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Course Overview 

Overview 

The goal of this course is to provide you with the foundational information required to 

perform tasks associated with initiating, reviewing, and releasing claim adjustments using 

MITS and FileNet. 

 

Objective(s) 

After completing this course you should be able to:  

 Retrieve, update, and complete single and multiple claim adjustment requests in FileNet 

 Initiate a single claim adjustment or void 

 Retrieve a single claim adjustment or void 

 View, validate, and release a single claim adjustment 

 Initiate a mass adjustment 

 Retrieve a mass adjustment 

 View, validate and release a mass adjustment  

 

Agenda 

Topic Time 

Welcome and Introductions 10 minutes 

Introduction to Claim Adjustments 45 minutes 

Claim Adjustment Workflow Overview 60 minutes 

Break 15 minutes 

Adjusting or Voiding a Claim 60 minutes 

Viewing, Validating and Releasing a Single Claim Adjustment 45 minutes 

Break  15 minutes 

Initiating a Mass Adjustment 60 minutes 

Viewing, Validating and Releasing a Mass Adjustment 45 minutes 

 



Ohio MITS – FFS Claims – Processing Voids and Adjustments Participant Guide November 24, 2010 

2 of 58 

 

© 2010  
Hewlett-Packard  

Development Company, LP  

 

Introduction to Claim Adjustments and Voids 

Overview 

This course describes how to adjust or void single or mass claims. An adjustment is a 

request to change historical data or reimbursements for a paid claim. This course does not 

apply to denied claims which must be resubmitted as a new claim or portal and EDI 

adjustment requests (including encounter claims) which are processed automatically. 

Perform adjustments, for example, to:  

 

 Adjust data such as dates or billed 

amounts. This may result in additional 

payments to the provider or recovery of 

an over-payment to the provider from 

future earnings. 

 Void a paid claim to recover payment 

from the provider‟s future earnings. 

 Adjust or void a paid claim with a 

refunded payment from the provider 

due to other insurance or incorrect 

submission of services. 

 Adjust a large amount of paid claims 

retroactively due to rate or policy 

changes. 

Adjusting claims involve performing 

activities in FileNet and the Ohio MITS 

applications. You retrieve claim adjustment 

request forms from FileNet and perform the 

adjustment or void in MITS. Afterwards, 

record the information in FileNet.  

  

 

 

 

 

 
  

You can only adjust paid claims.  
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Claim Adjustment Definitions 

Adjusting and voiding claims involve multiple applications. Review the definitions associated 

to the claim adjustment process in order to perform the necessary tasks. 

 

Term Definition 

Captiva Application that scans and verifies scanned data. 

OCR Optical Character Recognition (OCR), which allows Captiva software 

to interpret red typed data on forms. 

FileNet The database in which Electronic Data Management System (EDMS) 

stores all MITS application data received. 

Workflow A predefined series of manual activities triggered by a system event 

that follows specific steps to accomplish a given business process.  

Queue A database structure such as an inbox that holds an item to be 

worked, such as a scanned adjustment request form in a workflow. 

ICN Internal Control Number assigned by the system to a claim stored 

within EDMS. 

ACN Adjustment ICN (ACN) is a system assigned number that uniquely 

identifies a claim adjustment in FileNet. 
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Claim Adjustment Types 

An adjustment is a request to change any historical data or reimbursement for a claim. 

Adjustment types could be either: 

 Underpayment- The provider seeks additional reimbursement for a claim. The net 

payment to the provider is the difference between the original claim amount and the 

adjusted claim amount. 

 Overpayment– Ohio Health Plans (OHP) seeks to compensate for an overpayment for a 

claim. Due to an overpayment for a claim, OHP deducts the amount from future claim 

payments to the provider. After the offset processes, an accounts receivable could be 

established if no additional payment is made on the Remittance Advice (RA). 

Adjustments are classified as check-related (refund) or non-check related with 

additional categories for full or partial payments.  

Review the claim adjustment types below: 

 

Check Related Adjustment  

Check related adjustment requests are cash receipts received and dispositioned as claim-

specific refunds. The refunded dollar amount is posted to the specific claim as the 

adjustment is processed.  

Check adjustment types are: 

 Full Claim Refund 

 Partial Claim Refund 

 Claim Voids  
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Mass Adjustments 

Initiate mass adjustments to apply adjustments to a large amount of claims retroactively, 

for example, when policy or rates change retroactively. All mass adjustment requests 

originate from the EDMS forms you retrieve from FileNet (9400, 9401, 9402, and 9405). 

Initiating a mass adjustment request involves determining the criteria for the adjustment 

and specifying the appropriate parameters, for example, rates. You must suspend the 

claims identified for mass adjustments for internal review and approval before the changes 

can be applied. These claims suspend for internal review and approval before final 

processing in which the changes apply to the adjustment ("daughter") claims. 

While single and mass adjustments share certain characteristics, for example applying only 

to paid claims, take note of the differences between single and mass adjustments:  

Single Adjustments and Voids Mass Adjustments 

 Single adjustment requests may 

originate from external users, for 

example, providers or hospitals or from 

internal staff requests. 

 Single adjustment requests could be 

submitted due to user error 

 Single adjustments process one ICN at a 

time 

 Single adjustments and voids do not 

need to be suspended for internal review 

and approval before the changes can be 

applied.  

 Single adjustment FileNet forms are 

6766, 6767 or 6768. 

 Mass adjustments use specific criteria to 

pull claims into a batch. Instead of 

adjusting one ICN at a time, many claims 

may be processed simultaneously based 

on the specified criteria. 

 Mass adjustments are always suspended 

for internal review and approval before 

the changes can be applied.  

 Mass adjustment FileNet forms are 9400, 

9401, 9402, or 9405. 

 

 
  

Periodically, updates to specific data, such as pricing information or 

eligibility trigger automatic mass adjustments.  
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The criteria for selecting claims for mass adjustment processing is illustrated below: 
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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. 

 

  Adjustments can only be made to paid claims. 

 A. True 

 B. False 

 

  Select all scenarios that represent valid instances for performing a claim 

adjustment. 

 A. A provider sends in a check with supporting documentation requesting a 

partial refund for a paid claim. 

 B. OHP adjusts the reimbursement rate for radiology services for a hospital 

contract for 2009. 

 C. The provider submits the wrong service date and needs to correct the 

date of service for a claim that has not yet been paid. 

 D. A nursing facility submits a claim reversal request. 

 

  What is the term used to describe when OHP overpays a claim to a 

dentist and subsequently deducts from future claim payments? 

 A. Overpayment 

 B. Underpayment 

 C. Claim void 

 D. Claim reversal 

 

Summary 

In this topic you learned about claim adjustment definitions, claim adjustment types, and 

the differences between single and mass adjustments. 
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Claim Adjustment Workflow Overview 

Adjustment Workflow Overview 

Claim adjustments process through a workflow cycle involving many applications. Providers 

submit claim adjustment requests for a variety of reasons, such as re-pricing of services, 

retroactive eligibility and edit modifications such as data entry errors. These adjustment 

requests are scanned into the Captiva system with an Internal Control Number (ICN) which 

becomes the adjustment record.   

This flowchart illustrates the claim adjustment workflow which involves retrieving an 

adjustment request from FileNet, entering the adjustment into MITS, verifying the 

adjustment in MITS, and then completing the process by closing the FileNet request with 

the new adjustment ICN number. Claims are adjusted in real-time once they are released 

for processing.   

 

 
  

Providers also have the flexibility to send in a check with supporting 

documentation, to partially refund or fully refund (void) a paid claim.  
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Navigating in FileNet 

As you process claim adjustments, use FileNet for your first and last steps in the process:  

 Use FileNet in the first step to acquire the request by accessing the appropriate work 

queue.  

 Use FileNet in the last step to enter the completed claim adjustment ICN from MITS to 

complete the FileNet request. 

 

Review the FileNet screens to see how to access your work queue, retrieve the adjustment 

request, and then complete the adjustment. 
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Claim Adjustment Forms 

Providers submit requests using designated forms identifying the adjustment category, for 

example, for a single or mass adjustment. The FileNet workflow routes each type of form to 

its own queue for you to review.  

 

View samples of various forms below: 

 
 

The 6766 form contains a single adjustment request for a hospital. Form 6766 can contain 

multiple recipients and up to six claims.  
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The 6767 form contains a miscellaneous single adjustment request for a provider or hospital 

and can contain up to six claims per form.  
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The 6768 form contains a claim reversal for a single claim. 
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The 9400 form contains mass adjustment requests. 
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Navigating in the Claim Adjustment Panels 

Use MITS to create and verify the adjustment and void requests you retrieve from FileNet. 

Review the notes in the panels below to learn more. 
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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. 

 

  After a claim adjustment or void is complete in MITS, record the 

adjustment ICN number in FileNet in the corresponding _____________ 

field. 

 A. ICN 

 B. ACN 

 C. Doc ID 

 D. OCR 

 

 

  You cannot complete an adjustment or void request in FileNet until the 

adjustment or void is verified and completed in MITS. After you click 

complete in FileNet the request disappears from the queue. 

 A. True 

 B. False 

 

 

  Access a claim adjustment request in ___________ to identify the 

____________ of the claim that you need to adjust or void. 

 A. Captiva, ACN 

 B. Workflow, ICN 

 C. FileNet, ICN 

 D. MITS, OCR 

 

 

  Which of the following forms would contain a request for a single claim 

adjustment or void? Select all that apply. 

 A. 9400 

 B. 6766 

 C. 6768 

 D. 9404 
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  Before you complete a claim adjustment, review verification details in the 

_______ panel. 

 A. Claim Search 

 B. Adjustment Request 

 C. Adjustment Detail 

 D. Net Verification 
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Adjusting or Voiding a Claim 

Overview 

What 

This task describes how to void or adjust a paid claim in MITS. Adjustments are changes to 

paid claims to correct or update data such as dates of service or units. A void is a claim that 

needs to be negated. You must coordinate your activities in MITS with FileNet. For example, 

after you complete an adjustment in MITS, type the corresponding adjustment ICN number 

in the ACN field in the FileNet request.  

 

Who 

The Claim Adjustment staff perform this task.  

 

When 

Perform this task after you retrieve an adjustment request from FileNet.  

 

Relevance 

This task allows you to process paper adjustment and refund requests from providers and 

internal staff to correct or void a claim.  

 

Requirements 

In order to complete this task: 

 You must be authorized to access the FileNet work queue containing the adjustment 

request form. 

 You must retrieve a completed scanned adjustment request form with the information 

that needs to be corrected.  

 You must be working with a paid claim. 
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Guidelines 

To perform this task, be aware of the following guidelines: 

 Complete the FileNet request after you verify and complete the adjustment in MITS. 

After a FileNet adjustment request is complete, you cannot modify the request.   

 Open the scanned adjustment request in FileNet to ensure you complete all adjustment 

requests. 

Note: A scanned claim adjustment form in FileNet (6766 or 6767) can 

contain up to six adjustment requests for a provider or hospital. 

 Adjustments and voids only apply to the most recent version of a claim. 

 For adjusted or voided claims, the original claim information remains unchanged and is 

part of claims history.  

 Review the adjustment detail to confirm there is no existing adjustment against the 

claim. 

 You can adjust claims in a Paid status that have not been processed through the 

financial cycle. 
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How To 

Follow these steps from the MITS home page to adjust or void a claim: 

  

Step Action 

1 Retrieve the adjustment request in FileNet:  

a. Retrieve the adjustment request form, for example, 6766 document from the 

appropriate queue using the Tasks or Browse tab.  

b. Click the request form name, for example, CAF6766.  

Note: The status will be in progress. 

c. Open the adjustment attachment link to retrieve all the adjustment requests 

associated to that form.  

Note: There may be up to six individual adjustment requests for the 6766 or 

6767 forms.  

2 Log into MITS and select search from the Claims drop-down list. 

3 To search for the claim, perform the following steps: 

  

TO search by: THEN: 

Provider ID 

a. Type the provider ID in the Provider ID field. 

b. Select the status P-Paid from the Status drop-
down list. 

c. Click search. 

Recipient ID 

a. Type the recipient ID in the Recipient ID field. 

b. Select the status P-Paid from the Status drop-
down list. 

c. Click search. 

Original claim ICN 

number 

a. Type the original claim ICN number in the ICN 
field. 

b. Select the status P-Paid from the Status drop-
down list. 

c. Click search. 
 

4 Click the Claim ICN number to display the Claim Information panel and Claim 

Detail panel. 

5 Click adjust. 

6 To initiate an adjustment or void, complete the following steps: 

a. Type the batch number in the Batch Number field. 

b. Type the total number of claims to adjust in the Adjustments in Request 
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field. 

c. Click save. 

7 To add a new adjustment, complete the following steps:  

a. Click add to add a new adjustment and to activate the Adjustment panel 

fields. 

b. Select the appropriate region code from the Region Code drop-down list. 

c. Type the total number of claims to adjust in the Adjustments in Request 

field.LI>  

d. Confirm that all required fields are completed, for example, the recipient and 

provider ID and click save. 

STRONG>Note: The ICN number that displays in the Adjustment ICN field 

will need to be entered in the FileNet request. 

e. Select the appropriate action code from the Action Code drop-down list. 

f. Specify whether you will verify the claim adjustment prior to releasing for 

payment by selecting the appropriate verify option from the Verify drop-down 

list. Select either: 

- Do not verify 

- B – Suspend before CE 

- A – Suspend after CE 

 

Note: If you select Suspend after CE, you cannot complete the FileNet 

request until after you complete the verification which occurs after the request 

is processed through the claims engine.   

 

g. Type the reason code for the adjustment in the Adjustment Reason code 

field. 

h. IF the request is check-related, type the Cash Control Number (CCN) in the 

CCN field. 

8 Click adj claim to display the claim detail in the Data Corrections panel.  

Note: A voided claim will update to a denied claim status.  

9 Adjust the claim by following these steps: 

  

TO: THEN: 

Adjust the total claim 

a. Select an area in the claim to add or modify by 
clicking the area to add or modify in the 
Physician Claim panel, for example, the Billed 
Amount field. 

b. Update the applicable fields. 

c. Click save to add the new adjustment. 

Adjust detail on the 

claim 

a. Click the Physician Claim detail area to modify, 
for example, Medicare information. 

b. Type the line number in the Go To field or click 
the detail row number to activate the detail fields 
to change. 

c. Update the applicable field(s). 
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d. Click save to add the adjustment. 
 

 

10 Complete the claim adjustment or void  by following these steps: 

TO: THEN: 

Release a claim that was 

suspended  

Select Execute from the Status drop-down list 

and click save. 

Resubmit a claim to 

process through a batch 

run 

Select Resubmit from the Status drop-down 

list. 

 

11 Return to the FileNet Workplace panel adjustment request and complete the 

adjustment request: 

a. Type the associated ICN numbers to the corresponding adjustment request 

ACN field.  

b. Provided that the adjustment has been completed and executed, click 

Complete and Close 

OR 

   If the adjustment is not yet complete or verified in MITS, click Apply and Close. 
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Practice - Adjust a Single Claim Date of Service 

Adjust a single claim FDOS using this information: 

 FileNet Form – Assigned by the Instructor 

 Verify - B  – Suspend Before CE 

 TDOS - One day after the day currently listed 

 TDOS - One day after the day currently listed 

 Date Billed - One day after the day currently listed 

 

Training ID ICN Provider Recipient Batch Number 

Train1 4009160001261 8439188403 131054086078 10 

Train2 4009098000575 8813959091 120488155378 11 

Train3 4009105108112 8621209445 906066915378 12 

Train4 4009082000110 8813959091 836566892778 13 

Train5 4009091143641 8580617616 855748266366 14 

Train6 4009105108129 8621209445 854716846566 15 

Train7 4009163005643 8540355021 854716846566 16 

Train8 4009126131946 8621209445 853393788366 17 

Train9 4009147102655 8479565587 852882972166 18 

Train10 4009160001247 8277635681 851248362366 19 

Train11 4009082000109 8661697099 851275938266 20 

Train12 4009098000563 8661697099 850049414566 21 

Train13 4009093078564 8813949934 859324570466 22 

Train14 4009167040820 8540355021 859847262466 23 

Train15 4009015046990 8813959091 508787540178 24 

Train16 4009063092680 8621209445 901842034279 25 

Train17 4009063154233 8116978409 836438531678 26 

Train18 4009064000294 8661697099 855839815966 27 

Train19 4009076034693 8338374078 855736358366 28 
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Train20 4009016045287 8813959091 853399366966 29 

  

Note: Do not execute the adjustment. You will retrieve the adjustment in the next exercise.  

After you successfully save the adjustment: record the ICN number for the next practice: 

_____________.  
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Practice - Adjust a Single Claim Billed Amount 

Adjust a single claim billed amount using this information: 

 FileNet Form – Assigned by the Instructor 

 Verify - B – Suspend Before CE 

 Billed amount adjustment – 100 dollars over current amount 

 Net Billed adjustment - 100 dollars over current amount 

After you successfully save the adjustment: record the ICN number for the next practice: 

_____________. 

 

Training ID ICN Provider Recipient Batch Number 

Train1 4009037076313 8601991487  758797117157 30 

Train2 4009051543550  8601991487 758797117157 31 

Train3 4009070113705 8601991487 758797117157 32 

Train4 4009070113700 8601991487 758797117157 33 

Train5 4009070113703 8601991487 758797117157 34 

Train6 4009048249946 8601991487 758797117157 35 

Train7 4009023401661 8601991487 758797117157 36 

Train8 4009037077630 8601991487 758797117157 37 

Train9 4009058078347  8601991487 758797117157 38 

Train10 4009076072952 8601991487 758797117157 39 

Train11 4009076072951 8601991487 758797117157 40 

Train12 8601991487 8601991487 758797117157 41 

Train13 4009076072950 8601991487 758797117157 42 

Train14 4009055088769 8601991487 758797117157 43 

Train15 4009170026349  8601991487 758797117157 44 

Train16 4009168050334 8601991487 758797117157 45 

Train17 4009166116329 8601991487 758797117157 46 

Train18 4009160028702 8601991487 758797117157 47 
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Train19 4009168158934 8601991487 758797117157 48 

Train20 4009161040873 8601991487 758797117157 49 

  

After you successfully save the adjustment: record the ICN number for the next practice: 

_____________.  
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Practice - Adjust a Claim with a CCN Number 

Adjust a claim with a check (CCN Number) using this information: 

 FileNet Form – Assigned by the Instructor 

 Verify - B –  Suspend Before CE 

Note: Save the adjustment. Do not execute the adjustment. You will retrieve the 

adjustment in the next exercise and resubmit the adjustment. 

After you successfully save the adjustment, record the ICN number for the next practice: 

_____________. 

 

Trainin

g ID 

ICN Provider Recipient CCN Batch 

Number 

Train1  4009030060773  8186682847 854558988766 000400216  50 

Train2 4009035152328 8186682847 130074642878 000400217  51 

Train3  4009028077276  8439278394  076774731979 000400218 52 

Train4  4009030060535  8439278394 071789864179 000400219 53 

Train5 4009028077275  8439278394 854288739266 000400220 54 

Train6 4009028077292 8439278394 850393826766 000400221 55 

Train7 4009029063363 8439278394 086788792379 000400222 56 

Train8 4009034085855 8439278394 490786618678 000400223 57 

Train9 4009034085846 8439278394 855249795766 000400224 58 

Train10 4009036061712 8439278394 076774731979 000400225 59 

Train11 4009028077276 8439278394 853952971666 000400226 60 

Train12 4009029063360 8439278394 854288739266 000400227 61 

Train13 4009028077275 8439278394 759568477557 000400228 62 

Train14 4009093036260 8631255627 851001800366 000400229 63 

Train15 4009093036263 8631255627 759568477457 000400230 64 

Train16 4009163003599 8631255627 851001800366 000400231 65 

Train17 4009093036262 8631255627 759568477557 000400232 66 
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Train18 4009156039743 8631255627 759568477557  000400233 67 

Train19 4009146132167 8631255627 759568477557  000400234 68 

Train20 4009093036262 8631255627 851001800366 000400235 69 
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Practice - Void a Claim 

Void a claim using this information: 

o FileNet Form – 6768 

o Verify - B –  Do Not Verify 

 

After successfully voiding the adjusted claim and validating the paid claim has been denied, 

record the ICN number for the next practice: _____________. 

 

Training ID ICN Batch Number 

Train1 4009037076313  70 

Train2 4009168049359  71 

Train3 4009168049360 72 

Train4 4009170015245 73 

Train5 4009170026349 74 

Train6 4009170015285 75 

Train7 4009170015286 76 

Train8 4009168052164 77 

Train9 4009163034428 78 

Train10 4009163034427 79 

Train11 4009163016153 80 

Train12 4009169032150 81 

Train13 4009170010413 82 

Train14 4009160039745 83 

Train15 4009168066828 84 

Train16 4009170025849 85 

Train17 4009169020896 86 

Train18 4009168052163 87 
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Train19 4009168052164 88 

Train20 4009170015280 89 

  

After you successfully save the voided claim, record the ICN number for the next practice: 

_____________.  

 

Success 

You have successfully completed an individual claim adjustment or void in MITS if you are 

able to save the adjustment without any errors and the message “Save Was Successful” 

displays in the Message Description.  

After successfully saving the adjustment or void you will see the new adjustment with its 

own ICN that you can view through the standard claims inquiry. A claim that you 

successfully voided maintains the claim status of Denied. A cross reference links the 

original and adjustment claim.  

 

Next Steps 

Verify the adjustment information to be correct in the Net Verification panel, for example, 

a voided claim status is Denied.  

 

Summary 

In this topic you learned how to adjust and void a single claim. 
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Viewing, Validating and Releasing a Single 

Adjustment 

Overview 

What 

This topic describes how to retrieve, review, update and release adjustment or void to a 

single claim. 

 

Who 

The Claim Adjustment staff perform this task.  

 

When 

Perform this task after you create and submit a claim adjustment or void in order to review 

and release the request.  

 

Relevance 

This task allows you to monitor the results of claim adjustment requests that you submitted.  

Note: Sometimes these adjustment requests may be related to policy changes, edit or audit 

disposition changes, and rate changes. 

 

Requirements 

In order to perform this task, be aware of the following requirements: 

 You can only adjust the most recent version of a paid claim. 

 You cannot adjust claims that were not adjudicated. 

 There must be a unique ICN identifying the claim as an adjustment or void. 

 You cannot complete an adjustment request in FileNet (click complete) until you 

verified results and released the adjustment or void in MITS. 
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Guidelines 

You can verify results before or after an adjustment or void processes through the claims 

engine as noted in the following guidelines: 

 Select Suspend Before CE to review and release the adjustment immediately after you 

review the detail in the Data Corrections panel.   

 Select Suspend after CE to review the adjustments after they process through the 

batch process. After adjustments complete running through batch, the status will be 

Suspend and you can verify and release the adjustments.   

 Select Do not verify to adjudicate adjustments and release immediately to a paid 

status.  

Note: If there is an error on any adjustments that are not verified and release, you will 

need to void the adjustments in a separate claim adjustment.   

 

 
  

Adjustments cannot be completed in FileNet until you verify and release 

the adjustment in MITS. 
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How To 

Follow these steps from the ICN hyperlink to review and update the appropriate claim 

adjustment. 

  

Step Action 

1 Select Adjustments from the Claims drop-down list. 

2 Specify any of the following criteria to search for an adjustment: 

 The adjustment request number  

 The date of the adjustment request  

 The entry status  

 The user ID of the original adjuster  

3 Click search. 

4 If more than one claim adjustment matches the search criteria, click the ICN link 

to review and update the appropriate adjustment. 

5 Click Net Verification to display the Net Verification panel. 

6 Click the adjustment line item detail to activate the Net Verification panel. 

7 View, update, release, resubmit or execute an adjustment or void by following 

these steps: 

  

TO: THEN: 

Resubmit all 

adjustments 
Click resubmit all. 

Make a modification to a 

suspended adjustment 

and then release it for 

processing 

a. Click Data Correct to make the necessary 
modifications in the Claims Data Corrections 
panel. 

b. Click save in the claim. 

c. Select Execute from the Status drop-down list. 

Delete all the 

adjustments 
Click Delete All. 

Resubmit a claim to 

process through the 

batch process 

Select Resubmit from the Status drop-down 

list. 

Release an adjustment Select Execute from the Status drop-down list. 
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or void after the 

adjustment or void has 

been suspended 
 

8 If you selected Execute and successfully released the adjustment in MITS, type 

the ICN in the corresponding FileNet ACN field and click complete. 

If your request is suspended, type the ICN in the corresponding FileNet ACN field 

and click apply. 

 

Practice - Retrieve Claim Adjustment with New FDOS 

Retrieve the request number associated to the first claim adjustment practice (a 

non-check related claim adjustment to the FDOS field) and release the adjustment. 

 

To perform this task, use the following data to retrieve the existing adjustment. 

 ICN: Adjustment ICN you recorded from the first claim adjustment practice scenario 

 Execute the claim adjustment 

Result: The claim will reflect the adjustment in the FDOS field.   

After you successfully execute the adjustment, access the FileNet request and complete the 

request. 

Be prepared to discuss how you complete a request in FileNet.    

 

  

  

 

Practice - Retrieve Claim Adjustment with New Billed Amount 

View and validate an adjustment using the following information: 

 ICN: The ICN associated to the second claim adjustment. 

 Output: The claim adjustment will reflect the new billed amount. 

After you successfully view and validate the adjustment, access the FileNet request and 

complete the request. 

Be prepared to discuss how you complete a request in FileNet.    

 

Practice - Retrieve Claim Adjustment with New Amount with CCN 

View and validate an adjustment with a CCN using the following information: 

 ICN: The ICN associated to the third claim adjustment. 

 New Billed Amount: Add 75 dollars. 

 Status: Resubmit 
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After you successfully resubmit the adjustment, access the FileNet request and apply the 

change. 

Be prepared to discuss the difference between applying and completing a request in 

FileNet.    

 

Practice - Retrieve Voided Claim 

View and validate a voided claim using the following information: 

 ICN: The ICN associated to the voided claim exercise.  

After you successfully retrieve and validate the voided claim, access the FileNet request and 

complete the request. 

Be prepared to discuss how you complete a request in FileNet.    

 

Success 

If you successfully completed the data correction for an adjustment, the message “Save 

was Successful” displays. 

If a suspended adjustment was released for processing, the status for the adjustment is 

Release and you successfully completed the adjustment or void. You can complete the 

adjustment request in FileNet and enter the adjustment ICN in the FileNet ACN field.   

 

Next Steps 

Provided that an adjustment was verified and released, type the individual ICN numbers 

associated to each adjustment in the FileNet ACN fields in order to complete the request 

associated to the 6766, 6767 or 6768 adjustment request form.  

If you need to resubmit an adjustment, perform this task again to review and validate the 

adjustment in order to release the adjustment and complete the task.  

 

Summary 

In this topic you learned how to view, validate and release a single claim adjustment. 
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Initiating a Mass Adjustment 

Overview 

What 

This topic describes how to initiate a mass adjustment request in MITS. You must 

coordinate your activities in MITS with FileNet. For example, after you complete a mass 

adjustment in MITS, type the corresponding mass adjustment ICN number in the ACN  field 

in the FileNet request.   

 

Who 

The Adjustments Staff perform this task in both MITS and FileNet.  

 

When 

Perform this task after you retrieve a scanned adjustment form, for example, a 9400 form, 

from a Long Term Care facility or as a result of an internal request for a mass adjustment. 

An internal mass adjustment request could be submitted due to:  

 Changes for a recipient‟s eligibility dates of service, or deductibles 

 Pay rate changes which impact benefit plans or payments 

 Money recovered against claims through the Third Party Liability (TPL) recovery process 

 

Relevance 

The mass adjustment process allows OHP to identify all claims from history that are affected 

by a policy change in order to reprocess all of the affected claims at one time. 

 

Requirements 

In order to perform this task be aware of the following requirements: 

 There must be a completed scanned mass adjustment request form  

 You must be authorized to access the FileNet work queue containing the adjustment 

request form 

 You can complete the FileNet request only after you verify and complete the mass 

adjustment in MITS. After a FileNet adjustment request is complete, it disappears from 

the queue and you cannot modify the request.   
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Guidelines 

The following guidelines apply to initiating mass adjustments: 

 Open the scanned adjustment request in FileNet to ensure you address all adjustment 

requests.    

 Verify all mass adjustment requests prior to releasing the request. 

 After you submit a request to process a mass adjustment, a batch process identifies the 

claims to adjust. The batch process creates a cross-reference between the original and 

the associated adjusted claim. 

  

Note: This task does not apply to encounter claims which are submitted via EDI. 
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How To 

Follow these steps to initiate a mass adjustment: 

  

Step Action 

1 Retrieve the mass adjustment request in FileNet:  

a. Retrieve the adjustment request form, for example, a 9400 form from the 

appropriate queue using the Tasks or Browse tab 

b. Click the request form name, for example, CAF9400.  

Note: The status will be in progress. 

c. Open the adjustment attachment link to retrieve all the adjustment requests 

associated to the form. 

2 From the MITS home page, select Adjustment from the Claims drop-down list. 

3 Initiate a mass adjustment by following these steps: 

  

TO: THEN: 

Initiate a new mass 

adjustment 
Click new mass. 

Initiate a new mass void Click new mass void. 
 

4 Specify the required criteria, for example, the adjustment reason code and service 

or payment date range by completing the following fields:  

 Service Date – Specify the range of the dates of service by specifying the 

start and date of service. 

or 

 Payment Date - Specify the range of the payment dates by specifying the 

start and end payment dates. 

 Check Related – Select Yes or No from the drop-down list. 

 Verify - Indicate whether:  

o A - the claim is suspend after running through the claims engine 

or  

o B - the claim is suspended before running through the claims engine. 

5 Specify additional optional criteria as need, for example, the Entry Status. 

6 Click save to save the mass adjustment request and correct any errors.  

Note: The Mass Request Number that appears will need to be entered in the 

corresponding FileNet ACN field. 

7 Click Mass Adjustment Criteria to add or remove criteria for the mass 
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adjustment. 

8 For each category that you need to add, for example, Provider ID, follow these 

steps: 

a. Click add 

b. Type data or select from drop-down lists as appropriate. 

  

Note: You must specify a claim type. To delete criteria, click delete below the 

criteria category that you want to remove and select the criteria to remove. 

9 Click save to complete the mass adjustment request in MITS.   
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Practice - Initiate Mass Adjustment for a Provider 

Initiate a mass adjustment for a specific provider using this information: 

 Provider – 8015989655 

 Claim Type - M - 1500 Paid Claims 

 

Training ID FDOS Paid Date 

Train1 01/29/2009 3/11/2009 

Train2 1/29/2009 5/20/2009 

Train3 1/30/2009 2/19/2009 

Train4 1/31/2009 2/19/2009 

Train5 2/01/2009 6/24/2009 

Train6 2/02/2009 3/04/2009 

Train7 2/02/2009 3/18/2009 

Train8 2/02/2009 2/25/2009 

Train9 2/03/2009 5/06/2009 

Train10 2/04/2009 4/08/2009 

Train11 2/04/2009 5/06/2009 

Train12 2/05/2009 5/06/2009 

Train13 2/05/2009 3/25/2009 

Train14 2/06/2009 3/11/2009 

Train15 2/08/2009 2/25/2009 

Train16 2/08/2009 4/29/2009 

Train17 2/09/2009 2/25/2009 

Train18 2/10/2009 5/06/2009 

Train19 2/11/2009 5/06/2009 

Train20 2/13/2009 3/18/2009 
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After you successfully save the mass adjustment, record the mass adjustment request number for 

the next practice: _____________. 

 

Success 

You have successfully completed this task when the message “Mass Adjustment Entry –

Save Was Successful” displays on the Mass Claim Adjustment panel. 

 

Next Steps 

After completing the task, the mass adjustment will be submitted through a batch process 

and you can review the mass adjustment results on the Mass Adjustment Net 

Verification Panel after the batch run is completed. After you submit the mass adjustment 

request, the status of the mass adjustment will be one of the following: 

 Verified – the request is ready to be processed by the batch job and action will be 

taken on this request in the next batch cycle 

 Processing – The batch job is creating the adjustments; this status will remain until all 

the claims in the request have created daughter claims 

Note: If there is a problem with one of the claims, i.e., if a daughter claim cannot be 

created, the status for that claim is „E‟ – error and the request remains in the 

"Processing" status. 

 Identified – All claims have been identified in the batch job and are waiting to be 

processed through the claims engine 

 Finalized – All the claims in the request have been adjusted and no daughter claims are 

suspended. 

  

After you successfully complete the mass adjustment request in MITS, type the mass 

adjustment request number in the corresponding ACN field for the mass adjustment request 

in the FileNet panel.  

 

Summary 

In this topic you learned about how to initiate a mass adjustment. 
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Retrieving a Mass Adjustment 

Overview 

What 

This task describes how to retrieve a mass adjustment request. After you retrieve the mass 

adjustment request, you can review and update the results in the Mass Net Verification 

panel.  

 

Who 

The Claim Adjustment staff perform this task.  

 

When 

Retrieve a mass adjustment after a mass adjustment request has been submitted and the 

batch process has completed.  

 

Relevance 

Retrieving a mass adjustment request on the Mass Net Verification panel enables you to 

review results of the mass adjustment process and determine next steps. Once you review 

the adjustment results, you may remove, update or release and process the adjustments 

for payment.  

 

Requirements 

To perform this task, there must be an ICN for a mass adjustment request and a mass 

adjustment must have completed running through the batch cycle. 

 

Guidelines 

You will be able to retrieve mass adjustment requests after they complete the batch 

process. 
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How To 

How to Retrieve a Mass Adjustment 

Follow these steps from the MITS home page to retrieve a mass adjustment: 

  

Step Action 

1 Select Adjustment from the Claims drop-down list. 

2 Access the mass adjustment by specifying any of the following criteria:  

 Request Number 

 Entry Status  

 Date  

 User ID 

3 Click search. 

4 If more than one mass claim adjustment matches the search criteria, click the row 

of the adjustment request to review and update the appropriate mass claim 

adjustment. 

5 Click Mass Net Verification. 

 

Success 

You have successfully completed this task when you see the mass adjustment request and 

individual claim adjustments in the Mass Net Verification panel. 

 

Next Steps 

After you retrieve the mass adjustment request, proceed to view, validate and release the 

adjusted claims based on the results. 
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Viewing, Validating and Releasing a Mass 

Adjustment 

Overview 

What 

This task describes how to use the Mass Net Verification panel to verify, update, and 

release mass claim adjustments after you retrieve the adjustment. After you validate the 

claim adjustments, you can release the mass adjustment and enter the Mass Adjustment 

Request number into the FileNet ACN field to complete the adjustment request that 

originated in FileNet. 

 

Who 

The Claim Adjustment staff perform this task.  

 

When 

A member of the Adjustment Staff performs this task after a mass adjustment request has 

been retrieved through the claim or adjustment number.  

 

Relevance 

This task allows you to verify and update the changes that were applied to each of the 

claims selected for mass adjustments. Once you review and validate the adjustment results 

in the Mass Net Verification panel, you may release the claim adjustments for processing.  

 

Requirements 

To perform this task, there must be an ICN for a mass adjustment request and the mass 

adjustment completed running through the batch cycle.  

The following requirements relate to which claims may be adjusted:  

 Only paid claims can be adjusted. Adjustments can only be made to the most recent 

version of a claim.  

 Adjustments cannot be made to claims currently in process.  

 Adjustments cannot be made to claims that have not been adjudicated. 
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Guidelines 

The following guideline applies to viewing, validating and releasing mass adjustments in 

MITS: 

You may not complete mass adjustments in FileNet until after you verify and release the 

mass adjustment in MITS. You must verify mass adjustment requests prior to releasing the 

adjustments for processing based on the status of the mass adjustment as listed below: 

 Verified – The request is ready to be processed by the batch job and action will be 

taken on this request in the next batch cycle. 

 Processing – The batch job is creating the adjustments; this status will remain until all 

the claims in the request have created daughter claims. 

Note: If there is a problem with one of the claims, i.e., if a daughter claim cannot be 

created, the status  for that claim is „E‟ – error  and the request remains in the 

Processing status. 

 Identified – All claims have been identified in the batch job and are waiting to be 

processed through the claims engine. 

 Finalized – All the claims in the request have been adjusted and there are no daughter 

claims that are suspended. 
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How To 

Follow these steps from the ICN link to review and update the appropriate mass claim 

adjustment. 

  

Step Action 

1 Click the Mass Net Verification link. 

2 View, update, or release a mass adjustment by following these steps: 

 

TO: THEN: 

Resubmit all the 

adjustments to release 

for processing 

Click Resubmit All. 

Resubmit selected 

adjustments 

a. Click the checkbox alongside the applicable 
adjustment(s). 

b. Click Resubmit Selected. 

Review and correct an 

adjustment, for 

example, due to an error 

Click Data Correct to update and save the 

adjustment. 

Note: An individual adjustment that is 

corrected, may be resubmitted by selecting 
Execute from the Status drop-down list. 

Delete all the 

adjustments to release 

for processing 

Click Delete All. 

Delete selected 

adjustments 

a. Click the checkbox alongside the applicable 
adjustment(s). 

b. Click Delete Selected. 

Correct a specific 

adjustment 

a. Click the checkbox associated to the adjustment 
row. 

b. Click Data Correct to make the appropriate 
changes. 

Select all adjustments Click the checkbox at the top. 

Release an adjustment 
a. Click the checkbox alongside the adjustment. 

b. Select Release from the Adjustment Status 
drop-down list. 

 

3 Click Save. 

4 Return to the FileNet Workplace panel and complete the adjustment request:  

 Type the Mass Adjustment Request number from the MITS mass adjustment 



Ohio MITS – FFS Claims – Processing Voids and Adjustments Participant Guide November 24, 2010 

55 of 58 

 

© 2010  
Hewlett-Packard  

Development Company, LP  

 

in the ACN1 field corresponding to the mass adjustment form request.  

 If the adjustment is not yet complete or verified in MITS, click Apply and 

Close. 

 If the mass adjustment has been completed and executed, click Complete and 

Close. 

 

Practice - Correct a Mass Adjustment 

Using the mass request number you recorded in the first practice, correct the mass 

adjustment using the following information: 

 Mass Adjustment Request number: The number you documented in second practice 

exercise. 

 Service Date: 01/01/2008 - 01/15/2009 

  

Be prepared to describe the steps you perform in FileNet after you resubmit the mass 

adjustment. 

 

Practice - Resubmit Mass Adjustment 

Using the mass request number you corrected, resubmit the request.   Be prepared to 

describe the steps you perform in FileNet after you resubmit the mass adjustment. 
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Practice - Release a Mass Adjustment 

 Release a mass adjustment using the mass adjustment request number provided below. 

 Complete the FileNet request. 

 Be prepared to describe what happens in FileNet after you complete the request. 

 

Trainer ID Mass Request Number 

Train01 5210273001 

Train02 5210273003 

Train03 5210273004 

Train04 5210273005 

Train05 5210273006 

Train06 5210273007 

Train07 5210273008 

Train08 5210273009 

Train09 5210273010  

Train10 5210273011 

Train11 5210273012 

Train12 5210273013 

Train13 5210273014 

Train14 5210273015 

Train15 5210273016 

Train16 5210273017 

Train17 5210273018 

Train18 5210273020 

Train19 5210273021 

Train20 5210273022 
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Success 

You successfully completed this task when you see the mass adjustment request and 

individual claim adjustments in the Mass Net Verification panel and the FileNet request is 

complete. 

 

Next Steps 

After successfully completing the mass adjustment request in MITS, type the mass 

adjustment request in the corresponding ACN number on the FileNet Workplace panel and 

complete the FileNet request.  
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Review 

Objectives 

In this course you learned how to:  

 Retrieve, update, and complete single and multiple claim adjustment requests in FileNet 

 Initiate a single claim adjustment or void 

 Retrieve a single claim adjustment or void 

 View, validate, and release a single claim adjustment 

 Initiate a mass adjustment 

 Retrieve a mass adjustment 

 View, validate and release a mass adjustment  

 

 

 


