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Course Overview 

Objectives 
After completing this course, you should be able to: 

 
 Identify these components of the MITS page layout: 

o Header 
o Footer 
o Menus 
o Submenus 
o Panels 
o Subsystems 

 Navigate in MITS 
 Perform common tasks 
 Access Help using two different methods 
 

Agenda 
 

Topic Time in Minutes 

Welcome and Introductions 10 

Course Overview 5 

MITS Page Layout 20 

Subsystem Overview 30 

Navigating in MITS 20 

Break 15 

Performing Common Tasks 55 

Accessing Help 15 

Review 10 

Total 180 

 



Ohio MITS – Introduction to MITS Participant Guide August 10, 2010 

2 

© 2010  
Hewlett-Packard  

Development Company, LP  
 

MITS Layout 

Overview 
In this topic, you learn to identify these MITS components: 

 
 Header 
 Footer 
 Menus 
 Submenus 
 Panels 
 

Relevance 
By learning MITS components, you can navigate and locate information more quickly and 
efficiently. 

 
 

 
 

 

MITS Main Layout 
The MITS layout contains these components: 

 Header bar at the top of the window that remains static as you navigate to different 
pages, and contains the: 
o MITS banner 
o Current session information 
o Subsystem menus 

 Work area that changes as you navigate and displays submenus or panels 
 Footer at the bottom of the window that remains static as you navigate to different 

pages 
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From the MITS Home page, you can navigate to MITS subsystems. Access to subsystems is 
based on your MITS security role. If you do not have access to a subsystem, its menu is 
either grayed out or hidden. 

 
 

You can either point to a menu to display the list of options or click a menu to display the 
submenu. 
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Panels 
Depending on the context, panels display when you click a submenu item. In panels, you 
can perform a wide variety of tasks for your role, such as submitting claims, researching 
information, and updating demographics. 

The majority of panel interactions should be familiar to you from your previous computer 
experience, such as using drop-down lists and web-style buttons.  

Access to panels is based on your MITS security role. If you do not have access to a panel, 
it is either grayed out or hidden. 

 
 

This is an example of searching by a Provider ID only. You can narrow the results further by 
completing as many other fields as possible. 

To search, type or select information in the desired fields and click search. 
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This is an example of claims search results using a Provider ID. From here, you can display 
either Physician Claim panels or Recipient Information panels. 
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In panels, you can view information and perform numerous tasks. 

 
 

Title-bar buttons allow you to navigate among panels, set preferences, or access online help 
in iTRACE. 
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Check Your Understanding 
This activity contains questions to assess your understanding of key concepts in this topic. 

Review the topic if your score is below your standards. 

 
  Which component of MITS remains static as you navigate? 

 A. Panel 

 B. Submenu 

 C. Header 

 D. None 

 
  Panels display on every page. 

 A. True 

 B. False 

 
  Which of the following is NOT a component of the MITS page layout? 

(select all that apply) 

 A. Footer 

 B. Tablet 

 C. Panel 

 D. Video 
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Summary 
In this topic, you learned to identify these components of the MITS page layout: 

 
 Header 
 Footer 
 Menus 
 Submenus 
 Panels 
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Subsystem Overview 

Overview 
In this topic, you learn the primary purpose of these MITS subsystems and how they 
support the Medicaid program: 

 
 Administration 
 Business Intelligence Analytical Reporting (BIAR) 
 Claims 
 Drug 
 Electronic Data Interchange (EDI) 
 Healthchek (Early and Periodic Screening, Diagnosis and Treatment, or EPSDT) 
 Financial 
 Managed Care 
 Management and Administrative Reporting (MAR) 
 Prior Authorization (PA) 
 Provider 
 Recipient 
 Reference 
 Retrospective Drug Utilization Review (RetroDUR) 
 Security 
 Site 
 Surveillance and Utilization Review (SUR) 
 Third Party Liability (TPL) 
 Tools 
 

Relevance 
By learning the subsystems contained in MITS, you can locate and use the subsystems you 
need for your role. 
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MITS Subsystems 
MITS subsystems allow you to view and input information, perform transactions, and 
receive data. Access to subsystems is based on your MITS security role. 

These subsystems are contained in MITS: 

 

Subsystem Description 

Administration Used by the system administrator to 
establish access to the site and to update 
and adjust settings to manage the system. 

Business Intelligence Analytical Reporting 
(BIAR) 

Generates reports that range from simple 
queries to more complex reporting and data 
analysis. General users can manage reports 
through InfoView and super users can create 
and modify ad hoc reports in Desktop 
Intelligence. 

Claims Responsible for claims processing in MITS. 
Claims processing generally describes the 
series of activities and processes that occur 
to facilitate the accurate adjudication of a 
claim. This involves all phases of the claim 
cycle, including: receipt, entry, front-end 
processing, suspense, adjudication to 
payment or denial, and reporting. 

Drug Extracts claims data containing physician-
administered drug information to send to the 
Pharmacy Benefits Management (PBM) 
system for rebating purposes. 

Healthchek (Early and Periodic Screening, 
Diagnosis and Treatment, or EPSDT) 

Serves the state of Ohio in support of 
Healthchek programs by identifying and 
tracking EPSDT services, referrals, and costs 
for eligible consumers. It also generates 
EPSDT informational and screening letters to 
eligible recipients. 

Electronic Data Interchange (EDI) An interface to MITS for Trading Partners. It 
allows Trading Partners to submit 
transactions using standardized 
communication protocols and data 
structures. 

Financial Encompasses claims payment processing, 
accounts receivable and payables 
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Subsystem Description 

processing, cost settlement tracking, and all 
associated financial transaction processing. 
It ensures that all funds are appropriately 
disbursed for claims payments and that all 
post-payment transactions are accounted for 
and applied accurately. 

Managed Care Designed to assure recipients access to 
necessary medical care, while at the same 
time, controlling medical assistance program 
costs. 
The two primary Managed Care assignment 
plans (programs) supported by MITS are 
Covered Families and Children (CFC) and 
Aged, Blind, or Disabled (ABD). 

Management and Administrative Reporting 
(MAR) 

Provides financial and statistical reports 
(both scheduled and on-request) to assist 
the state and federal governments with fiscal 
planning, new program and policy 
development, and monitoring and control of 
state medical assistance programs. 

Prior Authorization Used to review, assess, and pre-approve or 
deny selected non-emergency medical 
services prior to payment. PA serves as a 
cost-containment and utilization-review 
mechanism, enabling payment for only those 
treatments and services that are medically 
necessary, appropriate, and cost-effective. 

Provider Maintains comprehensive, current, and 
historical information about providers eligible 
to participate in the state's medical 
assistance program. This includes the 
establishment and maintenance of a single 
provider data repository with provider 
demographic, certification, rate, and 
summary financial information. 
This subsystem supports accurate and timely 
claims processing, enhanced management 
reporting, utilization review reporting, 
surveillance activities, and provider training. 

Recipient Provides an accurate, current, and historical 
source of eligibility and demographic 
information on individuals eligible for 
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Subsystem Description 

medical assistance. This subsystem also 
supports data analysis of recipient 
information. 

Reference Maintains a consolidated source of reference 
information that is accessed by MITS during 
performance of claims and adjustment 
processing functions, prior authorization 
functions, and third party liability (TPL) 
processing. This subsystem also supports 
MITS reporting functions.  

Retrospective Drug Utilization Review 
(RetroDUR) 

Identifies potential drug therapy problems 
for intervention when necessary to help 
improve quality of care. 

Security Allows/grants access to MITS. This 
subsystem provides single sign-on, user 
provisioning, and authorization based on 
security roles. 

Site Contains each user's personal settings. 

Surveillance and Utilization Review (SUR) Provides the ability to identify over- and 
under-utilization of services and to discover 
potential fraud and/or abuse candidates. 

Third Party Liability (TPL) Manages private health, Medicare, and other 
third-party resources of Medicaid consumers 
to ensure that Medicaid is the payer of last 
resort. 

Tools Allows you to customize your dashboard and 
to use and view these functions based on 
your MITS security role: key survey, letter 
search, report distribution, worklist, and 
sending faxes. 
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Check Your Understanding 
This activity contains questions to assess your understanding of key concepts in this topic. 

Review the topic if your score is below your standards. 

 
  MITS contains only five subsystems. 

 A. True 

 B. False 

 
  Which of these subsystems is contained in MITS? (select all that apply) 

 A. Reference 

 B. Claims 

 C. Help 

 D. Prior Authorization 

 
  The Reference subsystem maintains a consolidated source of reference 

information.  

 A. True 

 B. False 

Summary 
In this topic, you learned the primary purpose of these MITS subsystems and how they 
support the Medicaid program: 

 
 Administration 
 Business Intelligence Analytical Reporting (BIAR) 
 Claims 
 Drug 
 Electronic Data Interchange (EDI) 
 Healthchek (Early and Periodic Screening, Diagnosis and Treatment, or EPSDT) 
 Financial 
 Managed Care 
 Management and Administrative Reporting (MAR) 
 Prior Authorization (PA) 
 Provider 
 Recipient 
 Reference 
 Retrospective Drug Utilization Review (RetroDUR) 
 Security 
 Site 
 Surveillance and Utilization Review (SUR) 
 Third Party Liability (TPL) 
 Tools 
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Navigating in MITS 

Overview 

What 
In this topic, you learn how to navigate in MITS. 

 

Who 
All MITS users must be able to navigate. 

 

When 
Navigate in MITS whenever you want to access a system component. 

 

Relevance 
By learning how to navigate in MITS, you can locate and work with subsystems and panels 
more quickly and efficiently. 

 

Requirements 
Your MITS security role determines which subsystems you can access. If you do not have 
access to a subsystem, its menu is either grayed out or hidden. 

If you must have access to a subsystem that is not available to you, contact your system 
administrator. 

How To 
Follow these steps from the MITS Home page to navigate: 

 
 TO go to a: THEN do this:

Subsystem Click the desired menu in the MITS header.  

Page a. Click the desired menu in the MITS header. 
b. Select the desired option from the submenu. 

Panel 

a. Click the desired menu in the MITS header. 
b. Select the desired option from the submenu. 
c. Scroll to the desired panel. 
Note: Use the panel title-bar navigation buttons to jump to 
the top, bottom, or Maintenance panels on the page. 
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Depending on the context, panels display when you select a submenu 
option. Panels allow you to view information and perform numerous tasks 
for your role. 

 

Practice 
Navigate in MITS from the Home page using this information: 

1) Search for the Provider ID you received from your instructor. 
2) In the Reference subsystem, search for Procedure Code 0197T.  
3) Compare your Procedure Information panel with the image at the end of this practice 

session. 
4) Use at least two navigation buttons to navigate among panels on the page. 
5) Search for the Recipient ID you received from your instructor. 
6) Return to the Home page. 
 

Procedure Information Panel Example: 
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Check Your Understanding 
This activity contains questions to assess your understanding of key concepts in this topic. 

Review the topic if your score is below your standards. 

 
  Which is the correct sequence to display a panel if you have access? 

 A. Submenu>menu>panel 

 B. Home page>panel 

 C. Menu>submenu>panel 

 D. None of these responses 

 
  Which of these buttons helps you navigate among panels on a page? 

(select all that apply) 

 A. Top 

 B. Bot 

 C. Nav 

 D. Pref 

 
  How can you ensure specific panels display each time you visit a page? 

 A. Set up preferences 

 B. You cannot do this 

 C. Bookmark the page 

 D. Request this feature 

 

Summary 
In this topic, you learned how to navigate in MITS. 
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Performing Common Tasks 

Overview 

What 
In this topic, you learn how to perform these common tasks in MITS: 

 
 View and add a panel 
 Add, modify, and delete data 
 Set preferences 
 
  

Access to these functions is based on your MITS security role. If you do not have security 
rights to perform specific functions, the buttons and links are either grayed out or hidden. 

 

Who 
All MITS users must be able to perform common tasks based on their security role(s). 

 

When 
You perform common tasks whenever you use MITS subsystems for your role. 

 

Relevance 
By learning how to perform common tasks in MITS, you can apply these skills to your role 
to conduct tasks more easily and quickly. 

 

How to 
Follow these steps in the desired subsystem: 

 
 TO: THEN do this:

View a panel a. Click the desired option from the submenu. 
b. Scroll to the desired panel on the page. 

Add a panel 
a. Click the desired option from the submenu. 
b. Scroll to the Maintenance panel. 
c. Click the desired link. 
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 TO: THEN do this:

Add data 

a. Click the desired option from the submenu. 
b. Scroll to the desired panel on the page. 
c. Click add if available. 
d. In the appropriate field(s), type or select the applicable information.
e. Click save. 

Modify data 

a. Click the desired option from the submenu. 
b. Scroll to the desired panel on the page. 
c. Select the desired row to modify. 
d. Click adjust if available. 
e. In the appropriate editable field(s), type or select the applicable 

information. 
f. Click save. 

Delete data 

a. Click the desired option from the submenu. 
b. Scroll to the desired panel on the page. 
c. Select the row you want to delete. 
d. Click delete. 
e. Click OK. 
f. Click save. 

Set preferences 

a. Click the desired option from the submenu. 
b. Scroll to the Maintenance panel. 
c. Click Pref. 
d. Select the panel(s) you want to display each time you open the 

page. 

 

 

Success 
You have successfully completed this task when you have performed these common 
functions in MITS: 

 View and add a panel 
 Add, modify, and delete data 
 Set preferences 
 

Practice 
Perform common tasks in MITS using this information: 

View a Panel: 

1) Search for the Provider ID you received from your instructor. 
2) View the Provider Maintenance panel on the Provider Information page.  
3) Remain on the page and continue to the next task. 
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Add a Panel: 

 From the Provider Maintenance panel, add two panels of your choice. 

Add Data: 

1) Search for the Recipient ID you received from your instructor. 
2) Add the Copay Exemption Dates panel. 
3) Add a row in the Copay Exemption Dates panel using 12/31/2010 in the Copay 

Exemption End Date field. 
4) Save the data. 
5) Compare your Copay Exemption Dates panel with the image below. 
6) Remain on the page and continue to the next task. 
 
Copay Exemption Dates Panel Example: 

 

 
 

 
Modify Data: 

1) Select the first row in the Copay Exemption Dates panel. 
2) Type a different date of your choice in the Copy Exemption End Date field. 
3) Save the data. 
4) Remain on the page and continue to the next task. 
 

Delete Data: 

Delete a row in the Copay Exemption Dates panel. 

Set Preferences: 

1) Search for the Provider ID you received from your instructor. 
2) Select two panel preferences of your choice. 
3) Verify that the selected panels display the next time you visit the page: 
 

Summary 
In this topic, you learned how to perform these common tasks in MITS:  

 
 View and add a panel 
 Add, modify, and delete data 
 Set preferences 
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Accessing Help 

Overview 

What 
In this topic, you learn how to access MITS Help using two different methods: field-level 
Help and panel-level Help (iTRACE). 

 

Who 
All MITS users can access Help. 

 

When 
Access Help when you need more information about fields or panels to perform tasks. 

 

Relevance 
By learning how to access Help in MITS, you can discover answers and solutions more 
quickly and easily. 

 

How To 
Follow these steps from the desired panel to access Help: 

  

TO access: THEN do this:

Field-level Help 
a. Point to the desired field name. 
b. Click the field name. 
c. Review the information and close the window. 

Panel-level Help in 
iTRACE 

a. Click the Help button (?) in the panel's title bar. 
b. If prompted, enter your iTRACE logon ID and password. 
c. Review the information in iTRACE and close the window. 

 

Success 
You have successfully completed this task when you have accessed MITS Help using two 
different methods: field-level Help and iTRACE. 
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Compare your results with these images: 
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Practice 
Access MITS Help using this information: 

1) Search for a claim using the Provider ID you received from your instructor. 
2) Click the first claim in the search results. 
3) Display field-level Help for a field of your choice. 
4) Access panel-level Help for a panel of your choice. 
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Check Your Understanding 
This activity contains questions to assess your understanding of key concepts in this topic. 

Review the topic if your score is below your standards. 

 
  How can you obtain Help in MITS? (select all that apply) 

 A. Click Help in the MITS header. 

 B. Click the question-mark icon in a panel's title bar. 

 C. Click Help in the MITS footer. 

 D. Click a field name in a panel. 

 
  What level of Help can you obtain in MITS? (select all that apply) 

 A. Field 

 B. Panel 

 C. Menu 

 D. System 

 
  Field-level Help displays through iTRACE. 

 A. True 

 B. False 

 

Summary 
In this topic, you learned how to access MITS Help using two different methods: field-level 
Help and panel-level Help (iTRACE). 
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Review 

Objectives 
In this course, you learned how to: 

 
 Identify these components of the MITS page layout: 

o Header 
o Footer 
o Menus 
o Submenus 
o Panels 
o Subsystems 

 Navigate in MITS 
 Perform common tasks 
 Access Help using two different methods 
 

 
 

 


