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This section illustrates how to use the following reference materials:

· Manual Index 


–
Section Titles/Headings Index


–
Subject Index

· Forms Index

· Acronyms and Abbreviations Glossary

[image: image9.wmf]How do I find information for my provider community?  The indexes and glossary 

contain information from the Part 1 – Medi-Cal Program and Eligibility and Part 2 – Medi-Cal Billing 

and Policy manuals. 
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The page numbering system will guide you to information you need in the Part 1 and Part 2 manuals.  The page numbering system includes: 

· Manual part number

· Provider identifier

· Locator key

· Page number

Manual Part Number
The indexes identify the Part 1 manual by the alphanumeric symbol P1.  All Part 2 manuals are identified by P2.

Provider Identifier
Some manual sections do not appear in all Part 2 provider manuals.  The Provider Identifier Key, listed in the footer of each index, identifies which provider manual contains the information.  The alphabetic symbol corresponds with the provider community identified on the manual cover.  If no provider identifier is listed next to the indexed entry, all provider communities receive the same information.  See Figure 1 for a sample of provider communities in this key. 
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Figure 1.  Sample Provider Identifier Key.

A complete key is located in the footer of each index. 

Locator Key
Each manual section has a locator key, which is an abbreviated form of the section title.  The locator key appears at the top of each page.  Refer to the How to Use This Manual section in the Part 1 or Part 2 manual for more information about the locator key.

Page Numbers
The Section Titles/Headings Index lists pages at the end of each boldfaced heading.  See Figure 2.  The Subject Index lists pages at the end of each keyword term.  See Figure 3.
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There are two ways to locate information in the manual index:

· Section Titles/Headings Index

· Subject Index

Section Titles/Headings
The Section Titles/Headings Index alphabetically lists section 

Index
titles and boldfaced headings in the Part 1 and Part 2 provider manuals.  See Figure 2.
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Figure 2.  Sample Section Titles/Headings Index.

Index entries are for illustration only.

Subject Index
The Subject Index alphabetically lists keyword terms and topics in the


Part 1 and Part 2 provider manuals.  See Figure 3.
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Figure 3.  Sample Subject Index. 

Index entries are for illustration only.

[image: image8.bmp]
The Forms Index alphabetically lists form-related keyword terms and form titles in the Part 1 and Part 2 provider manuals.  Forms without page numbers are located at the end of the section; forms with an 


asterisk (*) may be duplicated.  See Figure 4.


Figure 4.  Sample Forms Index.

Index entries are for illustration only.


The Acronyms and Abbreviations Glossary lists terms in the 


Part 1 and Part 2 provider manuals.  See Figure 5.



Figure 5.  Sample Acronyms and Abbreviations Glossary.
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A	B





A/R	Accounts Receivable	BBS	Bulletin Board System


AAC	Aid for Adoption of Children	BCEDP	Breast Cancer Early


AAP	Adoption Assistance Program		Detection Program


ABD	Aged, Blind and Disabled	BIC	Benefits


ACL	Adjudicated Claim Line		Identification Card


ADHC	Adult Day Health Care


AEVS	Automated Eligibility


	Verification System





Acronyms and AbbreviationsGlossary





� EMBED MS_ClipArt_Gallery  ���








page number





provider identifier


If no provider identifier 


is listed, all provider communities receive 


the section.





manual part





page number





Part 2 manual
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section title





boldface heading


identifies main topic in a section








Denti-Cal Program, P2:  CAH EAP GM IP denti


	Denti-Cal provider manual/bulletins, 1


	Denti-Cal provider/recipient telephone numbers, 1


	Denti-Cal recipient eligibility, 1





Forms Reorder Request:  Guidelines, P2:  forms reo


	change of address/change of status, 2


	ordering electronic billing forms, 2


	ordering hardcopy billing forms, 1


	returned orders, 2





TAR Overview, P1:  tar


	correcting errors on approved TARs, 12


	Frank v. Kizer, 11


	“from-through” TAR authorization, 9


	initial and reauthorization TARs, 4-5





TAR: Submitting Appeals, P2:  tar submit


	first-level TAR appeals, 1


	second-level TAR appeals, 1-2





PROVIDER IDENTIFIER KEY


(Part 2 manuals)





MS  All Medical Services (MS) manuals


  GM  MS for General Medicine


  OB  MS for Obstetrics





Part 1 manual





provider identifier


If no provider identifier is listed, 


all provider communities 


receive the section.





locator key





symbol identifies forms that may be duplicated





locator key





form title


listed under main topic or first word in the official form title





P


Provider


	change of address


		* “Pay-To” Address Change Notification, P1:  prov guide


	Forms Reorder Request


	for Medical and Allied Health Services


	explanation of form items, P2:  AH MS forms reo ma 2


	sample, P2:  AH MS forms reo am 1


	for Inpatient and Outpatient Providers


	example of form items, P2:  IP OP forms reo io 2


	sample, P2:  IP OP forms reo 1








Forms 


Index
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provider identifier


If no provider identifier 


is listed, all provider communities receive 


the section.





page number





Page Numbering System
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Manual 


Index
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Part 2 manual





Part 1 manual





locator key





keyword term





Denti-Cal


	provider manual/bulletins, P2:  CAH EAP GM IP denti 1


	queries


	provider, P2:  CAH EAP GM IP denti 1


	recipient, P2:  CAH EAP GM IP denti 1


	recipient eligibility, P2:  CAH EAP GM IP denti 1


Forms


	attachments, P2:  forms leg 4


	CERTS printouts, P2:  forms leg 4


	EOMB, P2:  forms leg 4


	corrections, P2:  forms leg 3


	optical character recognition, P2:  forms leg 1


	reorder requests


		electronic billing, P2:  forms reo 2


		hardcopy billing, P2:  forms reo 1


		provider/status change, P2:  forms reo 2


		sample-inpatient and outpatient services, 


		   P2:  IP OP forms reo io 1


		sample medical and allied health services, 


		   P2:  AH MS forms reo ma 1


	typed and handwritten, P2:  forms leg 2–3


TAR


	appeals


	first-level, P2:  tar submit 1


	second-level, P2:  tar submit 1–2


	approval period, P1:  tar 5


	Clock-Stop Fax Transmittal Form, and, P1:  tar 8





topic
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