PALCO NEW MEXICO

ADVANCED BUDGET TOOL
QUICK REFERENCE
OVERVIEW
The Palco Case Management
Portal (CMP) provides professional
users with a systematic and
customized solution for building
Participant budgets. The system
includes custom coding that
specifies every program's
individual services as well as
limitations for each of those
services.

ICON LIBRARY
Add button. Click/tap to create a new record or entry.
Edit button. Click/tap to edit a field.
Save button. Click/tap to save changes or new entries.
Remove button. Click/tap to delete an item.
Important Icon. Appears when there is an alert or a
problem that needs attention.
Send Message. Adds a user-written message/note

The system includes dynamic
workflows that allow for budgets
to move through multiple levels of
review and approval to create a
system of checks and balances.
To view an example workflow
specific to your program or more
detailed steps for entering budgets
and revisions, visit the CMP
Master User Guide located inside
of the CMP system.

START & END DATES
Clicking "+ New" allows for a
new budget to be started.
The first step is to enter a start
and end date for the full budget
span.
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TOTAL FUNDS AVALAIBLE

Enter the dollar amount
available for the total funds
period by clicking the edit icon
and then saving.

This field can also be adjusted/revised once a
budget is saved if an increase/decrease to the
total funds is warranted.

ADDING ACCOUNT GROUPS & AUTHORIZATIONS

To view a full list of Account Groups and Authorizations
available for each program, visit the CMP Master User
Guide or the Service Code Crosswalk posted on the Palco
NM website.

Authorizations are the same as goods or
services. It is the term used to identify the
specific items being built into the budget.
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To add Account Groups choose
the appropriate categories from
the drop down. Once selected,
additional sections will appear
for each.

To add Authorizations (services)
choose each from the drop down.
Once selected, a subsection for
each authorization will be created.
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BUILDING AUTHORIZATIONS AND JUSTIFICATIONS
Revision Status indicates what status the Authorization
is in. To change the status for submission to the TPA/UR
select the pencil icon and then use the drop-down to
select "Under Review" status. This should be done once
you have documented the justification and cost.

Start Date allows you to set a future
effective date for the service to
begin.

The only statuses that make an authorization
payable are Approved and Continuation. All
other statuses cannot be billed for.

Response allows users to document a specific
need/goal related to the service and detail
justifications. Users and reviewers can also use
this space to communicate about different
actions related to the authorization. To send,
click the icon. A history of all responses and
status changes for this authorization can also be
seen in the section below.
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Add Cost allows the SB/CA/CSC to estimate
and determine the cost of a service based on
the number of units and rate. The system will
display service limitations and helpful tips to
ensure building the authorization is successful.

Changing the "revision status" generates
notifications and tasks for other users. See the
status section on the following page.
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CHANGING STATUSES

Changing the revision status
triggers an event that moves the
authorization to the next stage
for example, review or approval.

STATUS LIBRARY
Status

Meaning

Available
To

Pending

The authorization
is being built.

SB/CA/C
SC

Under
Review

The authorization
is ready for
TPA/UR review.

SB/CA/C
SC

Approved

The authorization
has been approved
and services can be
provided.

TPA/UR

Continuation

The service can be
provided while a
judgment of
continuation is
being decided.

TPA/UR

Denied

The service has
been rejected and
cannot be provided.

TPA/UR

Needs Info

The service
requires additional
information for a
reviewer to make a
decision.

TPA/UR

Requires
Action

The service has an
error or issue that
needs attention
before the
reviewer can
continue.

TPA/UR

NOTIFICATIONS
Status changes will trigger
email notifications based on the
system configurations.
A few examples of these notifications include:
When an authorization is placed into an
"Under Review" status the reviewer will
receive a notification prompting them to
complete their review.
When an authorization is placed into an
"Approved" status, the SB/CA/CSC, as well as
the Employer, will receive a notification.
If an authorization is placed in a "Needs Info"
or "Requires Action" the SB/CA/CSC who
created it will receive a notification.

To view a full workflow with all notification
triggers, please visit the CMP Master User
Guide.
Once a budget/authorization is Approved, it can
be revised if necessary. Visit the CMP Master
User Guide for details on revisions.
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