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I. OVERVIEW

Starting in FY 2009, each State participating in P ayment Error Rate Measurement (PERM)is required
to complete reporting forms on both Medicaid and the StateCh i | d rHeaitd Iasurance Program
(SCHIP) eligibility reviews for each month of the PERM eligibility review process . Copies of the forms
are included in Appendix A. Instructions for completing the forms are included in Appendix B. A
timeline for FY09 completion of the PERM eligibility review, payment collection and reporting is
attached in Appendix C.

The PERM Eligibility Review Tracking (PERT) will serve as a vehicle for States to submit their
eligibility reporting forms and allows for a central depository for all  State-submitted reports. The
PERThastwo main purposes:

1. Facilitating the accuracy of State reporting by using an electronic process (e.g., reduces
potential for user errors in data entry or copying data files, requires data to only be entered
once).

2. Providing accurate data for error rate calculation and corrective action analysis. The site will
allow data to be easily exported for error rate calculation at the end of the cycle.

The site will allow States to either download a form template and upload the completed form back to
the site, or fill out the form directly on the website. To upload data, States will input data into the
eligibility repo rting forms in the Excel template and, following the instructions below, will upload the
data to the PERT website. In order to upload data, States will need to save a copy of the file on a local
computer and use the same Excel template throughout the review process (i.e., State will use one
Excel template for January, one for February, etc.) For States that choose to input the data directly
into the form, submitted data will be available for review. States that input data directly on the
website will also be able to download copies of submitted data for their own records .

If errors are identified in the PERM eligibility universes (e.g., SSI cases are foundn the Medicaid
universe, State-only funded cases are found in the SCHIP universe, etc.)causing changes to the
sample once the monthly sample selection list is sent in, the Statecannot change the sample list unless
it is due to a statistical matter that would affectthe Statebs error rate (e. g.,
other changes to samples are Howed. States will need to gain CMS approval before resubmitting a
revised sample and should contact Livanta with specific information regarding why the sample is
being changed. Once the State has gained the necessary approval,the Statewill need to resubmit the
data using a new eligibility reporting form to the website. Resubmitted data will not delete previously
submitted data. The database will keep a record of all submitted data. However, only the latest
version will be available for a Stateto view.

States should designate one primary and one secondary staff member to have access to thePERT
website. Only two staff members from each State will be able to register for the PERT website and
have access to upload or input data.

Note on Beneficiary/Clai m ID numbers for PERT site: In order to be HIPAA compliant, States that
have beneficiary ID numbers that are not randomly assigned (e.g., Social Security numbers) will need
to develop dummy beneficiary ID numbers to submit eligibility reporting forms via PERT. States
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should develop their own system for developing the dummy beneficiary ID numbers but the
numbers should be consistent for each claim throughout the eligibility review process. The dummy
ID numbers should be between 6 and 10 characters (e.g., for Pennsylvania Medicaid Stratum One
cases: PAMedS101, PAMedS102, etcGrosswalks for these dummy claims should be sent in a hard
media (e.g., CD) password protected file to CMS when States submit the Monthly Sample Selection
List to the PERT website. The crosswalk should be sent to Jessica Woodard Centers for Medicare &
Medicaid Services, C302-16, 7500 Security Boulevard, Baltimore, MD 212441850.The passwords can
be emailed to Jessica Woodardat jessica.woodard@cms.hhs.gov However, under no circumstances
should the crosswalks be emailed directly to CMS due to the inclusion of personal health information.
States that already assign random case ID numbers to beneficiaries will not need to develop dummy
ID numbers to be able to submit their eligibility r eporting forms via the PERTwebsite.

Il. REGISTRATION

The Registration Page Exhibit 1) will allow States to sign-up for access to thePERT site. To register,
clickonthed Cl i ¢ k h e r dinkton theaHomepagé. Ehis Wwill take you to the page to register as
a new user.

1. Select your Statefrom the dropdown box.
2. Enter your First Name, Last Name, and Email Address.

3. Enter a Username of your choice (for example firsthame.lastname). Your username is case
sensitive.

4. Create a password Passwords must be at least8 characters in length, and must contain at least
one number, one upper case letter, one lower case letter, and one special character (special
characters are #$%&()*+;./;;<=>?@[\ " _{|}~). Passwords must be changed every 60 daysand
States should not use the same password more than once Passwords are casesensitive.

5. Then, re-enter the password.
6. Click on the Register button.

Once you <click on the ORegisterd button, the regi
process your request by verifying that you are associated with a State participating in the Payment

Error Rate Measurement eligibility review for the appropriate fiscal year (State or contractor staff). If

your name has not been given to CMS previously, the project director of the State you identified will

be contacted to verify that you work on PERM; this may cause the registration process to take a few

days. For FY® States , please make sure that you register at least one month in advance of the first

Monthly Sample Selection List submission due date.
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Exhibit 1 . Registration Page

/= PERM-PERT - Wendows ntesmet Explorer

X
Bl = bt/ 103255.18 register php. v| ¢ | x | tive search R

% & | peRm-pERT Zv B v o kPage v (3 Tacks

Payment Error Rate Measurement

PERM Eligibility Review Tracking

HOme ¢ CMS PERM

reate a username and password to use the sita here. Passwords must be at least eight
long and must contain at least one number, ane Upper case lettar, ane lower case lstter and
ers. Special characters are !8§%8()™+,-/1; <=>?B\_{ |}~. Passwords must be

Please select your state: Alaska -
Please enter your firstname

Please enter your lastname:

Please enter your =-mail address:

Please create a username:

Please choose a program: Please select -
Please create a password:

Please repeat password

Registar

@ Intemet | Protected Mode: On H100%

hth [l enae] o, WS FIPERRSE (b |/ PERM-PERT - Wind... BESE AF e ooan

Once the registration is approved, you will receive an email message that will instruct you to click on

a link to the website to confirm the registration. This is a protection against someone else registering
with your email address. Because the confirmation emails are sent directly from the PERT website,
some system firewalls prevent these emails from reaching the intended recipient. If you do not
receive a confirmation email within 36 hours, please contact Jesica Woodard at CMS
(jessica.woodard@cms.hhs.gov)

I1l. LOGGING IN

The Log-in page (Exhibit 2) allows authorized users to sign in to their respective State pages to
download eligibility reporting forms, upload eligi  bility reporting forms, or use the on -line reporting
form to enter in data for each sample form. As a reminder, only two authorized users will be
permitted to have access to thePERTwebsite and enter reporting information .

Toenteryour Statedb s si t e:

1. Goto https://www. cmspert.org.

2. Enter your username and password. Both are case sensitive.

3. Click the log-in button. You will be directed toyour Stated s page.

4. Be sure to cl-dwtké omuttthoen odaltogt he end of each sessi
Stated s dat a.
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Note: A username is disabled for fifteen minutes after three consecutive failed login attempts . After
three consecutive disable cycles, the username is locked out until reset by the administrator. If your
username becomes locked out, please mail Livanta SC at FYO9PERMSC@livanta.com Three
consecutive failed login attempts at the same IP address will lock out that IP address for fifteen
minutes. Also, the website will automatically log a user out a fter being logged on for 60 minutes.

Exhibit 2. Log-in Page

& hitp://10.3 255,18 index.php v | 1 | | Live searer 5.

& | g perm-pERT £ = B =i = (5} Page = £ Took =

Payment Error Rate Measurement

PERM Eligibility Review Tracking

each report. If changes are ne

Users will have to log in again after 60 minutes on the site.

Click here to register
Chick here if you have forgotten your password

CMS does not maintain ar endorse any content on this website.

hitge//10.3.255 18 register.php @ Internet | Protected Mode: On Hoox -

e Sm e o TR e e W TWOPEREE B /% PERM-PERT - Wing @S WA M

IV. USING THE ELIGIBILITY REPORTING FORMS

A. Forms That Can Be Submitted Using PERT

Reporting forms are required for each sample month of the PERM eligibility sampling process to
report on the outcomes of sampling, review and payment collection . There are four forms States will
submit for each program (Medicaid and SCHIP) to report on each month of the PERM eligibility
processand one final summary form (Appendix A) .

1. The Monthly Sample Selection List is where States will report the monthly random samples
drawn for the active case universe (stratum one, stratum two, and stratum three) and the negative
universe. This report is due on the 15h day of the month following eachsample month and should
be completed before reviews begin.

2. The Detailed Review Findings for Active Case Reviews is where States report on the outcomes of
the monthly eligibility reviews for active cases This form is due 150 days from the end of each
sample month.
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3. The Detailed Review Findings for Negative Case Reviews form is where States report on the
outcomes of the monthly eligibility reviews for negative cases. This form i s due 150 days from the
end of eachsample month.

4. The Detailed Payment Review Findings form is due 210 days from the end of each sample month
and is where States report the dollars values associated with the sampled cases.

5. The Summary Findings and Error Rate Tablesare due on July 1 following the Federal fiscal year
that is being measured. The form includes a summary of findings as well as a reporting of your
Statepr ogr a md s . Ie the foture, themetwéll be a mechanism added to the PERT website
which will allow States to export the data already submitted into the summary form. States can
then use the error rate calculator (currently under development) to calculate the Statepr ogr amé s
error rate. Please see Appendix C for a FYO09 timeline for submitting the PERM eligibility
reporting forms.

B. General Instructions for Submitting Forms

The PERT website will allo w two methods for submitting the Medicaid and SCHIP eligibility

reporting forms . The first method is to download the forms electronically in Excel format and enter
the data. Then, using a macro, export the file into a CSV format to be uploaded. Livanta wil | provide
an Excel template which will include four worksheets, one for each of the following forms: the

Monthly Sample Selection List, the Detailed Review Findings for Active Case Reviews form, the
Detailed Review Findings for Negative Case Reviews form, and the Detailed Payment Review
Findings form. To successfully upload each form, States will need to run various macros described
below, depending on which form is being completed.

Each State program (Medicaid and SCHIP) should complete two Excel workbooks per sample month.
Once aState downloads a PERM Eligibility Reporting Forms Excel workbook, the State should save
the file and use the same Excel workbook throughout the eligibility review process for each sample
month (e.g., Medicaid and SCHIP programs should each have a total oftwelve Excel workbook files
for the FY 20 PERM Eligibility Review).

The second method for submitting the Medicaid and SCHIP Sample Selection Reporting Forms is to
input the data directly into the PERTwebsite. Once data hasbeen entered into the reporting form, the
data will be uploaded and available in report form for reviewing and printing.

Please note that if any forms need to be resubmitted, via either method, States will need to provide a
reason for the resubmission (e.g, data entry error, statistical problem with sample). When a State
attempts to upload a file for a sample month for which they have already submitted a file, the PERT
website will provide a text box and prompt the State to provide a reason for resubmission. Once the
state has resubmitted the form, previously submitted forms will no longer be able to be accessed by
the Statei only the most recent version of the form will be available for States to view.

To Upload t he Forms Hectronically

1. Using the drop-down box, select thespecific PERM eligibility reporting form you are uploading
and click on t h@Exhibit83).bmi t 6 button
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2. Under Form 1, fromthe drop-d own box o0Sel ect Sample Month, ¢
PERM eligibility reporting form you are submitting to the PERTwebsite.
3. Fromthedrop-d own box 0Sel ect Sample Year, 6 choose

4. Fromthedrop-d own box 0Sel ect Program, 6 choose the

5. Then, using the 0Br owseeified BERM Eligilility Reporting farth ih @Sy
format.

Note: The file must be saved as a CSV using the macro instructions below. Saving the file as a CSV
from Excel will not allow the document to upload correctly. States should run the macro described
below to create a CSV file of the report being submitted and then upload the CSV file to the PERT
website.

Exhibit 3 . Uploading PERM Eligibility Forms

/2 PERM-PERT - Windows Internet Explorer

B = http://103.255.18/10ad_sam.php v| o3| x | Live Search £

S0 | 48 PERM-PERT fd v B v # v [Page v {FTook >

Payment Error Rate Measurement
PERM Eligibility Review Tracking

load the PERM Eligibility Review Tracking spreadsheet forms
t the report type you would like to submit:

Monthly Sample Selection List « | Submit

Monthly Sample Selection List Report

can upload a csv spreadsheet in Form 1, o you can enter the

Select Program ~

If this is a resubmission of data for this sample month and program, please explain the reason for the

Send File
Form 2
Select Sample Month +  Select Sample Year «
Select Program

Enter data in the fields below. Blank fields will be counted as zeros.

@ Intemet | Protected Mode: On H100% ~

B /5 ERM-PERT - Wind 55 WA 4 1010AM

To Directly Input Data intot he PERT Website

1. Using the drop-down box, select the specific PERM eligibilit y reporting form you are uploading
and click on the oO0Submitdé button.

2. Under Form 2, from the drop-d own box o0Sel ect Sampl e Monofthe 6
PERM eligibility reporting form you are submitting to the PERTwebsite.

3. Fromthedrop-d own IS@eXx e@dt Sample Year, 6 choose the a

4. Fromthedrop-d own box o0Sel ect Program, 6 choose the
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5. Under Form 2, enter in the data appropriate to the PERM eligibility reporting form you are
submitti ng. For example, to complete the Monthly Sample Selection List Exhibit 4), enter in the
total number of cases in the respective universe and straum in the first row of fields under each
Active Universe Stratum and the Negative Un iverse. In the remaining fields, under each Active
Universe Stratum and the Negative Universe, enter in the Case/Beneficiary ID for each sampled
case. Please note thatStates that have beneficiary ID numbers that are not randomly assigned
(e.g., Social Security numbers) will need to develop dummy beneficiary ID numbers to submit
eligibility reporting forms via PERT.

6. Once all fields have been popul ated, clicktoon th
the site.

7. In order to populate repeated fields in the remaining eligibi lity worksheets, when a State uses the
online form to submit Active Case Reviews, Negative Case Reviews, or Payment Review
Findings, click on the appropriate links for the Monthly Sample Selection List with the sample
date and program of previously complet ed monthly reports (located under the Form 2 heading).
Clicking on one of these links will populate the fields with the beneficiary IDs and strata from the
Monthly Sample Selection List. For the Payment Review Findings, clicking the appropriate link
for the Active Case Review Findingswil popul ate the fields o0Dropped D
and OReview Findingsdé from the Active Case Review

Exhibit 4 . Direct Input into the PERT website

/> PERM-PERT - Windows Internet Explorer
KRRl = hitp://103.255 18 1cad sam.php w4 x| tive Searc £

S | @ PERM-PERT f2 > B) v @ v :}Page v & Took v

1f this i ission of data for this sample month and program, please explain the reason for the
resubm

y IDs from the following sample dates and programs:

Select Sample Month v Select Sample Year

Select Program

Case/Beneficiary Review [
D Month Oue
B

@ Intemet | Protected Mode: On #R100% -

Tl G PERT Inricnonza | I8 FVOOPERAISE Tnbo | /5 PERM-PERT - Wind. B:EHE AF 6 vram

Saving and Exporting the Forms

Once the data has been inputinto each form, States will have to run a macro to populate repeated
fields in the other worksheets. See the instructions for each form for the specific combination of keys
to press to automatically run the macro. To export and save the data in a file format for uploading,
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States will need to populate the form in Excel and save the file as an Excel spreadsheein the location

of your choice (Exhibit 5) . As a reminder, the same Excel workbook should be used throughout the
eligibility review process for a given sample month.

Exhibit 5 . Saving the Excel Spreadsheet

& C:\Documents and Settings\Allison.Haley'\My Documents\PERM Eligibility Forms

Fle Edt Vew Took Help

=1
| &
Qe - @ - [F] Psouet [ roters |15 50 X B |-
address [ CiDocuments and Settings\Alison.HaleyiPy Documents|PERM Elgibiity Forms =l B
5
b

perm
worksheets. x|
s

After saving the file, the State should run the macro for that worksheet (using the instructions in the

next section). The Excel form will export the data to a CSV format in the same directory as the Excel
file. The CSV file will have the Statename, program, sample month, form name, date submitted, and
time submitted in its title (Exhibit 6) . Note: Only the worksheet that is being populated will export
into a CSV format.

Exhibit 6 . Exporting the Excel spreadsheet into CSV format

& C:\Documents and Settings\Allison.Haley'\My Documents\PERM Eligibility Forms

Fle Edt Vew Took Help

=Isix|
| &
Qe - ) - (T ‘ ) searsh || Falders | 5 5 X g |E|-

Address | I CriDocuments and Settings|Alison.HaleyiMy Documents\PERM Eligibility Form:

=l B
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Enabling Macros

The Excel workbook requires States to run a macro to convert the data into a format for uploading.

Many States @ | T nwalltnet autoiatically allow macros to run. States may need to adjust their
computer security settingsa nd 0 e n a b | ireordardoc thessgreéadsheet to work correctly. Before
exporting the forms to CSV, proceed with the following steps:

1. Open Excel.
2. Click on 0Toolsd6 and then 06Options. 0
3.1l n the 060Optionsodé box, click on the 0Securityoé t
4., Under the 0Securitydé tab, click on the oMacro S
5, Change vyour macro security to oOMedium. 6 This w
enable the macro. The macros need to run only in the PERM eligibility reporting form
document.
6. OpenthePERTExcel fil e and <cl i ck o(Exhtbih7eg. 0 Enabl e Macr

Exhibit 7 . Enabling Macros

‘e Edt Vew Insert Fomat Toos Data Wndow el Type aquestion for help v
NEHEERE BB 12-85 5 We BIINEIE e 2 o === % ®H5-0-A F
M WA W5 @ B g8 YeRe wih Changes... EndReview.

~ A

C. Instructions for Submitting Specific Forms

As noted above, four forms can be submitted using the PERT: the Monthly Sample Selection List,
Detailed Review Findings for Active Case Reviews Report, Detailed Review Findings for Negative
Case ReviewsReport, and Detailed Payment Review Findings Report.
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Exhibit 8 . Selecting form for submission

= pe

PERT - Windows Internet Explorer

RM
-~

B = http://103.255.18/10ad_sam.php

% B}

& | 48 verm-pERT BB

Payment Error Rate Measurement
PERM Eligibility Review Tracking

Home  Logout s CMS PERM
Click here to download the PERM Eligibility Review Tracking spreadsheet forms

Please select the report type you would like to submit

[Select wportivee —____________EIETN

Monthly Sample Selection List

To download and submit the Monthly Sample Selection List electronically:

1.

2.

Livanta SC

After |l ogging in, select the

OSubmit reportséd

Using the drop down menu, States should select the form they will be submitting in order

to proceed (Monthly Sample Selection List). (Exhibit 8)

Click the O0Submitoé button.

Click on the link at the top of the page to download the monthly report CSV form: 0Click
here to download the PERM Eligibility Tracking To ol spreadsheet forms.6

When the Excel spreadsheet opens, (Exnibitidr. Khe o n

workbook containing the four forms will then open in Excel.

Save the file d you may want to rename with the Staten a me

and mont3CHIPe. g.

MarchOBPERM EIl i gi bi |l ity Yoewilbusetthersame feoto populate the

remaining three forms for this month.

Click on the tab for the Monthly Sample Selection List form.

Enter data into the form only in the outlined fields . If copying the data into the
spreadsheet, please be sure that numbers are imported as numbers rather than text and
that text is imported as text and not numbers. Also, please do not change any column

Page 12

Created: 10/ 17/2008

t

h


https://www.cmspett.org/downloads/perm%20worksheets%20latest.xls?PHPSESSID=0mtg5ltodfodf5cur2dj4fc1o1
https://www.cmspett.org/downloads/perm%20worksheets%20latest.xls?PHPSESSID=0mtg5ltodfodf5cur2dj4fc1o1
https://www.cmspett.org/downloads/perm%20worksheets%20latest.xls?PHPSESSID=0mtg5ltodfodf5cur2dj4fc1o1




