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The information in this document is furnished for informational use only. Changes are
periodically made to the information in this book; these changes will be incorporated in
new editions of this publication. ValueOptions may make improvements and/or changes
in the product and/or program described in this publication at any time without notice

© 2003, 2006 ValueOptions, Inc., 240 Corporate Blvd, Norfolk, VA 23502
All Rights Reserved. Printed in the USA

DISCLAIMER
The names of persons appearing in the examples used in this documentation are
intentionally fictional.

Help and Information Contact

If you have any questions about the EDI Claims Link for Windows® application, please contact
ValueOptions
EDI Helpdesk
PO Box 1287
Latham, NY 12110
Phone: 888-247-9311
Hours: 8:00 AM to 6:00 PM (Eastern Time), Monday through Friday*
Fax: 866-698-6032
Email address: e-supportServices@valueoptions.com
*Not available during the following observed Holidays: New Years Day, Memorial Day,
Independence
Day, Labor Day, Thanksgiving Day, The Day After Thanksgiving, and Christmas Day.

April 2006, ValueOptions, Inc Version 3.0
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Overview — EDI Claims Link for Windows®

The EDI (Electronic Data Interchange) Claims Link for Windows® application provides a method
for providers or their designated representatives to submit HIPAA (Health Insurance Portability
and Accountability Act of 1996) compliant electronic claims to ValueOptions, Inc. (ValueOptions).
Electronic claims submission provides a value-added service to the providers by reducing
submission costs. It also helps reduce the turn-around time for the payment of claims by ensuring
that all data critical to the claims payment process is included and accurate.

Claims information is entered directly into the EDI Claims Link for Windows® application
database. The software minimizes the number of keystrokes required to create electronic claims.
The user enters only those fields required to meet ValueOptions claims processing systems
requirements. The EDI Claims Link for Windows® application contains a flexible Table
Maintenance function. Provider information can be modified, added, or deleted at any time from
the database. In addition, other code tables, such as Occurrence, Occurrence Span,
Relationship, Type of Service, Place of Service and Condition, can be modified to meet any
special requirements.

Using EDI Claims Link for Windows® is a six-step process:

1. Install the software, and install necessary patches

2. ldentify who is submitting the claims

3. Create a database of the Providers for whom claims will be submitted

4. Create a database of individual clients for whom claims will be submitted
5. Enter individual claim information

6. Create a file for electronic transfer to ValueOptions.

EDI Claims Link for Windows® main window:

j EDM Claims kink 3 - [Batch Browsa] EIEIE'
-0 ‘Wi Help S
237 Institutional Balches EDI Clabms Link Tashs ®
& : Open Baiches 1 Diper: Claima ] Tacks
g 337 Professiong Sent Baches: I St Clmires ] B AddBaich,
— _| Add Clam,,.
Emich bame T | Crested ] B Addpatin
Bl BaATh e
relutiona Baick 1 Hpen 112003 D A Froviger.
Batches (E2#
et ficoral Balch 1
Bafches (B3 0]
Praiessional Baich 1
Frovasaiona! Baich 2
Generated Clagm Fles
20051534 e (370)
£ ¥
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About the EDI Claims Link for Windows® Application

The EDI Claims Link for Windows® (ECLW) application uses a series of screens or windows with
boxes or fields in which data is entered. The fields may be required (must have data entered in it),
optional (can have data entered in it), or protected (only displays data).

Note: The general rule for entering claims is to enter the same information you included on the
paper forms that ensured claims payment by ValueOptions. New and current providers should
consult the ValueOptions’ Provider Manual for specific claims submission instructions and/or
contact your local ValueOptions Service Center.

L Help Icon appears by any missing information or incorrect entry. To view the message,
hover the cursor over the icon.

The <TAB> key is used to move from field to field. Pressing the <SHIFT> and <TAB> keys at the
same time moves the cursor back to the previous field.

Many of the fields have drop-down reference boxes. Clicking on the arrow at
the end of the field displays a list of valid entries. Selecting the appropriate
choice by highlighting it places the text in the field.

Clicking the down arrow adjacent to the date field displays a Calendar
to assist in selecting the appropriate date. You can also type the date in
|zt T wed Tt s the date fields. The format for the date fields is MMDDCCYY.

1 All date fields require that the century be typed in addition to the year
L ip (i.e., 2003).

14
7 Il =
M X B I I

r 1 o

i

I

¥ Il
'r"":T-u!Eq-:m-m:l

The Total Pane will display all totals for the Batches and Claims

Batch: 032103HCFA (837 p) Generake Claim File
Claims: Z Provider Counk: 1

Service Lines: K]

Tokal § Amount: $260,00
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How to Log in to EDI Claims Link for Windows

1. Click the EDI Claims Link for Windows icon located on your desktop.

|

El® ¢

EDI Claims Lirk:

2. The first time you access EDI Claims Link for Windows, the Submitter Maintenance Screen
displays with a welcome message. (Refer to Identifying and Adding the Submitter section for
details.)

The Submitter ID and Password you select must match the ID and password you have for the
ValueOptions ProviderConnect website:

Submitter Maintenance

Welcome to EDIClaims Link 3!

Enter yrour ValueOptions" Submitter Informaticn to begin using EDI
Claims Link. This information wil be used to log in the next time you
launch this application.

Submitter ID: ]JQF‘rDuider
Password: i
Confirm Password: ]'""'“

Submitter Name: ]Jl:uhn @ Provider

Contact ],Jane Contact

Phone: |757-555-5141

3. Once you have created your submitter ID, the following screen displays when you click the EDI
Claims Link for Windows icon:

EDL Elaime Link Login. q
——————————————————————— . e U

EDIClaims Link 3 Login
Enter your Submitter Information to begin using EDI Claims Link.

Submitter ID: |-.|Q Provider Lj

Password: ]

[ togin || B

April 2006, ValueOptions, Inc Version 3.0
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A submitter is the individual or billing agent assigned by the Service Provider to prepare and
submit claims on their behalf.

Note: Visit www.valueoptions.com/providers.htm for instructions on obtaining Submitter ID(s)
from ValueOptions.

1. From the Main Screen, click Tools, and then click Submitter Data Maintenance.

[ EDI Claims Link 3 - [Table Maintenance]

- Patients |
. Providers ﬂ

ol File Edit View BEESN Window Help

Reference Data Maintenance
Patient Data Maintenance

Provider Data Maintenance

Tasks

EDI Claims Link Tasks

|
+ Reference Data |

Submitter Data Maintenance

View Application Event Log

Options

Batches (837i)

Add Batch...
add claim...
Add Patient...
Add Provider...

Institutional Batch 1

Batches (837p)

Prulessiunal Balch 1

Professional Batch 2

Generated Claim Files

200303191534 6¢ (83 7p)

2. The Submitter List screen displays. Click Add Submitter.

£ EDI Claims Link 3 - [Table Maintenance]

FEX

8BS File Edit View Tools Window Help
B % EDI Claims Link Tasks =
Patierts Submitter |0 | Submitter Name Tasks
Providers - Add Submitter - i Add Batch..,
kaulick ABC Com 7 Add Clim..
+ Reference Data =
[ Add Patient...
Ej Add Provider...

Batches (837i)

Institutional Bateh 1
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3. The Submitter Maintenance Screen displays:

Submitter Maintenance

Submitter ID: |123456789

Password: I***

Confirm Password: I***

Submitter Hame: IDDE, Jane

Contact: [Smith, Sara

Phone: [757-459-5200

K, I | Zancel

4. Type the Submitter ID issued by ValueOptions. This Submitter ID is obtained by

sending in the application found on the provider web page. If you have questions about
obtaining an identification number, please call the EDI Helpdesk at the number listed in the
Whom to Call for Help/Information section of this manual.

5. Type the Submitter’'s password and then type it again in the Confirm Password field.

6. Enter the submitter name.

7. Assign a contact person and enter his/her name.

8. Enter the contact person’s telephone number.

9. Click OK.

The name of the Submitter displays in the Submitter List window.

™ EM Claims Link 3 - [Tabbe Mambenance]
= Bk Edl Wnw Toos iindow Help =l x|
R EDE Chaimres Link Tasks .
Faterts B T Liska
Froders - Ak Sobwitbar &3 odd Barch.
Siibmiters’ 12346789 Dee, Jare ok
El Refeience Dats ik ;
Bdmiccion Soutce B3 Add Ptk
Fckmission Tooe o o Prosder.
Bl Clesalications
Jam Fiing Indcstor E_-“lr:ﬂlﬂ_]rl
Daim Freg ey [tk ucion al Blatr
Corrition mtm;:wﬂ-. 2
~Paclty Tvo=
-—Haur Codes
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Adding a Provider to the Provider Database

1. From the Main Screen, click Tools, and then click Provider Data Maintenance, or click Add
Provider under the EDI Claims Link Tasks pane to go directly to the Provider Maintenance
Screen (Step 3).

[® EDI Claims Link 3 - [Batch Browse]

ol File Edit View BELEN Window Help

Reference Data Maintenance thes EDI Claims Link Tasks
: 54"'@_'”““'—“@“; "3 Patient Data Maintenance Open Claims: 0 Tasks
[ @ 837 Professiol Sert Claime- i
|a Prowider Data Maintenance | nt Llaims: v Eﬂ Add Batch...
Submitter Data Maintenance I | | | ] Add Claim..,
Statua Croated

View Application Event Log

Options Open 3/11/2003

Batches (B37i)

Institutional Batch 1

Batches (B37p)

Professional Batch 1
Professional Batch 2

Generated Claim Files
200303151534 1 (837p)

2. If you clicked Provider Maintenance located under Tools, The Provider List screen displays.
Click Add Provider located under the Provider List screen or click Add Provider located
under the EDI Claims Link Tasks pane on the right.

EDI Claims Link 3 - [Table Maintenance]

oL File Edit View Tools Window Help
i B EDI Claims Link Tasks x
- Patierts [ Provider Last [ Provider First | Provider ID_[ City | | Tasks
. Praviders - Add Provider - i Add Batch...
i~ Submitters A Place 14-5151511  Some City 1 Add Claim
4 Reference Data Provider John 555123456  Nofolk et
The Happy Flace 14-1414555  HappyTown iz Add Patient...
[ Add Provider...
Batches (837i)
Institutional Batch 1
April 2006, ValueOptions, Inc Version 3.0
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3. The Provider Maintenance Screen displays:

Provider Maintenance

Provider Detals
Record Type: Billing/Pay-to Provider

Mame [Last or Orgl:

Mame [First, b1];

Addrezs:

|
|
|
City, State, Zip: | | ﬂ |
|
|

Contact Mame:

Phore: Fam: |

Identification N umbers
Pravider [D: | j |

Waluel ptions | Yaluel ptions Practice |
Prowider #: Location Yendor #:

Medicaid: | State License: |

Facility [dertifies: | =l

| OF. | ‘ Cancel

Demographics
4. Record type: Select the type of provider record you are creating. Most will be “Billing Pay/To”,
but depending on how you submit your claims, you may also need to create Rendering Provider
Records as well.

5. Type the Provider last name or the Organization name
6. Enter the Provider’s first name and middle initial.

7. Enter the Provider’s street address

8. Type the Provider’s City, State, and Zip Code

9. Type the name of the office contact person.

10. Type the Provider’s office phone number.

11. Enter the Provider’s fax phone number.

Identification Numbers

12. Select the type of Provider ID number used, Employer Identification Number or the Provider’s
Security Social Number, from the drop-down menu in the Provider ID box

13. Type the appropriate ID number in the unlabeled box next to the right of Provider ID. Please
contact your Provider Relations representative if you have questions regarding the appropriate
information for this field. Note: Do not include dashes “-“, e.g., type 123456789

14. Type the Provider's ValueOptions assigned number in the ValueOptions Provider # field.

If you are billing with multiple provider numbers, or have multiple vendor numbers, you will need
to create several provider records.

Note: Contact your Provider Relations representative if you have questions regarding the
appropriate information for this field.

April 2006, ValueOptions, Inc Version 3.0
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15. Type the Provider’s ValueOptions assigned Practice Location Vender Number in the
ValueOptions Practice Location Vendor # field.

Note: Contact your Provider Relations representative if you have questions regarding the
appropriate information for this field.

16. Type the Provider's Medicaid number (if applicable)
17. Click OK. The name of the Provider displays in the Provider List window.

EDI Claims Link 3 - [Table Maintenance]

msl File Edit View Tools Window Help = .
R EDI Claims Link Tasks X
Patients Provider Last [ Provider First | Provider ID_| City | | Tasks
i Providars - Add Provider- #  Add Batch...
- Submitters APlace 145151511  Some City 1 AddClaim
+- Reference Data Provider John h55123456  Nofolk -
The Happy Placs 14 1414556 HappyTown @ Add Patient...
ﬁ Add Provider...

Batches (8371)
Institutional Batch 1

HINT: If you have to create multiple provider records, you can put additional notes in the
last name field to help you identify the different records.

Examples:

Record 1: Lastname: Smith — Metropolos

Record 2: Lasthame: Smith — Gotham

This way you will be able to see the details for the provider as you build the claim.

April 2006, ValueOptions, Inc Version 3.0
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Adding a Patient to the Patient Database

1. From the Main Screen, click Tools, and then click Patient Data Maintenance or click Add
Patient under the EDI Claims Link Tasks to go directly to the Patient Maintenance Screen
(Step 3).

[ EDI Claims Link 3 - [Batch Browse]

oL File Edit View REh-g Window Help ~ | B %
= é‘}j 837 Institutio Reference Data Maintenance thes EDI Claims Link Tasks x
- o B Instﬂmign;_ |1 Patient Data Maintenance | Open Claims: o Tasks
[+ g 837 Professiol ; ; Sent Claims: 0 e
[¥] Provider Data Maintenance nt Claims: £ Add Batch..,
Submitter Data Maintenance | | J ] Add Claim...
Status Created = A d
Wiew Application Event Log — dd Patle-nt...
- 4/41/2003 B AddProvider...

Options
Batches (837i)

Institutional Batch 1

Batches (837p)

Professional Batch 1
Professional Batch 2

Generated Claim Files
200303151534 b (837p)

2. If you clicked Patient Maintenance located under Tools, The Patient List screen displays.
Click Add Patient located under the Patient List screen or click ADD Patient located under
the EDI Claims Link Tasks pane.

EDI Claims Link 3 - [Table Maintenance]

oL File Edit View Tools Window Help -8
| #a & EDI Claims Link Tasks b4

-~ Patients Patient Last Patient First Patient DOB Tasks

- Providers - Add Patient - 2 AddBatch...

i Submitters Johnson Jos 2/14/1980 3 Add Claim

+ Reference Data Man Spider 3/21/1986 _|

Schmo Joe 3111970 ic  Add Patient...
a Add Provider...

Batches (837i)
Instrunonal Batch |

April 2006, ValueOptions, Inc Version 3.0
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3. The Patient Maintenance Screen displays:

Patient Maintenance

Patient Detads
Name Last, First, Ml | | |— Patient 1D:
Address: | Drate of Birth: 1/ 141800 -
| Sex: hd
City, State, Zi: | | =l |
Primary Subszcriber ] Secondary Subscriber ] Tertiary Subscriber ]
Subscriber iz Patient: Patient Relationship: | j
Subscriber ID: Group Mame: |
Mame Last. First, : | | l_ Giroup Mumber: |
Address: | Payer Name: |Va|uerti0nS, Inc.
| Paver ID: |FHC saffiliates
City, State, Zip: | = | Release of Information: | =l
Assig nt of Benefits: | j
Date of Birth: 17171800 v|  Sew | |
Patient Signature Sounce: | j
Claim Filing Indicator. | j
| ak | | Cancel |

4. Enter the patient’'s demographics and Patient ID number.
Note: The Date of Birth field must be in MMDDCCYY format (e.g., 01/01/2000).

5. If the patient is also the subscriber (or primary insured), click the box next to “Subscriber is
Patient.” This wil prefill most of the lower section.

6. Type the Subscriber’s ID Number.

7. Enter Group Number if needed by the appropriate carrier requirements.

8. The Payer Name and Payer ID should be pre-entered. Do not change these values.
9. Select the appropriate answer from the drop-down box for the Release of Information.

10. Select the appropriate answer from the drop-down box for the Assignment of Benefits, if
necessary to change to YES.

11. Select the appropriate statement from the drop-down box for the Patient Signature Source,
if necessary to change to On File.

12. Select the appropriate statement from the drop-down box for the Claim Filing Indicator.

13. If there are Secondary and Tertiary subscribers, click on the appropriate tab at the top of the
window and complete the required information on each tab.

Note: Remember to complete any other fields that are required for the specific contract.

April 2006, ValueOptions, Inc Version 3.0
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14. Click OK. The name of the Patient displays in the Patient List window.

& EDI Claims Link 3 - [Table Maintenance]

85 File Edit View Tools Window Help o e
e B EDI Claims Link Tasks x
Patierts [ Patient Last [ Patient First | Patiert OB | | Tasks
i Providers - Add Patient - B Add Batch...
Submitters Johnson Joe 2/14/1980 add Claim
1. Reference Data Man Spider 3/21/19%6 2l
Fatiert John 3/13/1955 I Add Patient...
Schmo Jog 3111570 ﬂ Add Provider...

Batches (8371)
Institutional Batch 1

April 2006, ValueOptions, Inc Version 3.0
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The Batch Browse Window

The Batch Browse Window is the main work area within the EDI Claims Link for Windows®
application. It is displayed when the application is opened. From this window, the type of claims
batch being entered is selected, an identifying name is assigned to the batch, the provider is
selected, and the claim is entered.

EDI Claims Link 3 - [Batch Browse]
oLl File Edit View Tools Window “MEp =%

=l [ 837 Institutional 837 Institutional Batches EDI Claims Link Tasks x
. #-B8 Institutional Batch 1

= Open Batches: 1 Open Claims: 0 Tasks
’ o -
2l 537 Professional Sent Batches: 0 Sent Claims: 0 Eﬁ add Batch...
o] AddClaim..
Batch Name | status | Created ] &  Add Patient...
- Add Batch -

Institutional Batch 1 Open 2,/11,/2003 [ Add Provider...
Batches (837i)
Ingtitutional Batch 1

Batches (837p)

Professional Batch 1
Professional Batch 2

Generated Claim Files
2003031591534 b (837p)

£ |

If your screen is missing any of the fields shown above, click on the View menu at the top, and
make sure there is a checkmark next to both “Batch Browse” and “Task Pane”.

The left side of the Batch Browse Window is the Treeview showing the hierarchy of claims and
batches. The two form types (Institutional and Professional) are the top level, batches for each
form are on the next level, and providers are the third level within the hierarchy. Individual claims
are listed under each provider. Selecting an item by clicking on it in the Treeview opens it and
displays all the items under it in the Listview on the right side of the window. Double-clicking a
claim item in the Listview opens the Claim Entry window.

Expanding an item (clicking on the ‘+’ sign in front of it or double-clicking it) in the Treeview lists
all items under it in the Treeview section.

April 2006, ValueOptions, Inc Version 3.0
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Getting started with creating a batch and adding a claim

One great feature is the ability to go back and forth between open batches. You can start one
batch now, create a few claims, then put that batch off for later or start a new batch.

You can build a batch all at once, or over the course of a week or month, then submit the batch
whenever you are ready.

The basic steps required to enter a claim in the EDI Claims Link for Windows® application are
outlined in the graphic below. More detailed information for each step can be found on the
following pages of this manual.

Creating and naming a professional or instiutional batch.

Creating a claim.

Selecting the correct provider and member for the specific claim.

Entering the claim details.

Save the claim.

Starting the next claim, if needed.

Generating the 837 claim file.

Institutional or Professional batch?

If you usually submit paper claims on the HCFA-1500 form, you will create a Professional batch.
If you usually submit paper claims on the UB92 form, you will create an Institutional batch.

Professional and Institutional claims cannot be together in the same batches. If your practice has
to submit both types, the claims must be separate batches based on type.

A batch may contain claims for multiple providers and multiple patients.

What is an 837 file?

The HIPAA 837 file is the industry standard format for electronic claims submission. Since
institutional and professional batch need to be separate, we may refer to an 837i or 837p file.

April 2006, ValueOptions, Inc Version 3.0
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Adding a Claims Batch
1. Click on Add Batch link on the Task Pane on the right side of the window. The Add Batch
Window displays.

T =
[ BEIEY
o
- 837 Institutional EDI Claims Link Tasks X
= gj 837 Professional -
) Open Claims: 7 Tasks
+ E Professional Batch 1__11_ i .___ |ms i :
+ [ Professional Batch Add Batch Add Batch...
= Add Claim...
Add a Batch = £dd Patient...
Enter information pertaining to this batch, and then click OK when you ars i Add Privvidir
finished. -
s (B37i)
First, select the form type of the batch vou are adding: jonal Batch 1
Form Type: 837 Professional -
Next, enter a name for the batch you are adding: s (837p)
ional Batch 1
Batch Name: | ional Batch 2
ted Claim Files
151534 bt (B37p)
ok | [ cancel

2. Form Type: Select whether you are creating an Instituitonal or Professional batch.

3. Type an identifying name for the batch. The Batch Name can be a combination of alpha and
numeric characters and should be something that provides easy identification of the batch. A
batch consists of any number of claims for any number of providers.

4. Click OK.

April 2006, ValueOptions, Inc Version 3.0
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The Batch Name is now displayed on the left side of the Batch Browse Window and under the
appropriate claim type on the right side.

= EDI Claims Link 3 - [Batch Browse]

mS File Edit View Tools Window Help o | B
[ 827 Institutionl 837 Professional Batches O TR ok %
= Eﬂ ? Prefessmnal Open Batches: 3 Open Claims: 7 Tasks

=l (2RHOEA Sent Batches: 0 Sent Claims: 0 &% Add Batch
#I- B8 Professional Batch 1 Ed
#-[# Professional Batch 2 [ Add claim..
B:;TBNan;e | Status ] Created | i Add Patient...
- atch - 5
032803HCFA Open 3/28/2003 P mad pesvda.
Prefessional Batch 1 Open 372672003 5
Profeessional Batch 2 Reopened 3/11/2003 Habehves {A552)
Institutional Batch 1
Batches (837p)
D32803HCFA
Professional Batch 1
Professional Batch 2
Generated Claim Files
300303151534 64 (237p)
£ >
April 2006, ValueOptions, Inc Version 3.0
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1. Highlight the Batch Name on the left side of the Batch Browse Window.

™ EDI Claims Link 3 - [Batch Browse]
8BS File Edit View Tools Window RS

g8 837 Institutional
=8 837 Professional

Batch: 032803HCFA (837p)

Generate Claim File EDI Claims Link Tasks

Claims: Provider Count: 1 Tasks
_@ L S:r::fe Lines: e -

] Provider, John Total S.i'wr\our;t' B Add Batch...
#-f8 Professional Batch 1 — ] Add Claim...
-8 Professional Batch 2 || Provider [ Provider 1D | City | staf fx Add Patient..

- Add Provider -
Provider, John 555123455 Nofolk VA [ Add Provider..

Batches (837i)
Institutional Batch 1

Batches (837p)

032803HCFA
Professional Batch 1
Professional Batch 2

Generated Claim Files
2003031591524 ¢ {837p)

2. Click on — File, then New Claim on the menu bar at the top of the window or click the Add
Claim link on the Task Pane on the right side of the window. The Add Claim Wizard displays.

Add Claim Wizard

Batch Informakion

Form Type:

Enter infarmaticn about the batch you are adding this claim to. Once you
are finished entering information, click the Mext button.

First, select the form tvpe of the claim vou are adding:

837 Professicnal -

Mext, either select an existing batch to add this claim to, or enter a new name:

Batch Name:

(32803HCFA

#

| Mext = |

| Cancel

April 2006, ValueOptions, Inc
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3. Select the correct form type, and select an existing batch name or add a new batch name, and
click Next.

4. The Add Claim Wizard continues; select an existing provider and patient from the drop down
boxes.

Add Claim Wizard

Claim Information ar
Enter information relating to the provider and patient that this claim 4

gpplies to. Once you are fimshed, click the Mext button.

Select the provider that this claim applies to. If the provider is not included in the list,
click the Add button, and enter the information required to add this provider.

Provider: |vaider. John _vJ Add

Select the patient that this claim is for. If the patient is not included in the list, click
the &dd button, and enter the information reguired to add this patient.

Patient |F‘aﬁent, John j Ddd

< Back | [ext = | | Cancel

5. Click Next. The Claim Entry window displays the Provider information. It is automatically
populated with information contained in the Provider database. Verify all information is accurate.
If it is not, you can close the claim without saving, go to the Provider Maintenance section, and
correct the provider record. Then start the Add Claim procedure again.

B 837 Professional Claim: Patient, John*

= Save [k Close
Patient | Claim | Claim Details |
Billing Provider Detads
Hame [Lastor Orqgl: |Pr0vider ﬂ
Name [First, M [Johin [
Address: [1201 Healthcare 'way
City, State. Zir  |Norfolk [wa | [23502
Contact M ame: |J ane Contact
Phane: 7575851234 Fax [757) 555-4321
Identific ation Numbers
Provider ID: |Social Security Humber ﬂ |555‘I 23456
Pt S L et it T
Medicaid: r

April 2006, ValueOptions, Inc Version 3.0
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Click on the Patient tab to review that information is accurate as well. If it is not, you can close
the claim without saving, go to the Patient Maintenance section, and correct the provider record.

Then start the Add Claim procedure again.

B 637 Prefessinnal Claim- Pasient. Jafn*

2 [ Geea b Ciooa
Prowvides | Pl || Qs | Claes Dl

Pt [hotah

Hame Laal, Faal, W P BT

Arbdiece 11212 Subesh et

City, Staln, Fr ~ Anpahwre fa = [mm

Privasy Subsonbed | Secondas Subsorber | Testion Subscrbe |
Subrrsharir Paliant |
Subacsber |k

Kame Laat,_Faat, 4 |

Seddrma

ity Siate, T

[alm o Histh: | fimx

Patmri It
[hatm =l Bt

Smx

Patuent Feslatiznchie
Hrep Hura

G Husrkan
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If you are creating a Professional Claim/837p batch:

Click on the Claim tab:

B B37 Professional Claim: Colon, Carlito®
@ Save !ﬁu Cloze

Claim Dietails |

Frovider ] Patient

Renderning Prow
Marne [Last, First, MI1: | j | l_ Provider Accept Assianment A
Provider IC: | j | Original Reference Mumnber:
WElLET e Medicaid ID: Claim Submitter's Identifier [20050801112243
Provider #:
R efering Provider Diagnosis Codes
Hame [Last, First, MIT; | j | l_ 1 2| 3 | 4|
Pravider [D: | ﬂ | ’ - . .
Medicaid ID: Attachment | nformation
Service Facility Location Attachment Type: | ﬂ
Tranzmizsion Type: | j

Mame [Last or Orgl:

|
Address: | ﬂ Cantral Mumber: |
Cie, State, Zin - Dates
ity, State. Zip | | J | Disability Hospitalizabion
Provider 10: | ﬂ | From: Frarn:
Faciliby |dentifier: | ﬂ Ta Tax

The following minimum information is required:

- The Provider Accept Assignment field must be completed.

- The Claim’s Submitter’s Identifier, which should be pre-populated.
- At least 1 Diagnosis Code.

The rest of the data is optional, or should be completed as per the requirements of the claim.

April 2006, ValueOptions, Inc Version 3.0
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Click on the Claim Details tab:

B 537 Profossisnal Claim: Patiend . Jabn®
S B sew b Chos
P | Pstiend | Dl [ 250 Dedaly |

Earven Fron Saraca Ta Pl of Seraca Procaciss  Mod1  Mad2 Modd Heodd  Disgl Chag 2 Ceg 3 Chesgaz i) Unde EHG

This is where you will enter the specific service line information just as you would on a paper
claim.

- Enter the Service From and Service To date for this line of service. Each date of service
should have its own service line

- Select the appropriate Place of Service code

- Procedure Code: The correct procedure code for this line of service.

- Optional: Modifier codes. Enter this only if required for this particular service

- Diagnosis codes: Select the drop down number that corresponds to the correct
diagnosis code previously entered on the Claim tab.

- Charges: Enter your total charge for this service line. Use decimals, no dollar sign (ex:
100.00)

- Units: Enter the number of billing units being represented on this particular service line.

- Optional: EMG. Select Y for this field if this was an emergency session.

You can now continue to enter more service lines, or click on Save at the top of the
window.

If all the information you have entered is accurate, the Save button will change from color
to greyed out. Then click Close.

If there are any errors or discrepancies with the data you have entered, the L icon will
appear.
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Click the Close button. The claim is saved and assigned a sequential number that is displayed in
the Batch Browse Window. The Add Claim Wizard displays, to add another claim, click Add
Another Claim, and repeat the above steps. If not, click Finish.

Finished!

You have successfully added a claim to EDI Claims Link! @
5

Your claim has been successfully added to the system!

If you have more claims to add, click the Add Another Claim button to restart this
wizard; otherwise, click the Finish button to return to EDI Claims Link.

| Add Another Claim |

| [ Finish | |

IMPORTANT

The instructions above contain the minimal information necessary for verification and acceptance
of the claim into the ValueOptions Claims Processing systems. It does not imply, nor guarantee,

payment of the claim. Information on required data elements for a particular contract can be
found in the Claims Submission Manual.

April 2006, ValueOptions, Inc Version 3.0
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If you are creating an Institutional Claim/837i batch:

Click on th Claim ab:

2
B 837 Institutional Claim: Schmo, Joe*

ﬁ 2| o "'-_v & Save ;&4 Close
Provider | Patient Claim | Claim Detais |
Statement Covers - Di is Codes
From: | 4/24/2003 ~] Principal: | el 2| 3 | |
To: 42472003 > | 5 | & | 7 | g |
i Oeccurence Codes 1~ Procedure Codes
3 H | ﬂ| : _] 4 | j| : _J F’rinciDaI:i | - _] 3:| | _J
2| =] E L EZ| 3| E =l #| | =
x| =] 2 [ 7| 2| | 2 = 5 | =l
T Docurrenm%(fuﬁn | — Condition Codes
5| i) F| Hey] Siea] EINS  EEe] ENeN  E
: :] : :] & | LJ % | L] & | LJ 9: | L] ‘ID:J LJ
—Bill Details - Attending Physician- -~ Admission
Typeof Facility: | x| || Mame Date [
Bill Classifications: | = || Hour | =]
Freaquency: | LJ Tax 1D Tvpe: | ﬂ
1| State License; Source: | LJ
Claim Submitter's ldentther: |20030424150843 Medicaid ID: ,7 |
Attachment Information ' Discharae Hour| =l
Attachment Type: r~ Lj o ) ,— Patient Status: | ﬂ
Transmission TVDEi Lj FENMMOEE e Medical " |
) Cxternal Couse of Injury el
Control Mumber: | Original Ref. & |

The following minimum information is required:

- Statement covers dates: The entire date range for this claim, covering every service line.

- Diagnosis Codes: The Principal Code is required; the rest are as needed for the claim

- Bill Details: Select the Type of Facility, Bill Classification, and Frequency for this particular
claim.

April 2006, ValueOptions, Inc Version 3.0
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Click on the Claim Details tab:

B =37 Mmstiietizsal Cleim: Paifent, John®
5 Hsee [ Due
Puricder | Patinrd | Clain  Clain Chatudk |

AeveramCros  Procaciss  Mod1 Mad2  Hod3  Hodd Ralaffl Carvrm Froan CavenTo Urdr Chasgari$| MNon-Cosasd(§]

T 206 T3 NG

This is where you will enter the specific service line information just as you would on a paper
claim.

Enter the appropriate claim details:
- Revenue code
- Procedure code
- Optional: Modifer Codes
- Rate: Enter the rate you charge for the particular service that was provided
- Service From & Service To: The date ranges of this specific line of service
- Units: Units: Enter the number of billing units being represented on this particular service
line.
- Charges: You will have to manually calculate this number. Rate X Units = Charges

You can now continue to enter more service lines, or click on Save at the top of the
window.

If all the information you have entered is accurate, the Save button will change from color
to greyed out. Then click Close.

If there are any errors or discrepancies with the data you have entered, the L) icon will
appear.
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Click the Close button. The claim is saved and assigned a sequential number that is displayed in
the Batch Browse Window. The Add Claim Wizard displays, to add another claim, click Add
Another Claim, and repeat the above steps. If not, click Finish.

Finished!

You have successfully added a claim to EDI Claims Link! @
5

Your claim has been successfully added to the system!

If you have more claims to add, click the Add Another Claim button to restart this
wizard; otherwise, click the Finish button to return to EDI Claims Link.

| Add Another Claim |

| [ Finish | |

IMPORTANT

The instructions above contain the minimal information necessary for verification and acceptance
of the claim into the ValueOptions Claims Processing systems. It does not imply, nor guarantee,

payment of the claim. Information on required data elements for a particular contract can be
found in the Claims Submission Manual.
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Generating and Sending an 837 EDI Claim File

When all claims have been entered in the EDI Claims Link for Windows® application, you can
create a file to send to ValueOptions. You can transmit this file to ValueOptions through the
internet by accessing www.valueoptions.com and following the instructions on screen.

You can also transmit the file using a modem and any commercially available communications
software. Some Windows versions come with their own communications software called: Hyper
Terminal (see the section addressing the set up and use of Hyper Terminal).

To generate the 837 file:
1. Highlight the Batch Name on the left side of the Batch Browse Window, or double click the
batch name in the Batch window on the right hand side:

o= g |_[|:u:||s Window Help
g 837 Institutional Batch: 032103HCFA (837 p) Generate Claim File

= 837 Professional

=1-€2 032103HCFA
. o Smith Group
g Professional Batch 1

Clairns: 2 Provider Count: 1
Service Lines: 3
Tokal § Amount: $260.00

Lo

€3 Professional Batch 2 Provider | Provider ID | Ciky |
Srnith Group 123456756 1111

2. From the File menu, select Create EDI Claim File or click the Generate Claims File link
located at the top of the window.

™ EDI Claims Link 3 - [Batch Br -8 EDJ Claims Link 3 - [Batch Browse]

BZ File Edit Wiew Tools ‘Windd |§,| Fi= Fm Tom Toon Dnooe  Ham
&5 Mew Batch CErl+Shi —
_ | | -&3 837 Instibutional Batch: 032103HCFA (837 p)
] MNew Claim Ckrl+5hil : .
=- 837 Professional .
Create EDI Claim Fie = 0321 03HCFA Sans z
s 3Z2103HC L
. T g S G Service Lines; 3
Wigw EDT Clainn File ah I'|'|I. ralLp Tatal ¢ Amount: $260,00
Reapen Batch [+]-¢3 Professional Batch 1
. . - Professional BEatch 2 Provider | Provider 1D
Erint Batc Smith Group 123456756
Cloze Ckr
Irnport Daka
Export Data
Exit alf
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The Create EDI Claim File dialog box displays.

Batch Claim File Wizard

File Information e
Select a file name and a usage indicator for this batch claims file. When "5\

vou are finished, click the "Mext =° button below:

Select a file name for the claims file that will be generated. A name has besn
suggested for the file, but yvou may modify the name as you desire.

File Name: (E\ED! Clains Link 3:200303311252 pa I

Select the usage of this file, whether it wall be subrutted for Production or Test use:
Usage: { Production LJ

User’s Manual

3. The path where the claims batch files are stored is defaulted by using the File Name Link. We
recommend keeping the default path and filename, but you can change it if you like.
4. Usage: Leave this at Production, if even you are doing a test batch. If you are unsure if your

account is in test or production mode, please contact the EDI Helpdesk.

5. Click Next. The Batch Claim File Wizard will calculate the values in the batch.

The following screen will appear. We highly recommend writing down the complete File
Name, Total # of claims, and Total $ Amount. You will need this information when visiting

the EDI Website.
Batch Claim File Wizard

Finished! i
Your batch claims file has been successfully generated! A

A batch claims hile has been generated using the ophions you selected in this wizard.
File Mame: C;\Program FilesWalueOptions'\EDI Claims Link 3200203311452 txt

Total # Claims: 1
Total & Amount: $100.00

The file that was generated can be submitted to ValueOpticns for electronic
processing. If you would like to submit this file, follow these steps:

1. Visit the www valusoptions com website

2. Follow the link marked “For Providers™
3. Sign in with your ValueOptions Submitter |D and Fassword

| Finsh | |

April 2006, ValueOptions, Inc
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The EDI Claims Link file is created. You can either click on Finish, or click the link to be taken to
the ValueOptions website.

Note: The symbol next to the Batch Name on the Batch Browse Window changes from an open
brief case to a closed brief case indicating that an EDI claim file has been generated for this
batch. If a file has been created for a batch and you want to access that batch to adjust
information, you need to reopen the batch, make your changes, and create a new batch file.

April 2006, ValueOptions, Inc Version 3.0
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Reviewing and Editing Previously Entered Claims
Highlight the Batch Name on the left side of the Batch Browse Window, or double click the batch
name in the Batch window on the right hand side:

il BRCICE SE 1 )

Sl

If you just need to review and read a claim, you can double click on the provider name and the
patient name.

If you need to make any changes to any claims, click on the link that now says “Reopen Batch”.
This link will change to “Generate Claim File”. (Don’t click again on Generate Claim File

yet!)

You can now go into the batch, make the appropriate changes to existing claims, add new
claims, or delete existing claims. You can then generate a new claim file as described in
the preceding section.
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How to Print a Claim
Once you have created a claim, you can print a copy of the claim for your records.
Note: You can also print claims that you previously entered. Refer to Reviewing and Editing
Previously Entered Claims for details on displaying these claims.

=

1. With the appropriate claim displayed on the screen, click the printer icon.

2. The claim displays in a printable format. Click on File then Print to send the claim to the
appropriate printer.

\ \j AN I ) st <0 i e A Y | i
O © MR G P foros @uete @ (-5 T - B
Address |8 C:\Program Fles\ValueOptions\EDT Claims Link 3\837p Claim.html % EJse Lri= @] customize Links &} Free Hotmai 2
|Search.. @ SI:insIWebiQ I
A
837 Professional Claim
Provider
| Name (First, Last, MI): Provider, John Q Contact Name: Jane Contact
Address: 1201 Healthcare Way Phone: (757) 555-1234 ]
City, State, Zip: Morfalk, VA 23502 Fax: (757) 555-4321
Specialty: Psychiatric/Mental Health, Child & Family
Provider ID: 555123456 Provider ID Type: Social Security Number
VO Provider #: 555122456 Wi Practice 555123456001
Location Vendor #:
Medicaid:
|Patient
Name (First, Last, MI): Patient, John Q Patient ID:
Address: 2211 Eastside Dr Date of Birth: 2/13/1959
Sex: Male
City, State, Zip: Morfolk, WA 23502 Account #: 12345789
W
&] Done f My Computer
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APPENDIX:

Adding a Reference to the Reference Database

Reference data from the Reference Databases appear throughout the application. The item
description and values are defined in the HIPAA Companion Guide. You may add, delete or
update item descriptions and values for any of the reference databases.

Warning: If you add or change an item description or value and make it a non-compliant HIPAA
value (one not listed in the HIPAA Companion Guide), or a value that ValueOptions does not
accept, any claim with the non-compliant value may not process correctly.

1. From the Main Screen, click Tools, and then click Reference Data Maintenance.

3 EDI Claims Link 3 - [Batch Browse] =
Bl File Edit View QIS8 Window Help =
m| Reference Data Maintenance hes EDI Claims Link Tasks X
: é %J;z{“mi?n'_ [ Patient Data Maintenance Open Claims: 0 Tasks
g Provider Data Maintenance Sent Claims: 0 g Add Batch...
Submitter Data Maintenance ] Add Claim...

| Status Created | = Add Patient...

View Application Event Log ﬁ oy )
.- v Add Provider...

Options Open 3/11/2003

Batches (837i)

Institutional Batch 1

Batches (837p)

Professional Batch 1
Professional Batch 2

Generated Claim Files
200303191534 0 (837p)

4 >
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2. The Reference List screen displays. Click the appropriate Reference Data, then click Add

Value

[® EDI Claims Link 3 - [Table Maintenance]

- Claim Filing Indicator

- Condition

- Hour Codes

~ Insurance Type

- Medicare Assignment Codes
- Qeoumence

~ Occumence Span

- Patient Signature Source
- Patient Status

- Place of Service

- Provider |0 Type

- Relatiorstip

- Release of Information

- Sex

- States

i Specialties / Taxonomy Coded

8L File Edit View Tools Window Help = |
A B s EDI Claims Link Tasks X
Patients | ttem Texd | ttem Value Tasks
- Providers - Add Value - B AddBatch..
o Submitters Clinic Referal 2 add Claim
- Reference Data Court/Law Enforcement 8 T] o .
.. Admission Source Elr:q%rgggfw F-!Ioom ;" 0 Add Patient...
& issi St Add Provider...
xmls;mnmﬁgne 4T Infamation Unavailable 9 ﬁ
e Transferfrom a Hospital 4 h .
o Batches (837i)
- Mtachment Transmission Codd | Transferfrom a SNF 5
- Bill Classffications Transfer from another Heatth Care Facil., & Institutional Batch 1

Batches (837p)

Professional Batch 1
Professional Batch 2

Generated Claim Files

2003031915345 (23377

3. Enter the appropriate item description and item value. Refer to the HIPAA Companion Guide

for help with this inform

ation.

Reference Maintenance

Item Value:

Item Descnpbon: ]F‘hysician Refemral

—

QK

4. Click OK. The new value displays in the Reference Value Window.
(% DI Claims Link 3 - [Table Maintenance]

i-- Attachmert Transmission Codh
- Bill Classifications

~Claim Filing Indicator
~Condition

- Hour Codes

ol File Edit View Tools Window Help | 5|
| it L EDI Claims Link Tasks *
- Patients ttem Text temr Value Tasks
- Providers Egﬁﬁ i Add Batch...
i+ Submitters Clinic Referal 2 Add-Claim
2 Rifarsrics Dita Court/Law Enforcement B _—] )
i Admission Source Emengency Room 7 @ ad it
e HMC Refemal 3 vi
I Add Provider...
: .}‘gmls'\_lsloanEpe i+ T Information Unavailable 9 a
-~ Aftachment Report Type Physician Refemal 1 Batches (837i)
4
5
6

Transfer from & Hospital
Transfer from 3 SNF

Transfer from anather Health Care Facil..

Institutional Batch 1
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How to use a Dial Up Connection for 837 file submission

If you do not have access to the Internet, you may need to use a modem to transmit your claims.

Many versions come with HyperTerminal, which ccn be used for dialup connection. If you have
other connectivity software, please refer to the manual for that software for configuration
instructions.

The toll free dial-in number is: 888-685-2595

1 Generate an 837 as described in preceding sections of this manual.

2. Connect to the ValueOptions BBS with your dial in software

3. Upon connection to the BBS, enter your user name (Submitter ID) and password when
prompted.

4. You'll see a Check for Mail prompt. Press <ENTER> to bypass or type R to read the
message.

5. At the Main Menu type E (E - Upload an EDI File) to upload your EDI file.

6. Select the Type of Claim — 837p or 837i.

7. Enter the Number of Claims.

8. Enter the Total Dollar Amount (including decimal point). Verify your entries and Type Y if
correct.

9. Type the file name (not the entire path) that you saved.

10. Select A (Z-Modem).

11. Press <ENTER> to begin the upload. (Modem handshake will occur.)

12. On your dial up software, locate the command or menu item that allows you to send a file.
13. Browse to select your file or type in the entire path where the file resides.

14. Click Send or OK on your software.

15. You will receive a tracking number and a message that the file has been successfully
uploaded.
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Help and Information Contact

If you have any questions about the EDI Claims Link for Windows® application, please contact
ValueOptions
EDI Helpdesk
PO Box 1287
Latham, NY 12110
Phone: 888-247-9311
Hours: 8:00 AM to 6:00 PM (Eastern Time), Monday through Friday*
Fax: 866-698-6032
Email address: e-supportServices@valueoptions.com
*Not available during the following observed Holidays: New Years Day, Memorial Day,
Independence
Day, Labor Day, Thanksgiving Day, The Day After Thanksgiving, and Christmas Day.

April 2006, ValueOptions, Inc Version 3.0
-36-



