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CDPAP Billing and Reporting Setup 
To comply with regulatory and reporting requirements from New York State Medicaid 
Billing, agencies performing administrative services for Consumer Directed Personal 
Assistance Program (CDPAP) on or after August 1st, 2024, for MCO and October 1st, 
2023, for HRA,  can be reimbursed for administrative costs Per Month Per Member 
(PMPM). 

 

The PMPM reimbursement is based on members: 

 Authorized hours for HRA per month.  

 Serviced hours for MCO per month.  

 
Important Note: Please refer to your payer guidelines for billing this administrative rate as there 
may be different requirements such as rate codes, timely filing or billing process. 

 
  



 

Confidential | CDPAP Billing and Reporting | 2 

 

To enable this PMPM administrative service transactions follow the setup and invoice 
process as stated in this document.  

Value Items Setup 
**Note: If this was completed for HRA, this step can be skipped.  

1. Navigate to the Value Items screen. 
1. Main Menu > Admin > System Setup > Value Items.  

2. Click Event Codes. 

3. Click Add. 

4. Name the Event Code Value as “PMPM” & the Event Code Name as “PMPM Billing” 

5. Select the Billable check box. 

6. Click the Options box.  

 

7. Select the Special Billing check box. 

8. Click Save. 
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Service Setup  
**Note: If this was completed for HRA, this step can be skipped. 

1. Navigate to Service Screen  
Main Menu > Admin > System Setup > Services  

2. Click Add. 

3. Enter ID as PMPM and Name as CDPAP PMPM 

4. Check Suppress Authorization  

5. Default Bill Type:  05 – Unit 

6. Click Save.  
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Payor Set Up 
Note: For those agencies that are currently billing PMPM for HRA services, no changes in your 
HRA payor tables are required.  
 

Payor Set Up - MCO 
Below is the tier breakdown by serviced hours per month.  
 

Number of Direct Care 
Hours Authorized 
PMPM Rate Code 

FI PMPM 
Reimbursement 

Rate 
Tier 1 (1-159 Hours) 2443 $146.45  
Tier 2 (160-479 Hours) 2444 $387.84  
Tier 3 (480 + Hours) 2445 $1,046.36  

 
The following steps should be completed for all MCO CDPAP payors:  

1. Navigate to a MCO Payor with CDPAP services. 
1. Main Menu > Billing > Payors > Payor 

2. Click the appropriate Plan tab. 

3. Add the billing rate line for the service/event code.  
1. Include a valid HCPCS code and a modifier if applicable for that payor.  

4. Set up the cap and rank by referring to your contract’s requirements. 

5.  Enter the applicable RevCode. 

6. Repeat steps 1-5 for the remaining MCO CDPAP Payors.  
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Update CDPAP Clients  

For each CDPAP client complete the following three steps:  
1. Add a Service of “PMPM” to the CDPAP Client’s Admission  
2. Review the client’s Existing PA/CDPAP Authorization 
3. Add an Authorization of “PMPM” to the CDPAP Client 

 

Add a Service of “PMPM” to all CDPAP Client’s Admission 

1.  Navigate to the General section of the client’s admission. 
1. Main Menu > Client > Search for and Open the Admission > General. 

2. Proceed to the ‘Services’ section and select the Green + Sign to add an additional 
service of PMPM as of: 

A. Existing MCO service: 8/1/2024 for MCO  

B. New Admission:  Enter the begin date based of the Start of Care (SOC) for both 
MCO and HRA admissions.  

 



 

Confidential | CDPAP Billing and Reporting | 6 

 

 
Review Existing Client Authorizations  

On the General tab, check any existing authorization to ensure there are limitations 
(Authorizations Daily, Weekly or Monthly) entered.  
 
Note: For HRA only, without defined limitations, the system assumes that the client is authorized 
for services 24hrs a day, which causes them to receive the highest tier of reimbursement. For 
MCOs because the calculation is based on the confirmed service hours, the authorization 
limitation will not affect the tier value.  
 

 



 

Confidential | CDPAP Billing and Reporting | 7 

 

Create a New Authorization for PMPM Billing 

1. Navigate to the General section of the client’s admission. 

2. Double click on the payer. 

3. Click the Authorizations tab. 

4. Click Add ( ). 

5. Select the Service of PMPM 

6. Select the Event Code of PMPM 

7. Enter ’REMOVE‘ in the Ref. No. field. 
If the payor’s setting does not require an authorization number, leave this field blank.  

8.  Select ‘Units’ in the Format drop down. 

9.  Enter 08/1/2024 in the begin date or the start date of the authorization (MCO). 

10. Enter 12/31/2026 (or the preferred End Date)  

11. Select ‘Month’ from the Limit drop down. 

12. Enter 1 in the Total field.  

13. Click Save. 
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Create a PMPM Staff Placeholder 
If your agency is already setup for HRA CDPAP skip this step.  
 

1. Using the Staff Search screen (Main Menu > Staff), create a new Staff as a 
Company by clicking on the plus New Staff button.  

2. Select ‘Company” from the Staff Type.  
3. Enter “PMPM Placeholder” in the Name field then click on Next.  

 
4. Click on Next until you reach the position page, then select your PA position.  
5. Click on Next then Finish.  

 
 

6. Activate the PMPM Placeholder Staff, set the start date as 8/1/2024.  

 
  



 

Confidential | CDPAP Billing and Reporting | 9 

 

Create a Schedule for the PMPM Monthly Transaction   

1. Using the New Events screen (Main Menu > Scheduling > New Events), create a 
new schedule for the end of the month for each client being billed for the PMPM 
administrative fee. The schedule must recur monthly for the last day of each 
month. beginning August 2024.  

2. Select the PMPM service. 

3. Select Unit from the Bill Type 

4. Select Hourly from the Pay type.  

5. Enter 5:00 – 5:15 in the times fields. 

6. Click on the Green Plus in the Event Code(s). Select the PMPM event code and 
remove the default event code.  

7. Enter additional information such as the Client, and PMPM staff placeholder.  

 

Note:  
If the end of the month does not fall on the 30th, adjust the schedule date created to the last 
day of the month for billing consistency.  

  
To add another month, follow the steps below.  

8. Change date to the last day of the next month and select the green + Add button.

 

9. Once all schedules are created for the months you would like to build, press 
Commit on the top right of the ‘New Events Screen’ in order to create your 
monthly PMPM visit.  
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Confirming the PMPM Visit 

**Important: Do not run before the middle of the following month for MCO contracts to ensure 
that all late time sheets are included in the tier calculation. 
Best Practice: For MCO PMPM: monitor the PA visits in in the Billing Review screen by filtered 
for “Not OK to Bill,” remove the Confirm status, and “Show as Summary” for the previous month, 
and hit Refresh. Then sort by “Units” to identify clients where their tier may be affected by the 
client participant status, and you may want to wait to invoice the PMPM. 

 
 

1. Proceed to the Scheduling Overview Screen. 

2. Filter by location if you have HRA vs MCO separated by location, if you do not, 
filter by payor.  

3. Select Service PMPM and select the last day of the month.  

4. Highlight any schedule in Results:  

1. Right Click 

2. Select All 

3. Right Click 

4. Mass Edit  

5. Status -> Confirmed.  
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Creating an Invoice 

 

**Best Practice: Do not run before the middle of the following month for MCO contracts to 
ensure that all late time sheets are included in the tier calculation. 
PMPM Invoices should be created and exported on an alternate day from your standard 
billing date.  

1. Navigate to the Billing Review screen. 
Main Menu > Billing Review 

2. Use the created Event Code to search for visits being billed for CDPAP PMPM 
reimbursement. 
Note: All invoices will display the tier one rate and amount until the invoice is created.  

3. Click Update. 

4. Click Create Invoices. 

 

 

5. Enter the invoice date. 

6. Click Create Invoices 

  

7. Navigate to the Invoices screen. 
Main Menu > Billing > Invoices 

8. Double click, to open the invoice. 

9. Review the invoice. 
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Reviewing PMPM Invoices 
Complete the following steps to review PMPM invoices.  

Main Menu > Reports > Billing > Invoice Detail CSV 

1. Select the PMPM Service 
2. Clear the “Date From” & “Date To” by entering a zero in each field. These are 

the invoice dates.  
3. Enter the last day of the month as the service dates.  
4. Unselect Show Invoices Exported Multiple Times 
5. Add additional filters as desired. From this screen you can filter by Location or 

payor.  
Note that the CSV file will also have these fields and can be filtered from the 
file. 

6. Click on Export. 

 

1.  

Sample PMPM Invoice Detail CSV: 
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Exporting the Invoice 

1. Navigate to the Exports screen. 
Main Menu > Billing > Exports 

2. Select a CDPAP payor. 

3. Click Export. 

 
 

 
 


