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Provider Reference Guide
Crisis/State-only Membership Services Request

Overview

Mercy Care is responsible for administering limited crisis and state-only services for persons having
behavioral health coverage through an ACC or another RBHA. To adequately process claims for these
individuals, Mercy Care must have enrollment information for the member.

Effective Monday, December 3, 2018, providers rendering crisis and/or state-only services to persons
having behavioral health coverage through an ACC or RBHA other than Mercy Care must share basic member
information with Mercy Care. Mercy Care will compile the member detail and send it to AHCCCS in a
daily file. AHCCCS will process the records and return enrollment detail in an 834 file. Once Mercy Care
has this information, crisis and state-only services will be adjudicated.

To submit a Crisis/State-only Membership Services Request, you must first gain access to Mercy Care
tools via a secure web portal using either the Medicaid Web Portal (MWP) or the Availity Essentials
portal.

Medicaid Web Portal

Users must have permissions to the Medicaid Web Portal — Mercy Care in order to utilize the Mercy
Care provider and member tools. Each provider organization should have at least one user identified
as a Portal Administrator. The Administrators are responsible for maintaining user permissions for their
organization. This includes registering new users and deactivation of accounts for users that have left
the organization or otherwise should no longer have permissions. Contact your Provider Relations
Representative if you need help identifying the Administrator for your organization.

Provider Intake is the application used to view, manage and submit enrollment records online. The link
for Provider Intake is in the Health Tools menu.

My Account Tasks Health Tools mportant Links Contact Us

User Details Authorization Search PA Requirement Search Tool  Disclaimer Questions? We're here to help.
Provider Details Claims Search Clear Claim Sitemap Just call Member ;
Change Password Providerintake 2eferrals and Authorizations Lsﬁeopéllcggggw?r;-?;n‘%t‘.us[:‘;sf\
Change Secret Question Search Members Provider 'Dgh'.-erahl_e 5465‘ or hearing \ﬂba red
Inbox Panel Roster Manager(with Provider Report (TTY/TDD}): 711,

Attachments Search Providers Management ool You can contact us click hers

Register for EFT
Register for ERA

Provider Training Tools
Business Inteligence Reports
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Availity Essentials

With Availity Essentials, individual agencies register with the application, set up and manage their own
user profiles. It also provides the agency a single sign-on for multiple payors. All Mercy Care Services
are accessed from the Payer Spaces menu item. Click on ‘Payer Spaces’ and select the ‘Mercy Care’
tile.

7 Avallity s # Home M Nofiications & My Favorites @ Help & Training B Dave's Account 8 Logout

Patient Registration Claims & Payments Clinical Wy Providers Reporting Payer Spaces ~ | More

n Notification Center . Al Al b | Messaging
&\\? cT cT cT
Jnassigne

‘You have no notificatia un
~ - - - Pending
Regently Resolved
cT = = =

My Account Dashboard

My Top Applications

Eligibility and Benefits Claim Status
Inquiry

News and Announcements
1756 News tasting 1020207

regression test the news for 1758

Clone-1755 News testing toz0z02
Clone-regression test the news for 1756

eauwpm

All the available Mercy Care applications, services and tools are displayed as ‘tiles’ and are arranged
alphabetically, left to right. Provider Intake is the application used to view, manage and submit
enrollment records online. Select the ‘Medicaid Provider Intake’ tile to advance to the ‘Provider
Intake’ access screen.

Home > Mercy Care.

M mercycare Mercy Care

‘We are Mercy Care

| Providing a secure environment with
helpful information and tools for
~ providers.
Review claims or authorizations, validate
‘member clgibiity and benefits, and submit
‘questions

[ strttyping toscarcn s payer space | @scarn

THESE LINKS MAY RE-DRECT TO THIRD PARTY SITES AND ARE PROVIDED FOR YOUR CONVENIENCE ONLY. &VAILITY I3 NOT RESPONSIBLE FOR THE
‘CONTENT OR SEGURITY OF ANY THIRD FARTY SITES AND DOES NOT ENDORSE ANY FRODUSTS OR SERVIGES PROVIDED Y THIRD PARTIES

© Medicaid Case Managemant © Medicaid Clear Claim © Medicaid Contact Us
{Dynamo) Clear Ciaim ‘Contact Us through Availty Messaging
Case Management (Dynamo)

@ Medicaid Provider Deliverable @ Medicaid Provider Intake © Medicaid Provider Intake -
Manager Sroider ke Regulators
Provider Deliverable Manager Provider Intake Tool for all providers

Vithout an NP1 or GHXT 1D

\ Al agencies

(except Regulators)
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All asterisked (*) fields must be completed

waility # Home & Nofifications < My Favorites

Patient Registration

Claims & Payments Clinical My Providers Reporting

Home > Mercy Care » Provider Intake

Provider Intake

Give Feedback

Select Organization *
Select

Select Program *
Select..

M mercy care

(Saled a TaxID *

Select a NPI Select a Provider QHXT ID =
Select
* = Required Field

To reduce the number of available QNXT IDs, we suggest you enter an NPI
(o sem

Select your organization (Aetna Medicaid Administrators used for demonstration).

Select either ‘Mercy Care RBHA’ or ‘Mercy Care’ (ACC and Long Term Care Agencies) from the
Select Program* list.

# Home M Motifications < My Favorites © Help & Training

O Dave's Account & Logout

Patient Registration Clims & Payments ~  Clinical MyProviders - Reporiing - Payer Spaces More

Home » Mercy Care > Provider Intake

M mercycare

Provider Intake

Give Feedback

Selact Organization * Select Program *

Aetna Medicaid Administrators [select

Mercy Care REHA
Select a TaxID * Select a Provider QNXT ID *

Mercy Care
Select

* = Required Fiekd
To reduce the number of available GNXT IDs. we suggest you enter an P
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Complete the remaining fields and click ‘Submit’ to access Provider Intake.

9 Awaility est s # Home A Molifations €2 My Favorites ® Help & Training O Dave's Account & Logout

Patient Registration Claims & Payments Clinical My Providers Reparting Payer Spaces

Home > Mercy Care > Provider Infake

Provider Intake GhoFeethack M mercycare
Select Organization * Select Program *
Aetna Medicaid Administrators Mercy Care REHA
Select a TaxiD* Select a NPI Select a Provider QNXT ID =
139747932 Select. PDZ000000190184-TERROS INC

* = Required Fiskd
To reduce the number of available QNXT IDs. wie suggest you enter an NPI

. o |

Provider Intake
Provider Intake will open in a new browser window. From this page you may submit a Crisis/State-only
Membership Services Request.

Take note of the agency information under the user name at the top of the page. This indicates the
location/site you are representing. Users may change the site by selecting a value from the Change my
Agency function in the upper left-hand menu. The sites displayed in drop-down box are those affiliated
with your user credentials.

Login Information

For Prov Welcome: User Name
Agency: XXXXXX - Agency Sile Name
e

Change My Site 4

News and Announcements

< Last Announcement Update: 08/14/2025, 08:30a
NEXT SCHEDULED OUTAGE(s): August 14th at 5:00pm through Sam August 18th for cloud migration activities

- Outages generally run 1 to 2 hours beginning at 5:00 pm local, Thursday evenings.

Member Search 4 - However, some outages may run longer when necessary

Member Paneling 4
ate-Only Membership4 L

** REPORTING ISSUES **
If you are experiencing an issue, please use the instructions at
the bottom of this page to ensure a timely response.

View Submissions

SissdEkass s3EESSEEE O TO REPORT SSUES 543 643 sadst3ssussss

For a TIMELY and ACCURATE response, it is very important that you provide as much information as possible when reporting suspected
problems. Use the checklist below to help you provide this information. If we do not have enough information to re-create the error, any
resolution or response may be delayed

1. UserlD/loginID/ACC or RBHA. If you encounter 3 web spplication error, we may be able to locate the error in the logs if we have your
loginiD.

2_ Agency |D used (this should be included in any screen shots)

3. Client AHCCCS ID. Even if shown in the screen shot, please type in the ID so we can copy it to any queries that we may run

4_Date & Time the error occurred

5. The steps to replicate the issue. This is very important - we need this information ta replicate your issue. Example: | searched by the dient
AHCCCSID. | then clicked on the dient name and the Member Summary page displayed. When | dicked on the "Enrollment Inserts/Re-
Enraliment” button, the web application error appeared.

6. Screen shots.

This document is maintained by Mercy Care Operations. If any corrections, additions or updates are needed to this process document, contact Sean Bangert.
Revised 2/11/2026

Page 4 of 8


mailto:BangertS@mercycareaz.org

Crisis/State-only Membership Submission
Select the Crisis/State-only Membership option from the left-hand menu, or the link at the bottom of
the page, to display the Crisis/State-only Membership Submission entry page.

Selection Links

m

Change My Site 4 News and Announcements
4

Last Announcement Update: 08/14,/2025, 08:30a

NEXT SCHEDULED OUTAGE(s): August 14th at 5:00pm through Sam August 18th for cloud migration activities
- Outages generally run 1 to 2 hours beginning at 5:00 pm local, Thursday evenings.

Member Search 4 - However, some outages may run longer when necessary

Member Paneling

Crisis/State-Only Membership4

Welcome: User Name
Agency: XXXXXX - Agency Site Name

View Submissions

=* REPORTING I5SUES **
If you are experiencing an issue, please use the instructions at

— the bottom of this page to ensure a timely response L
b . B gt ’..,"_“,_,___/- Y Y P P _"_.,/;)_._ "
e
6. Strzen shots.
Home For Providers
Contact Us View Submissions
Member Search

Member Paneling
Crisis/State-Only Membership

Membership Entry Page

I e
Agency: XXXXXX - Agency Site Name
Crisis / State-Only Membership Services
4

View Submissions

Provider Intake Online]

Membership Notification Request:
Mercy Care RBHA is responsible for administering limited crisis and state-only services for persons having behavioral health coverage through an ACC
or another RBHA. Notification of Crisis/State-Only membership should not be confused with Non-Title enroliment and is intended only for members

Member Search 4

having active behavioral health coverage through an ACC or another RBHA. Non-Title enroliments are intended for persons that do not have existing
Member Paneling behavioral health coverage through a Medicaid plan.

s/State-Only Membership4 Notification Instructions:

NOTE: Data entered in the Transaction Grid MUST be validated for the transaction to be considered for submission

Enter Crisis/State-only Membership Notifications in the grid below. Al fields are required. The span end date is auto-calculated based on the
membership type selected and the span start date. The end date may be adjusted to fit within an existing span gap but cannot be increased beyond
the maximum allowed span. Each line must be validated before another transaction can be entered. Use the "v" button to validate field values within
the transaction. Field errors will be highlighted in red. Use the "D" button to delete an entire line entry. Use the Plus (+) button to make additional
entries. An online batch is limited to no more than ten (10) entries, but there is no limit to the number of batches that may be submitted. NOTE:
Dates MUST be entered in mm/dd/yyyy format

Membership Transaction Grid :

T T T T TR
v | | | = = @ e

[“Submit | cancel |

The following data elements are required:

. Membership Type C for Crisis Services. Span will be set at 3 days. S for State-only Services.
Span will be set at 30 days.

o AHCCCS ID. Absolutely required. Member must already be actively enrolled in the Medicaid

system.
o Member last name. Informational only. Limitedto 20 characters.
o Member first name. Informational only. Limited to 10 characters.
o Span start date. Thefirst day services began.
o Span end date. This data point is not entered by providers; it is auto-generated based on the

membership type selected.
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1. Select the Membership Type from the dropdown list: C for Crisis Services (Span will be set at 3
days) or S for State-only Services (Span will be set at 30 days)

— Membership Transaction Grid

Type - | AHCCCSID - |LastMame - First Name - DoB = |Span5tar - | SpanEnd -
#| o

C | Crisis Services

LSS

2. Enterthe member’s AHCCCS ID. Members must already be actively enrolled in the Medicaid
system to utilize this process.

3. Enterthe member’s last name, up to 20 characters. The name is required for tracking purposes
only. If the name is longer than the allotted space, use the first 20 characters.

4. Enter the member’s first name, up to 10 characters. The name is required for tracking purposes
only. If the name is longer than the allotted space, use the first 20 characters.

5. Enterthe member’s date of birth. Select the appropriate date from the calendar.

6. Enter the Span Start Date. Select the appropriate date from the calendar. Once both the
Membership Type and the Span Start Date are entered, the Span End Date is auto-calculated.

7. Repeatsteps 1thru5 for up to 10 members. Note: Both crisis and state-only memberships may
be submitted at the same time. If adding additional members, additional ‘batches’ may be
submitted by returning to the Crisis/State-only Membership Services entry page.

— Membership Transaction Grid

Type - | AHCCCSID - |LastMName - First Name - DOoB = |Spanstan - | SpanEnd -

C Al2345678 DUCK DONALD 1/1/1950  9/20/2018 9/22/2018

5 Al2345682 DUCK DONNY 1/1/1960 9/1/2018 9/30/2013

C 412345684 DUCK HEWEY 1/1/1970 9/1/2018 9/3/2018

C Al2345686 DUCK LEWEY 1/1/1980 9/3/2018 9/5/2013
* "

8. Click the Submit button to submit your entries.

9. |Ifthereare nofield errors, the acknowledgement pageis displayed.
Crisis / State-Only Membership Online

Submission Complete

Transactions were successfully submitted for:

Type AHCCCSID Name DOB Start End

C  A1234567. DUCK, DONALD 1/1/1950 9/20/2018 9,22/2018
S A1234568 DUCK, DONNY 1/1/1960  35/1/2018 39/30/2018
C  A1234568 DUCK, HEWEY 1/1/1970 312018  5/3/2018
€ A1234562 DUCK, LEWEY 1/1/1920  9/3/2018  §/5/2012

MNOTE: The Transactions noted above will be forwarded to AHCCCS for review. It may take up to 7-days for your
submission to be updated in the system. You can check the status of your ission in the View issi
Medule.

Member Search

Return to Welcome Page
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10. If any fields are missing, or thereis a problem with the entered data, the problem field(s) will be
highlighted in red. All submissions must be error-free to submit the batch.

Example of an incomplete submission

Membership Transaction Grid
Type - | AHOCCCSID . |LastMName .  FirstName - DOB - |SpanSesn - | SpanEnd -
C Al12345693 11042000
5 A123456 3f10/2010 9/1f2018 9302018
5 A12345E97 3/10/2015% 9/1/2018 9/30/2018
c Al2345690 3/15/201% 212018 2/3/2018
* ]

Incomplete submission following Submit button click

— Membership Transaction Grid

Type - | AHCCCSID - LastMame - First Mame - DoB - | Span5tan - | SpanEnd -
C A12345683  JOMES ALICIA 1_."1-:'_."2-}:}:" '
5 Al123456 SMITH REANMA 3/10f2010 9f1f2018 S/30/2018
5 Al23456597  ARYA 3/10/2015 9/1/2018 59/30/2018
c Al2345699  STARK JANE 3/15f2015 9/1f2018 9/3/2018

/ /| I VA A A0 89 8 8 8 4

VIEW SUBMISSIONS

Submissions can be monitored through the View Submissions module of the Provider Intake
Application. The View Submissions module can be accessed via the left-hand panel or page footer link.

m

Welcome: User Name
Agency: XXXXXX - Agency Site Name

Change My Site 4 News and Announcements
.. date: 08/14/2025, 08:30a
View Submissions 4 e .
MEXT SCHEDULED QUTAGE(s): August 14th at 5:00pm through Sam August 18th for cloud migration activities

- Outages generally run 1 to 2 hours beginning at 5:00 pm local, Thursday evenings.
Member Search < - However, some outages may run longer when necessary

Member Paneling

Crisis/State-Only Membership4

Provider Intake Online

** REPORTING ISSUES *#
If you are experiencing an issue, please use the instructions at

P the bottom of this page to ensure a timely response » N
— el = anat® PSR SR U U Pur v ot A
e
6. Streen shots.
Home For Providers
Contact Us View Submissions

Member Search

Member Paneling
CrisisfState-Only Membership
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Once the View Submissions Module page is displayed, select a report type (1), select a Transaction

Status (2), select a Transaction Type (3), and then click the Search button. Transaction meeting your
criteria will be displayed (4).

S— —
Change My Site

4
View Submissions 4 Report Type: Submission Type:

Search for a Transaction

MEmber Search ‘ @ WView ALL Agency Submissions @- Online

) view Only Site Submissions ) Batch
Member Paneling O view all Agency Submissions for Specific Member

Crisis/State-Only Membership4

Member Info:
Submission Date Range: Last Name: | AND First Name:
From: {(mm/dd/yyyy)  To: {mm/dd/yyyy) OR
5 E AHCCCS 1D
Transaction Status: Transaction Type:
Status: Type:
Submitted v| Crisis/StateOnly Merr v |

20 Transaction Found o

Enrollment
Transaction Type Date of Birth | AHCCCSID Last Update

Crisis/StateOnly 02/23/2012 AS0880711  2/10/2026 Submitted  02/11/2026
Crisis/StateOnly 10/19/1938  A07530261  2/10/2026 Submitted  02/11/2026
Crisis/StateOnly 03/29/1978 = A78760009 | 2/10/2026 Submitted | 02/11/2026
Crisis/StateOnly 09/22/2010 | A75712718 | 2/10/2026 Submitted | 02/11/2026

The status of your submission will be updated throughout the entire submission process. You will
initially see a status of “Submitted” as the record is awaiting backend validation prior to being sent to
the state. If the record is rejected by backend validations, the status will change to “Rejected.” You can
view the reasons for rejection by clicking on the member’s full name.

If the record passes backend validations, it will be batched together with all other pending records and
sent to the state. The status will be set to “Sent to State” while awaiting state validation. The status of
the record will change to either “Accepted” or “Rejected” based on the response from the state.

Note: A submission should have a final status of “Accepted” or “Rejected” within 7 days of

submission. If you notice this is not the case, please contact Mercy Care Health Plan Solutions
and Support.

Note: Screenshots may vary from actual web page displays due to production updates.
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