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Introduction

This guide provides detailed instructions for using the Executive Office of Elder Affairs’ (EOEA)
Provider Contract Management System (PCMS) web-based application. It is intended for
service providers seeking contracts with Massachusetts Aging Services Access Points (ASAPs).

It is divided into 3 main sections:
e Section 1: Registration and Initial Steps for all Provider Types

e Section 2: Homemaker/Personal Care Service Providers
o Step by step guide to completing the NOI application and pursuing an ASAP
contract for Homemaker, Personal Care, and/or Supportive Home Care Aide
services. The PCMS facilitates EOEA review and approval/rejection of all NOI
applications before a provider can be considered for an ASAP contract.

e Section 3: Non-Homemaker/Personal Care Service Providers
o This section is for providers of all* Non-Homemaker/Personal Care services that
wish to pursue an ASAP contract.
* except for Home Delivered Meals and Fiscal Intermediary

Section 1: Registration and Initial Steps for All Provider
Types

The process to register as a user of the PCMS and to take the necessary first steps to pursue an
ASAP service contract, are identical for all provider types. This diagram summarizes the process,
which is followed by detailed descriptions of each step.
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Step 1: Register your User Account

1. Invyour internet browser, type or paste in the web address for the Provider Contract
Management System: https://noi.800ageinfo.com/ . This will take you to the Provider
Registration/Login page:

Search for Services Get Help

Executive Office Provider Contract
Of Elder Affairs Management System (PCMS)

Home Approved Provider List About Contact Register Legin

Welcome to the Executive Office of Elder Affairs (EOEA) Provider Contract Management System (PCMS)
This site is designed to provide public access to important information about the Provider Contract Management System process. PCMS will facilitate

the contracting process between Providers and Aging Service Access Points (ASAPs) with oversight provided by the Executive Office of Elder Affairs.

« Provider Contracting Management System Guidance & ASAP Listing:
Public Documents
= Review Requirements & Supporting Documentation:

Provider Resource Materials

If you are an existing or new elder services provider and you are new to this system, you need to follow these steps:
1. Register your provider corporation and user account using the [Register] link above.
2. Confirm your account by following the link that will be emailed to you.
3. Log in and complete your application by clicking the Application button.

4. Complete each section of the application and click the Submit button to submit your application for EOEA review.

2. Click Register in the upper right corner of the screen:

Search for Services Get Help

Provider Contract
Management System (PCMS)

Register Log in




3. Complete the 3 sections on the registration page: Provider Information, Primary Contact

Information, and Account Information.

*Notes:

e If you organization has been certified by the Supplier Diversity Office (SDO), you
must attach your certificate by clicking the Select SDO Certificate box, locating
the document on your system, and uploading it. Please ensure that your email
address is complete and accurate.

e Do not use your own name as your organization login name

4. Click Register at the bottom of the page (after Account Information section) when

complete.

Account Information.

User name ag-test-062416
Email ag-test-0624 16@mailinator com
Password  sssssssss
Confirm password sssssasss

Register

Step 2: Confirm your Account

After completing the Registration form and clicking Register, an email will be sent to the email
address that you entered under Account Information.

5. Click on the link in the email message you received to complete the registration process.

Confirm your PCMS provider account » frashx

o EOEA PCMS

Please confirm your account by clicking here

If the link does not work, Copy and paste the URL below into your browser:

6. This will bring you back to the provider login page. Click Log in at the top right of the

screen:



Search for Services Get Help

Provider Contract
Management System (PCMS)

Register Log in

7. Enter your username and password, (same username and password that you entered on
the registration form/ Account Information section) and click Log In.

Step 3: First Login — the Service Selection Page

8. Once logged into the PCMS for the first time, you will be brought to the Provider Service
Selection page. (See image below)

Under Service Categories, you will see 2 distinct sections: one for Homemaker/Personal Care
(NOI) services, and the other for Non-Homemaker/Personal Care services. Note the basic
instructions at the top of the page, and the Important Links section below that.
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SUBMIT Service Selection Grid

The selection(s) that you make on the Provider Service Selection page determine the next steps:

If you only select Homemaker, Personal Care, and/or Supportive Home Care Aide in the
top section, the Homemaker/Personal Care services NOI application will be available to
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you after submission. The Homemaker/Personal Care Service Providers section will
provide the information you need to understand the requirements, complete the
application, and how to use the PCMS.

e If you select Non-Homemaker/Personal Care services in the lower section, the
Administrative Overview application will be available to you after submission.

e If you select both Homemaker/Personal Care and Non-Homemaker/Personal Care
services, both the NOI and the Administrative Overview applications will be available to
you after submission.

Section 2: Homemaker/Personal Care Service Providers

Introduction

The instructions that follow will guide you through completion of the NOI as a new Bidder or existing
provider. New Bidders and existing Providers successfully completing the NOI and receiving approval
from the Executive Office of Elder Affairs (EOEA) will be listed on the Approved Provider List appearing
on www.800Agelnfo.com.

Significant policy and procedural guidelines governing the current Homemaker Notification of Intent to
Contract (NOI) appear within this document. It is imperative that new Bidders and all existing Providers
appearing on the Approved Provider List, read, understand, and comply with these instructions. Failure
to do so may exclude them from the Approved Provider List for homemaker and Personal Care services.

NOI Background

The Executive Office of Elder Affairs (EOEA) is the Massachusetts agency charged with
promoting the independence and well-being of older adults, their families, and caregivers
through the development and delivery of quality services; providing consumers with access to a
full array of health and social support services in the settings of their choice; informing
individuals about their options and protective and advocacy services; and encouraging
individuals across the lifespan to adopt behaviors that will lead to healthy aging.

In order to accomplish its mission, EOEA funds and regulates non-profit Aging Services Access
Points (ASAPs) across the state. Each ASAP is responsible for the consumers within their
geographic service area. In turn the ASAPs contract with local agencies to provide an array of
community-based services, such as Homemaker/Personal Care services. ASAPs can only
contract with a homemaker agency that successfully completes the Homemaker Notification of
Intent (NOI) to contract process — a standardized procurement for the selection of
homemaker/personal care providers.



NOI - Overview

The NOI materials and process are available year-round for provider access. It is important to
note that while the NOI is available to providers year-round, ASAPs typically have their own
contracting schedule and may not elect to review provider applications as soon as they are
approved.

Based upon a Bidder’s completion of the NOI, EOEA either accepts or rejects their NOI application. Every
Bidder that successfully completes the NOI will be added to the Approved Provider List posted on the
EOEA NOI website — https://noi.800ageinfo.com/. When a bidder has completed the NOI application,
successful Bidders will be referred to as “Providers.” The ASAPs may only contract with agencies that have
successfully completed the NOI; they may decide to contract with one or more Providers.

Data submitted as part of a Bidder’s NOI will be housed in a dedicated database. ASAPs can create and
execute contracts almost entirely in the system, thereby reducing the administrative burden associated
with the contracting process. Providers are expected to keep their corporate data current in our
database. Some updates in corporate data may necessitate a contract amendment. The software will
assist both the ASAPs and Providers in this regard.

The PCMS includes validation rules governing a Bidder’s completion of the NOI. These validation rules
will greatly limit or prevent incomplete data entry. A Bidder’s failure to abide by the validation rules will
prevent them from submitting their NOI to EOEA. Providers may edit their NOI until it is submitted to
EOEA via the PCMS system. Submission will occur by way of the Internet; no longer will document
labeling or email attachments be necessary. Please note that, minor changes have been made to all NOI
forms.

Upon receipt of a Bidder’s NOI, EOEA will review and approve or reject the submission within 45 days.
Bidders can learn of their application’s status by logging into the PCMS. A rejected application will
generate an email directly to the unsuccessful bidder, which contains a brief though specific explanation
for the rejection.

The Provider Agreement between the ASAP and Provider will continue to be a hardcopy document
requiring wet signatures and handwritten dates. However, the new system will allow for these signed
documents to be uploaded and available for viewing by ASAPs and providers at any time.

Please note that the NOI application collects Provider information and unit rate bids pertaining solely for
the provision of Homemaker/Personal Care services. The NOI process and the unit rates it generates
have no bearing on MassHealth Rates set by the Massachusetts Executive Office of Health and Human
Services (EOHHS)

Below is a diagram of the workflow for Homemaker/Personal Care providers. Detailed
information on submitting the NOI application and an explanation of the steps follow.
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*Keeping Corporate data updated

All Existing NOI Providers- defined as Providers who have successfully completed the NOI
previously and appear on the Current Providers List-are expected to keep their corporate data
current in the database. These changes can be made any time that the NOI application is not
undergoing system maintenance, essentially year-round.

*New Providers — Documents to read before completing application

New NOI Applicants seeking to be added to the Approved Provider List must complete and return a
completed web-based NOI and undergo EOEA review and approval. Prior to completing the NOI, New
Applicants are encouraged to familiarize themselves with the reference documents posted to the Public
Documents folder on the PCMS homepage, including the:

o Attachment A: Homemaker Standards and Personal Care Guidelines and Requirements of
Prevention, Reporting & Investigation of Abuse by Homemakers & Home Health Aides
under 105 CMR 155.000 et seq.

o Attachment B: Massachusetts Guide to ASAPs

o Attachment C: Homemaker/Personal Care/Non-Homemaker services Provider Agreement

o Attachment D: PI-03-17 Elder Rights Review Committee

Homemaker/Personal Care providers: FAQs — Completing the NOI
Application

What reference materials should | have read beforehand?

e Before beginning to complete the NOI Application, familiarize yourself with the Homemaker
Standards and Personal Care Guidelines. The Public Documents link on
https://noi.800ageinfo.com/ will take you to documents where services are defined, employee
orientation, training, and supervision requirements identified, etc. Your company must operate
in compliance with these requirements.




e Familiarize yourself with the Rate Calculation Instructions prior to bidding your hourly billing
rate in the Unit Rate Calculation section of the NOI Application.

e Read through all sections of the application, taking note of each policy and procedure
addressed therein.

What materials do | need to have at my fingertips?
e Have your current W-9 Form handy. You will need to enter your legal name and d/b/a, if any,
onto your Application as they appear on your W-9 Form.

e Applicants should have a scanned version of their current liability insurance certificate available.

e Check that all your company’s existing policies and procedures are current and available in
electronic format, and ready for upload into the NOI system.

Are there any technical requirements to use the new web-based NOI?
e The NOI application is web-based; providers will only need a working internet connection to
complete the application. For best performance, users should use a recent browser version.

How do | navigate through the new web-based NOI?
e Navigating from screen to screen is self-explanatory. Screenshots from the application walking
you through the process are presented later in this guide.

e Make sure you save often as you complete your application!

May | work on my Application, close it out and return to work on it at a later time?
e Yes. At any time you may stop work on your NOI Application, save your data and return at
another time as long as the application has not been submitted. The application must be
completed in its entirety in order to submit to EOEA.

*Validation rules built into the software require submission of the entire NOI Application as one
complete package, i.e. all sections of the application, and various attachments. The software
precludes the submission of incomplete data elements or the skipping of items.

What happens after | submit my NOI Application?

e EOEA will review your NOI Application and either accept it or reject it. If accepted, your
company will be added to the Approved Provider List. You can view the status of your submitted
application at any time by logging into the system. After your application is approved by EOEA
(within 45 days), then the ASAPs would then need to “approve” your application in order for you
to contract with them.

e Once your NOI Application is accepted by EOEA, that information will be available to the ASAPs
checked off in the ASAP Selection and Towns Service Ability section of your NOI application.

e We ask that providers refrain from contacting EOEA or the ASAPs regarding the status of
their application
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Step by Step: Submitting an NOI Application

1. To proceed as a prospective Homemaker, Personal Care, and/or Supportive Home Care

Aide provider, check the box(es) next to the appropriate service(s) in the HOMEMAKER
SERVICE. EOEA APPROVAL REQUIRED section.

Service Categories

HOMEMAKER SERVICE. EOEA APPROVAL REQUIRED

Homemaker
Personal Care

[ I Supportive Home Care Aide

NON.HOMFMAKFR SFRVICES

2. Then scroll to the bottom of the grid and click SUBMIT Service Selection Grid

SUBMIT Service Selection Grid

3. This will bring you to the Provider Home page, displaying buttons for the Application for
Homemaker (NOI), and the Provider Service Selection grid. To proceed with completion
of the NOI application, click the Application for Homemaker button

Home Public Documents Approved Provider List About Contact Manage AGT7 Log off

AGT7 Application Status: user logged in after clicking on the link in the email used to acknowledge that the Provider Application was saved

[ Application for Homemaker I I Provider Service Selection ]

Drag a column header and drop it here to group by that column
ASAP Y  Application Status ¥ Contract Type Y Contract Status 'Y Contract PDF  Effective Date Y  UpdatedDate ¥  UpdatedBy Y  Commands

4 4 0 » M No items to display

4. When you open the application, you will see 13 sections, each with a green check mark
or ared ‘X’ next to it. A check mark indicates that you have completed the section, an ‘X’
displays next to a section that is incomplete. All sections need to be completed in order
to successfully submit the application.

Notice that for first time users, the Provider Corporate Data section has been
completed. This is the information that you entered when you registered your provider
information initially. You can edit this information if necessary.
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It is important that you save each section as you proceed through the application, as a
safeguard against potential network or internet interruptions.

Provider an[rac['mg System Home Putblic Documents. Approved Provider List About Contact Manage sg-test-082416 Log off

NOI Application e e
Q 1. Provider Corporate Data v
€ 2 Unit Rate Caloulstion v
o 3. [Full Time Equivalent) Werkar Count .
€) + Assursnces & Cenifications 4
o 5. ASAF Selection and Towns Service Ability "
o &. Sanica Capsbiliy v
9 7. Client / Senvice Coordinstion v
Q 2. Client Tracking "
o 8. Staffing Structure v
Q 10. Hiring and Equal Opportunity v
0 11, Staff Supenvision .
e 12. Billing Verification "
0 12, Policies and Procadures -
Save Sawe and Submit Canesd

*Note on expanding/collapsing sections of the Application

You can expand/collapse an individual section by clicking on the section itself or the arrow to
the far right of each section. You can expand/collapse all sections at once by clicking the ‘+" or ‘-
“button at the top right part of the screen:

N0 Appdicaton

To avoid screen clutter, it can be helpful to collapse the sections that you are not currently
working on.

5. Open the Unit Rate Calculation section either by clicking on the section, or by clicking
the arrow to the far right. Please read the Unit Rate Calculation instructions below.

Using existing payroll data, calculate your average hourly cost to provide each individual
homemaker benefit. If you do not offer a given benefit such as “Annuity Pension” or “Day
Care,” then enter zero (0.00) dollars. If you are a brand-new startup company and have no
payroll data, base your calculations on your proposed homemaker compensation — base wages
and non-statutory fringe (as defined by the items appearing on the top half of the page);

a) Aformula embedded in the online system will total your average hourly employee
compensation. For Fiscal Year 2025 your “TOTAL Hourly Average” cannot be less than $19.00
per hour.
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b)

A formula embedded in the online system will enter your “TOTAL Hourly Average” dollar
amount in Box 13 on the line labeled “Total Hourly Average.”

c) Using existing payroll data, calculate your average hourly administrative overhead. Factor in the
cost of administrative salaries, utilities, rent, and statutory fringe benefits such as Workmen's
Comp/Unemployment Comp. etc. Enter this dollar amount in Box 15 labeled “Hourly
Administrative Overhead.”

d) Aformula embedded in the system will tally lines 14 and 15 to enter the combined dollar figure
on Line 16, entitled “Hourly Unit Rate.” This dollar amount will be your proposed starting point
for any rate negotiations with the ASAPs.

Linil Rate Caloulaton af Average (Houily) Emplayes Compansabion
1, Hass Wages £ Heabh/Lile Insnance
3. Teawveld Stipsnd L. Training Wages
4. Haliday Pay b Trasagriation Expenss
. Sick Pay E Bamavement Pay
9. Perscnal Days Pay B0 Annuity Perden
. Vacailon Pay 12. Day Care

Calcidation of Hourly Unit Rale

11, Tetal Houtly Average

T4, Kverage Howly Compansation M of %1 %040
15 Houtly Adminisirative Cwverhead
[mchuding af costs essociabed wih siatetony bnge

5. Hourly U Rate

Additional Rate Calculation Instructions:

In order to contract with an ASAP for the provision of Homemaker/Personal Care services:

(1) New Providers must submit an hourly, unit-billing rate for services. Rate must be divisible by four (4)

to afford billing by the quarter hour. This rate shall be the starting point for rate negotiations with each

ASAP with whom you contract (Provider Agreement). (2) Unit rates, including each negotiation between
a Provider and an ASAP, must be in writing using Page 2 of the NOI Application, with an original, signed
copy on file at the applicable ASAP.

All unit rates must be built upon the following criteria:

A. Your Unit Rate calculation must include the average employee compensatio Minimum of $19.00

Executive Office of Elder Affairs for homemakers/personal care homemakers whose wages are
reimbursed to your agency with public funds for homemaker and personal care services.

For new Providers, your Unit Rate will be your hourly billing rate for homemaker/personal care
Homemaker/Personal Care services in FY2025 unless you negotiate a different rate(s) with one or
more ASAPs, or a consortium thereof. If you enter into said negotiations, the Unit Rate submitted
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as part of the NOI Application will become the starting point for all negotiations.

C. For Providers currently holding contracts with one or more ASAPS, your current Unit Rate(s) will
be your hourly billing rate(s) for homemaker/personal care Homemaker/Personal Care services
unless you negotiate a different rate(s) with one or more ASAPs, or a consortium thereof. If you
enter into said negotiations, your current Unit Rate(s) with a specific ASAP will serve as the
starting point for all negotiations with that ASAP.

D. Your Unit Rate does not apply to any certified services If applicable. Exclude all costs associated
with the provision of certified services, e.g. home health aide or skilled nursing, when
calculating your Unit Rate.

E. Document your Unit Rate using Page Two of the NOI Application. Be sure to include the average
worker compensation mandate (base wage & non-statutory fringe), which until further notice,
must be at least $19.00 per hour.

F. Do not combine the cost of any non-statutory fringe benefit (see Item H) within the Base Wages
calculation.

G. Base your computations on actual cost data whenever possible.

H. Non-statutory fringe is defined as employee benefits, such as life/health/medical insurance,
pension and annuity plans, day care, wages for training, transportation expenses, travel stipend,
vacation, sick time, holidays, bereavement and personal leave. If you do not offer a given non-
statutory benefit, enter zero (0) on that line.

I. Exclude the cost of uniforms or identification badges, the cost of employment medical exams (in
short, any expense that does not fit the above definition of non-statutory employee benefits)
from the average employee compensation calculation. These costs are to be factored into the
administrative overhead portion of the Unit Rate.

J.  Exclude from the average employee compensation calculation any costs directly
attributable to “no-shows,” i.e. the non-delivery of authorized services for reasons
beyond the Provider’s control. These costs are to be factored into the administrative
overhead portion of the Unit Rate.

6. Asyou complete each section, save your changes. Do this by clicking Save at the
bottom of the page.

E 1 Sl Trncking

-ﬂ ¥ Tty Wrachew
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0 1t e Soween

€ i ro v

u 11 P ] Pl

7. Complete the (Full Time Equivalent) Worker Count section.
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In the first field enter current numbers of FTE homemakers employed, who perform homemaker
duties only. In the second field enter the number of FTEs who are able to perform both homemaker
and personal care duties.

% 3. (Full Time Equivalent) Worker Count

List # of current FTE (full time equivalent) homemakers

1. List # of current FTE {full time equivalent) homemakers

2. List # of current FTE personal care homemakers 5

8. Complete the Assurances & Certifications section. Read each item and check off all
assurances.

To attach your Certificate of Insurance, click the box and locate the document in your
system. Click on the document, and then Open to attach it to your application.

Aftach Cerificate of Ingurance

h) Filefolder i
Bl Desktop
&_Libraries Survey & QA
3 Documents h L File folder
J’ Music = 5 =
Ty i1 | | ag cerbificate of insurance.p
U Prictuses ]H ] Adobehcrobaﬁgocument
B videos LA 197 KB
A Grigorov, Andy (ELD) Ay #4.1.ppte -
| fcc - 1[4y m | »
File name: ag certificate of insurance.pdf - [af\” Files (*.7) 'l
[ Open ] ’ Cancel ]

9. Complete the ASAP Selection and Towns Service Ability Section

Before completing, read Attachment B: Massachusetts Guide to the ASAP, found at the end
of these instructions. (Also available by clicking on the Public Documents from your login
page.) Determine which ASAP or ASAPs you hope to contract with for the provision of
homemaker and/or personal care Homemaker/Personal Care services.

Check off the appropriate ASAPs on the list. As you do so, the corresponding towns for each
ASAP will appear, checked by default. If there are any towns that you cannot service,
uncheck them. If you have any limitations for a particular town, you may note that in the
limitations field.
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Check box nextto ASAP; Uncheck town if not serviced;
/ add limitationsif needed

F 1. Springwell, Inc.

Select City | Tonam Linvitatons

o Ashiand

Deoremsr

r Framingham

- e oo Persanal Care ¢urendy svailabie

& Hapldnion

o Hudson

10. Complete each remaining section of the application in its entirety, saving each section as
you proceed.

When finished, click Save and Submit. If you still need to complete items and will come back to
it later, click on Save. The system will tell you if any items are missing, or improperly entered.
Once the correction(s) has been made, click Save and Submit again.

*Notes on completing application

e Be sure to respond to every question with concise, specific answers. In some instances,
the software will allow you to skip a non-applicable question by checking N/A.

e There are several instances where you have the opportunity to type in a policy or
procedural statement, or attach an existing policy/procedure. It is important to type in
the relevant page of the attachment for the reviewer's reference. You must do at least
one of these options; otherwise the software will not allow you to complete and submit
the application.

e Certain grids, which do not have an option for N/A, must be completed in their entirety.
Below is an example: Question 6 in the Service Capability Section.

B Indicate by address which office maintains the followang records:

Street bddress Ciy Seale Zipy Phone 8
a. Chant rull rull null null
b. Personnal null reull rull null null

¢. Fiscal null reul rull null null

Click on each field and enter
text. For this question, all fields
must be entered
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Application Status and ASAP Contracting Opportunities

After the application has been reviewed and a determination made by EOEA (within a
maximum of 45 days), it will reappear with the status noted at the top of the page.

If your application was approved by EOEA, rows will appear below for each ASAP service area
you stated that you could cover in your application. In the example below, the provider’s
application has been approved by EOEA, and the provider indicated that they can cover the
towns in BayPath Elder Services’ service area. If additional ASAPs were checked off in the
application, each would appear on an additional row.

Provider antrac[mg Syslem Home Puble Diocumesnts Approved Provider List Abssut Contact Mansge sg-test DE241E Lisg off

ag-test-0624 16 Application Status: Provider Application was Submitted to EOEA and Approved

Dirsg & column hasdar and drop i here 1o group by that column

ASLP T Application Status T ConbraciType T ContraciSishs T Cortract PDF  EffectiveDafe T UpdstedDate T UpdaledBy T Commands
Springwell, ’ Review
Inc. Sy Cortrntt

" o » - 1-1cf1fems

*If your application was rejected by EOQEA, this will be stated at the top of the page. You are
allowed 90 days to edit and resubmit your rejected application.

ASAP Contracting Process

If an ASAP is interested in negotiating a contract with you, the ASAP can utilize this feature on
your PCMS home page. The ASAP may select a Contract Status of Reviewable if the ASAP
decides to enter into negotiations. If the ASAP has executed the contract feature on PCMS, the
signed contract hard copy may be available by clicking on the link in the Contract PDF column.

Drag & column header and drop it here to group by that column

ASAP Y  Application Status Y Contract Type Y Coniract Status T Contract PDF Effective Date Y Updated Date Y | Updated By Y Commands
i B View TIS2016 11:34:38 Review
fg;”"gwe"v Accepted ContractHardCopy |~ Reviewable > 3112016 UMASSMED\GrigoroA |

. AM Tac

Contract PDF

If the ASAP has uploaded the contract, you may review by clicking on the Review Contract
button on the far right. This will allow you to review certain details within the contract,
including Performance of service dates, Cities and towns to be served under the contract, and
contracted unit rates. (Note: Contracts uploaded to PCMS is an optional feature for the ASAP,
and they are not required to utilize on this platform for contract execution with providers.)

Rate Negotiations, Contracting, and Additional Notes

e Rate negotiations may occur at any time between approved Providers, included on the
Approved Provider List posted on www.800Agelnfo.com, and ASAPs.

e |norder to best serve older adults residing in their planning and service areas, ASAPs may
choose to negotiate evening and/or weekend differentials, and/or separate unit rates for
geographically hard to serve areas, and/or separate unit rates for clustered/housing sites where
client density minimizes worker travel, etc.
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e If/when a Provider and ASAP choose to negotiate multiple rates there must be a rationale
associated with each rate, i.e. a clustered housing site, a rural/hard to reach community, worker
safety issues for a given neighborhood, etc. If/when multiple rates are negotiated, rates will be
determined at contract time.

e Upon request of the Executive Office of Elder Affairs, the ASAP shall, within 30 days, submit
copies of all current Fiscal Year NOI Applications and Certificates of Insurance pertaining to those
Providers with whom it has signed a contract.

e ASAPS can only contract with Homemaker/Personal Care providers that have submitted a NOI
Application acceptable to EOEA. Each accepted NOI Application is posted on
https://noi.800ageinfo.com/. ASAPs are advised not to contract with any Provider whose NOI
Application is appraised it to be vague, inaccurate, incomplete or falling outside the directions
and parameters prescribed herein by Elder Affairs.

e Of particular importance is the failure to compensate workers according to Elder Affairs’
mandated average employee compensation of $19.00 per hour. All negotiated rates must
compensate workers at or above this mandated dollar figure.

e Contract and rate negotiations may be handled differently by each ASAP. Inquire as to their
process and timeline. Each ASAP is governed by a Board of Directors. The level of each Board of
Directors’ involvement in contract decisions varies. You may need to meet with a Board
committee. All contract decisions require a vote by the Board of Directors. Directors typically meet
monthly, though each Board is autonomous and may be structured to function differently.
Contracting may be a more formalized and involved process at some ASAPs.

To Negotiate a Rate in PCMS System

In order to negotiate a rate, the Contract must be in Reviewable status.

1. Click on Review Contract.

Do i o) 0y ] 00 P 00 e By P £ ke

T dpphcston St T Contnat Tops T Comomci Siats 7 Conms POF Efiagive Duie T Lposted Omiw T Liposied By T Comeandn

AT A1 e
Springwell F—— i eriCugy | Mesinasiie = assuronngeres | |
, Inc. Ly et

2. Scroll to the Contracted Unit Rates section, and find the rate(s) that you would like to
negotiate.

Contracted Unit Rates

Select Service Description Unit Rate (15 Min) Hourly Rate (Calculated)

3

I Homemaker — 42+ 53.75 $19.00 Rate Sheet
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3. Click the Rate Sheet button to the right of the calculated hourly rate, and complete the
grid as you did in the original application. Be sure to save your changes at the bottom of
the page.

~alculation of Hourly Unit Rate

14. Average Hourly Compensabon $19.00 Minimum of $19.00

-
-

15. Mourly Admenistrative Overhead 2
NIy ol COSS BASOCIaeT wiER S28080ry TR

16. Hourly Unit Rate $21.22

4. Returning to the Contract Details page, click Save Contract. The ASAP will now be able to
view your suggested change, and continue negotiations if desired.

Executing/Finalizing the Contract

If the negotiated rate is accepted, the next step will be for the ASAP to execute the contract. By
clicking the Signed Contract Hard Copy link, you can print out the contract, and have it signed
by an authorized representative. The signed paper contract should then be sent by standard
post to the ASAP to maintain in their files.

Upload the signed contract using the locate/upload feature on the provider’s contract page.

Keep Your Corporate Information Updated!

You are now able to access the NOI Provider Management System at virtually any time during
the year if you need to edit your provider record.

Visit EOEA’s NOI website regularly for announcements, general information, and
important documents.
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Section 3: Non-Homemaker/Personal Care providers

Introduction

This section is intended for Non-Homemaker/Personal Care providers seeking to contract with
Massachusetts ASAPs. The workflow is similar to the NOI process, with some important
differences. The main difference: NOI applications must first be approved by EOEA, while Non-
Homemaker/Personal Care services do not have this requirement.

Also, Non-Homemaker/Personal Care providers have different forms to complete. Completion
of the Administrative Overview form and any relevant Service Specific Addendums is required
for Non-Homemaker/Personal Care providers.

Below is a flow chart of the steps involved in becoming a Non-Homemaker/Personal Care
service provider in the ASAP network. A detailed step-by-step walk through the process follows.

Submit the Complete and Complete the ASAP Leads
Provider Submit the Wait for ASAP Relevant Process to

Service Administrative Engagement Service Finalize
Selection Grid Overview Form Specific Forms Contract

Step by Step: Submitting an Administrative Overview & Related Forms

1. Review the Provider Service Selection Page
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Provider Service Selection

Please ritview B sendoes an e Sendon Sakechion G baloe. Mobe: that T sendoes Bsbed ans in S0me cases sarine calegores which may ha

ais . Defaaindind o it Sarvicis pou Sabscl, you will Do guided bo the apoeapriabe fonmis) for commode o,

Phlaase note the impodant dsincon betwesn HomemaksnParcanal Cars and Non-HomemalkenParconal Cam sorvioes

HomamalseiParcanal Cans services [(Homaemaker, Personal Cane, Supporiise Home Cane Alde) reguine EDEA approval of e Miobice of Imlen (MO applcafion before 2m ASAP
£an corfract with 2 provider.

Noa-HomemakerParconal Cars servics coniracls can be sought withaut infal approval by EOEA Thase senices recuire complietion of an Administralve Overview Fom, and &
Senvioe Specific form.

Important Links

Sermvice Categories

HOMEMAKERPER S30NAL CARE 3ERVICE. EDEA APPROVAL REQUIRED

Homamaksr

Porzonal Cary

Supporive Home Cam Alds

HON-HOMEMAKERPER S0HAL CARE SERVICES

Agdut Dy Haakth

AlziimarciDamanta Coanhing

Acclcted Trams poriaticn

Acclctve Taohnology

Esherdioral Haalih

Chore

‘Companion

Elsstronie: Comiicert Pabs

Environmeantal Agce celbilty Adapbrtione [EAS)

Evidanos Bxced Educatian Programs (EBPs)

‘3ol Engagemant

‘Grooery 3hopping & Dellvery

Home Dallvarsd keslc

Hoa Dalivary of Pra-Packaged Medioadion

Homre Heaith Barslosc (HHASDTIFTIRMY ET)

Launcry Bardoss

Msdlcation Dicpancing Epctsm

Pear 3pealaiict {COAPII0AR)

Ferconal Emergency Racpance Syctam

Facnis | Ehort Term Carsl

Supporitve Day Cors

Trancistionlnemoedng

Traneporistion

Wirbual Communization and Mentboring [WCEM)

SUBMIT Service Selection Grid

2. Click the box next to the service(s) you wish to provide to the ASAP network. In this
example, Chore and Companion are selected.
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Supporiive Homs Cam Alds

HON-HOMEMAKERFER S0NAL CARE S3ERVICES

Auit Dy Haalih

Accictsd Tramcporiation

|n|gn| =

[Elsatronis Comtort Pats

mmmwgm; EAA]

3. Click SUBMIT Service Selection Grid at the bottom of the screen.

[ SUBMIT Service Selection Grid ]

4. This brings you to the provider Home Page.

& - . Search for Services Get Help
) Executive Office Provider Contract

Of Elder Affairs Management System (PCMS)

Home Public Documents Approved HM/PC Providers About Contact Manage AG0D70824 Log off

Administrative Overview for
Non-Homemaker/Personal Care

Provider Service
Selection

Service Specific
Forms

Administrative Overview

= Click on column header to sort ascending +
= Click on column header again to sort descending |
= Click on ¥ to filter by column

ASAP Service Area(s) * Y AD-OVYSmtus Last IJYpdate Contract E¢enlwe Date ContractYEnd Date Gormmands Active HM Contract?

From the Home Page you can complete and submit the Administrative Overview for Non-
Homemaker/Personal Care services, view the Service Specific Forms for the specific services
you offer, and return to the Provider Service Selection page. (More on Service Specific Forms
in a later step.)

5. Click the Administrative Overview for Non-Homemaker/Personal Care button to open
the form.

Administrative Overview for
Nen-Homemaker/Personal Care

When you open the application, you will see 11 sections, each with a green check mark or a
red ‘X’ next to it. A check mark indicates that you have completed the section, an ‘X’
displays next to a section that is incomplete.
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Notice that the Corporate Information section has been mostly completed. This is the
information that you entered when you registered your provider information initially. You
can edit this information if necessary.

It is important that you save each section as you proceed through the application, as a
safeguard against potential network or internet interruptions.

Administrative Overview for Non-Homemaker/Personal Care =

e 1. Corporate Information v
e 2. Licenses, Certifications, Accreditations, Permits, and Insurance v
e 3. Crganization and Staffing v
€ 4 senvice capabiny v
e 5. Policies and Procedures v
e 5. Record Keeping v
g 7. Privacy and Confidentiality v
e 8. Billing Verification v
e 9. Quality Assurance v
€ 10 contact information v

11. Notes v

*Note on expanding/collapsing sections of the Application

You can expand/collapse an individual section by clicking on the section itself or the arrow to
the far right of each section. You can expand/collapse all sections at once by clicking the ‘+" or ‘-
“ button at the top right part of the screen:

Administrative Overview for Non-Homemaker/Personal Care +

To avoid screen clutter, it can be helpful to collapse the sections that you are not currently
working on.

6. Section by Section, complete the form. Required questions are identified with a red
asterisk. Best practice: save the form after completing each section.

# 1. Corporate Information

Mew Applicant or Existing Provider * ) Mew aApplicant ) Exisfing Provider
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*Notes on completing application

e Be sure to respond to every question with concise, specific answers. In some instances,
the software will allow you to skip a non-applicable question by checking N/A.

e There are several instances where you have the opportunity to type in a policy or
procedural statement, or attach an existing policy/procedure. You must choose at least
one of these options; otherwise the software will not allow you to complete and submit

the application.

e Certain questions, such as number 5. in section 4, allow you to add as many rows of
information as you wish. In this example, you can define your language capabilities for

multiple ASAPs.

5. Indicate your agency's in-house capacity to communicate with congsumers in languages other than Engligh when needed, for each ASAP that

you wigh to provide services for:

+Add a new ASAP

ASAP Language
0Old Colony Elder Services, Inc. w Spanist  w

| AgeSpan v | Russiar w

# of Admin
Staff

2

1

# of Direct
Care Staff

3

1

# of Other

Staff DELETE
1 O
1 O

7. When you have completed the form, you should have no red ‘x’s and all green check-
marks on the left side. Click Save and Submit.
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Administrative Overview for Non-Homemaker/Personal Care

° 1. Corporate Information

o 2 Licenses, Certifications, Accreditations, Permits, and Insurance
° 3. Organization and Stafiing

© - senvice capabiliy

° 5. Policies and Procedures

@ & Recora Keeping

° 7. Privacy and Confidentiality

@ & siling verification

° 9. Quality Assurance

@ 1o contact information

11. Notes

8. After submitting the Administrative Overview, you are returned to your Home Page. You
should see a record of your submitted form in the grid below, with a status of
Submitted.

Administrative Overview
= Click on column header to sort ascending T
= Click on column header again to sort descending |
* Glickon "W to filter by column

ASAP Service Area(s) 1 Y AD-O’VYStaIus Last%]dahe Contract E%ec‘h\re Date Conhac‘tYF_nd Date Commands  Active HM Contract?

Old Coleny Elder Services, Inc.  Submittad Ti4i2024 N

Administrative Overview Submission Status and Contracting Opportunities

At this point, the ASAP(s) that you are seeking to provide service to must take the initiative
to pursue a contract with you. The waiting period depends on, among other factors, the
current need for the service you offer and the ASAP contracting cycle (which varies between
agencies.)

It is important to login regularly to view the ASAP response to your submission, which is

communicated through the Administrative Overview Status of Provider Response
Requested. An ASAP may also contact you by phone or email to move the process along.
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You can sort or filter the “AD-QV Status” column to always have submissions with the status
of Provider Response Requested at the top of the grid.

Last Update Contract Effective Date Con‘lrac;End Date Commands  Active HM Contract?

ASAP Service Areajs) 1 T “D'OVT&““"S

Ol Colony Elder Services, Inc. | Provider Response Reguested | 7/4/2024 N

When an ASAP changes the status of the Administrative Overview to Provider Response
Requested, the provider should view the Notes section in that form. To view the Notes,
from the home page, click on the Administrative Overview... button at the top of the

screen.

Service Specific Forms

l Provider Service Selection

l Administrative Overview for Non-Homemaker

Administrative Overview

10. Expand Section 11. Notes by clicking the arrow on the far right.

£

° 10. Contact Information
11. Notes ~

+ Add a new Note

Notes
/512024 11:02:43 AM - ASAP: Please complete the Service Specific Forms for Chore and Companion. Joe Jones, Old Colony

Elder Services

s Back Ta Top

11. Return to the Home Page, and click the Service Specific Forms box at the top of the

screen.

Search for Services Gel Help

Provider Contract
Management System (PCMS)

Executive Office
Of Elder Affairs

Manage AG070824 Log off

Home Public Documents Approved HM/PC Providers About Contact

Service Specific
Forms

Administrative Overview for

Non-Homemaker/Personal Care

Provider Service
Selection

The page below appears. Note that under View and Complete Service Specific Forms,

you can click on forms for the services you indicated that you can provide to the ASAP.
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Service Specific Forms

» The relevant service specific forms below should be completed after you have been contacted by an A SAP with instruction to do so.
= To submit a form you will need te save it to your PC, then upload it fo this page.

» If you attach documentation in response to a question, please include the question number in the attachment file name.

« After uploading a Service Specific Form to this page, please return to the Administrative Overview and resubmit.

View and Complete Service Specific Forms

(. Chore (& Minor Home Repairs) = Companion )

Upload Documents
Choose any number of completed §
documents and click Upload- Choose Files | Mo file chosen Upload

Your Uploaded Documents
Mo files uploaded.

12. Some basic instructions are shown at the top of the screen. Click on a form to view and
complete it. Example image below.

Chore (& Minor Home Repairs)

* = required field

1. Service Capacity
1. Check off which service(s) and components you can perform®:

] Heavy vacuuming [ Wood cutting

[0 Heavy dusting [ Changing of storm doors and windows
[ Washing floors and walls [ Yard work

]  Dry mopping [ Snow removal (shoveling or plowing)

] Heavy cleaning bathrooms and kitchens ] Cleaning attics and basements

[0 Moving furniture to vacuum [ Hoarding cleanout

1 Defrosting freezers ] Bedbug Preparation

[0 Cleaning ovens [ Air Conditioner installation and removal
1 Shampooing carpets/rugs 1 Other:

2. What is your proposed rate for Chore Services?*

3. Describe any additional charges*

13. To submit a form you will need to save it to your PC, and then upload to this page.
To upload the saved completed form, user the Choose Files tool to locate the document on

your PC, and then click Upload. After uploading, you should see your document below the
Your Uploaded Documents heading.
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*Please include your provider agency name, and the date of upload in the name of the

form.

Upload Documents

Choose any number of completed Choose Files | Mo file chozen Upload

documents and click Upload:

Your Uploaded Documents

Click the link to see the contents of the document. Click X to delete the document.

;\,- Chore (& Minor Home Repairs)- Provider Name - Date pdf 7/5/2024

14. After uploading the form(s), return to the Home Page, and click on Administrative
Overview button to access the Notes section. Add a Note with an update, such as this

example:

+ Add a new Note

Notes

TIS2024 11:33:36 AM - Brock AG-test: Chore Service Specific Form Completed. Sarah Steves, Provider

TIS2024 11:02:43 AM - ASAP: Please complefe the Service Specific Forms for Chore and Companion. Joe Jones, Old {

15. IMPORTANT: Save and Submit the Administrative Overview. The ASAP will not know to
view your form(s) until you complete this step.

° 10. Confact Information

16. When the ASAP is ready to proceed, you will see a change in status of the Administrative

Overview on your Home Page, and a new option to Review Contract.

Administrative Overview

= Click on column header to sort ascending T
= Click on column header again to sort descending |
= Click on "J to filter by column

ASAP Service Areafs) | ¥ AD-OV Status LastUpdate Contract Egeciwe Date Cuntla{:tYE nd Date Commands Active HM Contract?

Ol Colony Elder Services, Inc. | Gontract Active | 7/5/2024 171/2024 12/31/2025 Review Contract b
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17. Click Review Contract to see the terms entered by the ASAP. This page shows the
contract duration, agreed upon Towns to be serviced, and the service rate.

*It is likely that there is discussion related to your contract also happening outside of the
PCMS. The ASAP may have contacted you by email or phone to negotiate and confirm the
rate, or regarding some other detail of the application process.

Executing/Finalizing the Contract

If the negotiated rate is accepted, the next step will be for the ASAP to execute the contract. By
clicking the Signed Contract Hard Copy link, you can print out the contract, and have it signed
by an authorized representative. The signed paper contract should then be sent by standard
post to the ASAP to maintain in their files.

A Note about Non-HM/PC Attachment A’s

The Provider Agreement document that is created within the PCMS does not include each
individual Attachment A for each Non-HM/PC services that the provider is contracted to
provide. Rather, there is an inserted page (see below) stipulating that by signing the agreement
the provider “confirms understanding and adherence to applicable service description(s) — the
“Attachment A(s).”

EXECUTIVE OFFICE OF ELDER AFFAIRS
COMMONWEALTH OF MASSACHUSETTS
ONE ASHBURTON PLACE, BOSTON, MA 02108
(617) 727-7750 | Mass.gov/elders

MAURA T. HEALEY KATHLEEN E.
WALSH

KIMBERLEY DRISCOLL ELIZABETH C. CHEN, PhD, MBA,
MPH

ENANT GOVERNOR SECRETARY, EXECUTIVE OFFICE OF ELDER

The Provider Agency designee’s signature on page 10 of the
Provider Agreement confirms understanding and adherence to
the applicable service description(s) — the “Attachment A(s)” —
publicly available through the Executive Office of Elder Affairs
via this link :

https://noi.800ageinfo.com/Home/PublicDocuments
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Keep Your Corporate Information Updated!

You are now able to access the Provider Contract Management System at virtually any time
during the year if you need to edit your provider record.

If you desire to make changes to the areas you service, the services you offer, or staffing levels,
you can make them yourself — and that information will be available to applicable ASAPs in real
time Remember — after you make a change, be sure to re-SUBMIT the Administrative Overview

Support and Provider Resources

The first line of support for providers is the ASAP you are seeking to contract with. The ASAP
can answer questions relating to service need, procurement cycles, and contract planning.

Technical issues with the PCMS application can be sent via the Contact link from the login page,
or by emailing Homemaker.noi@MassMail.State.MA.US. Please include a full detailed
description of the issue you are encountering, and screenshots if possible.

Online Resources

The Public Documents folder, accessible from the PCMS Home Page
(https://noi.800ageinfo.com/Home/PublicDocuments), contains documents falling into these
categories:

Public Documents
Folder

> -"7’ Guidance and Requirements

> -"7’ Homemaker/Personal Care/SHCA Instructions
4 -“‘F PHCAST

> -"7’ Non-Hememaker Information

> -"7’ Attachment A's to the Provider Agreement

» [ ] ASAP/AAA Service Map & Directory

Additional Provider Resource Materials, including Program Instructions from EOEA, Regulations,
Applications and Forms, and Quality Assurance information, can be found here:
https://documentlibrary.800ageinfo.com/2014/02/home-care-.html#more
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How to Reset Your Password (Self-service)
1. Onthe PCMS login page, click the Forgot your password? link.

PCMS - Log in.

Use your PCMS Provider account to log in.

User name
Password

Register as a Provider

Forgot your password?

2. Enter your username. This is the name you used for registering the account.

Forgot your password?.

Enter your User Name.

User name My _User Name

Email Link

3. This message will appear:

Forgot Password Confirmation.

Please check your email to reset your password.

Hotmail Users:

If you do not receive the confirmation message within a few minutes of signing up. please check your Junk E-mail folder just in case the confirmation email got delivered there instead of your inbox. If
s0, select the confirmation message and click Not Junk, which will allow future messages to get through

We strongly recommend that you do the following to avoid accidentally filtering our future messages:

1. Click Mail, then Options (next to the Help link)
2 Click Junk E-Mail Protection

3. Click Safe List

4 Enter this domain: massmail state ma us

5. Click Add

Yahoo Users:

If you do not receive the confirmation message within a few minutes of signing up, please check your Bulk Mail folder just in case the confirmation email got delivered there instead of your inbox. If
so, select the confirmation message and click Not Spam, which will allow future messages to get through.

Gmail Users:

If you do not receive the confirmation message within a few minutes of signing up, please check your Spam folder just in case the confirmation email got delivered there instead of your inbox. If so,
select the confirmation message and click Not Spam, which will allow future messages to get through




4. An email will come to the account email address with a link to complete the reset.
Please check your spam/junk email folder if you do not see the reset confirmation in
your primary inbox.
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