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EDMS Catalog of Courses

Business Courses

Introduction to EDMS

Document Preparation, Scanning, and Manual IQC

Correction Processing — Completion: NEW

Quality Assurance — Completion: VERIFY

FileNet One Step Workflow

COLD Reports

Technical Courses

Orientation to FileNet System Administration

Orientation to Captiva System Administration
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EDMS — Completion: New

Course Objectives
1. Summarize the scanning process within EDMS

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

a)
b)

C)

d)

3 / 11 June 2010

The types of scanned documents

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

The types of validation within each type of
document

How to verify data fields and complete this
verification step
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I Agenda

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

4. The Completion: New Process
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EDMS Related Definitions

Captiva

OCR

FileNet

/ 11 June 2010

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

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

The database in which EDMS stores all MITS application
data received for storage.
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EDMS — A Bird’s Eye View ...
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I What is the Full EDMS Process?

8

1)
2)
3)

4)

5)

6)
7)

Inbound mall is received
Documents are sorted, batched, and scanned

Manual 1QC operators research any unscannable
documents and try to resolve the problem

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

Completion: Verify operators key in all critical information
as a final QA step

Scanned document images are stored in FileNet
Workflow processes are initiated where necessary

Bold is within the scope of this training
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ADA. Dental Claim Form

HEADER INFORMATION

[ staten

2. Predeterm

—
INSURANC

[Jersor 1500

1. Type of Transaction (Mark all appiicable boxes)

Background

What Is Being Scanned?




I Agenda

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

4. The Completion: New Process
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Background — What Is Being Scanned?

What is the goal of scanning?

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

How does EDMS store these documents?

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

- These index values will ‘link’ these documents to
certain providers, claims, etc., and be accessible
correctly in interChange
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Background — What Is Being Scanned?

How does Completion: New fit into the
process?

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

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

- We shall examine the contents of batches of
documents first and then discuss the Completion: New
process in more detail.
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Documents and Batches



I Agenda

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

a. What is a document?

b. What is a batch?

c. Scanning and Quality Control

4. The Completion: New Process
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What Is a Document?

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

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

Claim Claim Adj. Cover Sheet
Document Document Document

Completion: New and Completion: Verify only involve
the forms — never the attachments.
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What Is a Document?

With Go-Live, four types of documents will be
scanned. All are within the scope of the
Completion: New function.

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

those with attachments

2. Claims adjustments (6766, 6767, 6/68)
3. Proprietary forms (9400, 9401, 9402, 9405)

4. Paper attachments sent by the provider to
support claims, PEs, and PAs that the provider
uploaded via the Web Portal
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What Is a Document?

1. Claims — with Attachments

There are three types of Claims:

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

C. ADA 2006 — Dental Claim form

Optical character recognition (OCR) reads all
iInformation off the red claim forms. Captiva is

programmed to find the key fields on each red form.

For black forms, data entry (‘Key From Image’ or
KFIl) is done to capture the important information.
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What Is a Document?

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

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

/ 11 June 2010 v4.0

1500
HEALTH INSURAMCE CLAIM FORM
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I What Is a Document?

Examples of RED and BLACK claim forms

- ACW, Dental Claim Form

HEADER INFORMATION
HEALTH INSURANCE CLAIM FORM P—— - -
APPROVED EY NATIONAL UNIFORM CLAIM COMMITTEE 08/05 P of Trarsaction (Mark o8 appicabie boxes)
[TTPcA Dsnlmtftnlmuu Senvioss DMMPMMJHM
1. MEDICARE MEDICAID TRICARE CHAMPVA OTHER |12 INSURED'S | |:| EPSOTS Tt ¥IX
) o CHAMPUS HEALTH PLAN BLK LUNG
|| vecicare &[] Medicaid #) [ (Sponsors sty || (Memberips) || (SShor D, [ 2 Predetermnaten/ Preautharization Hurmbse: POLICY
2. PATIENTS NAME (Last Name, First Name, Middla Intial) 3. PMJ'ETT EEIHI'TH QATE SEX ) D 4 INSURED'S N 12. Pokey
1
5. PATIENTS ADDRESS (No., Street) 5. PATIENT RELATIONSHIP TO INSURED 7.INSURED'S & INSURANCE COMPANY/DENTAL BENEFIT PLAN INFORMATION
SQ”D SFOLISQD ChiIdD OmQrD 3. Comparmy'Plan Mame, Address, City, State, Zip Code
CITY STATE | &. PATIENT STATUS CITY
Single |:| Marriad |:| Olherl:l
ZIF CODE TELEPHONE (Include Area Coda) [zFcooE 13, Das,
Full-Time Part-Timey L ol
Employed Stucent Student
9. OTHER INSURED'S NAME (Last Name, First Name, Middle Iritial) 10,15 PATIENT'S GONDITION RELATED T0: 11, INSURED'S |
OTHER COVERAGE 16. Prant
a. OTHER INSURED'S POLICY OR GROUP NUMBER a EMPLOYMENT? (Currart or Previcus) 'a_lNSUREﬁSD 4. Ceher Dental of Medical Coverage? DNﬂ [Skip 5-11) DMWHH
|
[ ]ves DNO ! 5. Name of Policyhokler/Subscrider in @4 (Last, Firs, Middle bnisal, Suffix) PATIEN
- - | E— it
b. %WEIFHNSU?EDS DATE OF BIRTH D SEX D b. AUTO Accg;m. PLACE (Staks) |P- EMPLOVER'S A
| | | M F YES NO
[T E. Dmte of Birth (MIADOVCC YY) T. st B. Policyhoiset/Subsacriber 1D (S5 or 1D -]
= EMPLOVER'S NAWE OR SCHOOL NAME ¢. OTHER ACCIDENT? c. INSURANCE F I:I D —D
M F Mme
[Jves [ o 20
d. INSURANCE PLAN NAME OR PROGRAM NAME 10d. RESERVED FOR LOCAL USE d.15 THERE ANi 8. Plan/Gioen Number 0. Paient’s Relstionahip 10 Person Named in &
[ Jves [Jeet [Joeouse [|oependens [ othes
READ BACK OF FORM BEFORE COMPLETING & SIGNING THIS FORM. 13. INSURED'S ¢ Pian A
12. PATIENT'S OR AUTHORIZED PERSON'S SIGNATURE | authorize the relsasa of any medical or othar information necessary naymentof m 1. Cener Insurance CompanyiDemnal Banaf P Nams, Address, City, Stae, Zip Code
to process this claim. | also request paymeant of government bansfits sither to myself or to the party who accapts assignment services desc
below.
21, Date:
SIGNED DATE SIGNED __
—
14. DATE OF CURRENT: ILLNESS (First symptcrm) OR 15. IF PATIENT HAS HAD SAME OR SIMILAR ILLNESS. |16. DATES PATI
W 955" RE ‘ INJURY (Accident) OR GIVEFIRSTDATE MM | DD, YY fild |
! ! PREGNANCY{LMP) ! ! FROM | RECORD OF SERVICES PROVIDED
17. NAME OF REFERRING PROVIDER OR OTHER SOURGCE 17 18. HOSPITALIZ,
a! ! MM 24, Procadute Dae M; Tx::n 27. Toonh Masmibenis) 28 Tooth |29, Procedkee
A Feom (MMDIDVCCYY) Py | Barsaeen 0 Limed () Sarface Code
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What Is a Document?

1. Claims — with Attachments (continued)

Possible types of Claim attachments:

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

Special Note: The COB and Ol forms are discussed in this training
but may not be scanned as of Go-Live. An ODJFS decision is
pending to limit these forms to portal upload only.
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What Is a Document?

1. Claims — with Attachments (continued)

More Possible types of Claim attachments:

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

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

D. Any other documents that may accompany a
claim

* 6653 and HAS forms should not be mailed in without a
claim
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What Is a Document?

2. Claim Adjustment forms (6766, 6767, 6768)
3. Proprietary forms (9400, 9401, 9402, 9405)
4. Paper Attachments Sent By Provider

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

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

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

Definition:

1. A group of ‘like’ documents grouped together into
batches after the inbound mail is opened and sorted.

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

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

23 / 11 June 2010 v4.0 EDMS — Completion: New @



I What Is a Batch?

Below are the different types of batches and

thelr contents.

Type of Batch Contents

Claim CMS 1500 + attachments
Claim UBO4 + attachments

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

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

24  / 11 June 2010 v4.0
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What Is a Batch?

EDMS Cover Sheets and Document Dividers

« To understand more about the contents of
batches, we need to first learn about EDMS Cover
Sheets and Document Dividers.

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

« We will first look at the EDMS Cover Sheet, which
will affect the Completion: New process, and then
at the Document Divider.
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I What Is a Batch?

26

EDMS Cover Sheet

« The EDMS Cover Sheetis a
standard, fixed format page
that Captiva uses to identify
the type of document and
the provider, recipient, etc.,
that the document pertains
to.

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

/ 11 June 2010 v4.0

o _ EDMS COVER SHEET ®

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

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

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

Sub Categories for Pricy Suihorzation Documark:

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

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

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

~Index Field & Values (if applicable):

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

NP Medicaid Provider ID:

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

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

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

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

Tt masclar ol is facsimde Daransien irkards & Gamen cat e cantents of [his s bon ool 12 e Ot Departrastof Job g Far iy Sarion
Thitn s eries o0 g Sentmin ool ratos 1A (s gk g, canfideitil o olireiee s fam ke Uit el cet B 1 ysu e el e
g ated sk elai T @inpoyes o ager emserale or delaiig T e ke v S graeed i, ons e Ity el 156l airy

disiamizanen, ARBUIGH iF Ehgying S 1 SoTTercHis 8 TIEDy prosEled s Fcaboae |Kis By P o 15 Smid_ [ibics ROy LS nn sdistaly
I e 41 1-B00-85- 1418 ared piormolly Seabiy U Srigin [Farmesbsn Thisnk yos A yoUF RsEnok
i e — Ok Depariment of Joi 3nd Famlly Senices ‘
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I What Is a Batch?

Radio buttons EDMS Cover Sheet (top half)
Indicate the

ype of ® &
.. EDMS COVER SHEET
document Fax Information:
th at |S belng Name: Date: No. of Pages: (Including this cover sheet)
To FAX documents, please set fax machine's quality settings to High or
Scan n ed R Phone: Fine. Failing to do so may result in a delay in processing of your
documents.
Only ‘Provider’ occument pe: o] - \
y ) (" Provider (" Recipient ("~ Correspondence ( Prior authorization (~ Supporting documents for claim
‘Prior Authori_ (" Accounts receivable (~ Payment deduction (" Expenditure (" Hospital cost settlement (™ LTC cost settlement
. , d (" Declaration of election of hospice benefit (™ Attending physician written certification (” Revocation of hospice benefit
zation’, an (" Statement of termination of hospice benefit (™ Selection of a different hospice provider (™ IDG written certification
‘Supporting (" Programs (" RetroDUR patient profile (™ RetroDUR survey (~ RetroDUR reports ( RetroDUR other documents
d ocuments for Sub Categories for Prior Authorization Documents
i ! i (" Compression Garments (" Decubitus Care Equipment (" Dental (" Dressings, Surgical ‘
Claim are vall
. (" Enteral Nutrition & Supplies (" EPSDT  ( Hospital Beds (" Hospital Inpatient (" Hospital Outpatient (~ Hearing Aids
at GO'L|Ve. A” (" Incontinence Supplies (" Increased State Plan Home Health (" Misc Equipment (— Orthodonfics  ( Orthotics (MTA)
(" Orthotics/Prosthetics (Nurses) ( PDN (" Repairs (" Respiratory (MTA) (" Respiratory (Nurses)
other doc types
] (" Supplies (Misc) (" Speech Generating Devices ( Transportation ( Therapies (" Vision (" Wheelchairs ( Others
= /
will be -
returned. O S R S S S J O S SIS (R S S G
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I What Is a Batch?

Prior
Authorization

documents

have sub-
categories to
further define
the

document.

EDMS Cover Sheet (top half)

L . EDMS COVER SHEET %

Fax Information:

Name: Date: No. of Pages: (Including this cover sheet)
To FAX documents, please set fax machine's quality settings to High or
Phone: Fine. Failing to do so may result in a delay in processing of your

documents.

—Document Type:

(" Provider (" Recipient (" Correspondence | (= Prior authorization | (" Supporting documents for claim

(" Accounts receivable ("~ Payment deduction (™ Expenditure (  Hospital cost settlement (" LTC cost settiement
(" Declaration of election of hospice benefit (™ Attending physician written certification (” Revocation of hospice benefit
(" Statement of termination of hospice benefit (~ Selection of a different hospice provider (™ IDG written certification
(" Programs (" RetroDUR patient profile (™ RetroDUR survey (™ RetroDUR reports (~ RetroDUR other documents

Sub Cateqories for Prior Authorization Documents

Used only o

( Compression Garments

When the PA (" Enteral Nutrition & Supplies (" EPSDT  ( Hospital Beds ( Hospital Inpatient (" Hospital Outpatient (~ Hearing Aids

- (" Incontinence Supplies (" Increased State Plan Home Health (" Misc Equipment (~ Orthodontics  ( Orthotics (MTA)
I’adIO bUtton (" Orthotics/Prosthetics (Nurses) ( PDN (" Repairs (" Respiratory (MTA) (" Respiratory (Nurses)
iS Se|eCted. { Supplies (Misc) (" Speech Generating Devices ( Transportation (T~ Therapies (" vision (" Wheelchairs ( Others /

(" Decubitus Care Equipment (" Dental (" Dressings, Surgical
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I What Is a Batch?

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

These values
normally are
be typed, but
could be hand
written.
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EDMS Cover Sheet (bottom half)

—Index Field & Values (if applicable):

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

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

ICN: Contact Tracking Number:
HEEEEEEEEEEE NN EEEEEEE

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

Hospice Enrollment ID: Hospice Attachment ID: Intervention ID:

A

rConfidentiaﬂity Notice:
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What Is a Batch?

EDMS Cover Sheet (bottom half)

The barcode is

—Index Field & Values (if applicable):
always at the

Application Tracking Number: Recipient ID: Prior Authorization Number:
bottom of the [T LTI LI I LTI I T T T T TT1]
cover Sheet. NPI: Medicaid Provider ID:

| | | | | | | | | | | | | | | | | | | | Use only if you do not have NFI.
|t Contains a” ICN: Contact Tracking Number:
HEEEEEEEEEEE NN EEEEEEE
the data that Financial Record Number: Status: Program Control Number:
' HENEEEEEEEEEE EEEEEEEEEEEEEEN
Captlva needs Hospice Enrollment ID: Hospice Attachment ID: Intervention ID:
to capture the [TTT1] [T T T[]

document type

HEEEEEEEEEE NN
and the key / “ | ||
index values. | |
II‘ I I|| |

rConfidentiaiity Notice:

30 / 11 June 2010 v4.0 EDMS — Completion: New @




What Is a Batch?

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

v’ Supporting documents for claims

v" Provider enrollment attachments

i

v" Prior authorization attachments

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

X Claims (CMS 1500, UB04, ADA 2006)
X Claims Adjustment forms (6766, 6767, 6768)
X Proprietary forms (9400, 9401, 9402, 9405)
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What Is a Batch?
Document Dividers

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

« When a batch of several documents Is A —
scanned, it tells Captiva where each

document ends and the next one
starts.

« Like the EDMS cover sheet, the doc divider acts as a
separator page between documents in a batch.
Unlike the cover sheet, however, the doc divider is
not stored in FileNet with the document.
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What Is a Batch?

EDMS Cover sheets and Document Dividers —_—

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

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

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

EDMS COYER SHEET

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

* Provider enrollment attachments
 Prior authorization attachments

Document divider Is required for:

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

v
DOCUMENT DIVIDER
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What Is a Batch?

Batches with Cover Sheets:

mmmmmmmmmmmm

35 / 11 June 2010
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-4

N Document Dividers:

-4

v
DOCUMENT DIVIDER
o -
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What Is a Batch?

Examples of Claim documents, in a Batch:

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

2006 ments

v COB HAS

CMS 6653 Attach-
/\ + 1500 + “”dO/IOP + + form + e
N HAS Attach-
/A\ 4 | ueos | | 6633 | O + .
‘l -
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I What Is a Batch?

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

v
DOCUMENT DIVIDER

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

6768 | 4 6768 | 4 6768 | 4+

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

What exactly is generated from scanning?

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

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

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

o Red forms (CMS 1500 and UB04 claims, and the
COB and Ol forms that accompany some claims) —
Captiva reads this information using OCR.
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Scanning and Quality Control

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

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

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

The images generated from scanning are not subject to
the Completion: New and Completion: Verify processes.

They are stored as is in EDMS, for viewing In

InterChange. One exception: the Doc Divider images are
not stored in EDMS.
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Scanning and Quality Control

What does quality control mean in terms of
scanned data?

- Verify that required fields are present

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

NOTE: No lookup will be done to see

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



Agenda

1.

2.

Introduction

Background — What is Being Scanned?
Documents and Batches

The Completion: New Process

a. Definition

b. Rules

c. Role of Completion: New Worker

d. Using the Index Field & Values screen

e. Next steps
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The Completion: New Process

Definition of Completion: New

Two activities occur within the Completion: New
process of EDMS:

- Manual keying of data fields that Captiva has
flagged as missing or invalid, per predefined rules
for those fields — examples:

- Document Type missing (on an EDMS cover sheet)
- Provider Number is empty (required)
- Field B, defined as numeric, contains “John Smith”

- Fully keying in all data fields, as prompted, for the
ADA 2006 claim form (black form) and any other
black claim form (instead of red)

43 / 11 June 2010 v4.0 EDMS — Completion: New



The Completion: New Process
Logging In

The Completion: New worker must first be logged Iin
to the Captiva RDC server:

1. The worker logs into the Captiva Remote ¥
Desktop Server (RDC) — refer to the Dediop

handout for step by step details.

2. The worker clicks on the Completion:
New icon.

3. The worker logs on via Single Sign-On
with an ID and password.
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The Completion: New Process

The FormWare Completion panel is displayed. This is a
split screen, showing part of the scanned image in the
top half and the extracted data in the bottom half.

As long as the S Eiatsialcliclal Sicie el el e

4+ 4+ 4+ 4+ 4+ 4+ 444 S 4+ ¥ 4+ 4+ 4+ 4+ 4+ 4 4
worker stays — == -1 -
[
logged on, T SuRANCE cLam romw
. Tpe | et IY
Capt|va — Ijmm Jl:Jl"::‘:]“ |_]~°“'“ D*“" |__|&~ - !::" ﬂﬂ?gn_?giﬂ;s .«I ot |
automatically LAY i e il B "m““—l |
. 5n mmpom Lm. B dDﬂmEUﬂﬂD uru-l_-' 50 DAVENPORT LANE -
dISp|ayS a'” ‘DUBLIN "ot | "o [ s ®  ome["] | DUBLIN "on [B
scanned o
documents as  jumirs e
It processes
batches.
rtuEmrEh ki CMST500R e |
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The Completion: New Process

Regarding the Formware Completion panel:

= As batches emerge from scanning or from Manual 1QC,
their documents will automatically be presented in
Completion: New.

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

7]
(1500) E
_— LEsiiarem HEALTH INSURANCE CLAIM FORM 2
VI3 Reppy Lose - 8
Rappy Foms ]
A
[ T T I wes o |
Yttt o[ s [ ] fbeomers s [ neearins [ Jiimors [ s | o
VATENITY P (L W T e W RTINS B | REHOT AL e v o S b
KAPIL DEV ol i s o® [] | eI eV
PATEMT § ALEINESS (s, S s W 0 MSURED T S [T AL (o |, Dt
PORT LAHE - | 1 we | | 1234 PORT LANE
AT |8 PATENTH o Tt s
DUBLIN | OR|  sogu[] wew[R owe[] | DUBLIH L= I8
i =T TP W o G =
____ P R e P T = Pty | e i [ H
wu Batlent Dnfermat fme » —
P
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The Completion: New Process

Captiva automatically and rapidly reviews all scanned
documents on the worker’'s PC screen, and only stops
when it encounters a questionable or invalid field.

Example: a cover sheet with a missing document type.

#”FormWare Completion - COYERSHEET - [50-10-140-001]

File Document Form  Field Image Search Wiew Help

ol glelelelel] clolele plelels] sl sl sl Bl
Black claim

dociiments.
forms also 'Document Type:

(: Provider (; Recipient { Cormrespondence (3 Prior authorization () Supporting documents for claim

h ave to be (O Accounts receivable (O Payment deduction (T Expenditure (T Hospital cost settlement (T LTC cost settlement
(; Declaration of election of hospice benefit (73 Attending physician written certification () Revocation of hospice benef
keyed N by (" Statement of termination of hospice benefit (O Selection of a different hospice provider (T IDG written certification
(& Programs (; RetroDUR profile () RetroDUR survey (: RetrcDUR reports () RetroDUR other documents
th e WO rke r y Sub Categories for Prior Authorization Documents

"} Compression Garments ( Decubitus Care Equipment ("} Dental Q Dressings, Surgical

aS p rO m pted £~ Cntaral Rlitvitian 2 Cunnliae £ % COENT Y Hacnital Dade % Hacnital lnmaticnt £ % Hacnital Cobadiond N LAaricns Aide
by Captlva- EDMS COVER SHEET

|7Dcncument Type:

Deocument Type: El
(1 - Provider, 2 - Recipient, 3 - Correspondence, 4 - Prior authorization, 5 - Supporting docs for claim

B - Accounts receivable, 7 - Payment deduction, 8 - Expenditure, 9 - Hospital cost settlernent

[Enter On [Slandard [COVERSHEET [DOCUMENT_TYFE [
[ENTER THE DOCUMENT TYFE
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The Completion: New Process

Rules for Keying Fields

= When an invalid or missing field is found by Captiva,
It prompts the Completion: New worker to key in that
data field.

= |f the worker keys in the same value Captiva flagged
as being in error, Captiva will accept it, despite the
edit ‘error’. The Completion: Verify worker will have
one more chance to change the field, in the next step
of the process.

= No matter what the Completion: New worker keys in,
pressing Shift-Enter will cause Captiva to accept the
keyed value, even if the keyed value still violates the
edit Captiva is applying.
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The Completion: New Process

The ADA 2006 Dental
claim form is a black
form, which means
Captiva cannot read
Information from it via the
OCR process.

In Completion: New, the
worker must key in many
data fields for each ADA
form in the batch. The
panel will prompt the
worker for each field it
needs.

/ 11 June 2010 v4.0

ADA. Dental Claim Form

HEADER INFORMATION

|:| Statement of Actual Services
[ ] epsoTiTitle xix

1. Type of Transaction (Mark all applicable boxes)

|:| Request for Predetermination/ Preauthorization

2. Predetermination/ Preauthorization Number POLICY
12. Policy
INSURANCE COMPANY/DENTAL BENEFIT PLAN INFORMATION
3. Company/Plan Name, Address, City, State, Zip Code
13. Date
OTHER COVERAGE 16. Plan/
4. Cther Dental or Medical Coverage? [ |No (Skip 5-11) [ ]es (Compiete 5-11)
5. Name of Policyholder/Subscriber in #4 (Last, First, Middle Initial, Suffic) PATIEN
18. Relati
6. Date of Birth (MM/DD/CCYY) 7. Gender 8. Policyholder/Subscriber 1D (SSN or ID#) |:| £
[m []F 20. Name
9. Plan/Group Mumber 10. Patient’ s Relationship to Person Named in #5
|:| Self l:‘ Spouse |:| Dependent l:‘ Other
11. Gaher Insurance Company/Dental Benefit Plan Name, Address, City, State, Zip Code
21. Date

RECORD OF SERVICES PROVIDED

25. Area | 26

24. Procedure Date
(MM/DDICCYY)

anit | Sratal

EDMS — Completion: New

Tooth 27_ Tooth Number(s) | 8. Tooth
Suetam

or Letteris)

Surface Code

29. Procedure ‘

g



The Completion: New Process

What can the Completion: New worker do,
besides correcting or entering data in fields?

« A document image that was scanned in error or
IS otherwise invalid can be flagged for rejection,
which means the document is flagged for
rejection from the batch. The worker can press
CTRL+F6 to flag the document for removal.
Captiva advances to the next document within
the batch.

« The Completion: Verify worker makes the final
decision on removing the document. If removal is
confirmed, that document is not stored on
FileNet.
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The Completion: New Process

Examples of Completion: NEW ‘Fixes’

We shall look at examples of some common field
validations that Captiva will request of the worker.

o If the worker determines that the field was
misread by Captiva, he/she can key over the
field that Captiva displays.

e If, however, the worker determines the field to
have been read correctly by Captiva, even if it
failed a field edit, it can be accepted as is.
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The Completion: New Process
Cover sheet: Invalid NPl Number

—Index Field Values (if applicable):

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

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

Financial Record Number: Status: Program Control Number:

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

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

NP | Medicaid Provider ID: | Use ok ityou do not have NPY
ICH: | Contact Tracking Murmber:

[Erter On  [Standard COVERSHEET A
[IMALID MPI NUMEER

A INVALID NPT NUMBER (FAILS A CHECK DIGIT EDIT)
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The Completion: New Process
CMS 1500: Invalid Date of Service

s
L

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

0l elipltelie el lelele) Elelolol sl
MK rDtgm Y WM DIIS ¥Y | SERVICE | EMG CPTMCF;-gS nu|s - MO[?I‘?IEH PD.:-:_.
FIRST LINE
02:I 01; 0'?| 02]! 03; 09| CQ| | ANC12 |33 iOl i o1 i 01]1
sCon LIS ... . 07~ .
09 111 07| 02/ 11, 09 4r| | soas |65 01212102  EITOr message:

THIRD TLINE

09 19 06| 12 11, 0'8' 34| I DFS3 | 99 01| 23 88]3
L 1 1 1 1 | S

09/ 11} 07| 07, 30} 08 TT| | S345 |34 | 01,21 214
1 i 1

DATE IS OLDER
THAN 3 YEARS

N H W N =

04 18

Dﬁl 03 10 07| GT* [ 34563 | 3 1011111 |2
| 1 L

53

6| 09 121 07, 62 11 08/ EE; | TR34 |54 [ 99/99!99 3 (09/19/06)
24 FromDate ToDate  POS HCPCE  Modifierts) Mod2 Mod3 Modd  Painter  Charges Units EPSDT D5 ¢
Line #1 Supp Info IFIRST LINE I_ IT{; r
# [02012007 [020832009 [cQ [ [23 o1 [o1 o1 o [ee1312300 [1 [Ere
Line #2 Supp Into [SECOND LINE [ s .
w2 [69112007 [02112000 [uR [ [65 o1 o1 1 |2 [e80832199 [3 R
Lire #3 Supp Info THIRD LIHE I_ [2‘-.3
43 [09192006|[12112008 [3u [ [oo 3 [8 [ [po0382400 [3 Fone -
Line #4 Sup Into [FOURTH L THE [T Jero
44 [09112007 [07302008 [T [s3u5 [3% 1 1w [060367850 [u Rl we
Line #5 Supp Info I I_ I-

|Enter On |Standard

[cMST500R

|F24a_5 we_From_Date_3

[EDIT ALERT: DATE IS OLDER THAN 3YEARS
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The Completion: New Process
CMS 1500: Scan Results Are Faint

¥ ¥ ¥ ¥

o T T T T T S T I R N S N A X
o T N S O I NS N TN N AN A N N A £

6 ] 1 | 1 I | | k
N R R R R I I | | [ __
ﬁ EEPE% EA.F |0 NUMBER %l E [?é §%‘I‘IE§I‘I"%W& NO EO:D:(E]ZP'I' ASSIGI‘;ME NT? 2:. TOTAL %HSR(F)IGE[D O 22 AMOUNT PAI[:) r
1 N
1 1 .

a1 SIGNATURE OF PHYSICIAN OR SUPPLIER 32 SEAVICE FACILITY LOGATION INFORMATION 33 BILLING PROVIDER INFQ & PH #
INCLUDING DEGREES OR CREDENTIALS v
{1 cerlify that the statements on the reverss EAST OHIO REGIONAL HOSPI'(
appty to this bill and are made a part thereaf ) 90 N 4TH STREET
MARTINS FERRY, OH 43935
1639376650 IQT43025
SIGNED DATE ? P IH

RIS Lt iadioae RAnmain] asonilables o senanas msren ores

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

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

not confident in its interpretation of a "7"
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The Completion: New Process
CMS 1500: Sum of Charges Is Wrong

02 11: 09] 10 12'i 071 CDI 1 213D | 55 ! 04: 04: I1 | 1000:00| 1 |R“ﬁﬁ“ﬂﬂ‘00ﬂ0ﬂf}0'6““ 5
i i | L 1 | L 1 z
| | | | 1 | | | F--1-—-——-"-"—-"==--=-=---1 -

Q
A S N T A O [ | L] [ 9
T
I I I I i Ity
N I T N N N A a
5 FEDERAL TAX | D NUMBER SSN EIN 26 PATI NT NO 27 ACCEPT ASSIGNMENT? | 28. TOTAL CHARGE 29 AMOLINT PAID 30 BALANCE DUE
33413115 Gf gour ciana, S50 O £375,99 3000 00 3375, 99
00 ves [ o s s 1
1 SIGNATURE OF PHYSICIAN OR SUPPLIER 32 SEAVICE FACILITY LOCATION INFORMATION 33 BILLING PROVIDERINFO & PH # )
INCLUDING DEGREES OR CREDENTIALS T
{l cerhify that the statemants on the reverse COLUMBUS QUT PATIENT
apply to this bil and are made a pan thereof ) 50 W TOWN ST
COLUMBUS, OH 43026
1566455675 1423422
IGNED DATE ? P “ lh Y
UCC Instruction Manual available ai: www.nucc.orq
Patient's Account Mo. Total Charge Amount Paid Balance Due
26, [23413112 25, [BB0537599] 2q |@6B82 00000 an, |080337599
[Enter [On [Standad [CMST500R [F28_Total Claim_Charges 2

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

L FIELD DATA < > TOTAL LINE CHARGES CGP'HVG‘S calculation Of the sum
of the line charges disagrees with

the total on the form
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The Completion: New Process
CMS 1500: Field Value Is Invalid

618.00 255 .00 # CODE l ORIGINAL REF NO

L. 3 L7
23 PRIOA AUTHGRIZATION NUMBER

523.00 v8B.00
_ . ‘ Ad5678 _
i A DATE(S) OF SERVICE B D PROCEDURES, SERVICES, OR SUPPLIES E F G [H] 1 J.

me PLACE OF] {Expiain Unusual Cireumstances) DIAGNOSIS o [ © RENDE *
Hw MM SEAVICE | EMG | CPTHCPCS __| MODIFIER PDINTER $ CHARGES wTs [P | cun PROVIDE.
FIR'ET LTNE 5E‘ TI-IE SAMPLE CLATM 0B | 123456
02 01 08| 02‘ 03' 09| Al| ANC12 i 11 1 01, 01| 01 [1 L 101!00l 1 |E|ym |1566455
"SECOND LINE OF THE SAMPLE CLAIM IX[ABCDIZ ~
12' 11' 08| 01' 16] CIQI Bll | 234AsS l 22 1 02 02 02 ! 2 [ 20299 ‘ 2 | R | ym | 1234567
THIRD LINE OF THE SAMPLE CLAIM A — ' 3C TDSARSAL '
10' 19' 07 11' 16 OB| Cll I 31As | 33 | 03] 03] 03 i 3 1 500:00' 3 | F e | 1566455
FOURTH L1NE OF THE SAMPLE CLAIM I | IF [ T234586
120 11 OBJ 01 16| Ogl Bl] | 234AS | 44 ' 04 04 Id | 1000[00' 1 |R (e | 1233567

| i | Lol 1 I ! 1 i
24 From Date  To Date POS HCPCS Modifierisy Mod2 Mod3 Madd4  Painter Charges UnitsPEPSDTRIDG Rendering Provider Id #
Line #1 Supp infa [FIRST LINE OF THE SAMPLE CLAIM [ |8 pzasse
# [02012008 [02032009 [AL [ f11 o1 81 [o1 |a [e00610100 [1 [E] frri 1566455675
Lin #2 Supp Info ISECOND LINE OF THE SAMPLE CLAIH [1a [aBCD12
» [12112008 [01162000 [BL [2awas” [2ezeze2| [ [ |2 [a00620299 [2 R np 1238567893
Line #3 Supp Info [THIRD LINE OF THE SAMPLE CLAIM [ [3c [psarsai121
w [1o1907  [11162008 [CL [31ns [33e3e303 | [ [ 3 [a0085 08080 [3 [F npi [1566u455675
Line #4 Supp Info TOURTH LINE OF THE SAWPLE CLAIN [ [wF [23856
44 [12112008 [01162000 [BL [3uas” [wwowen [ [ [ | [eoo106000 1 R wp [1234567893

|Entel

On |Standard

[CrST500R

[F24h_EPSDT_1

EDIT ALERT: ENTER F'OR " OR N'

A "ENTER 'F' OR 'Y’ OR 'N'" Capfi\.;a progr'alfnmed.fo expect
certain values in a field
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The Completion: New Process

Frequently used keyboard shortcuts for the
Completion: New process

CTRL-FG
F3-S

SHIFT-F3

SHIFT-F4

[F9]
SHIFT-ENTER

ENTER

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

Suspend the current Completion session.

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

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

Enable "Field Correct Mode”.

Accept the data currently in the field.

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

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

Once a batch moves successfully through the
scanning and Completion: New processes:

1. The batch continues to the Completion: Verify step,
where all key/index data is keyed by the operator, as
a final step to ensure quality.

2. Whatever the Completion: Verify worker keys in will
be what ends up in FileNet — they make the final
decision on all questionable fields or images.

3. When the Completion: Verify worker is done keying
In the information, the document is accepted for
storage in EDMS.
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