Creating Contracts - Overview
Overview

create a new contract in WellRyde.

This job aid provides an overview of how to create new contracts.

||} modivcare

WellRyde has an Advanced Billing feature that calculates the billed amount
automatically for each completed trip, reducing manual calculations and
inputting billed amount. To set up the advanced billing feature, you will need to

Creating New Contracts

1. Click Billing on the left sidebar
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2. Click Contracts, the third option down on the “Billing” dropdown menu
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3. Click Create Contract on the right-center portion of your screen
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WR Training Account | Sewe Stember ~

Home / Contracts

Search Filters © Default Filter $ # Edit | @ Delete | Make Default | ¥ Add new view
Contract Code Contract Type Level Partner
—-All-- $ --All-- s —-All-- :
Se. Reset
Create Contract <
1 Contracts Showing 1of 1 Results per page 50 v
a Contract Code a Contract Type a Level a Partner CompanyCode . Effective Start Date a Distance Calculation Type o Discount o
RC Partner Trip CIRC Mon, Oct 18 2021 00:00:00 Broker Distance
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4. Fillin all text fields in the Contract Details tab:
a. Contract Code = Circulation
e Don'tinclude any spaces or special characters in this field
Level = Trip
Effective Date = Date contract began
Contract Type = Partner: any broker trip; Self: any other trip source
Partner = Broker Name (e.g. Circluation)
Distance Calculation = Broker Distance
Discount = Not applicable
Invoice Method =
e Select the default option (None)
e |f processing private pay trips with credit cards, select Rider
Credit Card Payment (rider payment subscription required)

SQ ™m0 Qo0T

E |l modivcare

Home / Contracts / New Contract

Contract Details Rate Cards Surcharges
R |
Contract Code * k:xmract Code

S BILLING

Level *

Effective Date *

Contract Type *

Partner

Distance Calculation

Discount

Invoice Method

Trip

MM/ddlyyyy

Partner

-- Select One --

Broker Distance

Discount

None

(O Send Email Reciept
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5. Click the Rate Cards tab

E ||l modiveare

Home / Contracts / New Contract

Contract Details Rate Cards Surcharges

@R
Contract Code * Contract Code
S  BILLING
Level * Trip v
Effective Date * MM/ddlyyyy )]
Contract Type * Partner v
Partner -- Select One -- v
Distance Calculation Broker Distance v
Discount Discount
Invoice Method None b
O Send Email Reciept
6. Click Add Rate Card
E ||l modiveare WR Training Account | Sewve Stember ~
Home / Contracts / New Contract ‘ C ‘
Contract Details Rate Cards Surcharges
0 Rate Card(s) Showing : v
There are no Rate Cards added to this Contract

7. Once the Rate Card opens, click Create New

E ||l modivcare 8  WRTraining Account | Sewe Stember ~

Add Rate Card

© Copy from Existing Contract

Quick Search Q

¢ RateCard Name ¢ [Effective Date From

CIRC Rates Sun, October 17 2021

addcard  [HIECR
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8. Fill in the information in the text fields to add a new Rate Card:
Rate Card Name = Contract Name

Distance Type = Ml (this is automatically selected)
Effective Date = Effective date on the contract

Failure Message = Not applicable

Oo0ooTo

E [Ifmodiveare | & ' WR Training Account | Sewe Stember ~

Add Rate Card

Copy from Existing Contract @) Create New

Rate Card Name * Rate Card Name

Distance Type * MI

Effective Date * MM/ddlyyyy

Failure Message Failure Message

e

9. Click Add Card

E [l modiveare | & | WR Training Account | Sevve Stember ~

Add Rate Card

Copy from Existing Contract @) Create New

Rate Card Name * Test123
Distance Type * M
Effective Date * 02/01/2022

Failure Message Failure Message

Add Card Cancel
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10.Your Rate Card has been added

E |l modiveare WR Training Account | Sevve Stember ~
Home / Contracts / New Contract Cancel
Contract Details Rate Cards Surcharges
1 Rate Card(s) Showing : | Test123 - Effective From 02/01/2022 v g ©

Test123 Distance Type: MI 02/01/2022

0 Mileage Rate(s) Add Mileage Rate

11.Click Add Mileage Rate

E |l modivcare | 48 wr Training Account | Sewve Stember +

=

Home / Contracts / New Contract

Contract Details Rate Cards Surcharges
1 Rate Card(s) Showing :| Example - Effective From 03/07/2022 v B O
Example Distance Type: M B osor2022 o- 3

0 Mileage Rate(s)
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12.Fill in the following fields to reflect your new rates:
a. End Distance: the maximum distance a tier is valid for
i. Example: a tier with an end distance of 3 is valid from O to 3
miles
ii. For unlimited enter “99999"

b. Base Rate: the dollar amount charged for a specific mileage tier

c. Free Distance: the number of miles a tier gives for free to avoid
charging double for a mileage threshold

d. Variable Rate/Distance: a dollar amount charged per mile above and
beyond a specific mileage range (for example, 0-10 miles)

e. Attendant Rate: a dollar amount charged for members that require a
licensed health professional(s) (such as a stretcher assistant) to be
transported to their health appointment

f. Extra Adult Rate: a dollar amount charged for additional adults (such
as a spouse) being transported with the member

Important notes:
e If you need additional rate tiers for the given LOS, click “Add Tier” and enter
the appropriate information
e For any questions regarding Modivcare rates, please reach out to your
Provider Relations Manager (PRM)

2 Mileage Rate(s)

= Edit Mileage Rate m

LOS LOS Type Rate Attribute Service Zone Zone Type

Selected (1) v | or -Select- <

Discount

[J Add Time Conditions

End Distance * Base Rate ‘ariable Rate / Distance Attendant Rate
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13.1f you use surcharges (extra fees outside of normal rates like after hours,
wait time, or cancellation fees), click the Surcharges tab.

If you don’t need to add surcharges, click Save and you're done adding the

contract.

Home / Contracts / New Contract

Contract Details Rate Cards

1 Rate Card(s) Showing : Test123 - Effective From 02/01/2022 \ vIg ©

||l modiveare WR Training Account | Sevve Stember ~

7

Add Rate Card

Test123 Distance Type: MI 8 02/01/2022 0 - z
0 Mileage Rate(s) Add Mileage Rate
14.Click Add New
E |Ill modivcare WR Training Account | Sevve Stember ~

Home / Contracts / New Contract

Contract Details Rate Cards Surcharges

0 Surcharge(s)

Add from Contracts ‘ Add New ‘

/

Copyright 2021. All rights reserved. This document contains trade secret, confidential, and proprietary information.
Neither this document nor the information it contains may be further disclosed without written permission.

8




||} modivcare

Creating Contracts - Overview

15.Fill in the following fields with the following information:

a.

b.

0

7 @™oa

Surcharge Code = Name of the surcharge (e.g. WaitTime)

e Don'tinclude any spaces or special characters in this field
Description = Description of the surcharge (e.g. Wait Time)

e It's ok toinclude spaces in this field
LOS = select the level of service the surcharge will be applied to from
the dropdown menu
LOS Type = Leave blank, not using LOS at this time
Rate Attribute = use for more complex rate structures
Start - End Date = Applicable dates the surcharge is effective during
Surcharge Type = Select the type of surcharge you're adding from the
drop-down menu (e.g. FLATRATE, CANCELLATION, WAIT TIME, etc.)
Surcharge Rate = Enter the fee you're charging for the surcharge
Service Zone = Only used for rates in a specific geographic location

|Ill modivcare WR Training Account | Sevve Stember ~

Home / Contracts / New Contract ‘ Cancel

Contract Details

1 Surcharge(s)

Add Surcharge
Surcharge Code *
Surcharge Code

Start - End Date

MM/ddlyyyy

Title / Description

© Add Tier

Rate Cards Surcharges

Add from Contracts ‘ Add New

Description LOS LOS Type Rate Attribute

-Select- v | or | -Select- Rate Attribute

Surcharge Type * Surcharge Rate * Service Zone

MILEAGE Surcharge Rae $ per mile Service Zone

Start - End Date Days Start - End Time

16.Click Add Tier

||l modiveare WR Training Account | Sewe Stember ~

Home / Contracts / New Contract l Cancel ‘

Contract Details

1 Surcharge(s)

Start - End Date

MM/ddiyyyy

B Conditions (1)

Title / Description

Rate Cards Surcharges
Add from Contracts | | Add New |
B3 x
Description 105 L0 Type Rate Attribute
Description -Select- v | or | -Select- v
Surcharge Type * Surcharge Rate *

3 |- MM/ddlyyyy (] MILEAGE v Surcharge Rate

Days Start - End Time

(sulm[u]w[th[F]sa] PRS—
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17.Fill in the following information for the tier:
a. Title/Description = Enter a description of the tier you're creating
b. Start — End Date = Applicable dates the tier is effective during
c. Days = Applicable days the tier is effective during
d. Start - End Time = Applicable times the tier is effective during

Home / Contracts / New Contract

Contract Details Rate Cards Surcharges
1 Surcharge(s)
Add Surcharge
Surcharge Code * Description LOs
Surcharge Code Description -Select- v | b

Start - End Date Surcharge Type * Surcharge Rate *

MM/ddlyyyy B - MM/ddlyyyy MILEAGE v Surcharge Rate

B Conditions (1)

Title / Description Start - End Date Days

|Jll modivcare WR Training Account | Sevve Stember ~

Save ‘ Cancel

Add from Contracts ‘ Add New

.

LOS Type Rate Attribute

-Select- Rate Attribute

Service Zone

Service Zone

Start - End Time

burcharge Title MM/dd/yyyy B - MM/ddhyyyy o)

(su[m[ru[w[m][F]

© Add Tier

hh:mm am/pm hh:mm anvpm

Sa‘

18.Click Done in the upper right corner of your screen

Home / Contracts / CIRC

Contract Details Rate Cards Surcharges
1 Surcharge(s)
Edit Surcharge
Surcharge Code * Description Los

WAITTIME Wait Time Selected (2) or

Start - End Date Surcharge Type * Surcharge Rate *

MM/ddlyyyy 3 |- MM/ddiyyyy WAIT TIME 20

Free Time Time Block in Mins *

30

15

|l modiveare WR Training Account | Sevve Stember ~

Recalculate ‘ Save | Cancel

Add New

Done

Add from Contracts ‘

LOS Type Rate Attribute
X v Rate Attribute /
Service Zone
$perT Service Zone
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19.Click Save in the upper right corner of your screen. You've completed your

new contract!

Home / Contracts / CIRC

Contract Details Rate Cards

1 Surcharge(s)

WAITTIME - Wait Time

los: A W

Surcharges

||l modivcare WR Training Account | Sevve Stember ~

[ Recaleutste Save Gl ‘

‘ Add from Contracts ‘ ‘ Add New

Sur. Type: Wait Time

§ 20 per time Block A

Rate Attribute : --
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