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Introduction 

What is this workbook all about?  

In the following pages, you will find all the fields in Lumea that a Lumea Administrator will need to update throughout 
the year to ensure Medicaid billing is processed for your school district. We provide step-by-step instructions and 
screenshots to assist you with all workspaces. Please contact your Program Specialist or Claims Analyst with any 
questions.  
Before you get started, we thought it might be helpful to provide you with a quick summary of some of the ways that 

Lumea helps your district with information that is utilized for Medicaid claiming and documentation purposes. 

Lumea allows districts to store student specific information in Student Details that is required for claiming: 

¶ Name 

¶ Date of birth 

¶ Gender 

¶ Medicaid identification number 

¶ District of liability 

 

The following fields found in Student Details either allow or restrict claims from being submitted, depending on how 

they are indicated, and whether they are used by districts: 

Field Name ς Student 
Information Tab 

Selections/Field Type Note 

Parent/Guardian Medicaid 
Consent Signed 

Radio button: Y / N / R / None 
Selected 

! ά¸έ ƻǊ άbƻƴŜ {ŜƭŜŎǘŜŘέ ŀƭƭƻǿǎ ŎƭŀƛƳƛƴƎ ǳƴƭŜǎǎ 
Parental Consent Start or End Dates (see below) 
further restrict claiming; an άbέ ƻǊ άwέ ǎŜƭŜŎǘƛƻƴ 
restricts claiming from occurring.  Note: An άbέ 
selection means the district has not received 
consent.  An άwέ ǎŜƭŜŎǘƛƻƴ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ǇŀǊŜƴǘ 
has specifically refused to provide or has 
revoked consent 

Parental Consent Start 
Date 

Date field When provided, no claims will be submitted for 
dates of service prior to the date set; however, 
claims may have been submitted for dates of 
service prior to the date being set 

Parental Consent End 
Date 

Date field When provided, no claims will be submitted for 
dates of service following the date set; however, 
claims may have been submitted before the 
date was set 

Medicaid # 
 
 
 
 
 
 
 
 
 
 

Open text field EDMS ŘƻŜǎ ǊŜƎǳƭŀǊ άƳŀǘŎƘƛƴƎέ ǿƛǘƘ ǘƘŜ ǎǘŀǘŜ 
database to collect and store this number in 
Lumea; without a Medicaid id, no claiming can 
occur.  To facilitate Medicaid ID matching, 
ǇƭŜŀǎŜ ōŜ ǎǳǊŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ƛǎ ǎǇŜƭƭŜŘ 
correctly with full legal first name in first name 
field and full legal last name in last name field.  
Nicknames or extraneous data in these two 
fields may result in no match found. 
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Bill Medicaid as of date Date field When a date is provided, no claiming will occur 
prior to that date; however, it is possible claims 
were submitted prior to the date being set 

Medicaid billing stop date Date field When a date is provided, no claiming will occur 
after that date; however, it is possible claims 
were submitted prior to the date being set 

Okay to bill Medicaid Radio button: Y / N / None Selected LŦ ǎŜǘ ǘƻ ά¸έ ƻǊ άbƻƴŜ {ŜƭŜŎǘŜŘέΣ ŎƭŀƛƳƛƴƎ Ŏŀƴ 
ƻŎŎǳǊΤ ƛŦ ǎŜǘ ǘƻ άbέΣ ƴƻ ŎƭŀƛƳƛƴƎ ǿƛƭƭ ƻŎŎǳǊ 

If yes, bill for SAC Radio button: Y / N / None Selected LŦ ǎŜǘ ǘƻ ά¸έ ƻǊ άbƻƴŜ {ŜƭŜŎǘŜŘέΣ ŎƭŀƛƳƛƴƎ Ŏŀƴ 
ƻŎŎǳǊΤ ƛŦ ǎŜǘ ǘƻ άbέΣ ƴƻ ŎƭŀƛƳƛƴƎ ǿƛƭƭ ƻŎŎǳǊ 

SAC Status Effective Date Date field ²ƘŜƴ ŜŦŦŜŎǘƛǾŜ ŘŀǘŜ ƛǎ ŜƴǘŜǊŜŘΣ άōƛƭƭ ŦƻǊ {!/έ 
instructions begin on the effective date entered 

Exit Date Date field When a date is provided, no claiming will occur 
after that date, however, it is possible claims 
were submitted prior to the date being set 

Is the Student a Special 
Education student? 

Dropdown field: No selection / Y / N LŦ ǎŜǘ ǘƻ άbƻ ǎŜƭŜŎǘƛƻƴ ƻǊ ά¸έΣ ŎƭŀƛƳƛƴƎ Ŏŀƴ ƻŎŎǳǊΤ 
ƛŦ ǎŜǘ ǘƻ άbέΣ ƴƻ ŎƭŀƛƳƛƴƎ ǿƛƭƭ ƻŎŎǳǊ 

 

For any service types the district intends to claim per student, the district must add records in the billing dates tab 

including the following: 

Field Name ς Billing Dates Tab Selections/Field Type Note 

Start Date Date field  

End Date Date field  

Service Type Dropdown  

Prior Authorization Number Open text field Only for Section 65 CBHDT or Section 
28 RCS 

ICD-10 Code Open text field Be sure Lumea verifies code entered 
as Valid code 

Ready to Bill section ## Radio button: Y / N / None Selected  

 

For claims to be processed, Lumea requires current credentials, including type and dates, be provided in the User Details 

area of each service provider.  Without credential records that cover the dates of service, claims cannot be submitted.  

EDMS does not provide oversight with respect to credentials beyond either allowing or restricting claims from being 

submitted based on the credentials and dates as added by the district.  Additionally, OT, PT and Speech providers must 

ŀƭǎƻ ōŜ ƭƛƴƪŜŘ ǘƻ ǘƘŜ ŘƛǎǘǊƛŎǘΩǎ aŀƛƴŜ/ŀǊŜ ǇƻǊǘŀƭ ŀŎŎƻǳƴǘ ƛƴ ƻǊŘŜǊ ǘƻ ŀǾƻƛŘ ŎƭŀƛƳǎ ōŜƛƴƎ ǊŜƧŜŎǘŜŘ ōȅ aŀƛƴŜ/ŀǊŜΦ 

EDMS in no way monitors or restricts claiming based on whether or not a Covered Service meets any of the following 

criteria (if any of the following are not in place, the district would have to restrict claiming by utilizing one of the fields 

described above, i.e. Okay to Bill Medicaid ς άbέ): 

1) Is ordered in an IEP 

2) Is appropriately documented in a Plan of Care, Plan of Service, or Individual Treatment Plan, if applicable 

3) Has been appropriately authorized (order, referral, recommendation) by a licensed practitioner of the healing 

arts, physician, or appropriate authorizer of services under Medicaid policy 

4) Is considered to be medically necessary or medically appropriate 

5) Is supported adequately by the appropriate plan (i.e. IEP, ITP, POC, etc.) 

6) Is supported adequately by evaluations 

7) Service narratives, progress notes, or other descriptions are available, maintained for the appropriate amount of 

time, and adequate 
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bƻǿ ǘƘŀǘ ǿŜΩǾŜ ǊŜǾƛŜǿŜŘ ǘƘŜ ōŀǎƛŎǎΣ ƭŜǘΩǎ ƎŜǘ ǎǘŀǊǘŜŘ! 

User Management 

User Approval 

If new Service Providers, Administrators, or Team Leaders register for the DistrictΩǎ Lumea account, make sure to 

approve them so you can give them access, roles, and permissions.  

 

1) In the Administration menu, select User Management>User Approval 

 

2) Find the Users you wish to approve in the Workspace 

 

3) Check the appropriate role(s) and select Approve to grant the user access to the account   

 

NOTE: Any role can be made άǊŜŀŘ-ƻƴƭȅέ using the read-only check box.  Read-only users will have access to the same 

information as other users with that role, but editing is restricted. 
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EDMS Registration Invitation Process 

 

As an alternative to the user requesting access and requiring approval, administrators may also use the Registration 

Invitation process on the following pages. 

 

Accessing Registration Invitations 

 

1) Go to User Management > User Details and click on Registration Invitations 

 

 

2) To send a new registration invitation click on the  icon. 
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3) Type in the first name, last name, and email address of the recipient and select the appropriate module.  
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4) {ŜƭŜŎǘƛƴƎ ŀ ƳƻŘǳƭŜ ǿƛƭƭ ŀƭǎƻ ŀƭƭƻǿ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ǊƻƭŜ ŀƴŘ ǘȅǇŜόǎύΣ ƛŦ ŀǇǇƭƛŎŀōƭŜΦ  

 

 

5) When you have completed filling out and selecting all appropriate fields, click the Send button. 
 

6) The saved information will display. You will have the option to Edit, Resend, or Revoke the Invitation. 
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7) To view other statuses of a registration invitation, click on the Status Filter drop-down menu.  

 

 

8) The pending user will receive an email message along with instructions on the final steps to complete the 

registration process.  
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User Details 

Professional Oversight Signature 

If a {ŜǊǾƛŎŜ tǊƻǾƛŘŜǊΩǎ ǎŜǎǎƛƻƴǎ ǊŜǉǳƛǊŜ ŀ tǊƻŦŜǎǎƛƻƴŀƭΩǎ ǎƛƎƴŀǘǳǊŜ for oversight, this can be set under User Details by 

following the steps below. 

Note: When setting professional oversight for a Service Provider, it is critical that the Service Provider be assigned to a 

¢ŜŀƳ [ŜŀŘŜǊΩǎ ŎŀǎŜƭƻŀŘ ǎƻ ǘƘŜ ¢ŜŀƳ [ŜŀŘŜǊ Ƴŀȅ ǎƛƎƴ ƻŦŦ ƻƴ ǘƘŜ tǊƻǾƛŘŜǊΩǎ ǎŜǎǎƛƻƴǎΦ   

If Professional Oversight is removed from a SerǾƛŎŜ tǊƻǾƛŘŜǊΣ ŀƴȅ ǎǳōƳƛǘǘŜŘ ǎŜǎǎƛƻƴǎ ƻƴ ǘƘŜ tǊƻǾƛŘŜǊΩǎ ŎŀƭŜƴŘŀǊ ǿƛǘƘ ōŜ 

ŎƘŀƴƎŜŘ ŦǊƻƳ {ǳōƳƛǘǘŜŘ ǘƻ tƻǎǘŜŘ ōŜŎŀǳǎŜ ǘƘŜ tǊƻǾƛŘŜǊ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ǊŜǉǳƛǊŜ ŀ tǊƻŦŜǎǎƛƻƴŀƭΩǎ ǎƛƎƴŀǘǳǊŜΦ 

1) In the Administration menu, select User Management>User Details 

 

2) {ŜƭŜŎǘ ά9Řƛǘκ±ƛŜǿέ ƴŜȄǘ ǘƻ ŀǇǇǊƻǇǊƛŀǘŜ ǳǎŜǊ 

3) In the Summary tab, check the ōƻȄ ŦƻǊ άwŜǉǳƛǊŜǎ tǊƻŦŜǎǎƛƻƴŀƭ hǾŜǊǎƛƎƘǘέ  

 

4) If the provider is contracted, check the Contracted box and enter their agency name under Contracted Agency. 
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Add Service Provider NPI 

NOTES  

¶ Service Provider NPI numbers are only required for OT, PT, and Speech service providers. Claims for Section 28 

and Section 65 are submitted with the district NPI.  

¶ NPI information for all licensed providers is available at https://nppes.cms.hhs.gov  

¶ Please contact your EDMS Claims Analyst , if you need assistance, when new PT, OT, or Speech providers are 

hired by ȅƻǳǊ ŘƛǎǘǊƛŎǘ ŀǎ ǘƘŜȅ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ŀŘŘŜŘ ǘƻ ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ aŀƛƴŜ/ŀǊŜ ŀŎŎƻǳƴǘ ōŜŦƻǊŜ ǎŜǊǾƛŎŜǎ ǿƛƭƭ 

become eligible for billing. EDMS can no longer complete this step on behalf of school districts since the 

ǇǊƻǾƛŘŜǊΩǎ ǎƻŎƛŀƭ ǎŜŎǳǊƛǘȅ ƴǳƳōŜǊ Ƴǳǎǘ ōŜ ŜƴǘŜred. 

¶ Service Providers may also add or edit their NPI in their profile 

1) Select User Management/User Details from the Administrative Column 

2) Select next to appropriate user 

3) Enter Service PǊƻǾƛŘŜǊΩǎ btL ƴǳƳōŜǊ  

 

4) Select  to complete 

  

https://nppes.cms.hhs.gov/
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Add Service Provider Type 

1) In the Administration menu, select User Management>User Details 

2) Select next to the appropriate user 

3) Select the Types tab  

4) In the Role drop-Řƻǿƴ ōƻȄΣ ǎŜƭŜŎǘ ά{ŜǊǾƛŎŜ tǊƻǾƛŘŜǊέ 

5) Select the State Approved Service Provider Types that apply to the selected Service Provider 

 

6) Select   

NOTE:  Only State Approved Service Provider Types are billable. Contact your Program Specialist or Claims Analyst if you 

have questions regarding Custom Provider Types. 
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Add Service Provider Credential 

1) In the Administration menu, select User Management>User Details 

2) Select next to the appropriate user 

3) Select the Credentials tab  

 

4) Select  

5) Enter appropriate information 

 

NOTE: To edit an existing credential record, please contact your ŘƛǎǘǊƛŎǘΩǎ EDMS Claims Analyst  
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Submit Rates Template 

NOTE:  Claims will not be processed until a rate is obtained for the provider(s).  The rates template must be submitted 

ŀƴƴǳŀƭƭȅΣ ƘƻǿŜǾŜǊ ŀƴȅ ǘƛƳŜ ŀ ǇǊŀŎǘƛǘƛƻƴŜǊΩǎ ǊŀǘŜ ƻǊ CŜŘŜǊŀƭƭȅ CǳƴŘŜŘ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎΣ ƻǊ ŀ ƴŜǿ ǇǊŀŎǘƛǘƛƻƴŜǊ ƛǎ ƘƛǊŜŘΣ 

EDMS requires updated rate information. 

EDMS requires that a rates template be submitted showing salary and benefits information for all providers as well as 

indicating which providers are federally funded and the federal funding amount.   

1) Access the rate sheet via EDMSΩǎ ǿŜōǎƛǘŜ ōȅΥ  

a. Clicking here or 

b. From Lumea 

i. Select EDMS from the Launchpad  

ii. Select Resources/Maine Resources/Maine General 

iii. Select the current Practitioner Rates Calculation template 

2) Fill out the Excel template. Include Service Provider Dates of Birth to ensure they are checked against the List of 

9ȄŎƭǳŘŜŘ LƴŘƛǾƛŘǳŀƭǎ ŀƴŘ 9ƴǘƛǘƛŜǎ ό[9L9ύ ŀƴŘ ǘƘŜ DŜƴŜǊŀƭ {ŜǊǾƛŎŜǎ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΩǎ 9ȄŎƭǳŘŜŘ tŜǊǎƻƴǎ [ƛǎǘ {ȅǎǘŜƳ 

(EPLS)  

3) Send the completed rates template to your EDMS Claims Analyst or upload to the Secure Documents area under 

District Management in Lumea.  If you choose the Secure Documents option, be sure to let your EDMS Claims 

Analyst know you have uploaded the file. 

  

http://msb-services.com/new-hampshire-resources/new-hampshire-forms/
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Caseload Management 

!ŘƳƛƴƛǎǘǊŀǘƻǊǎ ŀƴŘ ¢ŜŀƳ [ŜŀŘŜǊǎΣ ƛŦ ŀǎǎƛƎƴŜŘ ǘƘŜ άaŀƴŀƎŜ /ŀǎŜƭƻŀŘǎέ ǇŜǊƳƛǎǎƛƻƴΣ can manage caseloads in the 

Caseload Management folder.  

 

¶ Service Providers have a caseload of students 

¶ Team Leaders and Data Entry Clerks have a caseload of Service Providers 

In all cases, Caseload Management is managed with two windows ς the Current Caseload window and the New Caseload 

window.   

Service Providers 

Filters are available in the Current Caseload window to refine the list of students that will show in Current Caseload list. 

Assign Students to a Service Provider 

1) [ƻŎŀǘŜ ǎǘǳŘŜƴǘόǎύ ƛƴ ǘƘŜ ά/ǳǊǊŜƴǘ /ŀǎŜƭƻŀŘέ ǇŀƴŜ ƻƴ ǘƘŜ ƭŜŦǘ 
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2) ¢ȅǇŜ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƴŜǿ {ŜǊǾƛŎŜ tǊƻǾƛŘŜǊ ƛƴ ǘƘŜ άbŜǿ /ŀǎŜƭƻŀŘέ ǇŀƴŜΦ  ¢ƘŜ {ŜǊǾƛŎŜ tǊƻǾƛŘŜǊΩǎ existing 

caseload will display 

 

3) {ŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪ ōƻȄ ƴŜȄǘ ǘƻ ŜŀŎƘ ŀǇǇǊƻǇǊƛŀǘŜ ǎǘǳŘŜƴǘ ƛƴ ǘƘŜ ά/ǳǊǊŜƴǘ /ŀǎŜƭƻŀŘέ ǿƛƴŘƻǿ 

4) You have two options when assigning student(s) to the new Service Provider: 

a.  will move the student from the current caseload to the new caseload 

b.  will copy the student from the current caseload to the new caseload and leave the student 

in the current caseload as well 

5) The student will appear in the New Caseload list 

Remove Student from a Service Provider 

1) Select Service Provider from drop-down iƴ ǘƘŜ ά/ǳǊǊŜƴǘ /ŀǎŜƭƻŀŘέ ǿƛƴŘƻǿ 

2) Select the check box next to each student to remove 

3) Select  at the bottom of the workspace  
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Team Leaders and Data Entry Clerks 

The examples shown are for Team Leader Caseloads, but Data Entry Clerks work the same way. 

Assign Service Providers to a Team Leader or Data Entry Clerk  

1) Lƴ ǘƘŜ ά/ǳǊǊŜƴǘ /ŀǎŜƭƻŀŘέ window, check the box next to the Service Provider you wish to add to a Team 

[ŜŀŘŜǊΩǎ ŎŀǎŜƭƻŀŘΦ 

NOTE:  You may choose a Team Leader from the drop down list to view thŀǘ ¢ŜŀƳ [ŜŀŘŜǊΩǎ ŎŀǎŜƭƻŀŘ 

 

 

2) Lƴ ǘƘŜ άbŜǿ /ŀǎŜƭƻŀŘέ ǿƛƴŘƻǿ ƻƴ ǘƘŜ ǊƛƎƘǘΣ ŎƘƻƻǎŜ ǘƘŜ ƴŜǿ ¢ŜŀƳ Leader from the drop down list 
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3) You have two options to assign Service Provider to the new Team Leader: 

a.  will move the Service Provider from the current caseload to the new caseload 

b.  will copy the Service Provider from the current caseload to the new caseload and leave the 

Service Provider in the current caseload as well 

Remove Service Provider from a Team Leader 

1) Select Team Leader from drop-down iƴ ǘƘŜ ά/ǳǊǊŜƴǘ /ŀǎŜƭƻŀŘέ ǿƛƴŘƻǿ 

 

2) Select the check box next to each Service Provider to remove 

3) Select  at the bottom of the workspace  
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Student Management 

Add a Student 

1) Select  in the Student Details Workspace  

2) In the Add Student Workspace, ŜƴǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴame to determine if student exists in the database.  If the 

ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ŜȄƛǎǘǎΣ ǎŜƭŜŎǘ the name from drop-down ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ. If studentΩǎ ƴŀƳŜ 

does not appear in the list, select the ŦƛǊǎǘ ƻǇǘƛƻƴ ƛƴ ƭƛǎǘ ǘƘŀǘ ǎǘŀǘŜǎ άόŎǊŜŀǘŜύέ 

 

 
 

3) LŦ ǎŜƭŜŎǘƛƴƎ άόŎǊŜŀǘŜύΣέ ŜƴǘŜǊ ƛƴ ŀǇǇǊƻǇǊƛŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ.  tƭŜŀǎŜ ǳǎŜ ǘƘŜ ŎƘƛƭŘΩǎ ƭŜƎŀƭ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜǎΣ ǎǇŜƭƭŜŘ 
ŎƻǊǊŜŎǘƭȅΦ  ¢Ƙƛǎ ƘŜƭǇǎ ǘƻ ŦŀŎƛƭƛǘŀǘŜ ŘƛǎŎƻǾŜǊȅ ƻŦ ŀ ŎƘƛƭŘΩǎ aŜŘƛŎŀƛŘ L5Φ 

 

 
 

4) Select  when done  
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Update Student Details 

NOTE: Dates within the Medicaid Information and Parental Consent sections, ŀǎ ǿŜƭƭ ŀǎ ŀ ǎǘǳŘŜƴǘΩǎ 9Ȅƛǘ ŘŀǘŜΣ ƛŦ 

applicable, control whether or not sessions for all service areas can be submitted for billing. Managing submission of 

sessions by a specific service area can be done through the Billing Dates Tab. 

1) In the Administration Menu, select Student Management>Student Details  

 

2) Search for Student by typing alƭ ƻǊ ǇŀǊǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ name in the student search field box, then select the 

ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ 

 

3) Update the following under General Student Information as needed: 

a. District of Liability 

b. School Name 

c. Grade Assigned 
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4) Update the following under Medicaid Information:  

a. Does the Student Have a Medicaid ID?  

b. Medicaid # ς update if known, otherwise, EDMS periodically searches for eligibility on students with posted 

sessions. 

c. Okay to bill Medicaid (None selected or Yes indicates billing is allowed) ς This field automatically defaults to 

No for all new students.  

d. Select  
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5) Update the following under Parental Consent: 

NOTE: As of July 19, 2013, Maine state special education regulations no longer require annual parental consent.  After 

July 19, 2013, the school district may utilize the one-time consent.  Once you have obtained a one-time consent (no IEP 

dates on form) and have provided the Annual Notification of Parental Consent Rights, you may add a new one-time 

parental consent record if you would like to track this information in Lumea. If you have any further questions, please 

contact your Claims Analyst or Program Specialist. 

a. Select  

b. Enter the date of parental consent signature as the start date and leave the end date blank 

 

 
 

c. Select  

NOTE: If a parent ever revokes consent, then an end date for the active Parental Consent record must be added. Then a 

new Parental Consent record should be added with the date of revocation and the Parent/Guardian Medicaid Consent 

Signed toggled to R (Revoked). Sessions that have not yet been billed will be not be released for billing once the 

revocation record has been added.  

6) Update the following under Special Education Status as appropriate 

 

7) Select  
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Billing Dates Tab 

As of October 1, 2015, the appropriate ICD-10 codes must be entered for each student receiving Speech and Hearing, 

Occupational Therapy, Physical Therapy, Section 65 CBHDT, and/or Section 28 RCS services in Lumea. Guidance and best 

practice indicate that practitioners who are ordering/referring IEP ordered health-related services should be choosing 

the appropriate diagnosis/ICD-10 codes instead of using a default code. Thus, claims with dates of service beginning Oct 

1, 2015 will require an ICD-10 code to be supplied by the district in Lumea before the claims can be processed. Billing 

can be controlled within the Billing Dates Tab by service section (i.e. OT, Sec 65, etc.); each Section can have different 

start and end billing dates, if applicable.  Sec. 65 and 28 require Prior Authorizations submitted by your district to KEPRO 

to be added to Lumea once approved.  Your Claims Analyst can assist you with management of this area; please contact 

them if you have any questions. 

 

NOTES: Yes or None Selected ǳƴŘŜǊ άwŜŀŘȅ ǘƻ .ƛƭƭέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ōƛƭƭƛƴƎ ƛǎ ŀƭƭƻǿŜŘΦ 

- Any new students added will be defaulted to No for OK to Bill Medicaid. 

 

1) Select Student Management from the Administrative Column 

2) Select Student Details 

3) Search ŦƻǊ {ǘǳŘŜƴǘ ōȅ ǘȅǇƛƴƎ ŀƭƭ ƻǊ ǇŀǊǘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜ ƛƴ ǘƘŜ search box. 

 

4) Select Billing Dates tab 

 

5) Select  Action Icon   
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6) Enter approriate start and/or end dates and the appropriate billing section, or leave dates blank for OT, PT or 

Speech if there are no date restrictions for those services. 

 

7) Select  

8) In the workspace, navigate to the appropriate service section and edit as necessary.  ICD-10 codes are required 

for all service areas.  Lumea will verify valid ICD-10 codes.  If the ICD-мл /ƻŘŜ ±ŀƭƛŘŀǘƛƻƴ ƭƛƴŜ ǎƘƻǿǎ άLƴǾŀƭƛŘέ 

after saving, please correct the ICD-10 Code. 
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Sections 28 and 65 

If billing for Section 65 (including testing services) and/or Section 28, specific information is required in the Billing Dates 

tab. 

 

Section 65 CBHDT 

If billing for Section 65 CBHDT, update the following under Section 65 Behavioral Health Day Treatment: 

1) Start Date and End Date (must fall within Prior Authorization start and end date) 

2) Prior Authorization Number τ including KEPRO prefix (except Section 65 testing, which is covered below) 

3) Related Service (must correspond with related service on Prior Authorization) 

4) Diagnosis Code (ICD-10) 

5) Ready to bill? (None selected or Yes indicates billing is allowed) 

NOTE: If you provide the needed information to your Claims Analyst, they will be happy to input this information on 

your behalf. Please contact your Claims Analyst for assistance.  

 

6) Select  
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Section 65 Testing 

If billing for Section 65 Psychological Testing, Neuropsychological Testing, or Neurobehavioral Status Exam, update the 

following under Section 65 Behavioral Health Day Treatment: 

1) Start Date and End dates ς optional  

2) Prior Authorization ς LEAVE BLANK ς any data in this field will cause claims to deny 

3) Related Service ς ŎƘƻƻǎŜ ŀŎŎƻǊŘƛƴƎ ǘƻ ǎŜǊǾƛŎŜ ǊŜƴŘŜǊŜŘ ŀƴŘ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ ŎǊŜŘŜƴǘƛŀƭǎ 

4) Diagnosis Code (ICD-10)  

5) Ready to bill? (None selected or Yes indicates billing is allowed) 

 

6) Select  
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Section 28 RCS 

If billing for Section 28, update the following under Section 28 RCS:  

1) Start Date and End Date (must fall within Prior Authorization start and end date) 

2) School Name 

3) Prior Authorization τ including KEPRO prefix 

4) Related Service 

5) Diagnosis Code (ICD-10) 

6) Ready to bill for Section 28 (None selected or Yes indicates billing is allowed) 

NOTE: If you provide the needed information to your Claims Analyst, they will be happy to input this information on 

your behalf. Please contact your Claims Analyst for assistance. 

 

7) Select   
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Student Identity Verification 

When Service Providers have permission to add students, the potential exists for students to be added multiple times by 

different providers.   {ǘǳŘŜƴǘǎ ŀŘŘŜŘ ǘƻ [ǳƳŜŀ ōȅ {ŜǊǾƛŎŜ tǊƻǾƛŘŜǊǎ ŀƭǿŀȅǎ ƘŀǾŜ ŀ άtŜƴŘƛƴƎέ status.  A district 

Administrator can merge άPendingέ student records into an existing ά!ŎǘƛǾŜέ record for the same student or make the 

άtŜƴŘƛƴƎέ ǎǘǳŘŜƴǘ ά!ŎǘƛǾŜέ using the process outlined below.  Administrators should review the Student ID Verification 

window regularly to update άPendingέ students to άActiveέ or to match a άPendingέ student with an existing άActiveέ 

record for the same student.   If pending students are present, the Student ID Verification menu will display a red 

number badge indicating the number of pending students for review, as shown below. 

NOTES 

¶ !ƴȅ ǎǘǳŘŜƴǘ ǿƛǘƘ ŀ ǎǘŀǘǳǎ ƻŦ άtŜƴŘƛƴƎέ ǿƛƭƭ ƴƻǘ ōŜ ǇǊƻŎŜǎǎŜŘ ŦƻǊ aŜŘƛŎŀƛŘ reimbursement 

¶ {ŜƭŜŎǘ ǘƘŜ ά5ŜƭŜǘŜέ ōǳǘǘƻƴ ƻƴƭȅ ƛŦ ȅƻǳ ǿƛǎƘ ǘƻ ŘŜƭŜǘŜ ŀƭƭ ǘǊŀŎŜǎ ƻŦ ŀ ǎǘǳŘŜƴǘ ŦǊƻƳ ǘƘŜ ŘŀǘŀōŀǎŜΦ hƴŎŜ ŀ ǎǘǳŘŜƴǘ ƛǎ 

deleted all information associated with that particular student will be deleted as well.   Only students who have 

no Medicaid billing will show the Delete option. 

¶ Searching for matches to pending students will help to ensure that there are no duplications in student 

information. 

1) Select Student Identity Verification from the Administration menu 

 

2) {ŜƭŜŎǘ ά{ŜŀǊŎƘ ŦƻǊ aŀǘŎƘŜǎέ to the right of the appropriate student to determine if an active record already 

exists for the student.  
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3) LŦ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ƳŀǘŎƘ ƛǎ ŦƻǳƴŘΣ ǎŜƭŜŎǘ ά¦ǎŜ ǘƘƛǎ aŀǘŎƘΦέ  If no appropriate matches are found, select ά!ŘŘ ŀǎ 

New StudentΦέ  Both options will change the student status ŦǊƻƳ άtŜƴŘƛƴƎέ ǘƻ ά!ŎǘƛǾŜΦέ  When selecting a 

ƳŀǘŎƘΣ ǘƘŜ ǇŜƴŘƛƴƎ ǎǘǳŘŜƴǘΩǎ ǎŜǎǎƛƻƴ ǊŜŎƻǊŘǎ ǿƛƭƭ ōŜ ƳŜǊƎŜŘ ƛƴǘƻ ǘƘŜ ŀŎǘƛǾŜ ǊŜŎƻǊŘΦ 

 

 

NOTE: ¢ƘŜ 5ŜŀŎǘƛǾŀǘŜ ƻǇǘƛƻƴ ǿƛƭƭ ŎƘŀƴƎŜ ǘƘŜ ǇŜƴŘƛƴƎ ǎǘǳŘŜƴǘΩǎ ǎǘŀǘǳǎ ǘƻ LƴŀŎǘƛǾŜΦ  ¢ƘŜ 5ŜƭŜǘŜ ƻǇǘƛƻƴ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ŀǎ 

long as the student does not have submitted or posted sesssions in Lumea.   
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Student Transfers 

The Student Transfers folder of the Administrative Menu allows Admins to manage electronic transfer of students 

between Lumea districts. 

Incoming Transfers 

1) In the Administration menu, select Student Transfers>Incoming Transfers 

 

2) In the Workspace, associate the student with the Service Provider and School from the drop-down lists 

 

3) Click  to accept the transfer or click to refuse the transfer 

 

Outgoing Transfers 

The Outgoing Transfers window displays a list of students who have been exited with an exit reason of άaƻǾŜŘΣ Yƴƻǿƴ 

to be ŎƻƴǘƛƴǳƛƴƎέ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ƻŦ ŀ ǘǊŀƴǎŦŜǊ ŘƛǎǘǊƛŎǘ ǘƘŀǘ ŀƭǎƻ ǳǎŜǎ [ǳƳŜŀΦ   ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘǎ ǿƛƭƭ ōŜ 

transferred electronically to the receiving district upon acceptance of the transfer records by that district. 

1) To review if the transfer completed, go to the Administration menu, select Student Management>Outgoing 

Transfers 
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2) The transfer will remain in the Pending Status until the receiving district accepts the record. Once accepted, the 

record will show a completed status finalizing the transfer as show in an example below.    Using the Delete 

Transfer option removes the transfer from the respective Outgoing and Incoming transfer windows in both 

districts. 
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Calendar Management 

District ς No School Days 

NOTES: 

¶ Only mark full days off as non-school days. Leave half-Řŀȅǎ ƳŀǊƪŜŘ ŀǎ ŀ ά{ŎƘƻƻƭ 5ŀȅέ ǎƻ ǘƘŜ ǾŀƭƛŘ ǎŜǎǎƛƻƴǎ ƻƴ 

that day can be billed.   

¶ All District Non-School days are automatically copied to each schoolΩǎ calendar.  Differences in specific school 

schedules can be accommodated using the instructions on the following page. 

 

1) In the Administration Menu, select Calendar Management 

2) Select District ς No School Days 

3) Select the School Year from the drop-down list 

4) Select a non-school day by clicking on the date  

 

5) Once a date has been selected, indicate the reason for no school on that day 

 

6) Select   
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School ς No School Days 

NOTES: 

¶ Only mark full days off as non-school days. Leave half-Řŀȅǎ ƳŀǊƪŜŘ ŀǎ ŀ ά{ŎƘƻƻƭ 5ŀȅέ ǎƻ ǘƘŜ ǾŀƭƛŘ ǎŜǎǎƛƻƴǎ ƻƴ 

that day can be billed.   

¶ All District Non-{ŎƘƻƻƭ Řŀȅǎ ŀǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƻǇƛŜŘ ǘƻ ŜŀŎƘ ǎŎƘƻƻƭΩǎ ŎŀƭŜƴŘŀǊΦ  Use the instruction below to set 

non-school days for specific schools that are in addition to district-wide non-school days.  

¶ If a day is marked on the district wide non-school days calendar, then those dates cannot be adjusted on the 

non- school ŘŀȅǎΩ school calendar. 

 

1) In the Administration Menu, select Calendar Management 

2) Select School ς No School Days 

3) Select the School Year from the drop-down list 

4) Select the School from the drop-down list 

5) Select a non-school day by clicking on the date  

 

6) Once a date has been selected, indicate the reason for no school on that day 

 

7) Select  
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District Management 

District Information 

The District Information section of the District Management menu allows Administrators to input relevant District ID 

information, administrator information that populates on some Special Education and 504 forms, as well as contact 

information for key district personnel. 

District Information Tab  

In the District Information tab of the District Information window, there are three sections: 

¶ District Identification ς District ID numbers relevant to Medicaid billing 

¶ Adori Form Settings ς information for the district contact who should display on some Special Education forms in 

!ŘƻǊƛϰ όƛŦ ŀǇǇƭƛŎŀōƭŜύ 

¶ 504 Form Settings ς ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ŘƛǎǘǊƛŎǘ ŎƻƴǘŀŎǘ ǿƘƻ ǎƘƻǳƭŘ ŘƛǎǇƭŀȅ ƻƴ ǎƻƳŜ рлп ŦƻǊƳǎ ƛƴ !Ŏǳƛǘȅϰ рлп όƛŦ 

applicable) 
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Contact Information Tab  

The Contact Information tab is the place to keep EDMS informed of new or updated information for key district 

personnel.    

¶ New contacts may be added by using the   icon  

¶ Existing contacts may be updated directly in the Contact Information tab 

¶ Existing contacts may be deleted using the   icon 

¶ EDMS will be automatically notified of additions or updates so there is no need to contact us about changes 
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Schools Window 

Note: When adding or editing School information, please inform your Claims Analyst in case the changes or 
additions affect billing. 

Add a New School 

1) In the Administration menu, select District Management>Schools 

2) Select the  icon to create a new school record 

 

3) Enter the necessary school details 

 
 

4) Select  
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Update School Information  

1) To ŜŘƛǘ ŀ ǎŎƘƻƻƭΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƭƛŎƪ ƻƴ ǘƘŜ link and update the necessary school details 

  

Update the necessary school information in the edit school window 

 

2) Select  


























