1.0 Introduction

1.1 HWI Claims Manager Overview

The HWI Claims Manager is a set of programs written for the Windows© 95, 98, SE, ME, 2000
family of operating systems. It has been adapted to work with all major Windows-based Dental
Office Management System (OMS) software packages.

It provides a generalized interface between the OMS and the Healthware Inc’s electronic claims
clearinghouse. Without any direct interaction with the OMS the HWI Claims Manager gathers
claims from the OMS by capturing electronic images of paper claims forms produced by it. It
then converts these images into an electronic “batch” which is stored, verified, displayed,
manipulated and then sent to Healthware for forwarding to the insurance companies. Extensive
claims batch management features are provided that include:
- editing of the content of the claims for basic data integrity before
submission
- allowing the addition of manually keyed notes to any claim
- providing the facility to electronically hold and later release any
claim that needs to synchronized with other office clerical action
- online storage and instant retrieval of all claims for 9-12 months
- the ability to instantly access any of these stored claims by patient
name or claims reference number
- the ability to electronically cancel any claim that was sent to the clearing
house (only on the day it was sent)
- the ability to electronically verify any transmission that has been
completed after the fact (up to 6 months later)
- online storage and instant retrieval of all claims batches, submission and
response reports for 9-12 months
- the ability to produce an ADA2000 or ADA1994 hard copy claim for
any electronic claim stored.

All of these facilities (any many more) are discussed in detail in the following sections.

1.2 Terminology

To best understand the contents of this guide, you should be familiar with basic windows
terminology used in the narrative. These terms are used in all windows books and manuals and
are common to most windows applications. If you are very familiar with windows jargon, you
may skip this section.

The following terms describe the elements of a windows screen display.

©Windows 95, 98, SE, ME, 2000 are trademarks of Microsoft Corporation



Window — a rectangular section of the screen displaying information related to a specific
program application. The size of the window can vary from the as large as filling the entire
screen to a tiny box on the screen. Several windows can exist on the screen at one time (meaning
that several tasks are using the computer at once) and they can display separately or they can
overlap. Usually only one window is “active” at any one time. The active window is the one that
accepts operator input any responds to that input with changes in the window display.

Title bar — the bar along the entire top of a window which contains the title of the
program application displaying the window. It is usually colored blue with white lettering. The
example window below has a Title Bar containing “HWI Claims Manager”.

43 HWI Claims Manager o [m]
Options  Wiew  Setup  About

Usually three small square ‘buttons” are displayed at the right end of the title bar (see example
above) — they are:

Minimize button — the first square button at the right end of the title bar that

contains a “-“(hyphen). When clicked the application displaying the window will
‘minimize” the window — that is it will disappear from the main part of the Windows desk
top screen and shrink to a small window on the task bar at the bottom of the windows
desk top. The program displaying the window 1is still running (in the computer’s memory)
but the window interacting with the operator is not visible. To return the program’s
display window to its normal display state, you click on its minimized window in the task
bar.

Maximize button — the second square button at the right end of the title bar that

contains a single square or two overlapping squares. When the maximize button
contains one large square, the window can be maximized (increased to a maximum size).
A window’s maximum size depends on the application but the largest possible maximum
size is of course the whole screen. Sometimes, maximizing an application’s window
allows it to display more information and sometimes it does not (depending on the



application). When a window has been maximized, the icon in the maximize button
changes to two small overlapping squares. If you click this button in this case, the
window will return to its normal (non-maximized) size.

Close button —the third square button at the right end of the title bar is that contains an
“X”. If you click this button the application will terminate (quit execution and the
window will disappear).

Menu bar — a bar that appears just below the title bar of a window that contains text (see
above example — Options, View, Setup and About). Each word of the menu bar designates a
choice of action that the operator may instruct the application to take (hence the name ‘menu”).
If a menu word is displayed in black letters, then that menu choice is ‘enabled”. If a menu word
is displayed in gray letters, then that menu choice is ‘disabled” (clicking on it will do nothing).
When you click any of the ‘enabled” menu words an action may be taken by the application or,
more commonly, a small window box of additional choices will be displayed (called a drop-
down menu). You may then click one of these words to make your action choice.

Action button — a small (usually rectangular) shape on the main body of a window that
contains a word or words describing a program action. If the word or words is displayed in black
letters, the button is enabled. If the words are displayed in gray letters, the button is disabled
(will not respond to the operator). If you click an enabled button this is a signal for the program
to begin some pre-defined action. The action buttons in the example below are Choose, Yes, No
and Cancel.

Print ADA Form?
FReady ta Frint Claim1 &
On 1934 ADA Form to Okidata OL-310e
Or Choose Anather Printer/Form ?

Chooze Yes Mo

Example — Action buttons

Frame — a rectangular section of a window enclosed by a single line that contains a title
in the top left corner of the rectangle. A frame is used to enclose a group of window elements
(boxes, buttons and lists) that are all related in some way — eg all of the payer information on a
claim may be enclosed in a ‘payer” frame on the claim display window. The example below
shows a window frame enclosing all of the information relating to the Payer on a claim. Notice
that there is an ‘Insured” frame within the ‘Payer” frame.

Text Box - a small (usually single line) box in a window that contains a single data
element. Usually a text box has a title displayed near the box which designates what the box
contains. Often the operator can position the screen cursor in a box (by clicking the contents of
the box) and can enter data into the box by typing on the keyboard. There several Text boxes in
the example above (Name, Address, City/Ste/Zip, etcetera).
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Example — Text Boxes inside a Frame

List Box — a large box containing multiple lines each of which represents one member of
a set of data (such as one claim in a batch or one procedure in a claim) A list box often contains
a Heading Bar it the top which designates the titles of each of the elements (columns) in the lines
listed in the list. The List box in the example below shows the details of each of six procedures
in a claim. The Heading Bar at the top shows the names of each of the columns of data
(procedure no, #, tooth, Tth, surface, Surf, quadrant, Quad, etcetera).

# | Tth | Surf | [Huad | Dezcription | Code | Date | Arnount | -
1 03 w0 Fezin-2 surface, post-per 02386 158.00

2 Crovn-porcelaindceramic = 02740 220.00

3 04 Prefab pozticore in add t 02554 19500 —
4 12 0D Reszin-2 surface, post-per D336 158.00

5 13 MO Fezin-2 surface, post-per 02386 158.00

[ 18 MO Resin-2 surface. nost-oer 02336 158.00 j

Example — List Box with headings

Scroll bar — appears along the right edge (and sometimes the bottom edge) of a list box if
there too many items in a list to be displayed because of its size. The scroll bar has an Up-arrow
button at its top and a Down-arrow button at its bottom that may be pressed to cause the data in
the List box to scroll up or down. See example in List box above.

Check Box — a small square box that is either blank or contains a check-mark. Check
boxes are used to designate the presence or absence of some option (eg — dual insurance
checked=yes unchecked=no). In the example below each check box indicated what group a
procedure is part of (1, 2, 3, 4 or 5).

"Include ifn Group(z]

Example — Check Boxes



Option button — (sometimes called a Radio button) a small circular box that appears in
groups of two or more inside a Frame. Each circle has a title next to it and is either empty
(indicating not selected) or contains a large dot (indicating a selected option). All options within
the frame are mutually exclusive (only one of them can be selected at any time) so whenever you
select an option by clicking the button or the title - any previously selected option in the frame
will be deselected. In the example below, a frame encloses all of the possible choices for
patient’s relation to the insured ( self, spouse, child or other). Only one of them can apply.

Patient's Relationzhip ta Inaured
{ Self i Spouse & Child ¢ Other

Example — Option buttons

Desk top — the name given to the main Windows screen that displays when Windows first
starts up (and which is displayed when you are not executing any applications on your computer
— all application windows are closed).

Icon — a small cartoon-like picture displayed on the desk top (or any other window) which
is associated with a particular application program action. Each Icon has a text description
below it on the desk top describing what the Icon represents. You double-click on an Icon to
start the application action associated with it.

Task bar — The bar along the bottom edge (sometimes the right edge) of the desk rop. It
contains the Windows Start button at the left end of the task bar at the Sys Tray at the right end.
The Sys tray contains an Icon for each hidden Windows system task running in your computer
(programs permanently running behind the scenes that very infrequently need the attention of the
user). Ordinary users seldom have to concern themselves with the Sys tray it is really there for
the systems administrator.

The Start button can be used to start all applications in the computer. The most frequently used
applications will have Desk top Icons, but all applications will appear on the program menu list

when you click the Start button.

Start button

Quick-start icons
Open task windows
Active task Sys Tray

#start| | B @ 59 ] || EHwiuser doc - Microso...|[ 5 HWI Claims Manager SROCHBASE a4z

Example — Desk Top Task Bar

The icons just to the right of the Start button are called Quick-Start icons. They are placed on
the Task bar for quick access to very frequently used applications since the task bar is visible on
the screen even when the Desk top is not.



Between the Quick-Start icons and the Sys Tray on the task bar small windows are displayed for
each open application running in the system. In the example above, there are two applications
running — the Word word processor and the HWI Claims Manager. These small windows look
like Action buttons but they have labels that contain the first few words of the application’s Title
Bar text. The window representing the currently active application looks like a button that is
‘pushed”. HWI Claims Manager in the example above.

1.3 HWI Claims Manager Functional Overview

The flow chart shown in Figure 1.0 below depicts the overall functional flow of the HWI Claims
Manager. In the diagram a symbol legend is shown to indicate the meaning of each of the
shapes used in the flow chart.

The process begins at the top of the chart when the Office Management system (OMS) produces
hard disk images of ADA claim forms. Finally, at the bottom of the chart, an electronic version
of these forms is transmitted to Healthware.

The chart depicts the major functional steps performed by the HWI Claims Manager. The details
of how to perform them are discussed in Section 2 of this guide. In addition, the chart shows the
key elements of data storage that are created and stored by the system. There two categories of
stored data — reports and claims batches.

There are three types of reports — edit reports, transmission log and response reports. It is
important to note that the HWI Claims Manager stores all of these reports on hard disk for a
period of 9 to 12 months and, while you may choose to print each of these reports to paper each
day that they are created, this is really not necessary since they may always by reviewed in the
screen if you need to see them later. Each report is stored as a single file on the computer’s hard
disk and is named in a way that it is easily retrieved at a later time.

There are 5 types of claims batches (indicated by the Cylinder symbol on the flow chart). A
claims batch in HWI Claims Manager terminology is a collection of related claims prepared or
processed together. Each claims batch is stored as a single file on the computer’s hard disk and
all batches are saved there for a period of 9 to 12 months.

The Current claims batch is the batch of claims that is in the process of being prepared for
transmission to Healthware but have not yet been sent. Therefore, there is only one current
batch (if any) on the computer at one time.

The Sent batch is the group of claims that is sent (or ready to be sent) to Healthware. A Sent
batch is created form the Current batch each time you edit the Current batch before sending to
Healthware. 1t can be different from the Current batch if any claims are rejected by the edit.
The Reject batch contains all claims that are rejected by the edit. After any given edit process,
the claims in the Sent batch plus the claims in the Reject batch will equal the claims that started
in the Current batch. There are many Sent and Reject batches — one for every time you
completed an Edit Claims process. These batches are saved for 9 to 12 months after they are
created.



The Held batch only exists if at any time you chose to Hold any claim or claims from the
Current batch. If and when you do so, a claim is removed from the Current batch and placed in
the Held batch. Claims remain in the Held batch until you later come back and Release them
(into the Current batch). Whether and when you Hold and Release claims is entirely under your
control — this feature is provided for your convenience and is used in a variety of different ways
in different offices to synchronize the submission of claims with other clerical activities.
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Figure 1.0 - HWI Claims Manager Functional Flow Chart

On successful completion of the transmission of a Sent batch to Healthware, a copy of the
Current batch is saved (called the Saved batch) and the Current batch is deleted.

The Sent, Rejected and Saved batches are kept in the computer for future reference - they are
named using a common file naming scheme. The batch files names are of the form
‘XOMMDDSS” where the ‘X”is a character den oting the batch type — “V” for Sent (verified),
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‘J”for Rejected and ‘C” for Saved (Copy). ‘MMDD” is the calendar month and day when the
batch was created and ‘SS”is a 2 -digit sequence number designating which batch that day
(allowing for multiple batches on one day). For example if a batch edit were run on July 4™, the
first Sent batch that day would be named ‘“V0070401”, any Rejected claims would be stored in
batch ‘J0070401 and the copy of the Current batch on successful transmission of the claims
would be Saved in the batch ‘C0070401”.

The major functional processes in the HWI Claims Manager are indicated by the numbers in the
‘process” rectangles of the chart and each is outlined in the sections below.

1 — Create Electronic Claims

Before this step can be performed, electronic images of the ADA forms that are to be sent to
Healthware must previously have been produced by the OMS. The details of performing this
task are very OMS-specific and are outlined in Appendix A. In general, a special printer is set up
in your windows system that is defined so that when forms are printed to it they are written to the
hard disk rather than going to a printer. All electronic claims are printed by the OMS to this
printer. When this has been done, the HWI Claims Manager can scan these form images to
extract the claims detail to be forwarded electronically to the payers. The detailed steps to
perform this process are given in Section 2.01 below.

2 — Edit Batch

This process is initiated after you have completed the preparation and manipulation of all claims
you wish to send to Healthware. The process consists of an extensive edit of the claims contents
to verify basic data integrity (such as the presence of mandatory items such as payer name,
procedure codes and the correctness of dates, states and zip codes). The resulting verified and
rejected claims are separated into Sent and Reject batches respectively. Reports are produced
that list all claims processed, verified and rejected, detailed error explanations and claim control
numbers used to track claims further in the system. These reports may be printed to paper and/or
reviewed on the screen. The detailed steps in performing this process are outlined in Section 2.02
below.

3 - Send Batch

On completion of the Batch Edit and review process, the verified claims (Sent batch) are
transmitted to Healthware. Connection is made to Healthware via modem. The Sent batch is
transmitted and on completion, any response for you resulting from previous activity are
transmitted back to you. Progress of (and any possible problems with) the connection are
recorded in a Transmission Log. This log may be viewed on the screen or printed to paper at any
time. Response reports returned to you from Healthware are recorded on disk and may be
reviewed on screen or printed as well. The details of performing this process are given in
Section 2.02 below.

4 — View Claims Batch

An extensive facility to view and manipulate claims is batches is provided in the HWI Claims
Manager. This facility may be used with any type of batch stored on the system.

You can screen review or print a summary of the contents of a batch, review the details of any
claim in the batch, print ADA form(s) for any claim or review/change claim notes. When
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necessary you can delete selected claims from a batch, divert claims into the Held batch or
release claims from the Held batch with this facility. Details of how to perform this process are
outlined in Section 2.2 below.

-10 -



2.0 Main HWI Claims Manager Screen

When you double click the HWI Claims Manager icon on the Windows desktop, the main HWI
Claims Manager screen appears (see figure 2.0 below). This screen has an action menu bar at
the top and two status messages in the body of the screen with small buttons to the left of each.
The first status message indicates the number of claims that have been printed by the office
management system and are ready to batch into an electronic batch. The second status message
indicates the number of claims that have been batched and are ready to transmit to Healthware.
If you are using the National Electronic Attachment (NEA) Fast Attach software, an additional
status message will appear below the second message indicating the number of claims that are
being held waiting for you to transmit electronic attachments with Fast Attach (see appendix A —
‘Using the NEA Fast Attach Interface”).

i HWI Claims Manager =10 x|
Dptions  Wiew  Setup About

Figure 2.0 - HWI Claims Manager Main Window.

If you click the button to the left of the first message (this button is only enabled if there are
claims to batch), the system will begin the process of converting the printed claim images into
the electronic batch. If you click the button to the left of the second status message (this button
is only enabled if there are claims to transmit), the system will begin the process of editing then
transmitting the electronic claims batch to Healthware. These operations are described in detail
in the Sections 2.01 and 2.02 below.

Section 2.1 below describes each of the Drop-down menu options in detail.

2.0.1 Creating the Electronic Claims Batch

Before this step can be performed, electronic images of the ADA forms that are to be sent to
Healthware must previously have been produced by the OMS. The details of performing this
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task are outlined in Appendix A. In general, a special printer is set up in your Windows system
that is defined so that when forms are printed to it they are written to the hard disk rather than
going to a printer. All electronic claims are printed by the OMS to this printer.

The HWI Claims Manager Create Electronic Batch process is initiated by clicking the button to
the left of the Claims to Batch message in the main window (see figure 2.0 above). This is only
possible, of course, when there are some claims to batch. When you click this button a window
will appear showing the progress of the conversion with a message and progress bar indicating
the percent completion of the process as shown below.

Creating HY¥I Electronic Batch ]
Converting ADA Form 5 Of 29

In the special case where the OMS uses ‘taster graphics”to print insurance forms, this window
will also contain a large grey box used to display raster image fields found on the insurance
form. This in only done when the program detects a character in a raster image field that it has
not previously seen before and it displays it for you to confirm what the character is. The
window below shows an example of this procedure.

Creating HWI Electronic Ba
Conwverting ADA Form 18 Of 76

Cheryle O'Nell

. Assign ASCII Characters to Patient Full Name =10l x|

Cheryle 0" Nej| BERERRRRE
Cl M= M W W M- 0 Mo W~ M W N N N N N N 0 NN NN N

ASCIl Characters

Claim No. | 18 Raster Bit Graphics

SkipEIaiml Okay | ] |

The entire raster image field is displayed in the top portion of the window and a character-by-
character decoding of the field will be displayed in the lower window of the display. In the lower
window any characters that are unknown will be indicated by an empty yellow box representing
the ASCII character.

You enter the ASCII character(s) that the raster image represents in the yellow box below the
raster image (an apostrophe in the example above) then click the Okay button. When you have
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completed this proceedure, the results will be stored permanently, and it will be ‘temembered”
from then on.

Upon completion of the batch creation process, a confirmation message window will display
asking you to verify the contents of the batch as follows:

Save Claims ? ] X|

@ 29 Claims Converted With 83 Services & $5870,00 Charges - Save Them 7

Yes Mo | Cancel

If the batch contents (claims, services and dollars) do not match what you expected you may
click No to return to the HWI Claims Manager main window or Cancel to close the application.
If you are sure that the claims converted are correct click Yes. If any claims are currently present
in the current batch, a message window like that shown below will appear.

Current Batch Ezists!

@ & Current Batch Already Exists with 23 Claims

Replace it With These Claims or Append These
Clairnsz bo it?

Replace Append

This tells you that you have previously converted some claims into the current batch and they
have not yet been sent to Healthware. If you want to add the claims you just converted to those
that were already there you click Append. If you want to replace those that were already there
with those that you just created you click Replace. If you are not sure what to do and wish to
abort the conversion you just did, click Cancel and the results of the conversion process will be
completely ignored.

When you click Replace or Append, the claims you just converted will replace/add-to the current
batch. The second line on the HWI Claims Manager main window (Claims to Transmit
message) will be updated to reflect the total number of claims in the current batch.

At this point you may wish to examine the claims that are in the current batch in detail. This is
done by choosing the View menu option on the HWI Claims Manager window, then the View
Current Batch option (see Section 2.21 below). With this feature you may examine, delete
individual claims in the batch, print them to ADA forms and/or add notes to them.

2.0.2 Editing/Sending the Claims Batch

When you have completed the preparation and manipulation of all claims you wish to send to
Healthware you click the button to the left of the Claims to Transmit message on the HWI
Claims Manager main window to start the Edit/Send process.
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After confirming that you wish to perform the process, a detailed edit is performed on the batch.
A summary of the edit results is displayed in a window like the example if figure 2.0.2.1 below.

Health¥Yare EDI Claims Batch Edit

Pre-Transmission Edit Summary
For Batch YOO70201

Claims/Pre-Auths Ma. SWCE Charges
Frepared 29 83 L.870.00
Rejected 1] 1] 0.00

Tao Be Transmitted 24 83 h.870.00

First Claim Reference Mo, 020702H0001

Fieport Tranzmit Cancel

Figure 2.2.0.1 — Claims Batch Edit Summary Window

The summary shows the number of claims and services and the total dollars in the Prepared
(Current) batch as well as these numbers for the Rejected and To Be Transmitted (Sent) batches.
If you do not like the results of the summary, you can click the Cancel button to abort the
process.

To examine the reports created by the edit you click the Report button. The window shown in
figure 2.0.2.2 below will display.

You may scroll through the reports using the Scroll Page buttons at the bottom of the screen or
the scroll bar on the right of the display window. The Report Status boxes at the bottom of the
screen display the position (line and page number) of the current display window in the report at
any time.

The buttons in the Print frame allow you to print the entire report (All) the current page only
(Curr Page) or any part of the report from the beginning 7o Mark or From Mark to the end of
the report where the Mark is the line that is currently highlighted on the display. The Choose
button allows you to select which printer you wish to print to.

When you have reviewed and or printed to pre-transmission edit report you click Exit button at

the bottom of the Review window and the program returns to the edit summary window of figure
2.2.0.1.
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Review/Print E0111101
Date: 11s11/7E2002 Healthilare Inc. Beport Id: HWOOL1( &
Time: 10:Z0 AM Healthware Dental Clinic Page 1
Facf: w7033533 Submitter PReport Wersion .40
Total Claims Processed: g
Werified: g
REejectead: u]
Werified for Transmission: 100%
All Claims Verified
a
Date: 1171172002 Healthilare Inco. Deport Id: HWOOLl:
Time: 10:zZ0 AM Healthware Dental Clinic Page o z
Claims Werified
MNuam
Seq.# Patient/Payor Acocount Liate Swvoc Sweos Amount
1) Hawerdink, Dea 375-54-0 lof08502 4 H 1zl.00
Delta Dental 0f MI
Aetna U.=s. Healthcare
Z) Baker, Quinn 0&/71l8/0E 4 H 145.00
Delta Dental 0f Michigan
3) Eeeman, Catherine 374-7E-1 0&SLES0Z 3 ¥ 389._.00 _:J
— Scroll Page Fririt
Firstl Last | F'revic:usl M et | ’7 All | Curr F'agel Eram Markl Tio Markl Chooze |
— Report Statz _ NotePad |
Cuirrent b airnLinn
’7 Page | 1 Line| 1 ’7 Page | 4 Line| 82

Figure 2.0.2.2 — Review Pre-Transmission Edit Report

If you wish to proceed with transmitting the accepted claims to Healthware you click the
Transmit button at the bottom of the Edit Summary window. When you do, depending on
whether you have set up internet or direct modem dial-up access to Healthware, either the
window in figure 2.0.2.3 (for internet) or the first of the three windows in figure 2.0.2.5 (for
direct dial-up) will appear.

Facility w7099990 Sending Batch ¥l

Tools  Wiew  About
Internet Seszion Statuz

Beady for Internet Operation

et Hespotise

Figure 2.0.2.3 — Internet Batch Transmit Window
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If you use internet access, the window above will display. Normally, you click the Send Batch
button to begin the internet batch send. As the transfer proceeds, its status will be displayed in
the Internet Session Status window. When the transfer finishes, you will be notified of the
success (or failure) of the batch transfer and the Ger Response button at the bottom of the
window will activate (turn from gray to black letters) if there is a response at Healthware for you
to retrieve. If there is a response and you wish to retrieve it now, click the Get Response button.

Under certain circumstances, you may want to use some features provided under the Tools menu
item at the top of the window shown in figure 2.0.3.4 below.

Facility w7099999 Sending Batch YO1028:
ols  Wiew About
-‘%end Ay File
Review Host File(s) p ;I
Werify Transmission Success

| =

[zt Fesponse it |

Figure 2.0.3.4 — Internet Tools Drop-Down Menu

The first is a function that lets you send any file you wish to Healthware over the internet. This
of course would only be done with instructions from Healthware. When you choose this option a
window will display asking you to enter the name of the file you wish to transfer. Here you
would enter the name of the file that Healthware has instructed you to send.

Another Tools option lets you review the contents of your internet folder at any time. You click
the Review Host File(s) option and a window like the one which follows will appear:

w7 099999 Files on Host
AO111Z08

Delete
Retrieve
Examine

Exit

Cluit |
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All of the batches and, if present, a response file (response.zip) on the internet host will be listed
in the list box as shown. You may click on any batch in the window then right-click to get the
drop-down menu shown. You may choose the Delete menu option to completely remove the
batch from the internet host computer, Retrieve to retrieve a copy of the batch back to your
computer or Examine to display a batch’s contents on your screen. When you choose Examine, a
summary window of the batch contents like the example below will display on your screen.

Batch Contents
Hozt Batek%0111201 Containe 28 Claims,
37 Srrvices & $5117.00 Charges.

petal | ke | [f

If you wish to see complete detail of the batch, click on the Detail button. If you do, a batch
contents display almost identical to the one described in section 2.2.1- View Current Batch below
will appear. Refer to this section for a detailed description of the contents and functions of this
detail display window.

This function (of reviewing the contents of your host batches on line) is only available if you are
using the internet access feature. If you are not using internet access to send your claims, you
can verify the contents of batches at the Healthware computer using the Query Batch Status
function described in section 2.1.7 below.

The internet host computer contains a separate hard disk area for every facility using the service.
This hard disk area is called a ‘folder”. Generally, your host computer folder starts each day
containing only a response file containing disposition reports from your previous day’s
transmission(s). As the day progresses and you send one or more claims batches, they will
accumulate in your host folder. At the end of the day (approx. 11:00 PM EST) Healthware
removes all of your batches, processes them and forwards all claims to the appropriate payers.
Any responses from the payers are collected at that time and are accumulated in one file
(response.zip) and placed in your host folder for you to retrieve the next day or what ever time
you next connect to us.

If you have chosen not to use internet access when the HWI Manager was set up, connection to
Healthware will be made via direct dial modem. In this case when you click the Transmit button
at the bottom of the Edit Summary window in figure 2.0.2.1, the top window of figure 2.0.2.5 will
appear.

This window displays a message indicating the status of the modem transmission in the box with
the black background. The status message is yellow to indicate that an operation is in progress,
green when an operation has completed successfully, and red when an operation has completed
with an error.

-17 -



w Facility w7099999 Sending Batch -0 x|
Tooks About  Widey

Transmiszion Statuz

Modem Ready - Click Connect or Exit M f
Canzel |

Timeout Caunt-down: I
E =it |

w_ Facility w7099999 Sending Batch ¥ - 101 x|
Tools  About  Wiew

Transmigzion Statuz Eonnect |
19% of Transmzsion Complete. -

Exit |

[ — I

File Tranzsmizzion Progress

w. Facility w7099999 Sending Batch -0 x|
Tools About  Wiew

Tranzmizzion Skatuz Eonnect

Tranzmit OK, HO Responsze - Click Eht

[Earzel

E=N

Figure 2.0.2.5 — Modem Batch Transmit Windows

When you see the status message ‘Modem Ready — Click Connect or Exit” you normally click
to Connect button to begin transmission. The program will begin by dialing the Healthware
modem number (toll free) and ‘log on” (gain access with identification and password exchanges)
to the Healthware computer. The progress of this process will be reported by messages
displaying in the status box.

After log on is successful, transmission of the batch will begin and a progress bar will appear at
the bottom of the window as shown in the middle window in figure 2.0.2.5 indicating the
progress of the transmission. When the batch transmission is completed, any response (from
payers concerning previously sent batches) waiting at Healthware will be transmitted to your
computer.

If there was NO response for you, the process will end with the third window in figure 2.2.2.5
above. The message “Transmit OK — NO Response — Click Exit” in green, tells you that your
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batch was transmitted successfully and there was no response sent back to you. You simply
click Exit to end the program.

If a response was returned to you, the process will end with a display like the one shown in
figure 2.0.2.6 below.

Last Response Received

‘BO111210 l3g0 1lys1as 02 10:07
RO111Z11 1122 11713702 10:07

Print g Cancel

Figure 2.0.2.6 — Review Response Received Window

One or more response files will be listed in the window (depending on how long it has been since
you last connected to Healthware). Normally there will be two response files (as shown above).
One report will be named ‘ROmmdd10” and the another named ‘ROmmdd11” where ‘mmdd” is
the month and day when they were created. The ‘ROmmdd10”file is the rep ort from CPS (the
‘wholesale” clearing house) showing the disposition of all claims sent to them for forwarding to
the payers. The ‘ROmmdd11” file is the report from Healthware showing the disposition of all
claims sent directly to the payers by them.

At the beginning of each month an additional report file named ‘ROmmdd01” will be added to
your response reports (‘mmdd”is the date of the last day of the previous month). This report is a
summary and billing for all claims sent by you in the last month.

If you wish to review or print a hard copy of any one of these reports you can select it by
clicking its name in the window above then clicking the View button at the bottom of the window.
If you wish to print a hard copy of ALL of the reports, click the Print button at the bottom of the
window.

When review of the responses is complete, the Transmission Status message will say ‘Transmit
OK, Receive OK — Click Exit”, at which point you click the Exit button and the HWI Claims

Manager will end.

Certain tools are provided for your convenience. These are activated by clicking the Tools menu
option at the top of the window shown in figure 2.2.0.5. The following drop-down menu will

appear.
In5§all Program Updates

Werify Successful Transmmission(s)
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The first Tools menu choice is Setup Modem. When you click it, the following window will
appear.

Modem Settings

—Comm Pot————  —Baud Rate
- R 300 1200 ( 2400
- - = 4800 9600 {* 19200
ﬁ - ? g — Port Elows Control

4 8 * Hdwe  XonXoff © Mone

— Parity kodem [nitialization String

* None |u1|]|:|

" Odd

(" Even Diial Prefis Phone Murmber

—Data Bits 9. |TOLL FREE

73 8

—Stop Bits =

1 2 Fird | Cancel |

Figure 2.0.2.7 — Modem Setup Window

This option should never be used without consultation with Healthware. 1t allows you to adjust
the various settings that effect the operation of your modem. It should only be necessary to do
this when you are first setting up the HWI Manager software or if there has been a modem-
related hardware change performed on your computer. If you change any of these settings
incorrectly, your modem will not work properly. You should only use this window if you are
asked to by Healthware.

The Modem parameters that are controlled by this setup window are:

Comm Port — The serial port number to which the modem is attached (1-8)

Baud Rate — The speed (bits per second) at which the port communicates
with the modem (300, 1200. 2400, 4800, 9600 or 19200)

Parity - The type of parity checking performed between the modem and
the comm port (none, even or odd)

Port Flow Control — the type of flow control used between the modem and the
comm port (none, hdwe=hardware - DTR, xonxoff=software)

Data Bits - The number of data bits in each character frame (7 or &)

Stop Bits - The number of stop bits in each character frame (/ or 2)

Dial Prefix - The number (if any) to be dialed to access an outside line
(often, if this is needed, it is ‘9”)

Phone Number - The number to be dialed to access the Healthware EDI system
(this should be set to TOLL FREE to use our normal ‘800"
number)
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Modem Initialization String - The modem commands that are to be sent to the
modem each time a new connection is being established (this
should normally be ‘V1Q0”)

If you do not know where the modem is connected to your computer but you know that it has a
modem, you can click the Find modem button. This will cause the program to search all comm
ports on the machine for a connected modem. It will tell you if and where it finds a modem and
as you if that is the modem connection you want to make.

The next Tools drop-down menu option is Install Program Updates. This option is used to
install any program updates that are ready to install on your computer. The detailed operation of
this process is described in section 2. 1.4 below.

The last Tools drop-down menu option is Verify Successful Transmission(s). Choosing this

option will cause the ‘transmission log”t o be scanned to determine what the last successful was.
The detailed operation of this process is described in section 2.1.9
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2.1 Drop-down Options Menu

When you click the Options menu bar selection on the HWI Manager main window, the drop-
down menu shown in figure 2.1.1 below appears.

Some of the sub-menu selections shown may be displayed in gray rather than black letters
(“grayed out” or ‘disabled”) indicating they are not available options due to the particular status
of your system. For example if you have NO printed claims waiting to be batched, the Delete
Printed Claims option will be disabled. Each of the sub-menu selections is described in detail in
the following sections.

43 HWI Claims Manager Y [m] B

Dpt’gng Wiewe  Setup About

Delete Printed Caims il w
Lookup Clairm et -
Recheck Counts ﬂ“"ftﬂﬂ?‘tql

Istall Program Uadates L na

Resend a Sent Batch B 2

elMail

Query Batch Status

Review Change Raster Takle
YWerify Last Transmission(s)
Restore Printed Formi(s)
Purge Saved Batches

Exit

Figure 2.1.1 — HWI Claims Manager Drop-down Options Menu.

2.1.1 Delete Printed Claims Sub-menu Option.

This option allows you to delete all claims that have been printed by the OMS to the HWI Forms
Printer and are waiting to be batched. If there NO such claims, this sub-menu option is disabled.

You very rarely will need to perform this option but it may be needed if, say you accidentally
printed some claims from the OMS to the HWI Forms Printer and you meant to print them to
paper. When you select this option, a message will ask you to confirm your action in case you
selected it in error. When you have completed this option, the first status message on the HWI
Claims Manager screen will always say ‘0 Claims to Batch”.

2.1.2 Look Up Claim Sub-menu Option.

This option provides a powerful facility to find claims that have previously been processed by
the HWI Claims Manager. It will allow you to retrieve any claim that was batched electronically
in the past and has not been purged from the files since.When you click on this option, the
selection window shown in figure 2.1.2.1 below will appear.

-2



The Look In Months frame allows you to specify a particular range of months in which you want
to search for a claim or claims (thereby limiting the search time). If you know the claim
reference number of the claim you are looking for, you can type it in the box provided otherwise,
you can specify the name of the patient you are looking for. You can type the /ast name (or any
leading letters of the last name), as well as the first name (or any leading letters) and the middle
initial of the patient on the claim you are looking for.

Claim Look-Up
— Loak In Manths

From IDE To IEIE

Clairn Ref. Mo |

— Loak For Patient Mame(z]

Lazt |

First |

Initial [

Search

Cancel

Figure 2.1.2.1 — Claim Look-Up Selection Window.

If you leave any of there name elements blank, the system will find all claims with anything in
that element of the name. For example, if you typed ‘LAN” in the /last name box, ‘ROB” in the
first name box and left the initial box empty, the system would find all claims for patients whose
last name begins with ‘LAN” and whose first name begins with ‘ROB” and whose middle initial
could be anything.

When you have filled in the selection criteria, you click the Search button to begin the search. If
you decide you do not want to continue the search, click the Cancel button.

When you click the Search button the system will scan all sent batches in the range of months
you selected looking for the claim reference number OR patient name(s) you selected. It may
take several minutes depending on the speed of your machine and range of months you specified.
If any claims are found matching your search criteria, the screen shown in figure 2.1.2.2 below
will display. In this example, the search criteria (displayed in the title bar on top of the window)
was months 10 thru 10, no claim reference number, last name “A” and no first name or initial.

This window shows for each claim meeting the criteria, the batch (month, day and sequence) in
which the claim was sent and the claim number, the treating provider, claim type, payer, patient,
date of service, number of procedures, total charges and claim reference number. The claim type
code is a three character code as follows: Character 1 is “1” for single coverage and ‘2" if dual
coverage. Character 2 is an ‘E”if the claim is an estimate only (pre -determination) or a ‘C”if it
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is a claim for service. Character 3 is ‘D”if the policy pays the doctor or a ‘P”if it pays the
patient.

You may print this list of claims by clicking the Print List button at the bottom of the screen. If
you wish to examine any claim in detail, right-click on that claim to select it and it will become
high-lighted (turn blue) and a drop-down menu will appear (see figure 2.1.2.1 for example) -
then click the View Detail sub-menu selection. This will display the detailed claim display
screen described in detail in section 2.2.1 below. Additional

All Claims in Month 10 for Patients With Last Name=A
Batch - # | Diactor | Type | Papor | Patient | Svec Date | Svios | Arnount | Clm Reftf I

101101005 Rvak wWialLIM, DDS. 1CD  UMITED COMCORD 1A ATHAMS RITA 1041002 3 103.00  021011HO00S
1MEN 011 John P. Dinsmore, 0. 1CD  Cigna Healthcare Anderson Rense 10/09/02 2 113.00  021016H0011
101601034 John P. Dinsmare, D. 1CD | Cigna Healthcare Anderson Renee 1040940 2 113.00 | 021016HOO34
101801-007 | FATIN YOUSIF D05, m - : 09/05/02 021 018H0

101801002 FaTIM YOUSIF D.0D.5. 1CF  MEDIC&ID Wigw Detal bLTIN 03/26/02 11 1000.00  021018H0002
101801003 FaATIM YOUSIF D.0.5. 1CF MEDICAID Review Motes 1 SAID 03/28/02 B BO0.00  021018H0003
101801004 FATINYOUSIFD.D.S.  1CP MEDICAID  Check Disposition | MAZEHA  D3/05/12 6 EO0.00  021018HDO04
1018071005 FATIM YOUSIF D.D.5. 1CP  MEDICAID . LTIN 03/26/02 11 1000.00  021018H000S
101807006 FATINYOUSIFD.D.S.  1CP  MEDICAID | Print ADA Form 1 541D 092802 6 £00.00  021018HO006
101801007 - FATIM YOUSIF D.0.S. 1CF MEDICAID S 1 SAlD 03/28/02 B EO0.00  021018H0007
102307001 C. Lee McFal, DDS 1CD  BCES M 03/30/02 3 9700  021023HO051
102307005 C. Lee McFal, DDS 1CD | Benefit Planners Anderson Dale a7/ so2 2 91.00 021023HO055
102307-029 C. Lee McFal, DDS 2C0 HumanaDental Claims Offic Arends Lucas 10/02/02 2 156.00  021023H0079
102307063 C. Lee McFal, DDS 1CD CIGNA Anderson Yirginia 10408502 4 12000 021023H0113
102801006 Andrew H Enowlton, D 1CD | Met Life Arechiga Joel 10/23/02 2 71.00  021028H0006
102801030 C. Lee McFal, DOS 1CD | R.E. Hamington Inc. Arends Ryan 10/24./02 2 13200  021028H0030
102801033 C. Lee McFal, DDS 1CD | R.E. Hamington Inc. Adking Taylor 1042402 5 14300 021028H0033
102801035 C. Lee McFal, DOS 1C0 | R.E. Hamington Inc. Adkinz Rachel 10/24/02 2 7h.00  021028H0035
102801-041 C. Les McFal, DDS 1CD | BCES Ml At Philip 10/25/02 L] 120,00  021028H0041

Pririt List Exit

Figure 2.1.2.2 — Claim Look-Up Display Screen

actions are available as shown in the figure above. The Review Notes, Check Disposition and
Print ADA Form sub-menu selections are also described in section 2.2.1 below.

2.1.3 Recheck Counts Sub-menu Option.

This option causes the system to recheck the status message counts shown on the main screen.
This is done automatically each time the HWI Claims Manager is started, so the only time you
would need to do this is if the HWI Claims Manager were already running and something
happened that might affect these counts (like more OMS claims were printed to the HWI Forms
Printer) and you want to update the counts without closing the program. Closing and re-starting
the HWI Claims Manager would accomplish the same thing.

2.1.4 Install Program Updates Sub-menu Option.

This option allows you to install any outstanding program updates that are pending on your
system. Periodically, program updates may be transmitted to you (automatically when you
connect to transmit to us), but they will never be installed without your knowledge. When this is
done you will be notified by Healthware via email, enotes or telephone about the updates — what
they are and why they are needed and any special installation instructions. Only when you are
aware of all of this, should you select this option when it is enabled.
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2.1.5 Resend a Sent Batch Sub-menu Option.

This option is used to resend a batch to Healthware which has already been sent. This should
only be done when you have contacted Healthware and they have instructed you to do so.

When you click this option the Find Sent Batch screen shown in figure 2.1.5.1 below will appear.

Find Sent Batch to Rese

Previouz Batchis)

YO062101 |

Y001 402
Y0061 401
YODE0E01
YO053001
YO051601
00510071
V0050803
Y0050802
YOD50801
0050702 Cancel
V0050701 E—
0050507 Pick Date
Y0042501 —
vonazam x|

Figure 2.1.5.1 — Find Sent Batch Window
This window lists all previously sent batches in the system. They are listed in sequence with the

most recently sent batch first. You may scroll through the list of batches looking for the
particular batch you want or you may click the Pick Date button to choose a particular send date.

Pick Date
;l February 2002 _’l

2728 029 30 11 2
I 4 &5 B 7 B 1
0 11 12 13 14 15 16

17 18 13 20 21 22 23 Cancel
M 02 % o221 2 T
i 4 5 B 7 8 19

Oka
= Today: 6/2972002 -

Figure 2.152 — Pick Date Window
If you click the Pick Date button the calendar window shown in figure 2.1.5.2 above will

display. On this screen you may scroll through the months of the calendar by clicking the arrow
buttons at the top of the calendar and you pick a particular day by clicking that day on the
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calendar. After you have chosen a date this way, press the Okay button and the Find Send Batch
window above will reappear with the first batch of the date selected highlighted.

Once the batch you want to resend is highlighted, you click the Okay button and the message box
shown in figure 2.1.5.3 will appear.

@ Resend Batch YO062102 Contains 53 Claims, 143 Services and $3924,00 Charges, - Resend Ik?

Yes Mo Cancel

Figure 2.1.5.3 — Resend Batch Verification Message Box

You must confirm that this is the batch you think it is by cross-checking the claims, services and
dollar amounts. If you are not sure you may view the batch by clicking the

No button and proceeding to the View Sent Batch process described in section 2.2.4 below.
There is a Resend option available on the View Sent Batch detail window.

When you are sure that this is the correct batch, click the Yes button and the batch transmit
process described in section 2.0.2 above will begin.

If you press the No button the program will return to HWI Claims Manager screen and if you
press the Cancel button the HWI Claims Manager program will end.

2.1.6 eNotes Sub-menu Option.

This option invokes the eNotes window shown in figure 2.1.6.1 below.

On the top portion, this screen lists a summary of all eNotes currently ‘posted” (created and yet
not deleted) on your computer. Once you create an eNote, it stays ‘posted” until you
subsequently Delete it.

The bottom part of the screen shows the details of any note that you want to create, review or
change. To read the contents of an existing note, you click in it in the list at the top of the screen
which will highlight it and enable the View/Edit and Delete buttons. If you click the View/Edit
button (or alternatively double-click the note in the list on top), the detailed contents of the
selected note will be displayed in the lower part of the screen.

You may simply review the contents of the note then select any other note to view by repeating
the steps in the above paragraph. If you want to make any changes to the note, you simply type
the changes you wish in the appropriate part of the note then click the Save button when finished.
If you have typed any changes and then decide you do not

want to save them permanently, click the Abandon button and the changes will not be recorded.
To remove a note permanently, you select it as described above then click the Delete button.
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To create a new note you click the Add Note button at the bottom of the screen. When you do
this, the bottom part of the screen will be cleared and a new Note ID will be created. The format
of this ID is today’s date (yymmdd) followed by a two -digit sequence number. The From, To
and Subject boxes can contain anything you wish. The Contents box can contain any free-form
text but only as a continuous string. You can cut,

HWI Claims Manager eNotes

eMNotes Posted

# | Mote (D | From | To | Subject | Status |
1 02050702  Bab Chriz Show Planz Sent

2 02050703  Bab Jir kM ab [nstallation Sent

3 0206038-02  Slim Pickinz Hawwdy Dioody Sent

4 02051001 | Bob Heidi Hi Sent
02052201 | Sam Jake Give the news and getthe ne...  Sent

B 020806-071 | bob Chriz Blah Blah Sent

ViewEdi | | Delie
MNote Details

Mate D From To

Subject Status [rate
Contents

Add Hate Sbandon Erirt Save Eraze

Figure 2.161 — HWI Claims Manager eNotes Window

paste, delete and insert as much as you like but no indenting, newlines or tabulation is possible.
Once you have completed a new note you must click the Save button to record it. If you decide
that you do not wish to save it after all you can click the Abandon button.

The Status and status Date of a note is controlled by the system. When a note is first created it is
stamped as a ‘New” note and the status Date is set to the date is was created.

Whenever you establish a modem connection to Healthware, any ‘New” notes are automatically
transmitted to them. At that time the note status is changed to ‘Sent” and the status Date is
updated to the date of the transmission.

If ever you change anything in a note, after it has been sent, the Status is updated to ‘Revised”
and that note will be transmitted to Healthware on the next connection to them as before.

Once Healthware has responded to your note (by adding text to its contents) the Status of the
note is updated to “Answered”.
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2.1.7 Query Batch Status Sub-menu Option.

This option allows you to confirm whether a batch you sent correctly arrived at Healthware.
When you click the Query Batch Status option, the Find Sent Batch process described in section
2.1.5 above is started. Once you have selected the batch you wish to query and clicked the Okay
button, the confirmation screen described in section 2.1.5.2 will appear and you should confirm
the claims, services and dollar amounts before proceeding. The big difference here is however,
when you click Yes to query batch confirmation, you are not sending the batch to Healthware,
rather you are sending a request for Healthware to tell you if it has received that batch and to
report to you the details of what it thinks are in that batch. As the query transmission proceeds, it
behaves just like it does when you are sending a batch (as described in section 2.2.0.2) but an
actual batch is not being sent. On conclusion of the transmission the expected Received Counts
Verified message in the case of a query means that Healthware has that batch and it contains
exactly what your system says is does (claims, services and total charges).

2.1.8 Review/Change Raster Table Option.

This option as enabled ONLY if you have an OMS that produces claim forms that include ‘raster
graphics” (eg Dentrix version 9). Raster graphics is a special form of image printing that requires
a table of raster images to extract data from the OMS printed claim form. This menu option
allows you to view and maintain that raster table. Figure 2.1.8.1 below shows the window that
displays when you choose this option.

The window displays up to 130 sets of raster bit images with the corresponding ASCII characters
that they represent. The table shown in figure 2.1.8.1 is provided to you when the software is
installed.

Review/Change Raster Character Table

T @

7819 H
F s

g
o

Tl
B
E
E
=

= I =
L-t-‘.'.'T|Q.?|U:l
D
=
=
>
=

Zab
2 o o
VWX Xvy 2
JJ3TIZIEEEEEEN

Print | Save | Cancel |

s

Figure 2.1.8.1 — Review/Change Raster Character Table
Occasionally raster characters are printed so that the tail or head of one character overlaps the

adjacent character (eg ‘fe” and ‘t j”in the figure above). When this occurs, the two characters
are decoded as a pair and must be entered in this table as a pair.
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2.1.9 View Last Transmission(s) Option.

This option gives you the ability to view the last successful transmission(s) that have occurred.
When you select it, the program scans the transmission log (a running record of all transmission
activity) and detects all successful transmissions that have occurred from the most recent
backwards by time. It displays the most recent successful transmission in a message box like the

one below.

La

Last Success

<)

Repart

Okay

Last Succezsful Tranzmiszion waz
B atch 30110833 on 11/8/2002 at 41517 P

If the batch name and date and time of the transmission is all you need to know, you may click
the Okay button to return to the HWI Manager main window. If you want to see more detail
about the transmission as well as all other recent transmissions, press the Report button to
display a successful transmission report like that shown in figure 2.1.9.1 below.

Review /Print HYIOkay.txt

1171172008 Successful Batch Transmissions Page -1
Na. Batch Date Time Claims Sweos Lot
1l Woogkos0z EF9/2002 F:Z1:EE AM Z 4 2,086 00
£ WoogEles0l Sfz0/sz00z 1Z:04:01 PM 1z 17 7.EE4_ 00
3 WooLBle0l /62008 1l:47:07 PN 1z 17 7.5z4_ 00
4 WOO0&s140Z &414 /7002 Z:E1-36 PM 1 i 134 _00
5 Woogl40z gsz7rz00z 4:-L5F:34 PM 13 =13 4 2L9_00
&  WOO091le01 94162002 L-03:02 PM & 14 S34._00
7 Wo09z401 QrE4 2002 4:E57:59 PH Z £ g850._00
2 Woo9:z70z /272002 10:23:321 AM 14 42 4 &EE_ 00
2 Woosz703 Ss27 /2002 Z:43:2% PN 1 a2 177._.00
10 WOlozZ401 1072572002 1ll:z6:z9 AM 1 <] FE_00
11 WOloz=20l 10 2272002 8-:38:21 AM 29 26 L,244_ 00
— Scroll Page Fririt
Firzt | Last | F'revic:usl I et | ’7 All | Curr F'agel Fra Markl To Markl Chooze |
— Report Statz : NotePad |
Cuirent b airnLinn
’7 Fage I i Linel 1 ’7 Page | 1 Line| 14

Figure 2.1.9.1 — Review Successful Transmissions Report

You may browse through the report on the screen or print a hard copy on the printer as described

in section 2.0.2 above.
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2.1.10 Restore Printed Form(s) Option.

This option allows you to restore, examine or print previously processed claim forms exactly as
they were originally produced by the OMS.

When you create an electronic batch from the OMS printed forms, the original printed forms are
saved on disk (in compressed form). Normally there is no need to refer back to them but on rare
occasions, you may want to see what form was produced by the OMS.

When you choose this option the window shown in figure 2.1.10.1 above is displayed. You
select the printed forms batch you wish to restore/review by highlighting it in the small list box
(titled Printed Batches) to the left of the window then clicking the Select Batch button below the
box. The program will display a listing of all forms files in the selected batch in the large list
box to the right of the window (titled Printed Forms in Batch XXXX..). Generally, one forms file
equals one insurance form (but not always). You may select all (click Pick All button), some or
only one of the forms files displayed by right-clicking the selected forms file(s). A drop-down
menu as shown in the figure 2.1.10.1 will appear and you may click whichever menu option you
want.

If you click Restore Form(s), the selected forms file(s) will be added to the current forms batch
just as if you had printed them from the OMS. You will notice that the restored forms will add to
the Forms to Batch count displayed on the Claims Manager main window.

Restore Printed Forms

Frinted Batches Frinted Formg in Batch FOT11702

s Filename: Size Date Time

FOl1l101 HWI/Forms/ada%3000_pol 3lglz 10715702 15:74

FO1l0701 (HWL/Form=/ada32001.pol 20799 06718702 16:53

HWI /Forms/ada3300Z 20706 E3

igiiggg; HMIfFormsfadasanna. R;stnre Furm(s) 20468 06718702 16:E3

s HVI/Forus/ada33004.  Wigw Claim 30770 08/18/0Z 16:53

FO110504 HWL/Forms/ada33005.  Print Form 30836 06/18/02 16:53

FDll050y o [EYI/Forms/adaszoos. : 20326 06718702 16:E3

HWI/Forms/adad3007.  Exit 20442 06718702 16:53
FO110502
FO110501
FO103101
FO103001
FO102806
FO102805

Fol02804 <]

Pick Date

SelectEatchl Pick &I | Cancel |

Figure 2.1.10.1 — Restore/Review Previous Printed Forms

If you select View Claim, the selected claim(s) will be converted and a batch display window as
depicted in figure 2.2.0.2 below will display.

If you select Print Claim, the selected claim(s) will be printed exactly as if you printed it from
your OMS system.
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2.1.11 Purge Saved Batches.

This menu choice provides the ability to remove old claims batches from your hard disk when
they are no longer needed. Unless you perform this function periodically, claims batches will be
kept indefinitely on your hard disk. In addition to using unnecessary disk space, this will tend to
be confusing since batch files are named by using month and day that they were created an NOT
the year. If you keep batch files more than a year, you will see batches on your computer that
appear to be current but are in fact a year old. It is a good idea to purge older batches from your
computer and keep only the most current 6-9 months. A typical one-doctor office will find that 9
months of saved batches will take around 10-20 Megabytes of disk space.

When you click this option, a window like the one in figure 2.1.11.1 below will appear. This
display informs you of the total number of batches (of ALL types) that are currently saved on
your computer and the number of them that are older than 9 months. It also tells you the total
amount of disk space that is used by the saved batches as well as the amount of space that will be
freed up if you remove the batches older than 9 months.

If you want to use a purge limit different than 9 months, you click the Select option on the first
line of the window in figure 2.1.11.1. If you do this, a window will display asking you to enter
the purge age (number of months) that you want to use. After you have entered this new age, the
window below will re-display with the figures changed to reflect the new purge limit you
specified.

If you wish to proceed with the purge, you click the Yes option on the first line in the window.
When you make this selection, the Purge button at the bottom of the screen will become enabled.
To proceed with the purge, you must then click the Purge button.

Purge Oldest Claims Batches
Purge &ll Batches Older Than 9 Months? & Yes & Mo  Select

[f the 808 Total Batches 281 are Older Than 3 Maonths
Total Space Uzed 23.016 MEButes - Older Batches Uze 4,310 MBytes

% Furge |

Figure 2.1.11.1 — Purge Claims Batches Window

When the purge is complete a window like the one below will display that tells you the number
of batch files that were successfully removed and the amount of disk space that was freed up as a

result.
Purge Completed x|

@ 281 Batches Deleted ko Free 4,310 MBytes of Disk Space

N
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2.1.12 Exit Sub-menu Option.

This menu choice closes the HWI Claims Manager application — exactly the same as clicking the
close button in the title bar.
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2.2 Drop-down View Menu

When you click the View menu bar selection on the HWI Manager main window, the drop-down
menu shown in figure 2.21 below appears.

. HWI Claims Manager
Options | Wiew Setup  About
Wieww Current Batch
Yiew Held Batch
Wienw Saved Batch
Wiewy Sent Batch
Yiewy Reject Batch
Wiewy Edit Report
mew Responze Repn:lrt

Figure 2.21 — HWI Claims Manager Drop-down View Menu.

Some of the sub-menu selections shown may be displayed in gray rather than black letters
(“grayed out” or ‘disabled”) indicating they are not available options due to the particular status
of your system. For example if you have NO held claims, the View Held Batch option will be
disabled. Each of the sub-menu selections is described in detail in the following sections.

2.2.1 View Current Batch

This option is disabled if there is no current batch. When you click this option, a window like the
example in figure 2.2.1.1 will display. The description that follows applies to not only the
current batch but to held, sent, saved and rejected batches as well. Any features that are specific
to these other batch types are discussed in the following sections.

The list box in this window shows one line for each claim in the batch indicating for each claim:

# - Claim number (sequential within the batch)
Doctor - Treating Provider Name

Type - Claim Type Code

Payor - Payer Name

Patient - Patient’s Name

Svc Date - Date of Service

Sves - Number of Procedures

Amount - Total Amount of Claim
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. Current Batch -

=101x]

# | Doctor I Type I Payor I Patient I Svc Date | Swvecs I Amount &
1 Healthware Dental Cl 2C0 | Delta Dental OF kI Haverley Dealzea 10408702 4 131.00
2 | Healthware Dental Cl 1CD  Delta Dental OF Michigan Baker Cuinn 06418402 4 143,00
3 Healthware Dental Cl 1CD Metlife Dental Claims Beeman Catherine 06/18/02 3 383.00
4 Healthware Dental Cl 1CD DELTADEMTAL Ml Benszon Barbara 0618702 2 89.00

Healthware Dental O] % stanon Delia | &840 134,00
E  Healthware Dental Cl 1CD | Ben Delete rboneau Wendy e/18/02 4 141.00
7 Healthware Dental Cl 1CD Pres  Copy viz Faye Q&/18/02 1 F27.00
8 | Healthware Dental Cl 1C0 | DEL [psert d Bruce 06/18/02 2 104,00
9 | Healthware Dental Cl 2C0  Delt bons T arus 06/18/02 4 210,00

10 Healthware Dental Cl 1C0 | DEY capcal chirn David OeA7M02 2 274.00
11 Healthware Dental Cl 1CO | ASF T ntz Barry 06/18/02 3 123.00
12 Healthware Dental Cl 2C0  Delt flowicz Roze 06418402 1 g2.00
13 Healthware Dental Cl iCO Aetr  Hold r Andrew J 06/18/02 4 202.00
14 Healthware Dental Cl 1CD | Aetrn Release rJordan M 0618702 B 196.00
15 Healthware Dental Cl 1C0 Metl boett Tony E 6/17/02 3 131.00
16 Healthware Dental Cl 1C0 DEL Wiew Detail hez Arnanda 06/18/02 4 217.00
17 Healthware Dental Cl 1C0 | Gua heck Disposition chell Doug 618702 2 96,00
18 Healthwware Dental Cl 1CO Gua y chel Jozhua 06/18/02 5 165,00
19 Heaslthware Dental I 1C0 DEL  review MNotes | &xdam 05802 4 £36.00
20 Healthware Dental Cl 1CD  Del  Print ADA Form zley Brionka 0618702 4 134.00
21 Healthware Dental Cl 2C0n  ASF ; shveen James 0EA8M02 1 157.00
22 Healthware Dental Cl 2ch spC Bt by Jezsie 06/18/02 3 133.00
23 Healthware Dental Cl 1CD Delta Dental OF b Pearce Dorothy 06/04/02 1 25,00
24 Healthware Dental Cl 1CD Delta Dental OF bl Sluzszer Ashley 0618702 4

I 29 Total Claims I 86 Services I 0844.00 Charges

List Batch | Screenl:lmxl

Sawe | Cancel

14300
]

Figure 2.2.1.1 — View Claims Batch Window.

The Claim Type is a 3-character code where the first character is a “1”if the patient has single
coverage or ‘2”if there is dual coverage. The second character is a ‘C”if the
claim is a claim for service or ‘E”if the claim is an estimate only (pre -determination). The third
character is a ‘D”if the insurance pays the doctor or a ‘P”if it pays the patient.

The list starts by displaying in claim number sequence. If you wish you can re-sequence the
display by clicking in any of the heading bar column title boxes. If you do, the list will
automatically re-sequence itself in order of the column you clicked. This can be useful if, for
example, you are viewing a large batch and looking for a certain patient. If you re-sequence the
list by patient name — you can quickly home in on any particular patient. The total number of
claims in the batch is shown in the text box at the lower left of the window. You can scroll
through the batch (if there are more that 24 claims in the batch) with the scroll bar at the right

edge of the list box.

Several functions are available to perform operations on a specific claim or group of claims in
the displayed batch. None of these functions effect claims in the OMS in any way — they only

effect the electronic claims records in the HWI Claims Manager.

To begin any of these functions, you select a claim in the batch by clicking on that claim (any
column) in the list box. When you do so, the line you select will be highlighted (turn blue).
Whenever you click on a claim without pressing any keyboard key, any previously selected
claim(s) will be de-selected. To select more that one claim, first select one then while holding
the Ctrl key down on the keyboard, click on the others you want to select. To select a group of
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consecutive claims on the list, click on the first claim in the group, then while holding the Shift
key down on the keyboard, click on the last claim in the group.

When you have selected the desired claim(s) you right-click and a drop-down menu will appear
(as shown in the figure 2.2.1.1 above) containing the various functional options available to you.
All possible options are listed on the menu with only those available to you (depending on the
type of batch you are displaying — in this case, the current batch) enabled (displayed in black).
To perform any available function on the selected claim(s) you click on and available option in
the drop-down menu. All possible functions are described in the sections that follow and
applicability of each function to the various batch types is spelled out.

2.2.1.1 Delete Claim(s)

Claims may only be deleted from the current or the held batch. Clicking the delete drop-down
menu selection will cause any selected claim(s) to be removed from the displayed batch. When
you are finished with the batch, and want to save the resulting batch (with deleted claims
removed) you must click the Save button at the bottom of the batch display window and a
confirmation will display as follows:

Update Batch ? x|

® Do You \Wank ko Update Bakch With Changes ¢

Yes | r\ﬁ\‘h I Cancel |

If you click the Yes button in the above ‘Update Batch?” window, the original batch (before you
viewed it) will be replaced with the batch in the display window (claim(s) have been removed).
If you click No, the batch you were viewing will be left the way it was before you started
viewing it.

If, after deleting a claim or claims on the window display, you decide you do NOT want the
deletions to take place, you may click the Cancel button at the bottom of the batch display
window. When you do so, the following confirmation window displays.

Abandon Changes ? x|

@ Do You Want to Abandon Batch Changes ¢

Yes | r\ﬁ% I Cancel |

If you click the Yes button in the above “Abandon Changes?” window, the original batch (before
you viewed it) will be retained and none of the deletions will be permanently recorded. If you
click No, the program will return to the display window as if you had not clicked the Cancel
button.
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2.2.1.2 Cancel Claim(s)

Canceling a claim refers to the process of notifying Healthware over the modem that a claim you
previously sent to them should not have been sent and is NOT to be forwarded to the payer.
Since Healthware forwards these claims every night (about 11:00 PM Eastern time), claims may
only be canceled from a sent batch that was sent today. Clicking the cancel drop-down menu
selection will cause any selected claim(s) to be removed from the displayed batch. When you
are finished canceling claims from the batch and want to save the results (save batch with
canceled claims removed) you must click the Save button at the bottom of the batch display
window. When you do, a confirmation window will display exactly as it does when you save
after deleting claims described in section 2.2.1.1 above.

Unlike the delete claims function, when you save the batch having cancelled one or more claims,
the program will immediately initiate the transmission of a ‘Cancellation Batch”to Healthware.
This transmission will proceed exactly like any normal batch transmission as detailed in section
2.0.2 above.

2.2.1.3 Resend Claim(s)

Claims may only be resent from a Sent batch. Clicking the resend drop-down menu selection
will cause a confirmation window will display as follows:

Resend Claim?

@ Feady to Resend Claim no 7

Yes MHao

If you click the Yes button, the claim(s) you selected will be transmitted (in a new batch) to
Healthware. The transmission will occur exactly as described in section 2.0.2 above.

2.2.1.4 Hold Claim(s)

The function of ‘holding” claims refers to removing them fro m the current batch and placing
them in the held batch. If you have never previously held any claims, there is NO held batch.
The first time you ‘hold” a claim, the held batch will be created. There is only one held batch
and it is maintained perpetually on the computer. Note therefore, that once you have held a
claim it will stay in the held batch forever unless you subsequently delete it or release it.

You may never need to use this function but it may be useful if you need to delay the
transmission of certain claims pending the completion of some other related administrative
function. The held batch is used automatically by the program to store claims waiting for the
transmission of electronic attachments to NEA if you have activated this feature in the program
(see Appendix B). When this feature is installed, claims are automatically held when claims
requiring attachments are created and released when attachments are transmitted to NEA.
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When you are finished holding claims from the batch and want to save the results (save the
current batch with held claims removed) you must click the Save button at the bottom of the
batch display window. When you do, a confirmation window asking ‘Update Batch?” will
display exactly as it does when you save after deleting claims described in section 2.2.1.1 above.

If you click Yes, the selected claim(s) will be removed from the current batch and all claims that
had been held will be appended to the held batch. If you click No, the application will resume
without taking any action. If you click Cancel, the HWI Claims Manager application will
terminate.

2.2.1.5 Release Claim(s)

The function of ‘teleasing” claims refers to removing them from the held batch and placing them
in the current batch. If you have never previously held any claims, there is NO held batch and
the release function will not be enabled. The first time you ‘hold” a claim, the held batch will be
created. There is only one held batch and it is maintained perpetually on the computer. Note
therefore, that once you have held a claim it will stay in the held batch forever unless you
subsequently delete it or release it.

The held batch is used automatically by the program to store claims waiting for the transmission
of electronic attachments to NEA if you have activated this feature in the program (see Appendix
B). When this feature is installed, claims are automatically held when claims requiring
attachments are created and released when attachments are transmitted to NEA. You may use
this release function if a claim to an NEA payer was held automatically when initially processed
- then you decide that you will not send an NEA attachment (and thus release it automatically).
In this case you can release it manually with this function.

When you are finished releasing claims from the batch and want to save the results (save the held
batch with released claims removed) you must click the Save button at the bottom of the batch
display window. When you do, a confirmation window asking ‘Update Batch?” will display
exactly as it does when you save after deleting claims described in section 2.2.1.1 above.

If you click Yes, the selected claim(s) will be removed from the held batch and and all claims
that had been released will be appended to the current batch. If you click No, the application will
resume without taking any action. If you click Cancel, the HWI Claims Manager application
will terminate.

2.2.1.6 View Detail

Clicking the View Claim drop-down menu option will display detailed claim information in a
window like the example below.
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w, Current Batch Claim No. 1 Contents

o x|

Citw/StedZip |Farmingt0n Hillz, M1 483

e MHame Claim Tppe Patient [ Sex Birth Drate Sichool
{Haverley Dealsea |Claim For Sve [375-54-0  [Female |04/08/52 |
[ [ arne Addrezs Citp#StatesZip License Provider [T
|Healttwuare Dental Cliric {1621 44th St. 5w/ f\wtyoming M1 43503 {14186 {141880
— Payar — Other Payar
M ame |Delta Dental OF MI M ame I.-'-‘-.etna I).5. Healthcare
Address [P0 Box 9085 Address  |P.o. Bow 14091

— Ihsured
Ident No. |357-54-5900  Group [3700-1021

Subscriber IHaverIe_l,l Dealzea

|3'I 92 Grandview Ave

Address
City/St/Zip ["w/yoming M1 49319

Emplayer  |State OF Michigan

Citp#Ste/Lip ILEHingtun, ky 40512

— Otker Inzured
Ident Mo. |347-64-6093  Group |508533

Subscriber |J Haverley Ward
|3'I 932 Grandview Ave

Address
City/St/Zip ['w/yoming M1 43319

E mployer |E0n$umer Energy

Plan Pays Relation Birth Date Paid Amount  Plan Payz  Relation  Birth Date

{Doctor |Self [04/08/52 Q | 000 | Doctor | Spouse |04/05/47
i | Tth | Surf | [uad | Description | Code | Date | Amount | Fresw Claim
1 Perindic Exam Do20  10/08/02 34.00 _
2 Adult Prophy 01110 10408702 G200 Mext Claim |
3 2 Bitewings Do272  10/08/02 27.00 — -
4 Dezenzitizing Med 030 10/08/02 2.00 : :
5 Patient iz very nervous - *NOTE :
G reavired nitraus. *NOTE Review/Chy |

Total Amount I 131.00

I B Total Procedures

Chanoge Motes |

Figure 2.2.1.3 — View Claim Window.

E xit |

This window displays all of the key data elements of the claim. Basic patient information is
shown in the Patient frame at the top of the window. Below that treating provider information is
shown in the Doctor frame. The Payor frame (middle left of the window) includes claim payer
and insured information. To the right of that, other payer information is shown in the Other
Payor frame (if there is one). If the claim has no other payer, this frame is disabled.

At the bottom of the window, all procedures in the claim are listed in a list box. Up to six can be
displayed at once and if there are more, a scroll bar will appear at the right edge of the list box.

If there are any notes attached to the claim, they are recorded in appended procedure items which
will be displayed in the procedure list with procedure code ‘“*NOTE” and the actual note text
shown in the procedure ‘Description” column(s) of the list box. The total number of procedures
in the claim is shown in the text box at the lower left of the window and the total charges in the
claim is displayed at the lower right.
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Six action buttons are available on the screen - one at the bottom center — Change Notes and five
grouped at the lower right of the window. You click the Change Notes button to review/change
any notes on the claim. Claim notes are any text that would print in the ‘Remarks for unusual
services” box on the printed ADA form. If you click this button a window like that shown in
Figure 2.2.1.4 below will display.

Review Claim Notes

Fatient Service Date
{Haverley Dealsea | 10/08/02
Provider Total Charges
{Healthware Dental CI [ 13100
Fayer

{Delta Dental Of bl

Maote Test

|Patient VELY Nervous - redquires Nitrous

5 awe Eraze E wit

Figure 2.2.1.4 — Review/Change Claim Notes Window

This window contains several text boxes verifying the patient/doctor/payer and a large text box
(titled ‘Note Text”) where the note text is displaye d. Note text can only be a continuous stream
of text without indentation, tabulation or paragraphs. You can edit the contents of the note using
standard windows cut and paste. The Erase button on the screen can be used to clear out all of
the text and the Save button in clicked to signal you want to save any note changes you made. If
you click the Exit button, none of the changes you made (if any) will be recorded.

In the lower right part of the View Claim window five other action buttons are provided. These
are Prev Claim, Next Claim, Print ADA, Review/Chg and Exit.

2.2.1.6.1 Next/Prev Claim

The Prev Claim and Next Claim buttons will only be activated if you are viewing more that one
claim (you selected multiple claims, then chose View Detail). You click one these buttons to
switch the claim viewed in detail to the previous or next claim selected for viewing respectively.

2.2.1.6.2 Print ADA

The Print ADA button can be clicked if you wish to print an ADA form for the claim currently
being viewed. When you click it, the following window will display.
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Print ADA Form?

Ready to Print Claim no 1
On 1934 ADA Form to OKIPAGE 24
Or Choose Anather Printer/Form

Chooze | Yes | Mo |

If you click No the program will continue as if you hadn’t pressed the Print ADA button. If you
click Cancel, the HWI Claims Manager will terminate. If you click Yes, the claim(s) specified
will print - one copy each - in the format specified (ADA 1994 format or ADA 2000 format) on
the printer specified. If you wish to change any of these printing parameters you click Choose
and the following window will display.

Choose Printer/Insurance Form

Frinter Insurance Form Copies -
[OKIPAGE 24 | & AD& 1994 ? 1
_ Coapa2000 ||l
Froperties ~ Other A
% Cancel

This window lets you choose which printer you want, set its properties, and which ADA claim
format you want — 1994 ADA format, 2000 ADA format or Other — a special format custom
designed by request to Healthware. You may also specify from 1 to 4 copies of every form be
printed. Once you make your selections on this window, you begin the actual printing by
clicking Okay on the ‘Choose Printer/Insurance Form” window then click Yes on the ‘Print ADA
Form?” window.

2.2.1.6.3 Review/Chg

This button allows you to see every item that is included in the electronic record of each claim.
When you click it, the display will show the Review/Change Claim Detail — Patient Tab window
given in figure 2.2.1.5 below. This is the first of seven tab pages each of which contains the
contents of the seven data elements that make up a claim.

The seven data elements of the claim being viewed are accessed by clicking the corresponding
tab. When you do, the display will switch to displaying the contents of that element and the tab
name at the top will be highlighted. The items in each tab segment are somewhat self-
explanatory. An example of each of the seven tab segments is shown in figures 2.2.1.5 thru
2.2.1.11.
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Review;Change Claim Detail

T Droctar T Pauar T Other F'ayu:urT Other Info T P'ru:u:eu:luresT M otes

Claim Refr Mo — Patient Information
I First Mame bl Laszt Hame Fatient Acct Mo
e e |Dea [ [Haverdink [375-54.0
& s
S - Address Birth Diat
" PreD
Lire 1 |4?52 Grenadire Sw IEI4 IEIE 1
— Dal Irsur? — _ e e
" Mo Line 2|
i+ “Yes Line 3| _?‘EH—
Male * Female
City [\yoming — Studert 7
statz M ~|  Zip [43503 & No  Part Time
= Full Time :
Harne Phone Medicaid ID IS':h”C" e
Employrment Statusz b arital Statusz
" Mone £ Full " Single © Divorced
Erase Al " Pat " Betired = Married ¢ wWidowed
i+ Unknown Iy Unkriown
[Inlbm Ehanges

Save [ Lait

Figure 2.2.1.5 — Review/Change Claim Detail Window — Patient Tab
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Review/Change Claim Detail

FIETEmETTEY

Patiett Doctor; Pawar Other Paypar Other Info Procedures Motes
" I I I I I

—Dactor's Mame / Addrezs

Mame I'W'yl:uming Dental Aszzociates

Street [1621 44th St. S/

City |wyoming State [MI ¥| Zip [4350
|51 £5329003 |382?1 1479 |1 4166 |1 41660
Phone Taz D Licence Provider 1D
Eraze All | [ nllie Chatiges |
Cave | Clat

Figure 2.2.1.6 — Review/Change Claim Detail Window — Doctor Tab
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Review;Change Claim Detail

1st Mame |Dea

Bl I_ LastlHaverdink

Patiett T Droctar T Eggm T Other F'ayu:urT Other Info T Procedures T M otes
Plan Mame/Ma. |State OF Michigan Group Mo |8700-1021
— Payor — Inzured's Employer
M ame IDeIta Drental OF kI M ame IState Of Michigan

Addiess1 [P O Box 9085 Street |

.-'-‘-.ddressEl ity |

.-'-‘-.ddressSlFarmingtu:un Hillz, b1 433 State I vI Zip I
— Inzured — Pays Doctor?

& ez O Mo

—Releaze Infa?

&ddress] |4?52 Grenadire Sw

" ve: 1 Mo

Sex
’V " Male % Female

Address2 | — Signature On File?-
City [\woming Phane | " Ye: 0 No
State [MI | Zip |49509 Insured |0 | 375-54-0059 Other Paid | .00
: £ : Birth Date
Fatient'z Relationzhip ta [nsured Eraze All
= Self " Spouse . Chid ¢ Other || 104 | fos [ 1952
Mon Daw  “Year [nlo Chatges

it

Save

Figure 2.2.1.7 — Review/Change Claim Detail Window — Payor Tab
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Review;Change Claim Detail

e

Patiett T Droctar T Pauar | Other Info T Procedures T M otes
Plan Mame/Mo. II:u:unsumer Energy Group Mo IEI:IEEEIE
— Other Payor — Other Inzured's Emploper
M ame I.-’-'-.etna |1z, Healthzare M ame IEnnsumer E mergy
Addiess1 [P.o. Box 14091 Street |
.-'-‘-.ddressEl Ciky |
.-'-‘-.ddressSlLe:-cingtnn, Ky 405812 State I vI Zip I
— Other Inzured — Pays Doctor?
& ez O Mo
Tat NamelWarren M.l I Last IJ Haverdink
|4?52 T C o — Releaze Info?
aAddress renadire Sw " Yes ¢ Mo
’V f+ Male  Female =5
Address2 | — Signature On File?-
City [\woming Phane | " Ye: 0 No
State [MI | Zip |49509 Insured 1D |374-46-6160
: : : Birth Date
Inzured's Relationzhip to Patient——— Eraze All
{~ Self &+ Spouse{” Parent ¢ Other I':I4 IDE |1E|4?
Mon Daw  “Year [nlo Chatges
Save [t

Figure 2.2.1.8 — Review/Change Claim Detail Window — Other Payor Tab
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Review;Change Claim Detail

Patient T Dvoctar T TP‘ru:u:eu:IuresT Motes

—Auto Accident? — Ortho Appliance Placed?
" ez % No " Yez @ Mo MonFemng I_
DESEII Original Date I_ I_ I
—Job Accident? Mon Daw  Year
" Yez & No
Dezcr | — Prosthesis?

ez & Mo  Replaced?
— Other Accident’?

= Ye: 0 Mo Original Date I_ I_ I

Mon  Day ‘Year

Descr |

Accident D ate I_ I_ I

Mon  Day ‘Year Hon WDy (i

Freduth [0 Numl:uerl 1zt Wisit Current Series I 10 IEIE IEDEIE

Eraze All | [nlo Chatges |

Descr |

Save [ Lait

Figure 2.2.1.9 — Review/Change Claim Detail Window — Other Info Tab
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Review/Change Claim Detail

Patient T Dractar T Pauar TElther F'a_l,n:an Other Infa Tchedumsl Mates ]

# | Tthl Surf | [Juad | Dezcriptian | Code | D ate | Aot |

1 Periodic Exam DOMz0 | 10/08/02 34.00
s R R SR 10/08/02 G2 0

3 2 Bitewings DO272 | 100802 27.00

4 Dezenzitizing Med Daa10 | 10/08/02 8.00

Selected Procedure

Tth [ Surf| Quad [ | Date10/05/02 Amt E2.00 Erase Al

I::::-:IEID'I 110 vI Dezcription I.-'i‘-.-:lult Prophy Save Changes

Mew Procedure | nlre Changes

S ave | it

Figure 2.2.1.10 — Review/Change Claim Detail Window — Procedures Tab

Review/Change Claim Detail

Patient T Droctor T FPayar TElther F'ayu:urT Other Info T F'r-:u:eduresT

Mate Text

Eraze All [Talo Changes

Save it

Figure 2.2.1.11 — Review/Change Claim Detail Window — Notes Tab
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2.2.1.7 Check Disposition

The Check Disposition drop-down option provides the ability of searching all response reports
on your computer to determine what disposition was reported for a claim. This function is
available only for Sent batches.

If you choose this option, the program searches all response report files that are stored on your
hard disk (you must have retrieved responses from Healthware for this to work) for the claim
selected. When the claim is found, the disposition status shown on the report will be displayed
in a window like the one below.

Claim Disposition

Claim Fef Mo 02111 2H0010 was Sent
Electranically ta DDOPT by Healthiwfare an Maw 12,
2002 [See Responze RO111211]

Okay | Wig

It tells you what happened to the claim (after you sent it to Healthware) — whether it was sent
electronically or printed to paper, the date of that disposition and the response report name where
that was reported to you. If this is all you need to know, you click Okay to continue. If you
would like to review and/or print the report named in the window, you can click the View button
and a display exactly like that described in section 2.2.7 — View Response Report below will be
shown.

If the claim selected is not found in any response report on your computer, then you have not yet
received the report telling you what happened to the claim and a the following window is
displayed.

NO Disposition x|

& MO Disposition Found For Selecked Claim,

2.2.1.8 Review Notes Option

The Review Notes menu option will allow you to review and/or change any note text attached to
the claim selected. When you select this option the window described in figure 2.2.1.4 will
display.

This window contains several text boxes verifying the patient/doctor/payer and a large text box
(titled ‘Note Text”) where the note text is displayed. Note text can only be a continuous stream
of text without indentation, tabulation or paragraphs. You can edit the contents of the note using
standard windows cut and paste. The Erase button on the screen can be used to clear out all of
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the text and the Save button in clicked to signal you want to save any note changes you made. If
you click the Exit button, none of the changes you made (if any) will be recorded.

2.2.1.9 Print ADA Form Option

The Print ADA Form drop-down menu option will print one or more copies of an ADA form for
the all claims that have been selected on the batch view window. When you choose this option
the process of selecting a printer, ADA form type and number of copies described in section
2.2.1.6.2 above will occur.

2.2.2 Review Held Batch

This option is disabled if there is no Held batch (there is only one Held batch). The Held batch
only exists if at any time you chose to Hold a claim or claims from the Current batch (OR if you
are using the NEA Fast Attach system — see appendix B). You can use the hold/release scheme
to place/remove claims in the Held batch even if you are NOT using the NEA Fast Attach
program interface. If you are using the NEA interface, holding and releasing of claims is done
automatically as claims requiring attachments are held pending the transmission of electronic
attachments and released after you have sent attachments.

When a claim is Held, it is removed from the Current batch and placed in the Held batch.
Claims remain in the Held batch until you later come back and Release them (into the Current
batch) or you transmit an attachment with the NEA Fast Attach system.

When you click this option, a window like the example in figure 2.2.1.1 above will display. The
operation of the program is identical for the Held batch as it is for the Current batch as described
in section 2.2.1 above except that the claims displayed will be those in the Held batch.

2.2.3 Review Saved Baich

This option is disabled if there are no Saved batches. A Saved batch is a copy of the Current
batch as it was when that batch was originally transmitted to Healthware. When you select this
option, a window like the one shown in figure 2.2.3.1 below will display.

You may select a previously saved batch exactly as described for Sent batches in section 2.1.5
above.

When you click Okay button, a window like the example in figure 2.2.1.1 above will display.
The operation of the program is identical for a Saved batch as it is for the Current batch as
described in section 2.2.1 except that the claims displayed will be those of the Saved batch which
you selected.
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Find Saved Batch

Frevious Batchiz]

b ake Current |

07 20501
CO7 20301
CO1 20201
0112601
Co111802
0111208
CO071 0601
111901
CO110832
CO110831
0110206 Cancel
0110804 E—
Co110a02 Pick [ate
0110801 ]
0110601

Figure 2.2.3.1 — Find Saved Batch Window

2.2.4 Review Sent Batch

This option is disabled if there are no Sent batches. A Sent batch is a copy of a batch that was
transmitted to Healthware. When you select this option, a window like the one shown in figure
2.2.3.1 above will display except that Sent batches will be displayed in the list box titled
Previous Batche(s).

You may select a previously saved batch exactly as described for Sent batches in section 2.1.5
above.

When you click Okay button, a window like the example in figure 2.2.1.1 above will display.
The operation of the program is identical for a Saved batch as it is for the Current batch as

described in section 2.2.1 except that the claims displayed will be those of the Saved batch which
you selected.

2.2.5 Review Reject Batch
2.2.6 Review Edit Report

2.2.7 Review Response Report
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2.3 Drop-down Setup Menu

When you click the Sefup menu bar selection on the HWI Claims Manager main window, the
drop-down menu shown in figure 2.3.1 below appears.

. HWI Claims Manager
Options  Wiew | Setup  About
1 Provider Setup
Ervironment. Setup
Printer Setup

Claim Screening Setup
Procedure Group Setup
Payor Group Setup
MES Payors Setup

Figure 2.3.1 — HWI Manager Drop-down Setup Menu.

Some of the sub-menu selections shown may be displayed in gray rather than black letters
(“grayed out” or ‘disable d”) indicating they are not available options due to the particular status
of your system. For example if you do not have the NEA attachments option set, the NEA Payers
Setup option will be disabled. Each of the sub-menu selections is described in detail in the
following sections.

2.3.1 Provider Setup

This option is provided to set up billing and treating provider information needed by the system.
Click on the Provider Maintenance option and the window in figure 2.3.2 below will appear.

A word of caution — be very careful about filling out initially and/or changing and data on the
window - The top section of this window contains all pertinent data about the billing provider or
entity (the provider or business the payer checks are to be made out to). The bottom section of
this window contains pertinent information about all providers who will be included on claims as
treating providers.

Only one treating provider at a time is displayed in that section of the window. If there are more
that one on your office, you select the one you wish to view/change by choosing them in the
drop-down box at the top of the section. To add a new treating provider you click the Add Pvdr
button and all the info boxes will clear waiting for you to fill in the required details. Only
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Billing/ Treating Provider Maintenance

Billing Provider/E ntity

Facility 1D: Fractice Mame

w7093939 [Healthware Dental Clinic
Sheet Address
{43345 VanDyke, Suite -1
City State Zip Code
[Shelby Township M1 =] fd837
Fhone Mumber %_ Tau|D
|586-997-2500 [39-8932765

Treating Provider[z]

Choose Exizting Provider

|Billingsly. Arland x| AddPudr |

Code First Mame Lazt Mame
f2B1  fadand {Billingsy
Specialty State Frovider 1D ALicenze

| General B 2N
Delta I j I
Medicad | ~| |

Urdo License |M| j 20911

Clear &l

Delete | Save | Done

Figure 2.3.2 — Provider Maintenance Window

licensed dentists can be reported to payers as treating providers. Their ‘S tate” of registration and
‘License” number must be included in the boxes at the bottom of the section. The ‘Code” box
specifies the code by which you identify the provider in your office. If the provider submits
work to either Blue Cross Blue Shield, Delta Dental or Medicaid and uses a unique provider
identification, you must complete the corresponding boxes specifying the ‘State” and ‘Provider
ID” that applies. To record any additions or changes made to the provider information, you must
click the Save button.

2.3.2 Environment Setup

This drop-down menu option is provided to set up the various options available with the Claims
Manager. When you click it, the window shown in figure 2.3.2.1 is displayed.

The frame at the top of the window contains nine Yes/No option button pairs indicating various

processing selections you must make. Not all of the questions are used. The set up questions
you must answer are the following.
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HWI Manager Environment Setup

— Options
—Dr'z Sig. On File?—— [~ Force Assignment?—  —Auto Screen ¥ ——
F Yez Mo & ez O Mo " Ye: 0 Mo
—ADAZ000 Form?—— — Option & Ed Attachments?
" Yez O Mo " Ve & Mo " Ye: 0 Mo
—Internet Access?——  — Suppress Warnings? COption 9
@ Yez Mo " Yez & Mo " Ye: 0 Mo

04 Farm I.-'l'-.D.-’-'-.E?

Data Path IE:'&H'W'I

Farms File |E:\Hv/|\forms' adaf7000. pcl

|
]
]

Sawe |

Figure 2.3.2.1 - HWI Manager Environment Setup Window

Dr’s Sig On File? -

Force Assignment ?-

Auto Screen? -
ADA2000 Form? -

Option 57 -

Do you want to print ‘SIGNATURE ON FILE” in the
treating Provider’s signature box at the bottom of the
printed ADA form.

Do you want to flag every electronic claim as ‘Pays
Doctor” regardless of whether ‘SIGNATURE ON FILE”is
printed on the OMS-generated claim form in the “assign
benefits” signature box. If you choose No in this option,
the electronic claim will be flagged as ‘Pay Patient” if this
‘SIGNATURE ON FILE”is not present and ‘Pay Doctor”
if it is present.

Not Used

Do you want the default format ADA form to be the 2000
version? If you choose No, the default format will be
the1994 version.

Not Used

NEA Attachments? - Do you want to enable the automatic hold/release claim

Internet Access? -

linkage between the HWI Claims Manager and the NEA
Fast Attach program?

Do you want to access the Healthware clearinghouse
through the internet? If you choose No, access to
Healthware will be made via direct dial (toll free) modem.

Suppress Warnings? - Do you want to suppress error messages on the pre-

Option 9? -

transmission edit report that are warning only. Warning
edit errors will not prevent a claim from being submitted
but may cause it to go to paper rather than electronic.
Not used.
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2.3.3 Printer Setup

This option initiates the standard windows Printer Maintenance dialogue window. It will allow
you to view and/or change any of the standard printer settings for the windows default printer.
This is the printer that the HWI Claims Manager assumes is the printer it should use when it first
starts up. At any time you decide to print something, you will have the opportunity to change to
any available printer on the system if you wish and at that time you may invoke the standard
windows Printer Maintenance dialogue window for that printer at that time.

2.3.4 Claim Screening Setup

‘Claim screening’’ is an automatic process whereby certain claims can be excluded from an
electronic batch based upon their destination payer and/or the procedures that they contain. The
payer(s) involved and/or what procedures will be selected are specified by the ‘Screening rules”
which are set up with this option.

The window shown in figure 2.3.4.1 will be displayed when you choose this option.

Review/Change Claim Screening Rules

— Procedure(z] to Select

— Except For Payorz] :

— Include Frocedure Group|z]

B m = = = . _Add |
% Remowve I
— Exclude Procedure Group(z)
H B =B = = | | Papor to Add
— Pavar(z] ta Select Selected Claim Dizpazitian
— Inzlude Payar(z] ™ Highlight Orly
&dd ™ Print ADA Forrn Qily

i~ Print ADA Form and Delete

_Remove | &

j Fayor to Add

Save Cancel

Figure 2.3.4.1 — Review/Change Claim Screening Rules Window

In order for this process to work, you must define all procedure codes that you will be specifying
in the screening rules and indicate what ‘group” each of these procedures is part of. This is done
with the Procedure Group Setup process described in section 2.3.5 below. In addition, you must
define all payors that you will be specifying in the screening rules and indicate what ‘group”
each of these payors is part of. This is done with the Payor Group Setup process described in
section 2.3.6 below.

The screening rules specify what payors you want to select claims for and what procedures you
want to select claims for. Procedures are specified by procedure groups. The meaning of
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procedure groups is entirely up to you. For example, you may want all ‘crown and bridge”
procedures to be selected. You would define all crown and bridge procedures as described in
section 2.3.5 as belonging to say, group 5 (group 5 would mean ‘crown and bridge”). If you
then check box 5 in the screening rules screen under the title Include Procedure Group(s),
whenever you performed claim screening, all claims containing any procedure you flagged as
being in group 5 would be selected.

In a similar way, you can specify what payors you wish to select claims for.

2.3.5 Procedure Group Setup

Review/Setup Procedure Code Info

Code Flags Dezcription

: c Oral Evaluation
00140 YMNNN Limited J‘al Examination
00150 YHNMNN Comprehensiwve Oral Examination

00le0 YHMMN Detailed Extensive Oral Examination

00210 NYNNN Full Mouth X-rays

00220 MNMMN Periapical X-ray - First Film

00230 NNMNNN Periapical X-ray - Each Additional Film
00zZ40 YMNNN Intraoral Occlusal Film

00250 NMNNN Extraoral - First Film

00zZ60 NHNNN Extracoral - Each Additional Film

0270 YNYYN 1 Bitewing X-ray

00272 NYNNN 2 Bitewing X-rays _:J

Change | | nzert | Delete Save | Cancel |

Change Procedure Information

Cade |nn1zn o

DESC“P“DHIPEﬁde Oral Evaluation
Helm

Include in Group(s]——————
D—kzrzrarqps. Qi

2.3.6 Payor Group Setup

_54 -



Review/Change Payor Information

Flagz

Dezcription

BC/B3
MICH CONF TEAMITERS
LOCAL LODGE FM 2348
UNENOWN IN3URLNCE CO
WEYCO INC

HERTEZ CLAIM MTG.
HERTEZ CLAIM MANAGEME
AMERICAN COMMUNITY
ROOFERS 14% 3EC. BEN
ECE: MI FED EMP
DENTHAX

Change

“E TR
WL
WM
WM
W ITIIRIE
T IIIIRIE
T IR
T IIIIRIE
F110)d)
WM
WM
FITIIRIE

Delete

Local Lodege PM 2843 Insurance
Thknown Insurance Co

Weyco Inc

Hertz Claim MTG.

Hertz Claim Management
American Community

roofers 149 sec. ben. fd

hechs mi fed enp
dentma

=

Add Save | Cancel |

Change Payor Information

Code [ECES M

Save

I:'ESE“IZ'H':'”|E!LL|E CROSS BLUE SHIELD MICHIGA

Inzlude in Grouplz]——————
EN'_ 2 arars

Help

Cance

2.3.7 NEA Payors Setup
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