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EDMS Catalog of Courses

Business Courses

Introduction to EDMS

Document Preparation, Scanning, and Manual IQC

Correction Processing — Completion: NEW

Quality Assurance — Completion: VERIFY

FileNet One Step Workflow

COLD Reports

Technical Courses

Orientation to FileNet System Administration

Orientation to Captiva System Administration

2 / 14 June 2010 v4.0 EDMS — Completion: Verify



EDMS: Completion: Verify

Course Objectives
1. Summarize the scanning process within EDMS

2. Describe the objective and the activities of each
step of the Completion: Verify process in detall,
iIncluding:

a) The types of scanned documents

b) Captiva’s role in verifying data, for both red
optical character recognition (OCR) type forms
and black ‘Key From Image” (KFI) forms

c) The types of validation within each type of
document

d) How to verify the required data fields and
complete the scanning process .. b
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I Agenda

1. Introduction
2. Background — What Is Being Scanned?
3. Documents and Batches

4. The Completion: Verify Process
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EDMS Related Definitions

Captiva Commercial off-the-shelf (COTS) software that manages the
scanner, from interpreting the scanned documents through
storing the resulting images on the FileNet data repository
with index values. Captiva can be programmed to recognize
certain documents (such as claim forms).

OCR Optical character recognition, which is the Captiva software’s
ability to ‘read’ black typed data off red forms and eliminate
the need for data entry.

FileNet The database in which EDMS stores all MITS application
data received for storage.
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I What Is the Full EDMS Process?

1) Inbound mail is received
2) Documents are sorted, batched, and scanned

3) Manual IQC operators research any unscannable
documents and try to resolve the problem

4) Completion: New operators manually key fields flagged
by Captiva software as being in error, as well as all
verification fields for claim form ADA 2006

5) Completion: Verify operators key in all critical
Information as a final QA step

6) Scanned documents’ images are stored in FileNet
7) Workflow processes are initiated where necessary

Bold is within the scope of this training
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Background

What Is Being Scanned?




I Agenda

1. Introduction
2. Background — What Is Being Scanned?
3. Documents and Batches

4. The Completion: Verify Process
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Background: What Is Being Scanned

What is the goal of scanning?

- To create electronic images of paper documents
related to Claims, Claim Adjustments, provider
enrollment (PE) requests, prior authorization (PA)
requests, and other MITS-related ‘transactions.’

How does EDMS store these documents?

- Each document has one or more keys or indexes,
such as Provider, Recipient, internal control number
(ICN), and other values.

« These index values will ‘link’ these documents to
certain Providers, Claims, etc., and be accessible
correctly in interChange.

7
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Background: What Is Being Scanned?

How does Completion: Verify fit into the
process?

- Every document that is scanned must go through the
Completion: Verify process.

. Captiva (the scanning software) validates critical
fields in every scanned document; any that do not
pass the built-in validation edits are presented to the
Completion: New worker to key in.

- The Completion: Verify worker then must key in every
predefined verification field for each type of form as a
final quality assurance step prior to the scanned
Information being stored in EDMS.

7
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Documents and Batches



I Agenda

1. Introduction
2. Background — What Is Being Scanned?
3. Documents and Batches

a. What is a document?

b. What Is a batch?

c. Scanning and quality control

4. The Completion: Verify Process
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What is a document?

A Document is a claim, a claim adjustment, a proprietary
document, or a cover sheet with attachments.

A document has two components:
1.A form (e.g., CMS 1500, 6766, 9401, cover sheet)
2.0ne or more attachments (almost always present)

Claim Claim Adj. Cover sheet
Document Document Document

Completion: New and Completion: Verify only involve
the forms — never the attachments.
g
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What is a document?

With Go-Live, four types of documents will be
scanned — and all are within the scope of the
Completion: Verify function

1. Claims (CMS 1500, UB04, ADA 2006) — only

those with attachments

2. Claims Adjustments (6766, 6767, 6768)
3. Proprietary forms (9400, 9401, 9402, 9405)

4. Paper attachments sent by the Provider to
support Claims, PEs, and PAs that the
Provider uploaded via the Web Portal
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What is a document?

1. Claims — with Attachments

There are three types of Claims:

A. CMS 1500 — Health Insurance Claim form
B. UBO04 — Institutional Claims form

C. ADA 2006 — Dental Claim form

OCR reads all information off the red claim forms —
Captiva is programmed to find the key fields on each
red form.

For black forms, data entry (KFI) is done to capture
the important information in the Completion: New
step.

7
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What is a document?

When a red form is
scanned, the
scanner’s ‘red drop’
feature drops the
form’s red ink,
leaving just the
black text in the
scanned image.

That black text is all
that Is read and
stored in EDMS.

/ 14 June 2010 v1.0

1500
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I What is a document?

Examples of RED and BLACK claim forms

ADA\ Dental Claim Form

HEADER INFORMATION
HEALTH INSURANCE CLAIM FORM - )
1. Type of Trar {Mark all applicable boxes)
APPROVED BY NATIONAL UNIFORM CLAIM COMMITTEE 08/05
[TTIPeA I:‘ Statement of Actual Services I:l Request for Predetermination/ Preauthorization
1. MEDICARE  MEDICAID TRIGARE CHAMPVA OTHER | 12, INSURED'S | [] EPsDT/Tite XX
BB LN BLK LUNG — —
[ tedtcare #) [ | edicaia # [ | (Sponsors s [ aemberiom [ ] (Shror) ] &sw [ o) 2. Predztermination/ Preauthorization Number POLICY
2. PATIENT'S NAME (Last Name, First Name, Middls Infial) a PMJIETT EEIHI‘TH RATE ] SEX ] 4 INSURED'S I 12. Palicy
1
5. PATIENT'S ADDRESS (No., Streef] & PATIENT RELATIONSHIP TO INSURED 7. INSURED'S A INSURANCE COMPANY/DENTAL BENEFIT PLAN INFORMATION
SQ”D SpnusgD ChiIdD OmerD 3. Company/Plan Mame, Address, City, State, Zip Code
Ty STATE | & PATIENT STATUS Ty
Single D Married |:| Olherl:l
ZIP CODE TELEPHONE (Include Area Code) [ZiF copE
y y 13. Date
Full-Time Part-Time|
Employad Stuclent Student
5. OTHER INSURED'S NAME (Last Name, First Name, Middie inital) 70,15 PATIENT'S CONDITION RELATED T0: 1. INSURED'S |
OTHER COVERAGE 16. Plan/
2. OTHER INSURED'S POLICY OR GROUP NUMBER a. EMPLOYMENT? {Gurrent or Previous) [a INSURED'S D 4. Other Dental or Medical Coverage? || Ne (Skip 5-11) [ ]¥es (Complete 5-11)
I
I:I YES l:l NO ! 5. Name of Policyholder/Subscriber in #4 (Last, First, Middle Initial, Suffix) PATIEN
- N | il
b OTHER INSURED'S DATE OF BIRTH SEx b. AUTO ACCIDENT? PLACE (Stats) |b. ENPLOVER'S =
P | w[] f[] [Jves [ Juo : .
L [ e 6. Date of Birth (MM/DDICCYY) 7. Gender 8. Policyholder/Subscriber 1D (SSN or ID#) [J=
¢, EMPLOVER'S NAME OR SCHOOL NAME ¢. OTHER ACCIDENT? c. INSURANCE F v [ —
[[Jves [ Jno 20. Name
d. INSURANCE PLAN NAME OR PROGRAM NAME 10d. RESERVED FOR LOCAL USE d.1S THERE ANi 9. Plan/Group Number 10. Patient's Relationship to Person Named in #5
[Jves [ ]set [ |Spouse [ |Dependent [ | Other
READ BACK OF FORN BEFORE COMPLETING & SIGNING THIS FORM. 13, INSURED'S ¢ Den i i
12, PATIENT'S OR AUTHORIZED PERSON'S SIGNATURE | authorize tha release of any medical or othar information necessary peyment of m 11. Other Insurance Company/Dental Benefit Plan Name, Address, City, State, Zip Code
to process this claim. | also request payment of government banefits aither to myself or to the party who accepts assignment services desc
below.
21. Date
SIGNED DATE SIGNED _
—
14, DATE OF CURRENT: JLLNESS (First symptom) OR 5. FPRTIENT HAS KAD SAME OR SMILAR ITNESS. |16, DATES fay1
M OBS" RE ‘ INJURY (Accident) OR GIVEFIRSTDATE MM | DD | YY fil
! ! PREGHANCY({LMP) ! | FROM ! RECORD OF SERVICES PROVIDED
17. NAME OF REFERRING PROVIDER OR OTHER SOURCE | 18, HOSPITALIZ 25 Area] 28
i i MM 24. Procedure Date of Oral | Tooth 27 Tooth Number(g) 28. Tooth 29. Procedure
P =TT i (MM/IDDICCYY) | or Letter(s) Surface Code
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What is a document?

1. Claims — with Attachments (continued)
Possible types of claim attachments:

A. Coordination of Benefits (COB ) and/or Other
Insurance (Ol) forms —replacing Medicaid form 6780,
which will no longer be accepted as of Go Live

Special Note: The COB and Ol forms are discussed in this training,
but may not be scanned as of Go Live. An Ohio Department of Job
and Family Services (ODJFS) decision is pending to limit these forms
to portal upload only.

7
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What is a document?

1. Claims — with Attachments (continued)

More possible types of Claim attachments:

B. 6653 forms (for claims over 365 days old) *

C. Hysterectomy, Abortion, and Sterilization forms
(HAS ) consent forms *

D. Any other documents that may accompany a
claim

* 6653 and HAS forms should not be mailed in without
a claim.

7
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I What is a document?

2. Claim adjustment forms (6766, 6767, 6768)
3. Proprietary forms (9400, 9401, 9402, 9405)
4. Paper attachments sent by provider

All four types of documents mentioned above may
require some keying by the Completion: New worker
In the following situations:

« To fix edit errors detected by Captiva (red forms)

« For full data entry of predetermined data fields
(black forms)
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What Is a batch?

Definition of a batch:

1. A group of ‘like’ documents, grouped together

Into batches after the inbound mail is opened and
sorted.

2. Captiva software is configured to scan
documents in batches.

3. Up to 50 documents, of one or more pages each,
will comprise a batch.
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I What Is a batch?

Below are the different types of batches and

thelr contents.

Type of Batch Contents

Claim CMS 1500 + attachments
Claim UBO4 + attachments

Claim ADA 2006 + attachments
Coversheet | PA, PE, and/or claim docs
Claim Adj. | 6766 and/or 6767 torms
Claim Adj. | 6768 forms ONLY

Proprietary | 9400, 01, 02, and/or 05 forms

24 /14 June 2010 v4.0
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What Is a batch?

EDMS Cover Sheets and Document Dividers

« To understand more about the contents of
batches, we need to first learn about EDMS cover
sheets and document dividers.

« All batched documents, except for one type we will
discuss later, must have either EDMS cover
sheets or document dividers that separate each
document in the batch.

« We will first look at the EDMS cover sheet, which
will affect the Completion: Verify process, and
then at the document divider.
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I What Is a batch?

26

EDMS Cover Sheet

« The EDMS Cover Sheet is a
standard, fixed format page
that Captiva will use to
identify the type of document
and the provider, recipient,
etc., that the document

pertains to.

« [t also indicates to Captiva
that a new document is
beginning in the current

batch.

/ 14 June 2010 v4.0

o _ EDMS COVER SHEET ®

—Eax informetion
Hams: Date: Ho. of Pagas: ficiuting S sover abens
i FAL dincurments, please pat fur machingls quily ssitisgs 1o fign o
Phone: Fima Fuiling be de se may resull in @ delty bn prasessing of Faur
L asunens
—Document Type:

" Provider  Reciplent ¢ Comespondence (™ Prior autharization  (© Supporting dozuments for claim

(" Accounts recelvable O Payment oeduction ¢ Sxpenalture  Hospltal cost setfement O LTC cost seTiement
(™ Ceclaration of slzction of Nogpios benet (™ Attiendng physican witien cenffication ( Revocation of nospie Benett
(" ‘Salement of termination of hospi= benets  Seleclion of 3 diferent hospice proviges ( IDG wimen carticatian
" Programs (™ RefraDUR patient profile  RetroDUR survey  ( RetroDUR reports (~ RetroDUR other documents

Sub Categories for Pricy Suihorzation Documark:

(" Compression Garmenls (' Decusituz Care Equisment € Dersal € Dreszings, Surgica \
(" Enieral Mutntien & Suzpiles (O EPSCT (O HosptaiBear  ( Hospital inpatent ) Hespital Outeatient () Hearng Az

" Incontnence Supoles " InTeased State Fian Home Heath (" Mz Equpment ¢ Ornocontics () Crthatics (MTA}
(" CrobcsFrostratics hurzes) ( FON ' Repairs ' Resprstory MTAL () Respimabory (Murses)

(™ Supples (Mizc) [ Speeck Generating Devicez  { Tramsporiafon () Therpies C viien O Whesichars D-.-\.er.J

~Index Field & Values (if applicable):

Appleation Tracking Mumber: Recipient 10: Frior Authorization Murmber:
[ THTTTTITTITTIT T T T I T I IO

NP Medicaid Provider ID:

[T T T T T T TTICT T T T T T T T ]usetomememmmn
CN: Contact Tracking Mumber:

[TTTT T T TTTTITINITITTITTITTITITITIT]
Financial Record Mumnber: Status:  Program Control Mumber

[TTT T I T I T T I ILI AT TTITIITTITTITITIT]
Hospice Enroliment 1D Hospice Attachment 1D Intervention 1D:

1T [
‘H l
|
Il [ { |
—Cenfidentiality Motice:

Tt masclar ol is facsimde Daransien irkards & Gamen cat e cantents of [his s bon ool 12 e Ot Departrastof Job g Far iy Sarion
Thitn s eries o0 g Sentmin ool ratos 1A (s gk g, canfideitil o olireiee s fam ke Uit el cet B 1 ysu e el e
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i e — Ok Depariment of Joi 3nd Famlly Senices ‘
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I What Is a batch?

Radio buttons EDMS Cover Sheet (top half)
will indicate

the type of
document o .. EDMS COVER SHEET ®

Fax Information:

that is being
Name: Date: No. of Pages: (Including this cover sheet)
Scan n e d . To FAX documents, please set fax machine's quality settings to High or
Phone: Fine. Failing to do so may result in a delay in processing of your
documents.
On Iy —Document Type:
P : d (" Provider (" Recipient ("~ Correspondence ( Prior authorization (~ Supporting documents for claim
rovi er’ (" Accounts receivable (~ Payment deduction (" Expenditure (" Hospital cost settlement (™ LTC cost settlement
P rlor Authorl - (" Declaration of election of hospice benefit (™ Attending physician written certification (” Revocation of hospice benefit
] (" Statement of termination of hospice benefit (" Selection of a different hospice provider (™ IDG written certification
Zatlon, and (" Programs (" RetroDUR patient profile (™ RetroDUR survey (~ RetroDUR reports ( RetroDUR other documents
S u p po rtl n g Sub Categories for Prior Authorization Documents N
DOCU m e ntS (" Compression Garments (" Decubitus Care Equipment (" Dental (" Dressings, Surgical ‘
. (" Enteral Nutrition & Supplies (~ EPSDT (" Hospital Beds (" Hospital Inpatient (" Hospital Outpatient (— Hearing Aids
for Clal m are (" Incontinence Supplies (" Increased State Plan Home Health (" Misc Equipment (— Orthodonfics  ( Orthotics (MTA)
. (" Orthotics/Prosthetics (Nurses) ( PDN (" Repairs (" Respiratory (MTA) (" Respiratory (Nurses)
Val Id at GO { Supplies (Misc) (~ Speech Generating Devices ( Transportation (~ Therapies (" vision (" Wheelchairs ( OtherS/
Live. All other '

doc types will
be returned. @
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I What Is a batch?

EDMS Cover Sheet (top half)

L . EDMS COVER SHEET %

Fax Information:

Name: Date: No. of Pages: (Including this cover sheet)
To FAX documents, please set fax machine's quality settings to High or
P ri O r Phone: Fine. Failing to do so may result in a delay in processing of your
documents.
Authorization —Document Type:
(" Provider (" Recipient (" Correspondence | (= Prior authorization | (" Supporting documents for claim
documents

(" Accounts receivable ("~ Payment deduction (™ Expenditure (  Hospital cost settlement (" LTC cost settiement
h ave su b_ (" Declaration of election of hospice benefit (™ Attending physician written certification ( Revocation of hospice benefit

t . t (" Statement of termination of hospice benefit (~ Selection of a different hospice provider (™ IDG written certification
ca egorles O (" Programs ("~ RetroDUR patient profile (" RetroDUR survey (~ RetroDUR reports (— RetroDUR other documents
further define

Sub Cateqories for Prior Authorization Documents

the document (" Compression Garments (" Decubitus Care Equipment (" Dental (" Dressings, Surgical '\
(" Enteral Nutrition & Supplies (" EPSDT  ( Hospital Beds ( Hospital Inpatient (" Hospital Outpatient (~ Hearing Aids
(" Incontinence Supplies (" Increased State Plan Home Health (" Misc Equipment (~ Orthodontics  ( Orthotics (MTA)
(Used Only (" Orthotics/Prosthetics (Nurses) ( PDN (" Repairs (" Respiratory (MTA) (" Respiratory (Nurses)
When the PA { Supplies (Misc) (" Speech Generating Devices ( Transportation (T~ Therapies (" vision (" Wheelchairs ( Others /

radio button
Is selected)
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I What Is a batch?

The bottom
half of the
Cover Sheet
will be
populated
with one or
more key /
iIndex values,
pertaining to
the type of
document
scanned.

These values
normally will
be typed, but
could be hand
written.

29 / 14 June 2010 v4.0

EDMS Cover Sheet (bottom half)

—Index Field & Values (if applicable):

Application Tracking Number: Recipient ID: Prior Authorization Number:
HEEEEEEEEEEEEEEEEEEEEEEEEEEEE

NPI: Medicaid Provider ID:
| | | | | | | | | | | | | | | | | | | | Use only if you do not have NP/

ICN: Contact Tracking Number:
HEEEEEEEEEEE NN EEEEEEE

Financial Record Number: Status: Program Control Number:
HENEEEEEEEEEE EnEEEEEEEEEEEEN

Hospice Enrollment ID: Hospice Attachment ID: Intervention ID:

A

rConfidentiaﬂity Notice:
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What Is a batch?

The barcode is
always at the
bottom of the
cover sheet.

It contains all
the data that
Captiva needs
to capture the
document type
and the key /
index values.

/ 14 June 2010 v4.0

EDMS Cover Sheet (bottom half)

—Index Field & Values (if applicable):

Application Tracking Number: Recipient ID: Prior Authorization Number:

NPI: Medicaid Provider ID:

ICN: Contact Tracking Number:

Financial Record Number: Status: Program Control Number:

Hospice Enrollment ID: Hospice Attachment ID: Intervention ID:

| Use only if you do not have NFI.

{

| ||
|
I
I [l
rConfidentiaiity Notice:
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What Is a batch?

What documents to be scanned at Go Live
require an EDMS cover sheet? |

v’ Supporting documents for claims

v" Provider enrollment attachments

i

v" Prior authorization attachments

What documents do not require (and
cannot have) an EDMS cover sheet?

X Claims (CMS 1500, UB04, ADA 2006)
X Claims Adjustment forms (6766, 6767, 6768)
X Proprietary forms (9400, 9401, 9402, 9405)

7
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What is a batch?

Document Dividers

« The document divider (doc divider) is OOCUMENT ONDES
a standard page inserted between /\
documents in most batches that do
not use EDMS cover sheets. / \

 When a batch of several documents is | — =
scanned, it tells Captiva where each

document ends and the next one

. ﬁ%t?he EDMS cover sheet, the doc divider acts as a
separator page, between documents in a batch.
Unlike the cover sheet, however, the doc divider is
not stored in FileNet with the document.

7
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What Is a batch?

EDMS Cover Sheets and Document Dividers —_—

 In every batch of scanned documents | e - =
(except the 6768 form), every document
needs one or the other form preceding it: il

- EDMS cover sheet, or —
- Document divider | ’

- The 6768 is a single page form with no -
attachments; it needs no separator page = | == =—
such as an EDMS cover sheet or doc
divider. 6768s will be in their own batch.
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What Is a batch?

EDMS COYER SHEET

EDMS cover sheet is required for: _ﬂ
« Supporting documents for claims "

* Provider enrollment attachments
 Prior authorization attachments

Document divider Is required for:

« Claims (CMS 1500, UB04, ADA 2006)
« Claims adjustment forms (6766, 6767)
« Proprietary forms (9400, 9401, 9402, 9405)

v
DOCUMENT DIVIDER
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What Is a batch?

Batches with cover sheets:

. etc.

Batches with document dividers:

v
mmmmmmmmmmmm

/A\_F +/A\+ .. . etc.
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What Is a batch?

Examples of batches of Claim documents:

4 | APA | 4 | 6653 | 4 |Attach-

2006 ments

A COB HAS

CMS 66563 Attach-
/\ + 1500 + ando/IOP + + form + ments
N HAS Attach-
/A\ 4 | ueos | | 6633 | O + .
‘l —
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I What Is a batch?

6766, 6767, 6768, or 9400 series documents
(possibly with attachments), in a batch

v
DOCUMENT DIVIDER

6766, RA Attach-
ZA\ + 4767 + + | s

6768 | 4 6768 4+ (6768 | 4

I
S 9400,
/\ 9401, Attach-
+ 9402, + ments
9405 N i
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Scanning and Quality Control

What exactly is generated from scanning?

1. Images are created — of every page in the batch,
iIncluding the EDMS cover sheet and doc dividers.

2. Key/index data are read by Captiva and saved. This
data is captured from:

Q EDMS cover sheets (attachments for PA, PE, and
Claims). Captiva reads this information from the 2D
Barcode (PDF 417).

Q Red forms (CMS 1500 and UBO04 claims, and the
COB and Ol forms that accompany some claims) —
Captiva reads this information using OCR.

b
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Scanning and Quality Control

What scanned information is subject to
Completion: New and Completion: Verify?

1. The key/index data that Captiva captured from the
EDMS cover sheets and the red forms.

2. Other predetermined information from the claims,
claims adjustment, and proprietary forms.

The images generated from scanning are not modified
by the Completion: New and Completion: Verify
processes.

They will be stored as is in EDMS, for viewing In

InterChange. One exception: doc divider images are not
stored in EDMS. QD
/
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Scanning and Quality Control

What does quality control mean, in terms of
scanned data?

v Verify that required fields are present

v Validate certain fields for length and format
(numeric, alphanumeric)

NOTE: No |lookup will be done to see

% whether a key field, such as a Provider ID,
Recipient Number, or Application Tracking
Number, exists within MITS.
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The Completion: Verify Process
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Agenda

1. Introduction
2. Background — What is Being Scanned?
3. Documents and Batches

4. The Completion: Verify Process
a. Definition

b. Rules
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The Completion: Verify Process

Definition — Completion: Verify is the last step in the
EDMS scanning process. Its purpose is to do a final
manual validation that:

1. The required information is present for every
claim, claim adjustment, and all other scanned
documents

2. All data fields scanned were captured accurately,
as they exist on the original paper document

CompRRIhIVRFRAAS ARt R SEKorRIFAN &R & any
scanning or keying errors prior to committing the data to

iInterChange and sending documents and index
Information to FileNet.

7
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The Completion: Verify Process

Logging In

The Completion: Verify worker must begin the work
day by logging on to Captiva:

1. The worker first logs on to the Captiva _
Remote Desktop Server (RDC) —referto &

Deskiop
Connection

the handout for step-by-step details.

2. Then, the worker clicks on the Completion:
Verify icon.

3. Finally, the worker logs on via Single Sign- |
on with an ID and password.
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The Completion: Verify Process

While the worker remains logged on, the FormWare
Completion panel automatically displays. This is a split
screen, showing part of the scanned image in the top half
and the verification area in the bottom half.

#* FormWare Completion - CLAIMPACK36 - [109553_15_1_1380]

Ele Document Form Field Image Search Yiew Help

o glelelsleE eelEs mlele]s] slLleslEl=E slel 7

1500
HEALTH INSURANCE CLAIM FORM

FPAOVED BY NATIONAL UNIFOAM CLAIM COMMITTEE 08/05

o
w
@
i
o
o
7 [Prea PICA [—n—*
MEDICARE  MEDIGAID TRCARE CHAMPYA gouR OTHER| 1 {NSURED'S | [+ NUMBER {For Program m lfam 1)
| Jistedicare #) | Rivtecan o] (Cpomear's SN (] omeron; D SN D) I:] (ssu) D(m} 123456789012
PATIENTS NAME (Last Name, First Name, Midde Inial) 3 PATIENTS BIFTH QATE SEX 4 INSURED'S NAME (Lasl Name, Firsl Name, Mrode Iniial)
KAPIL DEV ; | ""B E |:| KAPTL DEV
1 1
E PATIENT'S ADDRESS (No , Streat) 6 PATIENT AELATIONSHIP TO INSURED 7 INSURED'S ADDRESS {No , Street)
1234 PORT LANE SE"D Smme@cmulj omgrD 1234 PORT LANE
iy STATE | 8 PATIENT STATUS cIy STATE z
DUBLIN OH Single I:I Marned E Ome'l:l DUBLIN CH E
IF CODE TELEPHONE {include Area Code) ZIP CODE TELEPHONE {Include Area Code) g
FEY.LW-d J &4 Ay AATAC s & FulkTime ) Pat-Timar—) FEY. LI i i) i

CLAIMPACK CHS 1588-- U 3.7 SP1

=x [nsured Information ==

Insured's D Mumber
=« Patient Information == la. I
’7Patient's Last Name First Marne ‘
2 J
Werly [0n [Standerd CMS 15008 [FI_nsured_id f @
‘ENTEH UP TO 12 CHARACTERS ,
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The Completion: Verify Process

Regarding the FormWare Completion panel:

« As scanned batches emerge from the Completion: New
process, they will automatically be routed to Completion:
Verify and appear on the FormWare Completion panel.

« For red forms, only the data and not the red form is
scanned and saved. The FormWare Completion panel,
however, shows the form merged with the data for the
worker’s benefit in validating the scanned data.

TRELAAD AL Jaet M | s e, s )
KAPIL DEV
T BT

71 AL i, et
4 PORT LAME

arart =
DUBLTH | o |2
L~ .,-....:.'.....'—{*
e 5
sanae g 2
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The Completion: Verify Process

For each field to be verified, Captiva highlights the field in
the image (blue), and prompts the worker to key in the
contents of that field in the window at the bottom.

1500
HEALTH INSURANCE CLAIM FORM

[RFPTROVED BY MATROMAL UNIFORM CLAR COWM ITTER DR
| | | PRCA

| <— CARRIER —>

I MECAR MEDICAID THICARE, CHAFVA e “m e y |

ju-ar.a.v- JEau-w.m .ID S gy wai:l.--&'mm |:| |_E

1B FATIENTS HARSE [i l.-ﬂ'«.l.'l-rl'r Fom Harss Mol inmnl) FAIH:HI'FHHTHD\!'IE }
KAPIL DEV 1 ﬁ +|:| DEV

B PATIENTS AIDRESS (Mo , Streel] B IFATY I.-N'l FH:LI\TM-HP TO #ESURED T INGUACTYS ADTHRE ST (Mo | fena)
1234 PORT LAME D ME”“[:I ”""'D 1784 PORT LAME

| = 18TATE | B PATENT GBTATLS | STATE E
DUBLIH CH Sewge |:I Hm'rnllj ﬂ-’lu'l[:! L Lt E

.;'li :.H.H H .|.1. |1.|"'.|.|:“.'\.ﬂ'- Il".li.ﬂ\!'.kl!ﬁ l:-l:!ﬂf'l- TEL EPHONE (i IH'H';..HI'I. I:I';H'_I ;
A JoEd AL A aE S i FulkTorm =) Poit-Temii N a=amq 2 r W i

CLAINPACKE CHE 1500-- U 3.7 M

s Patlent Informnation ss=
Patint’s Lust Hama Firgl Mams

sty On  [Stended CuiA500R LA 1
ENTER P T0 12 CHARACTE RS ,
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The Completion: Verify Process

« The top half of the FormWare Completion panel
always shows the image that was scanned from the
original paper documents.

Partial 1
1500 &
Scanned |eawinsurance cLam Form .;“5
RPNV D Y BATIOINAL UNIFORM CLARM COMMITTEE D80S o
Image [ It
P MECAsE MEDRCARY CHAMPAS  CTHER|1e ANSURIEDYS | D MUMEEH Prograns v e 1) |
jma-—a. Bum.m' JD e waw[l =l Hm e 123455159012 -
e Pl Mare Mo Infinl 3 PATE wnmmm & INGAIFIED 5 PAMES (Lasi M, Fesl Naime, Moo Infis) ¢
KN':'IL I}E\F : ..E |:| KAPIL DEV b ;
ENTS ADDRESS [No , Stroel] § PATIENT RELATIONEHIP T0 SESURED 7 INBURLT ADDIE S (Mo, Snat) |
1234 PORT LAME Dm@w[:l ”""'D 1234 PORT LANE i
Y TSTATE Y | sTaTE 2
] CH S D Mo -NB O D DUBLIN CH f
T 'I1 |||l-‘t‘t‘ﬁ|ﬂ:‘l‘.ﬂe‘hn|:adﬂ- FilE OO0 0L EPHONE [ine -w-;wntu;nﬁ i"
LN d &4 an AAJAc S wr FuleTamme 1 Port-Toems | - -E
CLAIWPACE CHS 1508-- U 3.7 =M

« If the Completion: New worker modified a field value,
the Completion: Verify worker is still shown the
original field value in the scanned image. @
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The Completion: Verify Process

How Fields Are Modified:

A field can evolve through three different values during
the scanning process:

1. What Captiva originally captured from OCR

2. What the Completion: New worker may have
changed it to

3. What the Completion: Verify worker is now
changing it to

In the event of changes to any field, how is this
handled by the worker and by Captiva®?
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The Completion: Verify Process
A ‘Worst Case Scenario’
1. Captiva scanned Field X on the form, and ‘read’ a

value of 123.

2. The Completion: New worker then viewed the image,
and overrode what Captiva captured by entering a
new Field X value of 456.

3. And now, the Completion: Verify worker looks at
Field X on the image, and enters a value of 7809.

Yes, it's an unlikely example, but it raises the question:
What will be accepted for storage in EDMS?

7
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The Completion: Verify Process

Answer:

The Completion:
Verify worker always
has the final say in
what value is stored
In FileNet, for every
field.
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The Completion: Verify Process

If the Completion: Verify worker keys in a different value
from what Captiva understands to be the value of that
field (the pink column below), the Verify Compare Error
popup is shown to notify the worker of the discrepancy.

| Compl. | Compl. ‘

Scanned | NEW | VERIFY | RESULT
123 == 123 — 123 No error or warning

123 - 456 — 456 No error or warning
123 -t 456 -t> 123 VERIFY COMPARE ERROR
123 -1 123 -t 456 VERIFY COMPARE ERROR

7

52 /14 June 2010 v4.0 EDMS — Completion: Verify




The Completion: Verify Process

Below, the worker entered a different value from what
came out of the Completion: New process, and Captiva
Immediately displays the Verify Compare Error popup:

Completion |

1500 @ Yerify Compare Error

HEALTH INSURANCE CLAIM FORM

FPAOVED BY NATIOMAL UNIFORM CLAM COMMITTEE DADS

o
O gl wle ey glel s wlele] o] Lol S]] slis

MEIGARE MEDIGAID 'IF{ICRRE BERTH g OTHERA | e INSUREDYS | D NUMBER
=

K.BPIL DEV

o cone TELEPHONE (nchuse Area Gode)
aaaaa

RMATION

aaaaaaaaaaaaa

Value according to Captiva: 123456789012
Completion: Verify entered: 123456780 @
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The Completion: Verify Process

What should the worker do when the verify
compare error is shown?

The worker should then check the scanned image more
closely to make sure of what it shows.

To assist with a closer examination, a zoom capability is
available for the worker to more closely view any area on
the scanned image.

To begin that process, click on the Full Screen Viewport
button, which makes the panel display the entire image:

ill!-l‘l.ll'llﬂuﬂl"l:l'lq.*'.l-l.l-ll CLATPAK NS = [ 1 1-10-1 53002 ]

Be [ooment Fopm Fgld [wage eanh Yew Hep

rgljllt&ElLﬂlil_lﬂ Bl EE| Bl el Llulg| sl Slel G4l

7
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The Completion: Verify Process

When the Full Screen Viewport button is clicked, the
entire scanned image is available to zoom in and view:

# lormWare Completion - CLATMPACE S - [11-10-1%9-002]

B Dooument Foym Fighd froge  Jewch Yeew el

v 3 ) 3a PAT.

EAGLE RIVER MEDICAL CENTER - EELE]

2220 CANTERBURY CENTER O o e o e
haie ) THIKD

EAGLE RIVER AK 59577

5

PH_WELLS X
5612 E. 27TH STREET b
LE RIVER, AK 99577 )
d n
Y &6 | a3 Bl R TR A HSPEE T AL ¢ HIPYS GO 4% GLITY. DATE o U R &T WAL CIWIVELS ':
1 -
azs9 G5,/ OTHER 061305 7 40700
Q259 J/OTHER Jz2180 061305 1 3750
pl259 JOTHER J2250 061305 1 3750
a271 -STER SUPPLY 061305 2 4000
p272 LE SUPPLY 081305 5 58908
4278 SPPPLY/IMPLANTS 061305 1 11600
A300 077 061305 2 T400
fd3oo [T:T5 061305 2 7600
H300 b1 061305 2 9800
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The Completion: Verify Process

The ‘zoom In’ and ‘zoom out’ buttons let the worker
control the level of magnification:

#* FormWare Completion - CLAIMPACESS - [11-10-1559-002]
Doosmert Fogm Fisld  [mege  Saanch

J e [ e [ R e

Fle Document Form Figld Image Search Yiew Help
Al #lezlEEHEE ElelEE mlelEle] wlEwEE|a Bl @4

Organization Patient Ci | Murnt TOE
1 [EAGLE RIVER HEDICAL CENTER 34511 4[o131
Add 1 Medical R d Mumbi
nnnnnnnnnnnnnnnnnnnnnnnn
b
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The Completion: Verify Process

Changing a field value (1 of 3)

When the Completion: Verify worker is shown the
Verify Compare Error after entering a new value for
a field, the worker has two options:

1. Instruct Captiva to accept the new value just
keyed In.
The Completion: Verify worker can hit Shift-
ENTER to tell Captiva to accept the value just

keyed in. Captiva accepts it and moves on to
the next field to be verified.

(continued)

7
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The Completion: Verify Process

Changing a field value (2 of 3)

2. The Completion: Verify worker can switch to
‘Field Correct Mode’ to view the field value that
Captiva is expecting, and decide from there
what to do:

a. The Completion: Verify worker presses F9
to enter ‘Field Correct Mode’.

b. Captiva then displays the value that it
expected Iin the verification field, which is
either the original value from the image, or
a nhew value that was entered In
Completion: New.

(continued)

7
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The Completion: Verify Process

Changing a field value (3 of 3)
Field Correct Mode (continued)
c. The worker can either decide to stay with
the expected value (Shift-ENTER to accept

that value), or change it by typing over it
(followed by Shift-ENTER).

d. Captiva saves that value.

Let’s look at an example of the sequence of events
with F9 and Field Correct Mode, and see how the
worker tells Captiva what value to accept.
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The Completion: Verify Process

Field correct mode - example of F9

Here is an example:
a) Captiva captured a field value of 123
b) The Completion: New worker changed it to 456

c) The Completion: Verify worker attempts to key in
123, which is the original scanned value but was
changed by the Completion: New worker, and gets
the Verify Compare Error popup

Completion |

@ Yerify Compare Error

— continued — @
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The Completion: Verify Process

Field correct mode - example of F9

1 . T h e SCan Jﬁﬂom‘uPﬂl:"l-"?'-b.HMLE@"";:{EWEAEEE'JﬁJMH%INFE\HH:! T;’;;E;!.NFE'SWL.JEHMEDQSWT’ELETJ&:‘HBANEEEEI? M-us.-mwwmh:ul?:rﬂpf;:;. -
_ AEALTH PLAN — BLKLUNG
shows 123; S5k or D) {SSN) (D) 123
th e WO rke r ur:IT%EIF:TH [WE SEX 4 INSUHED'S NAME (Lasi Name, First Name, Widds ©
starts to 5 ! M E BANES RILL A

A 7 INSURED'S ADDRESS {No , Street)
enter 123,

: 100 BILLINGS WAY
but Captiva :| @ Yerify Compare Error cITY
iImmediately ., OWENSVILLE

stops and - ~ ST =
shows the
Verify
Compare #x Insured Information ==
Error Insured's 1D Murnber

popup_ 1a. |1

1588-—- U 3.7 5P

— continued — @
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The Completion: Verify Process

Field correct mode - example of F9

2. The worker T.J?EII_JTI:I m;._., FECA OTHER| 18 TNSURED'S | @ NUMBER (For [
clears the ‘5N or 1D) {SSN) ) | 123
popup box, %TSDEIF:'I'H %I’E SEX 4 INSUHED'S NAME (Lasl Mame, First Name, WMiddle .
:_ | M - BANES BILL A
and thenF 9 T F-IELFILTIIJNSHIPTG INSURED 7 INSURED'S ADDRESS {No , Street)
presses to 3] spose[ Jora[ ] omer 100 BILLINGS WAY
Iearn_ what EaTE oY
Captiva e Marned omer[ X| | OWENSVILLE
expects for | S e
this field. . \ \
| 1500~ U 3.7 P4 Captiva shows '456
Captiva shows -
the Saved *% In5ulred Information ==
456 | . Ilnsureds 1D Mumber |
value In 1a. [456
the
verification
window. — continued — @
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The Completion: Verify Process

Field correct mode - example of F9

Il A s R R 1 e R i B TR TS oA e I - e AT i [ R it e Qe oI A R TR A R e Bl S T b

3. Whatever the _:t:,PLAN ELEKCfu N OTHER | 12 {NSURED'S | ¥ NUMBER
worker now ) {55M) 40 | 123
enterS, ;:'.'-F:'I'I-I EWE r SEX 4515:]FESDSEZME]{;L31NNHE‘ First MNames
I M F
followed by -1 :

) :: ATIONSHIP TO INSURED 7 INSURED'S ADDRESS {No , Street)
Shift-Enter, szl Jcradl 1 Other 100 BILLINGS WAY
will be s CITY
accepted by 1 Marmed omer[X| | OWENSVILLE
Captiva. et T
The worker

-0 3.7 5P
entered the
Scanned Value, #% Insured Information ==
123 and hlt Ilnsured's D Murmber |

i ! _ 1a. |123
Shift-Enter to
save that

value. @
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The Completion: Verify Process

Changing a field value

Reminder: When the Completion: New or
Completion: Verify worker changes a
scanned field value, the scanned image is
not changed.

The changed data value is important
however. It will be the “data of record” and
be visible in interChange, and it may be
used to index (access) the document.
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The Completion: Verify Process

Finding the batch name

If the worker needs to see what batch is being displayed,
the View menu option followed by BDF Data can open a
window with batch-related information.

#’FormWare Completion - CLAIMPACK36 - [109553_15_1_1380]

File Document Form Field Image  Search | Wew Help

El El@.l@l@l_@lﬂl El@lq ﬂ.ccumulatcurs...

File Log. ..

sle| plal

Statiskics. ..
BDF [hata. .,
QCR Data...

1 500 Attachments
Ruler

HEALTH INSURANCE Ccamr rorM

\FPAOVED BY NATIONAL UNIFOAM CLAIM COMMITTEE 08/05

PICA
MECICARE MEDICAID TRICARE CHAMPYA GFIUUF’ FECA
I s IOV |—|CHﬂMF¥U5 e PV . [_!..-\\ THPLAM|—|ELKLIJMG;
< TN R LI v . t_.'--a.'i.-"\-',a\.", oL . Tl i, r iy .
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The Completion: Verify Process

The Batch Definition File (BDF) data is then displayed,
showing the Batch Name (red arrow), and other information
such as the scanning operator, job name (the batch type,
such as CLAIMPACK36), and the Priority.

soFDOSC? =
[[DE?EP=DFDH:1:£ ldedt 36 . vbp -
DEMODE=+

JOBHAME=CLATIMPACK 3G
BCHHAME=11-10-152-003 h

FWLEVE=1:1

FWLEV?=3516:3516

FWILEVGA=3517:3517

FWLEW5=35183:35183

FWILEV4=3519:35149

FWLEW3=3520:3520

FUWLEVZ2=3521:3521

DEVEF=0FDHcpf 1dedt 36 . vhbp

StartinglCH=1110152003

DepartmentID=1

Groupll=1

Friority=50

ScanCperator=0HHOADh=z j=rlk

ScanDateAndTime=6-1-2010 8:59:28 AH

Bacl:Page=0

Commnandirgs=—Mode=4 —-La=tStep=14 -FieldColumnnName=C0OME NEW FIELD WALTUE
BATCHID=1228 j
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The Completion: Verify Process

Common verification situations
Next we shall see some common Completion: Verify

error situations, to illustrate several of the built-in edits
that Captiva is doing.
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The Completion: Verify Process
Coversheet: Invalid NPI

—Index Field Values (if applicable):

Application Tracking Number: Recipient ID: Prior Authorization Nr.:s_s
NPI: Medicaid Provider ID:

" 8|5/3/0/1|/4(/3|3|9|7 Use only i you do not have A
ICN: Contact Tracking Number:

Financial Record Number: Status: Program Control Number:

Hospice Enroliment ID: Hospice Attachment 1D: Intervention ID: .

—Index Field & Values (if applicable):
Application Tracking Number: | Recipient I0: Prior Authorization Mumber: |

NPl 530143397 I Medicaid Provider ID: Use only i you do not have NP
ICH: | Contact Tracking Murmber:
[Ertes On  [Standard COVERSHEET [P
[IFALID MFI NUMBER

A INVALID NPT NUMBER (FAILS A CHECK DIGIT EDIT)
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The Completion: Verify Process
CMS 1500: Invalid date of service

s
L

# FormWare Completion - CLAIMPACK36 - [10-10-154-001]
File Document Form Field Image Search  Wiew Help

69

Line #1 Supp Info IF IRST LIHNE

# (82012087

Line #2 Supp Info

#2 89112007

Lire #3 Supp Info

#3 (09192006

Line #4 Supp Info
#4 Il]91 12087

Line #5 Supp Info I

L e
02032009 [CQ [ [23 o1 [o1 o1 o [ee1312300 [1 [E e -
SECOND LINE [ s .
02112009 [4R [ [65 o1 o1 1 |2 [e80832199 [3 R
THIRD LINE u B2
12112008 [34 [ [oo o1 23 o8 |2 [po0382400 [3 Fom
FOURTH LINE [T Jero
[07302008 [T [s3u5 [3% o1 21 1 u [060367850 [u Rl we

.

|E rter

g

|CMS1SDDF| |F24a_5vu:_Frorn_Date_3

[EDIT ALERN: DATE IS OLDER THAN 3YEARS

/ 14 June 2010

v4.0

ﬁl *EI|E|‘|IE|I§'I|-EI|E| LI§|||§‘|1||| @|I§l||@| En| | Ea| B | = |§| IE-||
From o Aamn Unus Ired CES (5
MrA [n; 0] Yy MM j8]8] ¥Y |SEAVICE| EMG CPTHCPCS | MODIFIER PO
FIRST LINE
1| 02! 01! 07| 02] 03} 09] CQ| | ANC12 |33 {01|01]01 |1
SECOND LINE : e
2| 09 11! 07| 02} 11| 09| 4R| | SDAS |65 }01|21|21)2
THIRD LINE ' : ' ' -
3|/os) 18! 06 12! 11! 08( 34| | DFS3 |99 | 01|23 883
1 1 1 | | S
|
4( 09 11 07| 07, 30, 08 TT; | S345 |34 ;01|21 214
1 i | 1 1 1 L
5| 04 18! 06| 03 10| 07 GT| | 34563 | 3 01|11 112 Error mesSage.
l 1 1 i L 1 1
6| 09 120 07, 02: 11: 08/ EE; | TR34 |54 19999 99 3
24 From Date  To Date FOS HCFPCS MWodifier(s) Mod2 Mod3 Modd  Paointer  Charges Units EPSDT |0 DATE IS OLDER

THAN 3 YEARS

(09/19/06)
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The Completion: Verify Process
CMS1500: Scan results are faint

¥ ¥ ¥ ¥

D I B N N S I TR N )

I | I I | I I | Eo e
I N I N ] | ] | [
N NN S O B | i | T I N L
|0 NUMBER SSM EIM Tl MY CCEPT ASSIGNMENT7 268. TOTAL CHARGE 29 AMOUNT PAID
73 OFPEH Y B FHSASTIRTNG o govt 750 Q0 :
00 s e | ol DO
a1 SIGMATURE OF PHYSICIANM OR SUPPLIER 32 SERYICE FACILITY LOCATION INFOFIMAT}ON 33 BILLING PROVIDER INFQ & PH # .
ooty thi he hatermnts o th6 rovotes, EAST OHIO REGIONAL HOSPI'.
apply to this bil and are made a part thereaf ) 90 N 4TH STREET
MARTINS FERRY, OH 43935
1639376650 OTH43025
SIGNED DATE A F. é IH

RIS Lt iadioae RAnmain] asonilables o senanas msren ores

Patient's Account Mo. Total Charge Armount Paid Balance Due
5. |TEST3l321?1B 5. |BBBB?5MB o =0 |BBBBFSBBB

qEnter [On  [Standard [Er51500R [F26_Pat_Account_Mumber
|ENTEF| UF TD 17 CHARALCTERS
A "ENTER UP TO 17 CHARACTERS" Scan produced faint results - Captiva was

not confident in its interpretation of a "7" D
A/
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The Completion: Verify Process
CMS 1500: Sum of charges is wrong

02 11 09] 10, 12! 07[ CD] 1 213D | 55 ' 04! 04 ll | 1000:00| 1 |R“;IP]‘W0W0{}00‘6““ %
1 i | L 1 | | 1 =z
| | | | 1 | | =S

I T B Q
I N S R O I | N | A I I S
.
| I I 1 r I I i iointn ittty L
N N I I O [ A L || [ o
5 FEDERAL TAX | D NUMBER SSN EIN 25 3Pﬁ1115§1islﬂé‘:ooum MO 27 Ecg&wm"?\?ﬁﬁ'ﬂﬁ.”” 28. TOTAL %%&EJ%E, 99 29 monz.mtl)'ropal?oo 30 BAL__;.%c_F EtinllunE99
00 es [ o |8 K s T
1 SIGMATURE OF PHYSICIAN OR SUPPLIER 32 SERVICE FACILITY LOCATION INFORMATION 33 BILLING PROVIDER INFO 8 PH #
INCLUDING DEGREES OR CREDENTIALS T
{l cerhly that the statemants on the reverso COLUMBUS QUT PATIENT
apply to 1his bil and are made a part thereaf ) 50 W TOWN ST 13026
COLUMBUS, OH
1566455675 1423422
IGNED DATE 2 P “ lh Y
UCC Instruction Manual available at: www.nucc.orq
Patient's Account Mo, Total Chardge Armount Paid Balance Due
26, [23413112 26, [888537599] 2q [BBB200000 30, [0B6337599
[Enter [Or " [Standard CH5T500R [F28_Total_Claim_Charges [2

[EDIT ALERT: FIELD DATA <> TOTAL LINE CHARGES <100000>

A FrELD DATA < > TOTAL LINE cHarses  Captiva's calculation of the sum
of the line charges disagrees with

the total on the form
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The Completion: Verify Process
CMS 1500: Field value is invalid

Iia 00 ' ‘2_55 00 ‘L CODE l DRIGINAL REF NO
. 3 .
23 PRIOA AUTHORIZATION NUMBER
8523.00 . vaB.00 AdS678
i A DATE(S) OF SERVICE B | C [ D PROGEDURES, SERVICES, OR SUPPLIES E F G [H] 1 J
From Tu PLACE OF {Exptain Unusual Clrcumstances) DIAGNOSIS B | © RENDE ¢
B DD YY MM semvice| EMG | CPTHCPCS | MODIFIER POINTER $ CHARGES wTs [ Pan | cun FFISUEID?.'..Z:
FIRST LINE 55‘ THE SAMPLE CLAIM 0B 1234
0z 01 08[ 02‘ 03' 09‘ A_'Ll ANC12 I 11 | 01| 01} 01 l 1 L 101 001 1 | E | | 1566455
SECOND LINE OF THE SAMPLE CLAIM L" L IX[ABCD1Z
12' 11' 08] 01' 16| 09} Bll | 234As8 J_ 22 1 02 02 02 l 2 [ 202,99 ‘ 2 | R g | 1234567
THIRD LINE OF THE SAMPLE CLAIM — | 3CDSARSAL
100 19 ©7| 11| 16, OBi Cll I 31AS | 33! 03| 03] 03 I 3 J_ 500 DDi 3 | F|,p | 156645E..
SAMPLE CLAIH I | IF (123456
12 11 08| 01 16| 09| BL| | 234AS | 44 ; 04,04, |4 | 1000100 1 |R[; (1234567
| | I R 1 | 1 1 .
24 FromDate ToDate  POS HCPCS  Modifier(s) Mod2 Mod3 Modd  Pointer Charges  UnitsfEPSDTJIDG Rendering Provider 1d #
Line #1 Supp Info FIRST LINE OF THE SAMPLE CLATH [ fjoe [123u56
#1 [02012008 [02032009 [AL I f11 [fo1 Jo1 Jo1 i [ooan10100 1 [E] fnp 1566455675
Ling #2 Supp Info [SECOND LINE OF THE SAMPLE CLAIH [in [aBcD12
w2 [12112008 [01162009 [BL [oauas [fzezezez[ [ [ P [ooo020299 |2 R np [123u567893
Line #3 Sugp Info THIRD LINE OF THE SAMPLE CLAIH [~ [c [psarsaizi
w3 [101907 11162008 oL [31ns [33eze3e3 [ [ [ |3 [oo005 0000 [3 [F npl [1566455675
Line #4 Supn Info FOURTH LINE OF THE SAMPLE CLAIM [T [sF [123m56
24 [12112008 [01162009 [BL [e3uas” [wwowen [ [ [ |7 [ooa100000 [ [  wpi 1234587893

Enter On  [Standard [CMS1500R [F24h_EPSDT_1

A "ENTER 'F' OR 'Y’ OR 'N'" Capﬁ\.fa progralfnrned.‘l'o expect
certain values in a field
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The Completion: Verify Process

Frequently used keyboard shortcuts for
Completion: Verify

CTRL-FG
F3-S

SHIFT-F3

SHIFT-F4

[F9]
SHIFT-ENTER

ENTER

[F5] [F9]
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Toggle to reject or un-reject an image.

Suspend the current Completion session.

Duplicate the field from the previous detail
line of a CM5-1500 or UBO4 detail area.

Duplicate from the current field to the end of
the line from the previous detail line on a
CMS5-1500 or UBO4 detail area.

Enable "Field Correct Mode”.

Accept the data currently in the field.

Accept the data to the left of the cursor, and
discard data to the right of the cursor.

Change the current data form.
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What Happens Next in EDMS Scanning?

Once a batch is successfully through the
scanning, the Completion: New, and Completion:

Verify processes:

1. The batched documents are accepted for storage in
EDMS.

2. Information from new claims (CMS 1500, UB04 and
ADA 2006) that were just scanned are transmitted by
EDMS to the MITS automated claim processing
application.

3. Workflow processes may be initiated, when
appropriate, based on what has been scanned.

7
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