRTANT NOTES:
If you notice an incorrect acct # you can cormrect it when you enter the claim.
LIHE#P Crisis Auth #s won't drop off your Worklist until the claim moves to PAID status in preparation for payment or until the day after the Vendor Unit retracts it.
» LIHEAP Crisis claims are received by and processed through a third-party contractor.
+ The Vendor Unit provides assistance as needed,

Instructions for Auth# and ICH fields:
Suspended = data entry completed + Auth # link takes you to the ‘Vendor Claim Attachment Number Request’ page to request a Cover Sheet and begin data entry on
a spacific claim
Daniad = data sntry completed and an sfror sxists + ICH link takes you to the ‘LIHEAP Claims’ page to adjust data entry on a claim that was already submitted
Blank = B + Click on one of the biue buttons to the right of the ICN to print cover sheet or upload documentation
+ Data entry is required to submit a claim. + An attachment may be resubmitted by clicking on the “Atachmentis) Uploaded" button,

+ If the LIHEAP cash granticustomer credits were sufficient and a Crisis Authorization # isn't needed, contact the Vendor Unit

(1-877-537-9517) and ask for it to be retracted from your Worklist. Note: Click on the WORKLIST link at the top of any page to refresh and return to the Worklist.

m\'-ll N— Crisis A aBons that than 30 days old aims ASAP. such as illegible text or customer last names that don't match, will be rejected
. low Highligt Rows: s Authorizations. are more than lays old. Process these claims d and displayed within the red columns on the Worklist. Vendors must correct and resubmit attachments, addressing the
+ Rows will remain yellow even after data entry but will drop off when the claim moves to PAID reason indicated. The rejection will remain on the vendor's Worklist until the claim goes to a PAID status.
status (or when retracted by the Vendor Unit).
+ Redtext = Denied Status. These claims won't be paid until vendor comects errors made in data entry,

Provider ID: 1022437530002
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	The Worklist provides a real-time list of active and ‘in process’ LIHEAP Crisis Authorizations.

