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Comagine Health Provider Portal

Submitting a Continued Stay Review Extension
Requests for Acute Care Facilities

OVERVIEW

The Jiva system has been updated to the 6.3 version. In this version, users can access the home page,
dashboard, and menu options. The Home button will take users to the home page from anywhere in the Jiva
system. The Dashboard will provide an overview of submitted requests, pending requests and decisioned
requests. The Menu button provides options to submit a new request, search for a member and manage the
administrative functionalities. The Memory List will provide a list of episodes that have been viewed or
recently created. It is important to close out each episode from the memory list to ensure that Comagine
Health staff are able to work the episode.

SUBMIT A CONTINUED STAY REVIEW — EXTENSION REQUEST

1) To submit a continued stay review extension request, click on Menu and select Search Request from the
drop-down menu.

Home @ Dashboard = Menu [ Memory List

Provider

Member MNew Request h|
Search Reguest

2) From the Client drop-down menu, select NEW MEXICO HEALTH CARE AUTHORITY.
3) Under Insurance ID, enter the Medicaid number with four (4) leading zeros (0).

4) If you have the Reference ID number, enter it.

5) Click on Search.
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Search Request

Memb

Member Last Name

Last Name

er First Name First Narme.

Member DOB

Client *

Insurance ID % | 0503344556677

NEW MEXICO HEALTH CARE AUTHORITY

Request Status

—Select One—-
Episode Type —~Select One—
Request Type Select Values
Treatment Type Select Values
Action  EpisodelD |  MemberName Errmb T
& 1702218 DEAN, JAMES [

Request Type

Behavioral Health (ABP/FFS)

Treatment Type

Psychiatric - Acute Inpatient

Episode ID

I Reference ID

2313700011

Request Added From

RequestAdded To

Provider Name

Created By

Submitted By

External Reference ID

Insurance ID Date of Service

0000334556677 05/17/2023

—Select One--

—Select One--

—Select One--

Reference ID.

2313700011

Procedure Codes

0124

Created By

Ferguson, Lynda

Status.

Pending Submission

6) Select the correct Medicaid Recipient Search results:

A. Verify the correct member’s name, date of birth, and insurance ID.

B. Click on the gear icon next to episode you want to work.

C. Select Open from the drop-down menu.

Action

Episode ID

1701894

j@ Wiew Episode Abstract

= Dpen«

7) Inthe Stay Request section:

A. Click the box next to the last approved length of stay (LOS) line.

B. Click on the extension button and enter the number of days requested if you are submitting within

24 hours of the review due date and click Save.

i

¥ Stay Request

b b=

Extension

C. If the extension request is 24 hours past the last approved date, then you may receive an error

mes

sage. Click OK.

This 24-hr. timeline is to be extended. Currently it is set to error 24hrs from last approved date or Next
Review Due date.

Page 2




D.

2pp.zeomega.com/cms/Zellfindox_htmi#/episode/view_episodef251091/IF/17020359/

mmtglmhnlﬂiipp:lumﬁgl.mm says

You have exceeded the time frame for an extension

If you receive the error message above, click on the Add Note section to the right. Enter the

following information:

Note Type — This will auto-populate to Web.

Notes Text — Add notes according to the request, such as:

e The number of requested days.

e Contact information, such as email and phone number.

e Any additional information, such as the discharge date.

Note Encounter Date and Note Encounter Time — These fields will auto-populate the date
and time.

Notes

m Save as Draft Cancel

i

Note Type Web & Note Encounter Date 0512512023

Note Encounter Time o7 A 57

Mote Text - :
File= Edit= View~= Format= Tools~

B Z Y |% B
.Yourname

Your email

Your phone number

Discharge date if applicabld

8) Inthe Documents section, enter:

Document Title — The name of the document.

Document Type — Skip this field.

Document Description — Skip this field.

Select Document — Select Browse to locate the document that needs to be attached.

A.

B.
C.
D
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This will allow the user to upload a document from the computer. Select the correct document
to upload and click Open.

Once the documents have been uploaded, click Add.

Confirm that all documents have been added. Once the documents have been added
successfully, select Save.



Add Documents

*
Document Title Clinical document

Document Type _Select One— v

Document Description Allows 5000 characters only

*
Select Document Browse | Mo File Selected

- [

9) Click on the x in the right corner to close the episode once the request is completed.

StayfService Summary =
Treatment Type :
Iealth (ABPIFFS) Residential - Non-accredited Relaleal Epandes
Ischarge * [ote Add Notes  View All Motes

10) Always go to Memory List and close out of the episodes listed. This will ensure Comagine Health are
able to review your submission. Click on the x’s next to the episodes, or click Close All to clear the
Memory List.

[ Memory List «u Lalendar

Sky, Blue(3441994) > IP(1715505)  current

Lutztest, Nmm(3441903) > create IP request -~ e
Group NEW MEXICO HEALTH CARE

Close all and release all episodes AUTHORITY

For CHPP Technical Assistance: 1-866-962-2180
The CHPP Log-On Link: https://comaginepp.zeomega.com

Page 4



REVIEW/REVISION HISTORY
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Number ?
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0.1 3/1/2023 Initial Kimberley Scott
0.2 2/21/2025 Revised to NM Health Care Authority Natalya Wayne
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