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1 Introduction

This user manual is designed to cover the information necessary to use the OnBase image and
document retrieval system..

This manual covers the following areas:
e OnBase Overview,
e Accessing OnBase,
¢ Navigating and using OnBase,

The Table of Contents (TOC), in the PDF document, contains a user-friendly point and click
capability. When the user moves the mouse over a section name in the TOC the pointer
changes from a hand to a pointing finger. When the user clicks, while it is a pointing finger, it
takes them to that section.

Printed 10/30/2009 Page 1
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2 OnBase Overview

OnBase is enterprise content management software that combines integrated document
management, business process management and records management in a single application.
Whether deployed as a hosted or premises-based solution, OnBase allows organizations to
automate business processes, reduce the time and cost of performing important business
functions, improve organizational efficiency, and address the need for governance, risk and
compliance through the management and control of content from virtually any source. OnBase
also facilitates the sharing of digital content with employees, business partners, customers and
other audiences.

Leveraging a single and secure content repository that can scale to manage billions of content
objects, OnBase provides a modular suite of ECM applications including Production Document
Imaging, Document Management, COLD/ERM, Business Process Management, and Records
Management.

OnBase users can view and print documents via a web browser interface.

2.1 Data Model

The OnBase Application does not use any of the interChange database tables.

2.2 External System Interfaces

FirstHealth Input Capture Kentucky Users

Webh Browser
Requests

Imaging
Server

Scanner

TTTITTTITTITITT
interChange

Scanner  Imaging Server

EDS Input Capture Orlando Data Center

Printed 10/30/2009 Page 2
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3 Accessing OnBase

STEP 1.

KENTUCKY
CABINET FOR HEALTH AND FAMILY SERVICES

DEPARTMENT FOR MEDICAID SERVICES

ST
Kentucky
A LEAT)
Kentucky Medicaid web Sign in to the KyHealth Choices
+ Manage your contact information
« Change your passward

OnBase User Manual

Login to the MEUPS application.

Sign in to KyHealth Choices Help
Usemame

For assistance, email us at
I _EDI HelpDesk@eds. col
or call (800) 205-4626 during
normal business hours 7:00
arm - 5:00 pm Maonday -
Friday EST.

# Providers: Manage your agent's access Password

l—
Sign In

KyHealth Choices
Forgot your password?

If wvou do not have an account, you will need to
register.

Register

Contact Uz

The MEUPS Home Page will appear.

Dbt asprt

KENTUCKY
CABINET FOR HEALTH AND FAMILY SERVICES

DEPARTMENT FOR MEDICAID SERVICES

KyHealth Choices Home
Thursday 1 March 2007 09:53 am Sign Out

UAT Tester1 Test ID, Welcome to KyHealth Choices

Applications

Application Des: o]
Account Management  [Madify your accaunt information. Praviders can also use this application to give
application permissions to their agents

& 3 user to request access to applications

Authorization Reguest
DSS/SUR UAT

interChange (LA
KyHealth Choices

et User Interface MO and UAT release build 112 included the following Change

Users with OnBase access will see a link on their Applications menu (OnBase does not appear
on the example above).

Printed 10/30/2009 Page 3
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You'll see this:

W OnBase - Microsaft Internet Explorer pravided by FIS COE

OnBase User Manual

Dupurnart Trwe Groups
- |

Dipumast Trpas
RL4UD-R1Z: PRLGR AUTWORIEATION... A |
ALS00-K13: APROVALIOENIAL OF Do, |

DBIOOGROZ: DATA ENTRY LISTING OF ..,
DBIOOGAOI: EHAM ENTRY LISTING OF ... ¥ |

Fram To
apuaeds Tat
s D
T Custom Queries
=l frvelopes

Printed 10/30/2009
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4 Navigating in OnBase

Scroll over the icons on the menu bar to see what the function of each is.

The four icons on the top toolbar are:

I d Image Retrieval
1] .}g[. OptionS
‘_?_/ Document Retrieval é\ {? allows you to Change

Document Tepe Groups your password
[ I[¥]

Help
Cocurnent Tepes
W1042RCL: GPPC PAS IO BE
W1400-R0O1: PRIOR A
W1400-ROZ2; PRICR AU
W1500-R0O1: MOTICE OF D o EX't
W1300-RO2: AUTHORIZATIO

W1500-RO3:

Frarn

To

Select DOCUMENT TYPE GROUP

Select DOCUMENT TYPE within the group

Set the DATE RANGE (these are not Dates of
Service, but archival dates)

The bottom toolbar icons are:

Py Search
Query History
See what you have retrieved in this session
=y Clear Keywords
) Clear All
- )
q) Customn Queries ’EV:
IE Envelopes EV_\'
I

Printed 10/30/2009 Page 5
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5 Searching for and Viewing Images in OnBase

5.1 Searching for Images in OnBase

5.1.1 Searching for a Claim

2 OnBase - Microsoft Internet Explore

OnBase

@ Y P B

_ﬁ" Document RetHieval é’

Docurment Type Groups

[all &)
| .
Irmages - AR Financial =
Irnages - Adjustments
Images - Checks
Irnages - Claim Credits
Irnages - Claims
Images - Exam
Irnages - First Health
Irnages - Lock In
Images - PA

Irnages - Prowider bl

) OnBase - Microsoft Internet Explorer

OnBase

Eg T 7 [H
_‘%’ Docunient Retriewval é\'
Docurnent Type Groups

[all &2
] 4\

Images - AR Financial
Irnages - Adjustrnents
Images - Checks
Images - Claim Credits
Images - Claims
Irmages - Exam
Images - First Health
Images - Lock In

Irmages - PA

Images - Provider b
BH O [HHE

r . E .

f Keywords o, Text i Mote i

“DOCUMENT TYPE GROUP” is a drop down menu.
STEP 1. Click on the arrow at the right.

OnBase User Manual

STEP 2. Under “DOCUMENT TYPE GROUP” select

“‘IMAGES- CLAIMS.”

Printed 10/30/2009
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i OnBase - Microsoft Internet Explorer p

OnBase

= Document Retreval (2) STEP 3. Select the Document Type.

el % ? @

Docurnent Type Groups

images - PA ”EI

Docurment Types

Prior Autharization - EDS

Prior Autharization - SHRS

Prior Autharization - Unisys - Mo PA M

Prior Autherizations - Unisys e Images-Claims are claims imaged at HP
Enterprise Services during the “transition” period.

From Ta ()

e Images-Claims-DDI KYMMIS are claims imaged
after interChange go live.

Keywards -\Q Tewxt q{ Mote i

e If you are searching for a claim with a Julian date
earlier than 313 of 2005 (November 8), search in
Images-Claims-Unisys. Claims with Julian dates
313 and after are in Images-Claims.

¢ Images-Claims-Unisys- TCN Only are claims that
are not indexed by anything other than TCN.

Note that the = sign appears in the example at the left of
each field. This indicates that you are searching for a
value that “equals” your search criteria. You may click
the “equal” sign to select a “greater than” or “less than”
sign instead.

STEP 4. Enter the search criteria and click the
binoculars.

Search results are displayed in rows. Your screen should look like this?

Printed 10/30/2009 Page 7
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ZA OnBase - Microsoft Internet Explorer, provided by EDS COE

OnBase

[ Mext Resuls £ Options

5 4
Lo P 02/13/Z007 - Images - Claims - DD KYMMIS - 1CH; 1007044000002 A
= R 02/13/2007 - Images - Claims - DD K¥MMLS - 1CH: 1007044000001 =
@ DocumentiReticyal 02/13(2007 - Images - Claims - DD KYMMIS - 1CH: 100704400004 1
Docurnent Type Groups 02/13(2007 - Images - Claims - DDI KYMMIS - ICH: 1007044000040
[fmages - claims )| || vz/13/2007 - Images - Claims - DOI KYMMIS - 1CH; 1007044000039
02}13/2007 - Images - Claims - DDI KYMMIS - 1CH: 1007044000033 |
¥ )
Document Types < | >

Irnages - Claims

Irnagas - Claims - DDI KYMMIS
Irnages - Claims - Unisys

Images - Claims - Unisys - TCN Only

Fram e

i |

Keywards 5\ Text i Mote &

]

Provider 1D
EEEEEEEEEE]
Recipient ID =

Fromn DOS

L 1

MM ddf yyyy

o

To DOS

L 1

MM ddf yyyy

[

#H O P o

¢ tustom Queries

=l Envelopes

STEP 5. Select the claim you wish to view by double-clicking the row.

Your screen should show this:

Printed 10/30/2009 Page 8
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OnBase User Manual

) OnBase - Microsoft Internet Explorer provided by EDS COE

OnBase

4 Previous Resuls

[ et Results %% Options

% ?

®

<

DDI KYMMIE
i

|
B ]

03/02{2007 - Images - Claims - DDI KYMMIS - ICM: 1107061000022

|

s
nisys - TCH Only

WS« b wlopofvan o= d &%

) [:]rss’ O

LI
HANE

[Jves [ wo

© INSURANGE PLAM NAME GR PROGRAN NAME

1107081000022

SIGNED

TLLNESS (Fewt sympioem) OR.

DATE

15 1 PATIENT HAS 1AD SALIE O SIALAR 1LLNESS
oo

SIGNED

T4 GATE GF CURRENT. 76 DATES PATIENT UNABLE 163 WORK. I CURRENT DGGUPATION
oo W Y on GIVE FIRST OATE o L e T BT
PREGRANCY(LMPY From o™

e R PR R SRR T RESES FORTECACEE e R
Kepuords 5o Text otz i, [dves [ m0  wyenomenio so compse smaaa
ETING & GaHNG TS FORL 3 INSUREDS OR AUTHORIZED PERSONS SIGNATURE | svnorae
12 PATIENTS . or g o
1cn -
ookom

Provider 1D

7 NAME DF

SoURGE

172 1D NUMBER OF

T8 HOSPTAL
[T

RELATED 10 CURRE
sk

3 CHARGES

NT
50

Mamber 1D = I8 ResenveD Fom LocAL S o GUTSDE BT
— : O [ | J
e CAGRTS O ATORE O TLVESS O TR TRELATE WERS 13 O 4 10 TR SeF RV T =< F £ P————
From DOS = — o
250 o0 P E— 1 .
L | @& =
taf ddfypny : @50 oD L. ]
To BES 28 A [ [ ) - £ [} " T K] ¥ 1
o = DATE|S) OF SERVICH Pace | Typs - SERVICES. OR SUPPLEES) - 1
i g Lf‘;, el #y'&wmwwé?w» b sounces | O |Fma| oo | con ".’rfc".i‘.t's’;”f 4
PGl | M0y 3 3
DY delfy gy .ICI X 03| 199 .,ﬁHﬁQI — ] M 382 g — !
oL a0 %t A Emuasq | ] €S|l :

[

25 FEDERAL TAX 1D, NUMBER

H &

©  custom Queries

=

MENT? (25 TOTAL CHARGE

23 AMOUNT PAID

s s

|30 PHYSICIANS. SUPPLIER S BILLING MATSE AUCT
.

o L aare

30 BALANCE GUE
s

AESS 7P CODE

PLEASE PRINT OR TYPE

APPROVED DMB 4838000 FORM Cut 142 12 %1 £ P00 1500,
APPROVED

'APPROVED O 1215004 FOfM OWCP. 1590

CARBOTZO0001 (CrAMPLS)

Envelopes Page 1 of 3.

| & EDSEIM

Inbox - M. .

B note - Mess...

S

<0 L

v el am

A

NOTE: Searches by TCN or ICN will return only one document, which will automatically be
displayed in the document window.

STEP 6. Click on the blue “clear all” arrow to clear all the search fields, return to the main menu
and begin a search for another document, or click the gold key with the blue arrow (clear
keywords icon) to search for another claim image in the same Document Type.

Printed 10/30/2009
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5.1.2 Searching for a Check

<3 OnBase - Microsoft Internet Explorer

OnBase

Lo 7

R R

Document RetHewval

Cocurnent Type Sroups

|Irnan;|ES - PA

Al

Irmages - AR Financial
Irmages - Adjustrnents
Irmages - Checks
Irmages - Claim Credits
Irmages - Claims
Irmages - Exam
Irmages - First Health
Irmages - Lock In
Irmages - PA

Irmages - Provider

OnBase

Eg Y ¥
j" Document Retreval é‘
Cocurnent Type Groups

[Irmages - Checks |E|

Cocurnent Types

Checks - Unizys
Irnages - Checks - EDS

Frorm To

f Keywards

‘( Text -\Q Mote

CCH =

OnBase User Manual

STEP 1. Selectthe DOCUMENT TYPE

GROUP “Images- Checks.”

STEP 2. Select the DOCUMENT TYPE

“Images - Checks — HP Enterprise
Services.”

e Checks-Unisys are checks imaged

at Unisys.

e Images-Checks-HP Enterprise
Services are checks imaged at HP

Enterprise Services. If you are

searching for a check with a Julian date
earlier than 313 of 2005 (November 8),
search in Images-Checks-Unisys.
Claims with Julian dates 313 and after

Printed 10/30/2009
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2 OnBase - Microsoft Internet Explorer

OnBase

E4 % ? B

_‘i' Document Retrieval é |

Cocurnent Type Groups
|Images - Checks |E|

Document Types
Checks - Unisys
Irnages - Checks - EDS

Frorm To

Keywords o, Text i Mote i

CCH =

200603971024

STEP 4. Click the binoculars.

You should see this:

OnBase User Manual

are in Checks-HP Enterprise Services.

STEP 3. Enter the Cash Control Number
in the CCN field.

Printed 10/30/2009
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2 OnBase - Microsoft Internet Explorer

OnBase User Manual

OnBase —
@ %t P [ | |/ images - checks- p - 03j01/2006 - can: 2000sa71024
7 Dacument Retrieval )
Docurnent Typa Groups
[Images - chacks 52
g 4
Doument Types < ¥
‘Checks - Unisys
Images - Checks - EDS | |MedRec-Approved Other  ~
) b 3| qp =|100% B | B R E
e Anthem.&@
: Post Office Box 27401 :
Richmond, Virginia 23279
_ . " PROFES
111 FPPY| P [ PPOY 1Y P9 £ P P [ PP [ PO
° HBWNCQXF
g CHMNWLTH OF KY DPT OF WEDICAID SVCS
= C/70 MEDICAID CLAIMS ONLY-KY
& KENTUCKY STATE TREASURER
PO BOX 1410
FRANKFORT, KY 40602-0000
(HIRTII MMM TSR TR AL ]
ho > o .
custom Queries @ ¥
= Envelopes (=) ||| |Page L of 4.

5.1.3 Searching for a Prior Authorization Request

Printed 10/30/2009
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3 OnBase - Microsoft Internet Explorer, pi

OnBase g
Lhe ¥ [
(a)

Document Retrieval

R

Docurnent Type Groups

Images - PA [+] : STEP 1. Select the DOCUMENT TYPE
Images - PA #ilq GROUP “Images — PA.”
Irmages - Provider N

Irages - Provider Correspondence
Irmages - RTP

Irmages - TPA

Mainfrarme Reports - AEVS-WREW
Mainfrarme Reports - Claims
Mainfrarne Reports - Drug Rebate
Mainfrarne Reports - EPSDT
Mainfrarme Reports - Encounter
Mainfrarme Reparts - JCL Listings e

I - I I <
r Keywards X Text i Mote @

Z) OnBase - Microsoft Internet Explorer p

OnBase
L5, P
)

Document Rebdiewval

A

Docurnent Type Groups
irmages - PA |53
Frior Autharization - EDS :

Prior Authorization - SHPS
Priar Autharization - Unisys - No PA Num e Prior Authorization - HP Enterprise
Prior Authorizations - Unisys . .

Services are PA requests imaged at
HP Enterprise Services.

Frarm To :1
e Prior Authorization-SHPS are PA
requests imaged at SHPS.

f Keywords -\< Text i Mote 39

e Prior Authorization-Unisys no PA
are PA requests imaged at Unisys, but
not indexed by PA Number.

e Prior Authorization — Unisys are PA
requests imaged at Unisys.

Printed 10/30/2009 Page 13
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Prior Authorization - SHPS
Prior Authorizations - Unisys

From Ta ()

Keywords nos, Text o Mote &
S5N =
MWarne, First =
Marme, Last =

L]

Pravider ID =

L] STEP 3. Enter additional search criteria.

Source =

L 1] The search criteria options will differ,
PemmE TEe - depending on your selection of HP
[ ] Enterprise Services, SHPS or Unisys-

Review Type = imaged PAIS-
I

Patient Il Check Digit =

Fax Murner (Sender) =

I

Hh o> o

¢ tustom Queries (%)

=] Envelopes (%)

STEP 4. Click the binoculars.
You may get a warning about the size of the query.
STEP 5. Click “OK.”

Your results should look like this:

Printed 10/30/2009 Page 14
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OnBase

[ Mext Results ¢ Options

% ? H

Document Retrieval @
Decument Type Groups

Irnages - First Health K2

Documnent Types

Trages - KYDSERSD: EPSDT Special .. A
Images - KYOSGRAP: Grisvances an..
Images - KYDSMCOR: Member Servl.,.
Trnages - KYDSNSTR: Nurse Triage

Images - KYOSQUTE: Outaeing

mages - KYOSPROV: Provider Seruices ¥

Fram To

01012006 | [oz/2er200s |

)

Last Hame =
Recipient 1D =

Provider 1D =

Ao P ©

Kayuords Test Note .
ACH =
TCH £

T Custom Queries
=l Envelopes

@)@

02}26/2006 -
012/28/2006 -
02262006 -
02}26/2006 -
0z/26/2006 -
012/285/2006 -

<

Images -
Images -
Images -
Images -
Images -
Images -

KYOSMCOR: Member Services -
KVOSMCOR: Member Services -
KVDSMCOR: Member Services -
KYOSMCOR;: Member Services -
KYOSMCOR: Member Services -
KVOSMCOR: Member Services -

TCH: 00605920032601200
TICM: 00605920032601 100
TCN: 00605520032601000
TCH: 00605920032600900
TCH: 00605920032600800
TICH: 00605920032600700

£

STEP 6. Select the first image and double-click to open it in the Document Window. You will

see this:

Printed 10/30/2009
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3 Onbase - Microseft Internat Explorer

OnBase User Manual

i

ATH

s8N

0140472006

Kaywords

OnBase

¥ Decument Retrieval

Recipient 10 -

Prividar 1D -

seniii | e IS
2008 - Images - KYUSMCOR: Member Services -
V06 - [Mages - EYULMIDR: Mamber Services -

TCH: DOSOSHTOUIIR0LI00
TOH: OOUOSIIREEOL 100
K, - [iaes - KYUSMCOR: Metbar Sarvices - TN DOASSI00IZE0L000
0K - Iirges - KYUSMCOR: Membar Services - TEN: DOGISFRU0IRE0R00
0 - It - KYUSMCOR: Merber Services - TON: COLOSFD0L00000
|I.'_'|'AW."M- I - KYDSMICTR: Meriber Services - TON: DORIRIUIEE00M00
<

= |MedRec-Approved Other  =|

e

MAP-8 (Rev. 12/95)

COMMONWEALTH O
CABINET FOR HUMAN
KENTUCKY MEDICA

PRIOR AUTHORIZATION FOI

1. Med. Assist. |.D. No.

2. Recipient Last Name:

ololololololelel de

Ten Digits

5a: Provider Number

olD [DTelelolele

Eight Digits

6a. Provider Name, Address, and Pho

5b. Provider Number

6b. Provider Name, Address, and Pho

[ T 1 1101711
Eight Digits
hA o o 9. Primary Diagnogis:
I__| |__I i STEP 7. Click the FIT WINDOW icon to
=11 K L o -l";& view the entire image.
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You should see this:

2 OnBase - Microsoft Internet Explorer,

OnBase
= S, 7

¥ Document Retrieval

& Frevious Beslbs [ NestResuls ¥ Options

02/28/2006 - Images - KY¥OSMCOR.: Member Services - TCN: 00605920032601200
02/28/2006 - Images - K¥OSMCOR: Member Services - TCN: 00805920032601100
02/26/2006 - Images - KYOSMCOR: Member Services - TCN: 00605920032601000
focument Type Groups 02/28/2006 - Images - K¥OSMCOR: Member Services - TCH: 00805920032600900
Irmsges - First Heslth 02/28/2006 - Images - K¥OSMCOR: Member Services - TCH: 00805920032600500
02/26/2006 - Images - KYOSMCOR: Member Services - TCN: 00605920032600700

4
Document Types | ] |
Irnages - KYOSEPSD: EPSDT Special .. A
Irmages - KYOSGRAP: Grievances an.. — J IMedRec—A roved Other  ~ ‘
Images - KYOSMCOR: Member Serui... B&l PP =

1 - KYOSNSTR: Nurse T " T T T ——
;::g:z - KYOSOUTE: c‘;:i:umﬂ.:ge I J M|« 4 b »|g=]htn w'"dm"j' = :El Pk
Images - KYDSPROV: Provider Services
From e () < 85059032012

01/01/2008 @ @

|

™
Keywords 5o Text Hots ol Fre ARG
ACH = T_Med Assisi. 1D Ho.
m...ngg

Sac_Prowidar Number Ba. Prowder Name, AGdress, and Phong Number 7. Cao. ¥ of Recipent
ol T0leTeTololol T Fasioence:
TCH = g Dvgis
St Frowger Homber & Gans i Dovary
I . —— i

Eight Digits oo oo
Form Name = 5 Primary Diagnosa: 1. D o B
I S FYEwy
o vy
Signlien of Brqwioer Caution
el B o S v o
Last Name = - sanica.
LoechThe L
I o T
Action Appeonvedd

A =Approved Aot
Recipient 1D =

I

Frovider ID =

19, HCB and Model Waiver Providers emler Approximata Tolal Monlhly Chargs:

5.
DO NOT WRITE BELOW THIS LINE

22 Prior Authorization Number: 3 s
0000H D 0000 41 MODEL WAIVER
Malirgom Use: 7 45____EPSDT/SPECIAL SERVICE
— — 46 HOME HEAL

_— ™
s2__WEB
S2883___HCBAADC
72___DENTAL
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5.1.4 Viewing and Manipulating Images in OnBase

Two tool bars appear above the image. They allow you to manipulate the document and
perform annotation functions.

TOOL BARS

Scroll over the tool bar
icons to see the pop-up

2 |MedRec-Approved Other I

el = b 5 | oo = [Fitin Window ~|| = (7 5| & | 5
TOOL BAR 1
=4 |MedRec-Approved Other -
TOGGLE
ANNOTATION
TOOL BAR 2
= > 5% [ Fitin window <] | = ] & |
A
I
PRINT, PAGE ZOOM IN,OUT |ZOOMBY % |ACTUAL | ROTATE
OPTIONS FORWARD, SIZE,FIT | PAGE
BACK, END, WINDOW,
BEGINNING FIT WIDTH
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6 Saving an Image to your PC

[T TETEapproved
T [DX999 || 1 /292|—
Maotes 4
Prink. ..
Send To Clipboard. ..
) Mail Recipient. .
Mavigate » -
o et pprwamd o,
; . Create New Daocument.
oo roness Envelope. ..
Toolbars  » [
—)
| 23, Approval Dates: | 24 l‘p‘p@{:‘i;m Authorzed:

2. Pocipeent Lasl Hame:

’ Save to Fi

te (eth T

COMMONWEALTH OF KENTUCKY
CABINET FOR HUMAN RESOURCES
KENTUCKY MEDICAID PROGRAM
FRIOR AUTHORIZATION FOR HEALTH-SERVICES

Content Type:

les

ol

" Current Page

™ Pages
Cancel

Sawe in

H = ® a< -

Places

[ Deskiop - c¥ &E-

(£3My Documents
4 ' My Computer
MyFecent | &Jpy Netwark Places
Documents 50y
@ (Cminutes
(S)Patti
Dosklop | s
(Ditables
My Documents
My Computer
-g Fie riame: erber Gervices - CH: UG 12008
My Mook Save s byps TIFF Files ("] x| Cancel

OnBase User Manual

STEP 1. Right-click anywhere on the
document in the document window. Select
“Send to” and “File.”

STEP 2. Select “imageltiff” and click OK.

STEP 3. Select a location and name your
file. Click “"Save.”
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7 Saving an Image to an Envelope

Mates 3
Prirk. ..
Send To Clipboard. ..
Mail Recipient. ..
o v Mavigate » y P
ccal N File...
A Create Mew Dacument. ..
Process

23, Aps Envelope, ..

41 MODEL WAIVER

45, EPSOTSPECLAL SERVICE
R 46 HOME HEALTH

Through &2, HCB.

52853 HCBRADLD

T2, DENTAL

g
—
o
=N
o
I
&
w
-

Add

T ] g:n'n:w L Armon
the e DX | ] /34;!7

i [ COMUONWEALTH OF RENTUCKY
I VBScript: New Envelope

YYYY
‘F’atti‘s envelope v‘ New [zsive paymer
Envelope P e eaein paymes
Add Cancel i Carg
. - Approved
— o TR Amount”
Cra DaDisipprcvent

e (rths T |DF949

es.
/3‘;)!#

) > B

Custon Queraes ':v )]

Envelopes (=)

¥
=l
H o > o
? Custon Queres :_'?:
Envelopes :_7:_\

STEP 1. Right-click anywhere on the document
in the document window. Select “Send to” and
“Envelope.”

STEP 2. Click “New” in the Select Envelope
Box.

STEP 3. Enter the name of your envelope and
click OK.

STEP 4. The “Select Envelope” box should
now show your new envelope name. Click
“Add.”

You should see the message displayed to the
left.

STEP 5. Click OK.

STEP 6. Click the blue clear All” arrow to return
to the main menu.

STEP 7. Click the “Envelopes” icon.
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‘A OnBase - Microsoft Internet Explorer

OnBase

s

P

[

K e K-oRIR

stuff

Envelopes

Patti's envelope

Custom Quenes

Document Retrieval

®© | mm

You'll see this:

2} OnBase - Microsoft Internet Explorer,

OnBase User Manual

Your Envelope will be displayed.
STEP 8. Click to open it.

NOTE: Your envelope will only be visible to you,
on any PC where you log in to OnBase. It will
remain until you delete it.

OnBase‘

4§ Previous Results

B Mest Results ¥ Options

¥ Document Retrieval
$  Custom Queries

= Envelopes

B patti's envelope

B stuff

=2

9

02)2B/2006 - Images - KYOSMCOR: Member Services - TCN: 00605920032601200

|
|§| El = MedRec-Approved Other  ~ ‘

|ae

“ 5053032012

A @ d b e =fFtinwindw <] = O[T & 5w

AR (e 15907

T Med_Assil. 1D o

Ea_Prowae Humbar

Sb._Provider Humber

Ton O

CABINET FOR HUMAN

KENTU: PROGH
PRIOH AUTHORIZATION FOR HEALTH SERVICES
. Recient Last Nama: 3

AT OF KENTUCKY

XY MEDICAID

e
gnt Digie.

G, Prowider Name, Addiess, and Frone Number

Eight Digits:

B, Trovidor Nams, Addracs, and Phons Humber

5. Primary Disgnosia:

T8 Secondary DIBgRonls:

T o Pravar

3
Procedure! Suppiy Descriptiope

.

Procedurn
Supply Code

DFgaq

: r.bmlﬂmlﬂm e (eths ¢

18, HCB and Model Warear Provsders arler Apgroximata Todal Monthly Charge:

B
DO NOT WRITE BELOW THIS LINE

P R R
000 szu.')ﬂlag ,

24 Type of Sorvice Authorized.
A0__DME
41" MOOEL WANER

45___EPSDT/SPECIAL SERVICE
ME HEALTH

cB
HCBAADG
NTAL

ot uead By
1.C.0 Waspeiaodel Waivor

“Sigratine of MechcadiPior AURORzaBon Fosprasentaiive:

lPaqe 10of 3,
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8 Printing an Image

STEP 1. Click the Printer Icon

2 OnBase - Micrasoft Internet Explorer, provided by EDS COE

OnBase
% ?

4 Previous Results [ Hext Rey ¥ Options

MMIS - ICH: 1107061000022

03/02/2007 - Images - Claims -

| pocument Retrieval

Docurnent Type Groups

Fimsees = @Eime =

|

Document Types
Irnages - Claims

Irnages - Claims - DDI KYMMIS
Images - Claims - Unisys

Images - Claims - Unisys - TCH ©nly

NG D»‘#C'IWH:F |<'}3”€>|¥x-‘

M DO Yy MM w0 v CPTMCPCS | MOOWIER 15| Pan

Frint Docyment 1 1 [Jves  [Ow
Framn Te (@ C ENPLOVER'S RAME G SCHOL WANE < OTHER ACCIOENT? < WNSURANCE FLAN NAME OR PROGRAM RAWE
[ = 5 .
0 INSURANCE PLAN NAME OR 10d RESERVED FORLOCAL USE 0 15 THERE ANOTHER HEALTH BENEFIT PLANY
7 Keywords .o Text o Mot i [ves [J 40 #yem rmer o ono comparosomsas |
o GG T O T3 INSURED O AUTRORIZED PERSON'S SIGNATURE | s
1”2 PA“EITSORAUMRIEDENSDN!SM1WEIwnumdmmummwmm, Payment of MGCal Benekes 10 e NS BGNEY DNy SO OF Suppier 10r
1cH - e ciaen | o110 T ATy W S80S SAGAL frikinnpelinsoatioin
ot
1107061000022
SGNED oaTE sGHED .
R _ T4 OATE OF CURRENT g ILLNESS (Frst sympioem) O 15 PATIENTHAS HAD SUAE OH SAM AR LLNESS. | 16, DATES ATIENT UNABLE 10 WORK I CUBRENT QCCUPATION :
rovider o ‘.W GIVE FIRST DATE bl W00 Y aa BB WY i
PREGHANCYILIP) ) FROM . '
L 1 TR O REFERIG PRV O OTVER SauRGE 773 16 TR s TS PTAEATGN GATES RELATID TO CURFENTSEEE
L oo Al E oo ¥y
N Fnou o i
er = L —
=m 18 RESEAVED FOR LOGAL USE 7 GUTSIDE LAB? S CHARGES _‘t
L 1 - Oes [ | |
37 CIRGHGSTS OF NATURE OF ILLVESS O UURY. IREURTE ITEWS 173 0N 4 10 FTEW 29F Y LFE) = MEDIEA RESUBHISSION
From DOS = o &5 ORGINAL FEF 1O
250 o0 P E— .
E— bR
MrSddf gy : 950 D L S |
¢ 5 TE 5 . : ST -
To DOS GATES) OF SEAVIS Puace | Trpe TSN T T e—, ~eseveoron
From Ere o | o (Exphon Unysusl Crcumsiances) ‘cooe S CHARGES 08 [Famny| puc | com | rocaw use 4

T

L ] 4 4
W/ ddf gy 0l Qo 01 __L_afﬁ___;'ﬁﬁhSé | S N Ve 2 O I |
s | :
:
9

0L a0 =t 29 | | €3S

i 1 ;
[ S S S— - -I".____J_‘, S SE—
]
- ‘ I
Q TAXID ATIENT TG 7 : {
25 FEDERAL O MUMBER SSN EW e IENT 5 ACCOUN Af.CE ‘-Eﬁll 28 TOTAL CHARGE 29 AMOUNT PAID 30 BALANCE QUE |
ﬁs [ w0 3 s 3

S % S 5 MU R— ——
"31 SIGNATURE OF PrvSICIAN OF SUPPLICR. 32 MAME AND ADORESS OF FACAI Y WHEFE SERVICES WERE |3 PHYSICIANS. SUPPLIER S BILLING NAUE AUCRESS 7/ CODE
INCLUDING DEGREES OR CREQENTIALS. RENOERED (4 oiher inan name o o1Ga 3 PHONE # f

i ey Tt 8 SEssant o1 P e
i thes vt a7, i = s g |

2helot

signed) DATE N Py J anve
=, —~ p— .
H D 2 IAPPROVED BY AMA COUNGI ON MEDICAL SERVICE 588} PLEASE PRINT OR TYPE AremoAD OUB s 1OMMCUS (b2 FOMMS D
¢ tustom Queries @
Envelopes (=) ||| |Page 1o 5.
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& Print Elgl

| General |

Select Printer

on USFFADD1. kyad kyxix,slg.eds.com
f on USFFA001
|52 WarkeentreB on USFFAQDI

<

Status: Fieady I~ Piinttafie  Freferences
Location: Fiicky's Cale

Comment: The best coffes in the building! R Printer, /|

Page Range

& Al Mumber of copies: |1 Eli

- " Curent Page

" Pages: e .H
Entst page numbers and/or page ranges .!

separated by commas. For example, 1,512

Piint Cancel | |

ks | Layaut/watemark

Advanced | Paper/Dutput | Image Opt
: E
Paper Summary: g Output/Stapling:

& Printing Preferences

Job Type: 2 Sided Print:

2 Sided Print A

Size: Letter (851 117) Callated v
IT Color White
§ | Type: Piinter Defaul Type

Output Destination:

Auto v
Select Paper hd

Saved Seltings:
=
{
XEROX [_fp ][ betas | [ Defakdl

[ & Printing Preferences ﬁ‘ﬁ

Advanced | Paper/Dutput | Image Dptions | Layout/watemark,

Page Layout: Watermark:

@NUp 1 v
Dralt

© Booklet Layaut Canfidental
Copy

New
Page Layout Options: Watermark Options:
[]Fit to New Paper Size
Image Orientation:
Lendscaps 8 [ Help -~ Defauls |
Forra
Rolated Landscape
1 1 1 1 L3 L ) v 4
General |
Select Printer

5. phasera-PS on LSFFADO1 kyad kyxix.slg.eds.com
= ntred on USFRADDL
g wiorkcentreR on LISFFAO01

< >

Statws Ready I Pinttofils  Freferences

Location: Ricky's Cafe

Comment: The best coffes in the bulding! Find Printer
Page Range

@ Mumber of copies: |1 EI:

o " Curent Page

" Pages W .H
Enter page numbers and/or page ranges .!

separated by commas. For example, 1,512

k Pint )Eance\ | Apply \
L

OnBase User Manual

The Print Dialog box will appear.

STEP 2. Click the “Preferences” button.

The Printing Preferences box will appear.

STEP 3. Click the “Layout/Watermark” tab.

STEP 4. Make sure “Portrait” is selected from
the “Image Orientation” drop down menu.

Click “OK.”

The Printing Preferences box will close.

STEP 5. Click “Print” on the Print Dialog box.

NOTE: The print setup instructions may vary
based on the printer used. Be sure to set
images to portrait and reports to landscape for
optimum printing.
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9 Searching for and Viewing Reports in OnBase

9.1 Searching for reports in OnBase

2 OnBase - Microsoft Internet Explord

OnBase

I;'.fnl

o 7

j" Docunient Retreval

Docurnent Type Groups

z
3 zq )“’J ]

Images - AR Financial

Images - Adjustments

Images - Checks

Irmages - Claim Credits

Irmages - Claims

Images - Exam

Images - First Health

Irmages - Lack In

Irmages - PA

Images - Provider b

2 OnBase - Microsoft Internet Explorer p

OnBase -

Y VB

)

() mm

Document Retrieval

Docurnent Type Groups
[all I+
Maintrarme Reports - Claims A
Mainfrarme Reports - Drug Rebate 4
Mainfrarne Reports - EFSDT :
Mainfrarne Reports - Encounter
Mainframe Reports - JCL Listings
Mainfrarne Reports - MARS

Mainfrarmne Reports - Managed Care
Mainfrarmne Reports - POS PRODUR
Mainfrarne Reports - Praovider

Mainfrarmne Reports - Recipient
Mainframe Reports - Reference W

[EH | | B

Kevwards % Text s Mote i

OnBase User Manual

“DOCUMENT TYPE GROUP” is a drop
down menu.

STEP 1. Click on the arrow at the right.

STEP 2. Under “DOCUMENT TYPE
GROUP” select the type of report you wish

NOTE: Reports are grouped as Mainframe
Reports or iCE reports. Reports generated
in the legacy MMIS will appear in
“Mainframe” report groups. Reports
generated in interchange will appear in
“ICE" report groups.
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<) OnBase - Microsoft Internet Explo

OnBase

& % ? B

:-"" Document Retrewval i

Docurment Type Groups

[icE Reports - EPSDT =

Docurment Types

EPS-1020-0: Duplicate TCH Error - H 1

Eho- 13051, EPSDT Lottar Cantrol STEP 3. After"selectlng a “DOCUMENT
EPS-1405-M: IMPACT PLUS Letter Co... TYPE GROUP,” select the “DOCUMENT
EPS-1801-Q: EPSDT Outreach Motific,., TYPE” select the report you wish to view.
EPS-1930-M: ERPSDT 15T Tirme Prior ...

EPS-4010-M: Newly Approved EPSOT ..,

W
From To :_1

Keypwords -\'( Text -\Q Mote &
Report Murnber =
| |

Repaort Marne =

<) OnBase - Microsoft Internet Explorer. provided) by El

OnBase

@ % ? B

4| Previous Re

:_‘V Document Retrieval é,

Document Type Groups

[icE Reports - EPSDT |[=] . .. .
B = i If you wish to limit your search to certain
Document Types | K3 dates, you may do so by setting date
EPS-1020-D: Duplicate TCH E
EFS-1305-M: E:Sp[;?l'aLZtter C;:?::ol = parameters. Remember these are
EFS-1405-M: IMPACT PLUS Letter Co... 1
ot e e s ety o document dates, not dates of service or
ERS-1950-M: EPSDT 15T Time Priok ... payment dates, etc.
EP5-4010-M: Newly Approved EPSDT ... ¥
e To @ STEP 4. Click on the calendar to the right
05/01/2007 | f | of the “FROM" field.
May 2007
Keywards non, Text & MW M T w T F s
iz 3 4 3
Report Murnber = & 7 &8 2 101112

| | 1214|1516 17 1219
2021 22 23 24 25 26
27 28 29 20 31

Report Marme =
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Cocument Types

EPS-1020-D: Duplicate TCH Errar Y
EPS-1305-M: EPSDT Letter Control
EPS-1405-M: IMPACT PLUS Letter Co...
EPS-1201-0: EPSDT Cutreach Motific...
ERPS-1950-M: EPSDT 15T Timme Prior ...

EPS-4010-M: Mewly Approved EPSDT ... ¥
From — (q) The “FROM” and “TO” fields should
o look like this when you have entered

date selections.

05/01/2007

05/14/2007

Feywords -\< Text -\i Mote

3 OnBase - Microsoft Internet Explorer p

OnBase -

Ve ¥ i
(8

Document Retrieval

QR

The search options on the
“Keywords” tab may differ,

Locurment Type Sroups

iCE Reports - ERSDT &3 : depending on the Document Type
4 selected. For example, when “ICE
EE’:;”E;? ;?F'DES o Ten T 5 REPORTS-EPSDT” is the selected
- il uplicate Fror r.% -
EPS-1305-M: EPSDT Letter Control Docbjment Type’ the”searc‘:‘h fields
EPS-1405-M: IMPACT PLUS Letter Co... are “Report Number” and “Report
EPS-12801-5: EPSDT Cutreach Motific.., Name.”
EPS-1950-M: EPSDT 15T Time Prior ...
EPS-4010-M: Mewly Approved EPSDT ... W STEP 5 You may enter |nformat|0n
From Ta [ in either or both fields. Note that the
0570172007 051472007 = sign appears in the example at the
left. This indicates that you are
Keywords 5l Text oL Note o searching for a vqlue that “equals
your search criteria. NOTE: You
Report Nurmber = won’t need to use these fields for
[Eps-1020-0 | most reports if you made a selection

in “DOCUMENT TYPE.”

Feport Marme =

** Report Number or Report Name
| | must match exactly to return results.
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Cocurnent Types

ICE-Rermittance Aduice

From To

Feywords

Ra Murmber =

Provider ID =

Cocurnent Types

EPS-1020-0: Duplicate TCH Errar
EPS-1205-M: EPSDT Letter Control

EPS-1230-M: ERPSDT 15T Time Priar ...

EPS-1405-M: IMPACT PLUS Letter Co...
EPS-1201-C: EPSDT Cutreach Maotific..,

EPS-4010-M: Hewly Approved EPSDT ... |

Frorm To
05/01/2007 05/14/2007
keywards -\{ Text -\Q Mote

[FReport Murmber | =

AMD

OnBase User Manual

EXAMPLE- Remittance Advice

When “ICE-Remittance Advice” is
the selected Document Type, the
search fields are “RA Number” and
“Provider I1D.”

You may enter information in either
or both fields. Note that the = sign
appears in the example at the left.
This indicates that you are searching
for a value that “equals” your search
criteria.

NOTE: You must enter information in
at least one of the keyword fields to
locate a Remittance Advice.

STEP 6. If you selected a
“DOCUMENT TYPE GROUP,” but
did not make a selection in
“DOCUMENT TYPE,” You may add
additional values to search criteria by
clicking on the field label (note the
label “Report Number” is highlighted
in the example at the left.
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Cocurnent Types
EPS-1020-0: Duplicate TCH Errar
EPS-132305-M: EPSDT Letkter Contral
EPS-1405-M: IMPACT PLUS Letter Co...
EPS-1201-3: EPSDT Cutreach Maotific..,
EPS-1950-M: EPSDT 15T Time Prior ...
EPS-4010-M: Mewly Approved EPSDT ...~ An additional field will appear,

¢ allowing you to enter another value.
For example, if you were searching
for remittance advice statements,
you could search for two providers’
-\i =— -\'{ Note - remittance advice statements in the

same search.

Frorm Tao

05/01/2007 05/14/2007

Keywards

(Report Murnber =
EFPS-1020-C AND

Report Nurmber =

Report Marme =

T

s I ) —
8 © 2 o
STEP 7. After the search criteria

'? Custom Queres . 7| have been entered, click the
Binoculars on the left side of the
bottom toolbar.

=] Envelopes v

9.2 Selecting the report from search results

After your search is executed, you will see a screen that looks like this:
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D Onllase - Microssft Internel [xplorer provided by [0S COI

OnBase

[ Mt Boy 4 Ot

OnBase User Manual

L B
T Gt Gueries
i tosdopes

STEP 8. Select the desired report by double-clicking on the row in the results window.

The report will be displayed like this:

518480

] ¢ T

e, = vc pox 00000
e bouLtHe GREEN, KY 40000-0000

e

Cossanwesth of Ksncucky Provider Remittance Lavice

"o

e
el = || e iats
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9.3 Viewing Reports in OnBase

OnBase User Manual

Four tool bars appear above the report. They allow you to manipulate the document, and

perform search and annotation functions.

TOOL BARS

| 3
= Scroll over the tool bar
= |MedHec—Appruved Signaturj :anls to see the pop-up
apeils.
= b o o —|100% d || =1 R
TOOL BAR 1
CIREED -
p— TEXT SEARCH OPTIONS

icon

Text Search Options

[ | start on Current Page

[ | column Search:

Start Column: |:| End Column: |:|

Use Column Index

Apply

Click the TEXT SEARCH
OPTIONS button for Text
Search Options box to be
displayed.

MCARE

When you fill in the search
criteria, the FIND NEXT
button becomes active.

MCARE

(<B) B

After you have located the
first occurrence of your
search, the FIND
PREVIOUS button
becomes active.
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TOOL BAR 2
EE | .EE | LOCK COLUMNS icon

LOCK ROWS icon

TOOL BAR 3
= ‘HEdH&I}Appruved Signatur ¥ | roceLe annoTaTioN

TOOL BAR 4
=) B S | ¢ = |Fitin Window ~|| = | 4 5| I S | o
¥ 1 t
PRINT, PAGH! ZOOM IN, [ ZOOMBY % [ACTUAL [ROTATE
OPTIONS FORWARD, | OUT SIZE, FIT | PAGE
BACK, END, WINDOW,
BEGINNING FIT
WIDTH
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9.3.1 Using the Text Search Option Within a Report
' E
|2 |MedHec—Appruved Signaturj
& b 5 | ap —[100% a | EREI=IG

STEP 1. Click the TEXT SEARCH OPTIONS icon on the top tool bar.

- Text Search Options

STEP 2. When the
TEXT SEARCH
OPTIONS box pops up,
Start Column: |:| End Column: I:l select “Start on Current

Page” and click apply.

Start on Current Page
[ column Search

Use Column Index

= STEP 3. Enter search
' Hk IREMITTANCE - criteria in the search
b | | J field. For best results,
E2 | | use ALL CAPS.
= | 2 | “REMITTANCE” is

shown in the example.
The second icon, “FIND NEXT” will become active.

STEP 4. Click the FIND NEXT icon.

Intermet Lxplarer pravided by 1015 €01

The first occurrence of
the search criteria will be
highlighted.
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[

1| < B [REMITTANCE -
=] =
= |General_2 v
= b 3 | o =[100% || =i a4
REFORT:  CRA-BANN-R COMMONWEALTH OF KENTUCKY
RLH: 6518460 MEDICAID MANAGEMENT INFORMATICON SVSTEM

PROVIDER REMITTANCE ADVICE
PROVIDER BANNER MEZSAGES

STEP 5. Click “FIND
NEXT" again. The
“FIND PREVIOUS” icon
will become active, and
the second occurrence
of the search word will
be highlighted. Clicking
“FIND PREVIOUS” will
return you to the
previous occurrence.

5553558 c T
PO BOX 00000
BOWLING GREEN, KY 40000-0000

Commonweath of Kentucky Provider IERUSUSHEE idvice

9.3.2 Locking Columns and Rows

If the document you are viewing is formatted as a text report, you can lock columns or rows of
text into position to create easy reference points when you scroll through a page.

e Locking text columns locks the specified number of character positions at the far left of
the page.

e Locking text rows locks the specified number of lines at the top of the page.

When you lock rows or columns, the system inverts the colors in the locked area to make
reference even easier. If the Pages toolbar is open, the colors in the locked areas of the
thumbnails are also inverted.

Locks apply to the complete current document and only the current document and they apply
only as long as it remains the current document. If you leave the document and return, all the
text will be unlocked.

i
l
:

The “LOCKS COLUMNS” and “LOCK ROWS” icons
are on the second toolbar.

The first icon is the “LOCK COLUMNS" icon. Enter

a number in the box to the right of the “LOCK
!@ E 5 .EE COLUMNS” icon.

STEP 1. Click the “LOCK COLUMNS” icon.
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OnBase User Manual

Your screen should look like this; the locked columns are black.

3 OnBase - Microsaft Internet Explorer provided by EDS COE

3

< MED

{ [ Mt Resks L3 Optioed
2.9 s 7 @ | o
[ - | [2007 - ICE-Runmitarce Advice - Paryes 10 00000000 - RA Number: 8518460 “
= 1 [ anjuaf2na7 - 1€F Anmetance Advios - Pupee K D0DD0D00 - R Number: £547347
¥ Docuemant Ratrie !
Bocumant bl 11 W 1172007 - 1CE-Riometance advice - Payee K DCCKKK - Fi Number: ES4ESD0
Cocument Type draups 01LJ11/2007 - ICE-Riomitarce Addrce - Peryes: I DOOOO000 - A Mrder: S547595
ICE Baparts - Bammtancs Aduics w | [ 011372007 - 1CE-Rmtt e fubvicm - Parpmm B: 00000000 - RA Nusrdes:: 4547051
|0||’ll.fm?-KE-PMlal.eJ\¢ne-Dm B Q0000000 - PA Number : 6546523 |
ocurnant Typas A3 *
ACE-Remittance Advics Iir
| & 4 p [REMITTANCE -
lllmhz |
b = | j | = [General_2
| AT |
o/oarsnor | [earaasacer W || 4 P iz —gimi kL et
REFORT: T COMNONWEALTH OF RENTOCKY
Répuords S Taxt 0. mote RAH: 518460 MEDICATD MANAGEMENT INFORMATION SYSTEN
PROVIDER REMITTANCE ADVICE
AL T = SURRARY
T
Pravidar 1D -
30000000 s $es, ¥v 40000-0000
Peuider 1D -
CLATHS DATA
CORRENT CURRENT  MONTE-TD RONTH-TD  YEAR-TD
HUMEER AROUNT NUNEER ANCUNT HUMEER
AID o 0.00 o 0.00 784
JUSTHENTS o 0.00 0 0.00 o
HENTS o 0.00 o 0.00 o
“LATHS PAYNENTS o 0.00 o n.o0 781
ENIED 1 1 0
™ PROCESS a
——————————————————————— EAENINGS DATA==========mmmm
s
liins pavnents 0.00 0.00
ERSTEN FAYOUTS (NOM-CLALN SPECIFIC) u.00 0.00
P8 COMITS PECEIVABLE (OFFSETS):
CLAIR SPECIFIC:
CURRENT CYCLE 10.00) [0.00]
QUTSTANDING FRON PREVIOUS CYCLES (o.00) [0.00)
NON-CLALN SPECIFIC OFFSETS jo.o0) 1000
3T PAYMENT 0.00 0.00
REFITE
iin SPECIFIC ADIUSTHENT REFUNDS (0.00) 10.00]
CLATH SPECTFIC REFINDS (0.00) [0.00)
M D = B3 FroascTaL:
Mhorss iverrrs memoeaTe sovereTe n nn nonn -
¥ custom Queres k
= R ——s S

STEP 2. Click the “LOCK COLUMNS” icon again to unlock.

2l [Eho

STEP 3. Delete the entry in the box next to the “LOCK
COLUMNS” icon and enter a number in the box to the
right of the “LOCK ROWS” icon.

STEP 4. Click the “LOCK ROWS” icon.

Your screen should look like this; the locked rows are black.
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[ Orflase - Microsoft Intermet Explorer provided by (05 COE

OnBase
& 7 ||

- - ICE: ] be -

P Maaz Rmods 2% Optior
i

T Decmment Retrieval

0
[
. 1
CLAIHS IN PROCESS o
EARNINGE DATA
PATHENTS:
CLAINS PAYMENTS a.o0 0.00
2yaT H-CLAIN SPECIFIC) a.00 0.00
ACCO LE {OFFSETS):
(0,00} [0.0a)
K PREVIONS CYCLES 10.00) 10.09)
® SPECIFIC CFFRETE {0.00) (0.00)
NET PATMENT 0.00 0.00
BETINDS:
CLATH SPECIFIC ADJUSTRENT REFUNDS {000 (0.00)
NOH-CLAIN SPECIFIC REFUNDS {g.00) 10,091
[ B - OTHER FINMMCIAL: " - " &
% Custnm Querias 5 3
Sl Envelupes =) ||| age 4 of b

STEP 5. Click the “LOCK ROWS” icon again to unlock.

9.3.3 Adding an Annotation

- STEP 1. Click the arrow for the
o | j Annotation drop-down menu and select
El (= the Annotation Type.

(2] |MedFlec—Appmved Signaturj *The only choice at this time is “MedRec-
= MedRec-Approved Signature Approved Signature”
5 ¥ o o,

[l o

Toggle Annotation |.:_;_. = |Fit Width ﬂ B i-ll\-lllfll:())%A'ﬁ“OCli\(l (i)cno:']he TOGGLE

TSR
G510460

FEOVIDER REMITTAN
SUMHARY

3 T

EEN, KY 40000-0000

STEP 3. When you put your mouse in
CHNT COBRDNT wTIT) T the document window, click and hold it.
i sosvsamrs o : Crosshairs will appear.
;;%M';g-;}ll.;lllnb PAYRENTS

omocoo
©
mocooo

EARNTHGS DATA
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Add Mote...

Wiew Motes. ..

REEN, KY 40000-0000
CURRENT CURRENT
NUNEER AMOINT
LINS PAID 0 al.oo
AINM ADJUSTHENTS 0 al.oo
S5 ADJUSTHENTS il ol.oo
TOTAL CLAINS PAYMENTS il ol.oo
ALINS DENIED 1
LINS IN PROCESS 0
VHENTS :
CLAINS PAYMENT: .00
SYSTEN PAYOUTS (NCN-CLAIN SPECIFIC) 0.00
ACCOUNTS RECEIVABLE (OFFSETS):
CLAIN SPECIFIC:
CURRENT CY¥CLE (0.00)
OUTSTANDING FROM PREVIOUS CVCLEZ (0.00)
o
GREEN, KY 40000-0000
7777777777777777777777777 CLAINS DAT
CURRENT CURRENT MONTH-TD
NUMEER AMOUNT  NUMBER
CLAINS PAID 0 0.00 0
[CLAIN ADJUSTMENTS 0 0.00 0
MASS ADIUSTMENTS 0 0.00 0
TOTAL CLAINS PAYMENTS o 0.00 o
CLAINS DENIED 1 1
CLAINS IN PROCESS 0
77777777777777777777777 EARNIN
[PAYHENTS :
CLAIMS PATMENTS 0.00
SYSTEM PATOUTS (NON-CLAIN SPECIFIC) 0.00
BCCOIMNTS RECETWARLE (OFFSFTH »
ES: 01 291
ED ON THIS Rh: 1

Print...
SendTo ¥
Navigate b
Scale r
Process ¥
Taokhars ¥
AE18460
SUNBARY
Viaw Mate (1) x|
oo
GREEN, KY 40000
CLATHE|
CHTH-TD
NUMBER
ICLALES PALD o
CLAIN ADJUSTHENTS o
MASS NTS o, ]
TOT. C P o
CLAINS DENIED 1
ICLATHS IN PROCESS 1]
o P Tt
PAYNENTS:
FLATS BT noon

OnBase User Manual

STEP 4. Left-click the mouse button and
hold. Drag the mouse to create a box
around the desired area of the report.

When you let go, a pink-shaded box will
appear over the area marked.

STEP 5. Click the TOGGLE
ANNOTATION icon again when you have
placed your annotation.

You must now open the note attached to
the annotation to add your text.

STEP 6. Right-click anywhere on the
document. Select “Notes” and “View
Notes.”

STEP 7. Select the Annotation you wish
to view and click “OK.” Each annotation
has a date, to help you identify it.
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CLAINS PALID
CLATM ADJUSTMENTS
MASS ADJUSTHENTS
TOTAL CLAINS PEVYMENTS
CLATMS DENIED
CLAINMZ IN PROCESS

PAYMENTS:

CLAIMS PAYMENTS

SYITEM PAYOUTS (NON-CLAIN SPECIFIC)
ACCOUNTS RECEIVAELE (OFFSETS) :
CLAIN SPECIFIC:
General_2 - 27172007
MZWTPI 02/012007
'ype text here.

PREVIOUS CYCLE]
OFFSETS

ENT REFUNDS
DS

Page 4 of 5.

CLETHS FATHERT:

STSTEM PAVOUTS (MON-CLLIM SPECTIFIC)
ACCOUNTS RECEIVAELE (OFFSETS):
CLAIN SPECIFIC:

General 2 - 2/1/2007 |
MZWTP9 0200172007 Tookars >

ype text here.,

Deleke Note

ENT REFUNDS
UND3S

Fage 4 of 5.

9.3.4 Printing a Report

|Genera|_2 j
/:> b ol fiex

Ir, noTr T

& Print IZJB
General

Select Printer

2 Microsoft Office Document Image Writer L5t Workcentred ol

23 PDF935 L Workeentref ar

E Aphasera on LISFFAD01

<
Status: Ready Clrinttofe [ Proterences >
Location

e —
Comment [ FrgFrme ]
Page Range
@4 Murber of popies: (1 3
) Current Pags

) Pages: 17 ]
Enter page numbers and/or page ranges ]
2

separated by commas. For example, 1.5-1

Pint | [ Cancel | [ fpok |

A Print dialog box appears.

STEP 2. Click “Preferences.”

OnBase User Manual

STEP 8. Click in the white area of the
note and add text. Note the User’'s ID
appears on the note.

STEP 9. To delete the annotation, right-
click in the header portion of the note and
select “Delete Note.”

NOTE: An annotation is visible to any
user, and may be deleted by other users.
It will remain until deleted.

STEP 1. Click the Print icon on the
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& Printing Preferences @E‘

Layout | Paper/Qualiy | Dutput Options | Troubleshasting

) Portrait
@Landscang
TSrFrorEd Landscape

@) More
O Flip on Long Edge
O Flip on Short Edge

STEP 3. Select the Layout tab and click
“Landscape” under Orientation.

Print om Both Sides ’r

Pages Per Shest: | 1 v

STEP 4. Click OK.

om0 g o i i 1 T S L i L A L |
& Pprint ? [R
General
Select Printer
2 Microsoft Office Document Image Writer L Warkeentred o

23 PDF995 g WorkeentreS or

< >
Status Fleady [ Pint o e ; WP it
\;;a;:::t. STEP 5. CIICk Prlnt.
ot N — NOTE: The print setup instructions may

| Lnber of copies £ .

© tuent Page vary based on the printer used. Be sure to

O Pages: 17 .
Enler:age numbers and/or page ranges Iﬁ Set Images to portralt and reports to
separated by commas. For example, 1.5-12 Iandscape for Optlmum prlntlng.

ﬁ Frint N Cancel ][ Apply ]

9.3.5 Navigating Multiple Report Pages
Bl =]

(B4 |General_2

Click the right-pointing triangle to page forward
w & (b | —[ox | one page

REFORT: CRAL- Next Page
RAff: &

[T TET
= |Genera| 2 j
&K 4 @H} =fioox = Click the right-pointing double arrows to go to
‘REPEE;‘: cm;g&l: the last page of the report.
%«;mlz j
L1k fprmfi; - [ Click the left-pointing triangle to page back
s LSRR il one page.
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Bl =l
B4 |Genera|_2 j

(@4 b »|G xSl
REFORT: ’—"—D—‘—'—EBM—R
‘ Ragi: First Page c2cg

Bl (=]
i|GeneraI_2 j
@€ d b w5

— FREPORT: CRA—EOBH—R
. FAf: 6555258

—.

= |General_2 j
@ K4 DW= E533z M|lI=
FV FOUNDATIO Zoom Qut

Ful I ol Y ke Il

-._ﬁ‘General_lQ j
@ k4P W eaEE  N=HE | E Y
RV FOUNDATIO %ﬁg—/
100%
40588-1686 200% v
Jr— |
100% S(EHEE D %
Ackual Size nE]
-
p= 1 :(_>J_ VR
-Fit Width
HME]

>} I.L;.l — |Fit in Window ~ =y :@ Je 3 J_:‘.'_.

e it iny WWinclow [+

FEOVINER FENITTANCE ADWICE
08 CODE DESCRIFTIONE

[~
it in Window || = | ;@»\, )
COMBCHNTALTE OF K
wenrearn mamasemewr | Rotate Left e

FROVIBER RENITTMNCE AIWICE

OnBase User Manual

Click the left-pointing double arrows to go to
the first page of the report.

Click the plus sign to zoom in, or magnify the
report page.

Click the minus sign to zoom out, or reduce
the report page.

Use the drop-down menu or enter a
percentage amount to set the magnification
amount numerically.

Click the equal sign button to display the
report page in “actual size.”

Click the button with two arrows to fit the
report to the width of the document window.

Click the button with four arrows to fit the
report page to the size of the document
window.

Click the left arrow to rotate the page to the left
90 degrees.
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=~ 2 L] & &) w

CRCHNIALTE oF ELUTWCET [BL)

ICAID NANIGEWENT INFORNL -
rzn rrovsEr remrrramce atrotate Right

| | & K| R

ILTH OF EENTOCET |Hi1)

EEEWT INEOAEATION 5TE

= prmrTTINCE apvicr | ZPLONS

e DLSCRIPTICNS

&%

=
Wor|| = H kK
= [

COMMNVELLTH OF EENTUOCEY jHi)
BEEDICAID BMNIGERENT INFOREATION STSTER
PROVIMER RERITTANCE AMVICE
E08 CODE DESCRIPTIOND

2l Viewer, Options -- Web Pa...

EFvIcE i
Maxirnurm Thurmbrail width 1DE||
BEATLE 5

lcooz aLLof
W EATD. Maxirnurmn Thurnbnail Height [ 100

Enable Thurmbrail Zoom

lacER Zoom width | 260
IED

[TTON Zoorm Height |[260
nwcied 2o

never app

Show Mote Icans

Alwal,ls Visible

gardz i

LE FRETY.
besn reachsd.
ing =rroc(s] . Mdditiosal imforsetion ir swpplied wus

o b= paall | Save Cancel
S —

PATEE ID
I I

CHECESEFT
IBSUE BATH

x)
00|
20|
20|

ing The

OnBase User Manual

Click the right arrow to rotate the page to the
right 90 degrees.

Click the “cog” button to set display options.

The Viewer Options box will open.

Setting changes will apply any time you are
logged into OnBase.
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9.3.6 Navigating with Document Thumbnails

OnBase - Microsoft Internet Explorer, provided by EDS COE

OnBase User Manual

OnBase

H @

@ custom Queries

=] Envelopes

0ole

oois
goze
gozo
oosz
0oa1
00az
00BS
00B7

Fage 129 of 130,

HIPAL REASCIN

CODE HIPAL ADJ REASCN CODE DESCRIPTICN

Claim/service lacks information which is needed for adjudication.
using remittance advice rewarks codes whenever appropriate
Duplicate claim/service,

Expenses incurred prior to coverage.

The time limit for filing has expired.

Claim Paid in full.

Claim denied charges.

Contractual adjustment.

Payment adjusted because coverage/program guidelines were not met or were excesded.

This provider was not certified/eligible to be paid for this procedure/service on this datw

\ >

ddditional information i

£+ Options
W P 01/30/2007 - ICE-Remittance Advice - Payee ID: 00000000 - RA Number; 6555258 ~
P— = | || 0143012007 - ICE-Remittance: Advice - Payes 1D: 0000000 - Ré Hurnber: 6555258
01/25(2007 - ICE-Remittance Advics - Payes ID: 00000000 - RA Nurrber: 6518602
Documnent Type Sroups 0125(2007 - ICE-Remitkance Advics - Payes ID: 00000000 - RA Nurber: 6554022
iCE Reports - Remittance Aduice |7 || 01jz312007 - ICE-Remittance Advice - Payes ID: 00000000 - RA Nuriber: 6552675
01f18(2007 - ICE-Remittance Advice - Payes 1D: 00000000 - RA Nurber: 6550302 . 4
¥ %
Document Types < | bl
ICE-Remittance Advice
m -
=]
— u General_2 v il |
Framn To (9) = /
— Sl&kd b w s SlsdlE D # ‘.
[REFORT: CRA-EOBM-R COMMONUEALTH OF EENTUCKY (M1)
Keywards Text Nete RA#: 6555258 MEDICAID MANAGEMENT INFORMATION SYSTEM —
PROVIDER REMITTANCE ADVICE
R lurmbery = EOQB CODE DESCRIPTIONS
CEXEXEXENE
Provider 1D = PO BOX 0000
LEXINGTON, KY 40000-0000
EQB CODE EOB CODE DESCRIPTICH
0019 CLAIN/DETAIL DENIED. PROCEDURE/NDC MISSING/ INVALID.
0102 CLAIN DETAIL DENIED. LATE BILLING DATE OF SERVICE PAST CNE VEAR FILING LINIT. VERIFIES TE
DETAIL OF & CLAIM IS RECEIVED WITHIN 1 ¥EAR FROM THE DATE OFVUHICH THE SERVICE WiS RENDERET
0145 THIS PROCEDURE IS NOT CERTIFIED FOR THIS LABORATORY.
0254 THE MEMBER IS NOT ELIGIBLE OM THE CLAIM SERVICE DATES.
0359 REFER TO THE ADJUSTMENT REASCN CODE.
0368 PROVIDER IS NOT ELIGIELE TO BILL FOR HOME HEATLH SUPPLIES AND/OR VISITS.
0598 CLAIM DETAIL DEMNIED. ONLY OME 'E AND M' CODE ALLOWED PER DATE OF SERVICE.
0883 CLAIM DENIED. DEFLICATE PROCEDURE HAS BEEN PAID.
2078 FREVIOUSLY PAID OME VISIT CN THIS DAY
2265 CLAIM HAS THIRD-FARTY PAYHENT
2625 FUND CODE UNDETERMINED
2660 ZERO AMOUNT TO PAY
S111 INTERMAL FPROCESSING ERROR - CONTACT SE MANAGER PB!E 129
9916 PRICING ADJUSTMENT - MAX FEE PRICING APFLIED ’

Look at the document thumbnails on the right side. Note that on Page 129, the upper left side
of the thumbnail is black. That indicates the portion of the page you are viewing in the
document window.

Use the light blue scroll bars to move to the left and down.

Note that the black box on the thumbnail moves as you scroll.

You may also place your cursor on the black box, left-click and drag. Note the page display
changes as you move the black box.
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9.3.7 Adding Notes

Prink. ..
Send To

Mavigate

WE CODE D) gegle
FROCEDI
LLTE EBI!
% RECEIVE] Toolbars

Process

-

[
2

]

EQE CO

Add Matke, .

View Notes, ..

ING/ INVALLID.
OF ZERVICE PAST O

YEAR FEOM THE DAT

T CERTIFIED FOR THI3 LABORATCORY.

O TOoOTERT T BT TLIT T 8 TR O CTOITTTT T i T

KENTUOCEY DEPARTHMENT FOR

291

I IN
Add Note
EE'|'CE i
General Mote

TEEH

MICE
C L
T ID ERVI

E

o170 0&-0

BILLING OR REFERRING FRCVIDER NOT EENFAC

OnBase User Manual

STEP 1. Right-click anywhere on the
document within the document window.

STEP 2. Select “Notes” and “Add Note.”

STEP 3. An “Add Note” dialog box will
appear.
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Add Note

General Mote

)4 Cancel

x]

20065 - General Mote
MNEICEE] OF 052006

FiE2006 - General Mote
MNACFE] 07 0520085

Ilhis is a test note for
on base training|

) 7152006 - General Note
(@) ||| |Page 4 of 1073,

OnBase User Manual

STEP 4. Highlight the NOTE TYPE and click
“OK.H

*"General Note” is the only type currently in
use.

A “sticky note” box will appear.

STEP 5. Enter the content of your note.

STEP 6. Click one time anywhere on the
yellow bar to close the note window.

STEP 7. Another click will re-open it.
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Page 4 of 1073,

FE2006 - General Mote

9.3.8 Viewing Notes

Toolbars

3

LES: 01 291

ED ON THIS RA:

Mokes

Prink...
Send To k

Mavigate #
Srale 3
Process  #

Toolbars

Add Mate, ..

Vieww Motes, ..

View Note (241) 3]

Medical Record - Approved Signature -
Medical Record - Approved Signature -
Medical Record - Approved Signature -
7/5/2006 - General Mote [Page 4]

Medical Record - Approved Signature -
Medical Record - Approved Signature -
Medical Record - Approved Signature -
Medical Record - Approved Signature -
Medical Record - Approved Signature -
Medical Record - Appraved Signature -

3/20/2006 (Page 3]
342072006 [Page 3]
3/20/2005 (Page 3]

3/24/2006 [Page 5]
3/24/2005 (Page 5]
3/24/200F [Page 5)
3/24/2006 [Page 5)
3/24/2005 [Page 5]
3/24/2006 [Page 5]

A OOE P e

3

OnBase User Manual

STEP 8. Right-clicking on the top bar of the
Note will allow you to delete it.

STEP 1. To view Notes, right-click anywhere
on the document window. Select “Notes” and
“View Notes.”

A menu pops up.

STEP 2. Select the Note you wish to view
and click “OK.”
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10 Other Types

of Searches

10.1 Wildcard Searches

A Wildcard search allows you to search for wildcards in a report name (within a Single
Document type Group). For instance, you could search for all the Provider reports with
“ENROLL” in the report name. This would return all enrollment-related reports.

<3 OnBase - Microsoft Internet Explore

OnBase

Q] B

Cocument Type Groups

Document Retrieval N

% 7

Reports - Remittance Advice

Reports - Call Tracking
Reports - Claims
Reports - Drug Rebate
Reports - EDI

Reports - EFSDT
R.eports - Encounter
R.eports - JCL Listings
Reports - MARS
Reports - Managed Car
Reports - POS FRODUR
Reports - Provider

=)

=

b

EHH

Keywaords

Text

Mote

Documnent Type Groups
iCE Reports - Provider Data || v

Docurnent Types

PRY-0010-R: Label Print Request Sumr a
PRY-0011-R: Provider Listing by Flexibl
PRY-0013-M: Provider FEIN-5SN Cross
PRV-0016-M: Provider License Number
PRV-0017-M: Provider CLIA Crass Refe
PRV-0018-F: Suspected Duplicate Provi ¥

Fram To (4}

DUTOTITETIC Ty SO

|iCE Reparts - Pravider Data

Docurnent Types

PRY-0100-W Active Providers with iny
PRY-0300-01 Mewly Enrolled Providers
PRY-0310-W" Provider Enrollment Dt
PRY-0500-C: Provider Adivity - Inact
PRY-0501-¢: Deadivate Pravider Rep
PRY-0302-D Provider Letter Repart

Frarm To

MKSZ220-RO01: LIFETIME TRANSACTION ™

Frarm Ta (4
1z/01/z005 12,!"31,!"2|:I|:IE|
IIIF 1 L _] 1 -\-\‘e{-

Keywards Text i Mot

Report Hurmber

Repart Marne

[*EnROLL*

OnBase User Manual

STEP 1. Select the desired “DOCUMENT TYPE
GROUP.”

STEP 2. Highlight the first report under “DOCUMENT
TYPE.”

STEP 3. Hold down the “Shift” key, scroll down and
highlight the last report under “©DOCUMENT TYPE.”

STEP 4. Using the calendars on the “FROM” and
“TO” fields, select the desired date span.

STEP 5. Enter your search string in the “REPORT
NAME” field.

Be sure to put a asterisk (*) before and after your
search string.
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STEP 6. Click the binoculars at the bottom left side of the left-hand navigation.

Your screen should look like this:

B Onfase - Micrasaft Intesnet Explorer provided by DS COE

OnBase

OnBase User Manual

1l 4 r £ Oplions
# 4 7 @

O1Z/007 - PAY.0310-W! Provider Ereolment Detal Report

EP Dacurmsnt RaBAGEl m.{_::s.l_xm PRY-O300-0 n:w:m::ee Providers.
Decumarnt Type droups O3 J5[2007 - PRY-O00-D; Newdy Crwoled Providers.

\CE Baparts - Provider Dats

= PRYIM00D:

4

Datuma T T TR |

FR-2S11M1 Pravides Prarumptie Elig x

PRV-360%-M: Crans-Ratermnce By Coy
Tt

hutd

DRV-S548-C1 Liss by Araa-Caw Distror &
PRY-3311-D1 Provider Listing By Sreup ™
Fram To )

oasonszoor | |oasaaszoor |

Waywards L Taxt o Wots
Rapioet Hurnhar -
Raport Hama -
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10.2 Using the Text Search Option to Locate Reports

A Text search allows you to search for a report based on text which appears within the report.
For example, you might want to search for all reports where a particular provider appears, so
you could search using the provider’'s name or number as search criteria.

) OnBase - Microsoft Internet Explore

OnBase

% 7 8

Document Retrieval iy

EE

Cocurnent Type Groups

|Reports - Remittance Advice |EI
L

Feports - Call Tracking
Feports - Claims
Feports - Drug Rebate
F.epaorts - EDI

F.epaorts - EPSDT
F.eports - Encounter
F.eports - JCL Listings
F.eports - MARS

Reports - Managed Care
Reportz - POS PRODUR
F.eports - Provider V5

i

Text . Maote .

STEP 1. Select the desired “DOCUMENT
TYPE GROUP.”

Keywords

TUTOTITENT TYE oo

Documnent Type Groups
” = |iCE Reports - Provider Data

iCE Reports - Provider Data

Docurnent Types
PRV-0100-W: Active Providers with inv

STEP 2. Highlight the first report under

Docurnent Types

PRY-0010-R: Label Print Request Sumr a
PRY-0011-R: Provider Listing by Flexibl
PRY-0013-M: Provider FEIN-5SN Cross
PRV-0016-M: Provider License Number
PRV-0017-M: Provider CLIA Crass Refe
PRV-0018-F: Suspected Duplicate Provi ¥

Fram To (4}

PRW-0300-0: Newly Enrolled Providers
PRY-0310-¥: Provider Enrollment Dt
PRY-0500-Q: Provider Adivity - Inact
PRW-0501-Q: Deactivate Provider Rep
PRW-0302-0: Provider Letter Repart

Fram To

g

MKSZ220-RO01: LIFETIME TRANSACTION ™

Frarm Ta (4
12/01/2005 12731/ 2005
|IIF 1 L _J I -\-\‘\!{-

Kevwaords @-\C\ Mote

Feport Mumber

“‘“DOCUMENT TYPE.”

STEP 3. Hold down the “Shift” key, scroll down
and highlight the last report under
“DOCUMENT TYPE.”

STEP 4. Using the calendars on the “FROM”
and “TO” fields, select the desired date span.

STEP 5. Click on the “TEXT” tab on the left-
hand navigation.
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|o1r01/z007 [ [or/31/2007

Keywords \)f Text & Mote &

Search String
[sn000007]

I:l Case Senszitive

et Vo] STEP 6. Enter your criteria in the “Search
I:lWiId Card Search Strlng" fleld

I:l Create Report

Report Description

T

STEP 7. Click the binoculars.

Search results will be displayed at the top. Your screen should look like this:

3 Doflane . Micrmett bnterast Erploves pravided by 158 £O1

OnBase

T bt Gmrtes
g

The search results will show you:
1. Number of hits
2. Page in the report on which they appear

3. Report number and name

Docurnent Mame
07/01/2005 - MP3600-RO04: PROVIDER CROSS-REFEREMCE LIST BY ZIP
07/01/2005 - MP3600-RO0S: PROVIDER CROSS-REFERENCE LIST BY CITY
07/01/2005 - MP3600-RO02: PROVIDER CROSS-REFEREMCE LIST BY FEIN
08/01/2005 - MP3800-RO05: PROVIDER CROSS-REFERENCE LIST BY CITY
08/01/2005 - MP3800-RO04: PROVIDER CROSS-REFERENCE LIST BY ZIP
08/01/2005 - MP3800-RO02; PROVIDER CROSS-REFERENCE LIST BY FEIN

3

[ R =
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STEP 8. Left-click on a hyperlinked page number to open the report and view the information.

The information will be highlighted.

OnBase - Microsoft Internet Explorer, provided| by EDS COE

OnBase

Dacument Narme

& e ?
E Y
¥ Document Retrieval @
Docurnent Type Groups
[iCE Reparts - provider Data I
4
Docurner
PRY-! -R: Label Print Request Sumr a
PRV-0011-R: Pravider Listing by Flexibl —
PRY-= -M: Provider FEIN-SSN Cross F
PRV-0016-M: Provider License Numbsr
PR -M: Provider CLIA Cross Refe
PRV- -R: Suspectsd Duplicate Provi ™
General_2 A
Fram To @)
- » = [100% ElEIEI=IFGENE:
[earosraser |G [sarsuraver | 8 @K PR SRR L
Report @ PRV-0019-K COMMONVEALTH OF KENTUCKY
Kepnords ) Test i Hote . ||||Process : PRVIMDLD MEDICAID MANAGEMENT INFORMATION SVSTEN
Search String Location: PRYPO1SH PROVIDER CROSS REFERENCE
£0000007
SORT CRITERTA: MEDICARE**
[Jcase sensitive
MEDICARE # PROVIDER PROVIDER FEIN/SSK
[Cwihole word msteh MUMBER NAME AND ADDRESS CNTY CDE  CNTY DEE
[ wild card search
000 SOUTH 034 Fayette
[Joreate Report LEXINGTON, KY 40000-0000
Report Description
0000013 HCD 60000007 KXEREXXIKK 00000004
PO BOX 0000 034 Faystte

LEXINGTON, KY 40000-0000

0000003 MCD 60000055 TYTTTTVE 00000004
EEXEENEXEZ 034 Fayerte
777 SOUTH

LEZINGTON, KY 40000-0000

0000001 MCD 60000007 EEXXEXEXEZ 00000004
PO BOX 0000 034 Fayette
LEXINGTON, KY 40000-0000

0000031 MCD 60000055 TYTTYVET 00000004
XELELXHEKL 034 Fayerte
777 SOUTH

LEZINGTON, KY 40000-0000

0000032 uco [EHEEEO0E VY TVYYTYTY 00000004
PO BOX 0000 034 Faystte
LEXINGTON, KY 40000- 0000

0000066 HCD 30000071 XREZXXXEKK 00000004 gacoie
7?77 SOUTH 034 Fayette

LEZINGTON, KY 40000-0000

(5] 0000077 MCD 60000007 peiissaessiod 00000004
2

?  ctustom Queries

08

= Envelopes |Page 96 of 1967,
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10.3 Searching Notes and Annotations

2 OnBase - Microsoft Internet Explorer

OnBase i
@ e 7 H
_1:"" Document Retrieval é:'
Ciocurnent Type Groups
Irnages - PA K3 STEP 1. Selectthe DOCUMENT TYPE GROUP.
;2:325 : lIiir;l-‘-lHlealth A <1

Images - Lack In

Irmages - PA

Images - Pravider

Images - Provider Correspondence
Irnages - RTP

Images - Returns

Images - Search Requests
LETTER.S

T [

j’ Document Retdewval é
Cocurnent Type Groups STEP 2 Se|eCt the DOCUMENT TYPE
|Images - PA |E

Cocurnent Types

Prior Authorization - EDS

Prior Authorization - SHPS

Prior Authorization - Unisys - Ha P& Hum
Prior Authorizations - Unisys

r . . 5 .
[ wewerds o Text 1(&“/— STEP 3. Click the “Note” tab.

Repaort Mumber =

0173172007

r Keywards ﬁ?‘f Text ﬁ?‘f Mote &

Mote Types

General Mote L
=Mone>

Basiianls STEP 4. Selectthe NOTE TYPE you are searching

MedRec-Approved Initials fOI’
MedRec-Approved Other
MedRec-Approved Signature
MedRec-Not Approved Other
Staple
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f Kevywaords

-\< Text T Mote

Mote Types

| General Mote

L

Search String

|Gec\rge

Search results will be displayed. If only one document is returned, it will be open in the

document window along with the note.

Price Mt ations - Univgs

Fram To

OnBase User Manual

STEP 5. Enter the SEARCH STRING and click the
binoculars.

-4 78

¥ Document Retrieval

Prive At s - Wi PA Hurm
||

& ||

" Fayvards . Tant
Hats Typas
Ganaral Mote
Suwrch Sbing

T tustem Quares

= Envelopes

d > 5 Options
0608 2005 = Price vthoriaations = Uniys = PR = Prov: 0000000000 Recp: 0f

&

E * 1 o [MedRecApproved Other =
L N e s [
R

MAP-378 (Rev. 9/92)

KENTUCKY MED|
Termination of Medid

Hospice benefits for
(Patient
are hereby terminated effecti Y ’ 29
following reason.
" AN - General Note te of death is
MOWTPS (3185006 1
This is a test note applied lor = 2
nfase Tealning In ';'i'..d. 2006, ce services frd
A George Medicaid.

e
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10.4 Exporting to Microsoft Excel™

2} OnBase - Microsoft Internet Explorer

OnBase

& Lo ¥
_- Document Retrieval é\
Docurment Type Groups

Irnages - PA |E|
Re;wts - Drug Rebate - :

Reports - EDI

Reports - ERSDT
F.eports - Encounter
Reports - JCL Listings
Reports - MARS

Fepotts - Managed Care
Reports - P05 PRODUR
Reports - Provider
Feports - Recipient

Renntts - Refargnre

I [ B

OnBase

)

Document Retrieval

Y P
)

Docurnent Type Groups

|Repu:-r‘ts - Pravider |E_|

Docurnent Types

MPSE00-RO01: PROVIDER RATE LUPDAT #

MPE2F00-RO0L:
MFPE200-FO01:

MP3030-RO01

t HOME CARE / PERSONALS
MP9400-R0O01:
DOSAN-R01 .

MONTHLY ESCROW ACT
QUARTERLY ESCRONY M

ACTIVE KEMPAC PROVIC

SCTTVE KEMDAT DR CLSTE

OnBase User Manual

STEP 1. Under “DOCUMENT TYPE GROUP,” select

‘REPORTS-PROVIDER.”

STEP 2. Select the desired report from “DOCUMENT

TYPE” menu.
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STEP 3. Click on the binoculars at the bottom left side of the left-hand navigation.

Your screen should look like this:

[p Mext Results %% Options

¥ Document Retrieval

Docurnent Typa Groups

Reports - Provider

|Ev]

Document Types

001 ACTIVE KEND,

MPB&00-RO01: PROVIDER RATE UPDAT &
MPBTO0-RO01: MONTHLY ESCROW ACT
MPB800-RO01; QUARTERLY ESCROW N
MP3050-RO01: HOME CARE / PERSOHAL S
MP3400-R 001 ACTIVE KEMPAC PROVIC
BRAVIC

From o

=

[ 5|

)

| <Mone>

£

Keywords b Text =)

Hote Types

Search §tring

Note

™

9 Custom Quaries

|LE Envelopes

06/30/2006 -
05/26/2006 -
04/26/2006 -
03/31j2006 -
02282006 -
01/31/2006 -

<

MPE700-RO0L:
MPE700-ROD1:
MPE700-RO01:
MPE700-RO0L:
MPE700-ROD1:
MPE700-RO01:

MONTHLY ESCROW ACTIVITY REPORT
MONTHLY ESCROW ACTIVITY REPORT
MONTHLY ESCROW ACTIVITY REPORT
MONTHLY ESCROMW ACTIVITY REPORT
MONTHLY ESCROW ACTIVITY REPORT
MONTHLY ESCROW ACTIVITY REPORT

STEP 4. Select the desired report and double-click on it.
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osoft Internet [x

OnBase User Manual

OnBase

=] 4" [ Mot Relte £ Oplioen:

F 4 7 H I MONTHLY ESCROW ACTIVITY REPORT
e MONTHLY ESCROW ACTIVITY REPORT
— S M s e - PEETO0-A001: MONTIHLY ESCROW ACTIVITY REPORT
Documant Tree Srvups OO0 - MPUTOO-R001: MONTHLY ESCROW ACTIVITY REPORT
Ruports - Pravider 2 MONTHLY ESCROW ACTIVITY REPORT

L0 - PEETOO-RIN] | MONTHLY ESCROW ACTIVITY REPORT
e

ROVIDER RATE URDAT A

r GNTHLY EECROW ACT e RlE S | |
MPEEOC-ROO1: QUARTERLY EECROW W

MERON0-ROOL 1 HWOME CARE | PERSONAL Lnj w

MORTANENAL . ACTIVE MERDAS BRSUTE = = - !7 =

e o < =2 MedHec-Appraved Signalur t

MPR400-ROO11 ACTIVE KERPAC PROVIE

i Em (W= € 4 W[ ffwen =

ETEPH00-00L
r A3 OF 08205005

OO0 86 B AMAOLIIBON  Aa/OM/1004

S — (o) ||} Page 1of 1.

Kaywords , Taxt | [ Hote
RoNTHELY
Hota Typas
Py = sreesarseaRess  ERCRON NLCEDNTD
e reowrnen ace enm e LR 4 4

Fuarch Suing ot wod
FOOUI G0 U1 OMGMINOS  OMOWI0OE 1A
WOUOT 06 01 OAAOTVIONN  BWMMIM  LL
DU000OCC 80 B3 OM/OT/IS0N  BA/ER/EmeS 1A
WOOCUOI 00 D2 OWUTANON DWAWI0OE 1A
SOOOOOD GO B GAOTISON  SeR/UeeS
OU0UOT 00 U OSUI/I008 DWONI00E 1A

HOO000I B0 04 DEOTIREE  RREROEREE 1L

0000000 60 O ORAGI/B0ON  CR/ORI004 14

AR

SCROV ACTIVIETT
ner
L
-
Q
a
a 04/10/2008
1 0602008
o Da/oN 1080
o DRSIAI008
o DE/12/2088
e o8/ 10/2008
o ORS00 2004

oo oF BERoRT W

M 1
I BATE 067302003

ESCRIE ASTIVITT teeererraresserssessers
. e »

e BTy

O 08

oa/ 17/ 1008

04/ 3871008

o0/ 2008
BaENS 1008
Oh/ 147 1008
043743008
04/ 18/ 2003
04/ B0s 2004

STEP 5. RIGHT-click anywhere on the document window (must be in the window, not on a

toolbar).

Printed 10/30/2009

Page 54



Commonwealth of Kentucky — MMIS

nBase - Microsoft Internet Explorer

OnBase

OnBase User Manual

4 Previous Pesuls [ MextResuks X% Options |

g L 0
Ed e ¥ [ | |[07/29/2005 - MPE00-RODT MONTHLY ESCROW ACTIVITY REFORT ~
- . 06/30/2005 - MPEZ00-RO01: MONTHLY ESCROW ACTIVITY REPORT
2
DCocumeAtREmEva] O] 05/31/2005 - MPS700-RO01: MONTHLY ESCROW ACTIVITY REPORT
Document Type Groups 05/30/2005 - MPB700-RO01: MONTHLY ESCROW ACTIVITY REPORT
[Reports - Provider =]l || 04/2312005 - MPB700-RODE: MONTHLY ESCROW ACTIVITY REFORT
037312005 - HPB700-R0D1: MONTHLY ESCROW ACTIVITY REPORT v
Document Types % | e
MPSE00-RO01: PROVIDER RATE UPDAT: N
MP8700-RO01: MONTHLY ESCROW ACT J 1 | 4 E)l j|

MPB200-RO01: QUARTERLY ESCROW M

MPI0S0-RO01:
MP3400-R0O01:

HOME CARE / PERSONMAL
ACTIVE KENPAC PROVIC

|8 = |

E E | [ IMedRec—Apprnved Signaturj|
Frarn
— WS «d b »|p=fvan 200 ¢ 8
KYEPS700-RO0L KENTUCKT DEPARTRMENT FOR BEDICAID SERVICES FAGT 1
7 Keywords 0 Text i AS OF 06/30/2005 MEDICAID EANAGINENT INFORBATION SYSTEX RUN PATE 06/30/2005
MONTHLY E£SCRON ACTIVITY REPORT
Note Types
[<omes = tesrvessesseres PSCROY SEGEENTS eerereresreserers sessrreresressrseressraraes  ESCRON ACTIVITY srevsversesssssvsnssnrs
PROVIDER oce BEGIN DATE  EMB DATE £t oce B0 DATE CHEICE § CEECE ANOTNT D3P DSP BATE
Search String — - — —
| | oo oz 0s/03/200s os/os/2008 1 o os/oasI00s OOD4s2550 §7.081.84 0s/03 2008
o0 o1 05/07/2005  88/88/8%8%  1i *ves NO ESCROU ACTIVITY TEI3 NONTH veor
CO0U000T oo oz os/o7/ 008 BR/BR/FREF i oz osf1v/i008 COD4EEI04 f830.00 1 os/17/z008
CO0000T0 o0 o2 Os/0T/ 2008 os/2s/2008 1 oz os/za/a008 ooDsTIOET 3,118,599 1 os/24/2008
oz DE/17/2005 DD0458I0S L z 05/ 17/2008
oz D8f1052008 DD04SSASY 2 08/10/2008
ovooouog 90 01 06/07/2005  99/99/9999 1A *rer HO ESCROV ACTIVITY THIS BONTH
00000000 00 01 06/03/2005  06/09/2005 1k 01 06/03/2005 000462560 2 06/03/2005
DUDDOUOT 00 01 08/03/2008  06/09/2008 1k o1 06/03/2005 000462362 z  06/03/2008
0UDOODOT 00 04 0S/0T/IN0S  FRERFEE 1A [ 06/24/2005 000473100 1 06/24/2005
04 0671742005 000465317 1 06/17/2005
04 D6/10/2005 000455853 1 06/10/2005
00000000 00 01 05/03/2005  06/0W2005 14 0 06/03/2005 000452554 T 06/03/2005

Send To

Navigate
Scale
Process

Toolbars

#4

 tustom Queries

(O]

Clipboard. ..
Mail Redipient...

Create Mew Document, .
Envelope...

** END OF REFORT **

Page 1 of 1.

lH Envelopes

(O]

STEP 6. Highlight “Send To"” and click on “File.”

Save to File [ |
Conkent Type: image/tiFF vl

applicationfpdf
image/ Lt

" Current Page

Advanced... |

" pages

|

Advanced Options z|

Convert

o more contiguous spaces to tabs,

Cancel

This box will pop up:

Make sure “text/plain” is selected under “Content
Type.”

STEP 7. Click the “Advanced...” button.

STEP 8. In the “Advanced Options” box, click
“Convert.” Enter “2” in the spaces field. NOTE:
You may try different numbers here, depending
on the report type. Two or four spaces usually
works best.

STEP 9. Click “OK.”
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save to File E|

Content Tupe: |te>:t.-"p|ain v| ’Advanced... ]

& Al
{7 Cumrent Page STEP 10. Click “OK” in the “Save to File” box.

Ok [ |

.
Save As
Savein | (L) My Dacuments v
Y Iart IC)Medicare data
b‘b Ic_ Iamisc
MyFecent (L) Call Tracking My Data Source
Documents  [C)0_ My eBooks
— Iy dental researdt usic
(€ S =ved e STEP 11. Choose the folder to save the
EE?SST:?;‘S:Z;; E:Z&ii:?fﬁi document, and name the document or use the
Interchange OnBase
=T ore S default name.
My Domuments Ic)Legacy Docs IChPresentations
¥ gmanuals project g?mwdar Issue:
- medicaid dlip art RFP H & ”
W . ‘ , STEP 12. Click “Save.
My Computer
e [HonTH [ save
0 Save sstype | Test Files () v [ Cancdl
My Notwak

Microsaft Office Tools
[B] Microscft Office Access 2003

Bragrans
Microsaft Office InfoPath 200
Perform calculations, analyze information, and manage lists in
spreadshests or Web pages by using Microsoft Office Excel

(3] Microscft Office FowerPoint 2003

[B] Microsoft Office Publisher 2003
) Search v [#4 Microsaft Office Word 2003

) Documents Micror

Settings

STEP 13. Launch Microsoft Excel™

Help and Support

Run...
\OoaBda @@ o 2- A ==zad]
[©) shurooun. ) Ated”  Inls Coll Engish (U.5 LK

Windows Terminal Server

You should see a window like this:
e YY}Y}Y}Y}Y}Y}Y}Y}Y}Y}R}E}ETETNTST}T}Y

TSl e 8 B oer e bon Do we B T-mn

I e B R L

[

o . i et 1
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B3 Wicrosoft Excel - Bookl

Uew Insert  Format  Tools  Data  Window

Crrl+

arko |

Ctrhs

Save A5,
| Save as Web Page
Save Workspace. .,

T Fie Search...

Web Page Preview

Page Setup...

Print Area »

3 PP STEP 14. Go to “File, Open”

Brint.. Ctrkp

'

Send To »

Properties

110-05-2005 - B200DROZ; DATA ENTRY LISTING ...

2Wesk of February 20 2006 - Cometrairing Status ...

3 Week of February 20 2006 - Com-training Status .
4ma...imanual inventary for switch ko interChange xls
5 Training Infolrecordkeeping) Training Attendance.xls

& \Documents and Settingsimew. . iMarch Calendar, s

7 InterchangelC&T Work Planning_2006_01_26 s

T Y e .
v lalal]s]s 2lals]= a]s]= Moo=« |

& Interchange\DDI workplan Bernice. xis

9 Training Infoljprow by type xls

1ok e
3| & G

Exit

Look in: (£ My Documents v @@ X i @@ - Tools~ |
Narne Size  Type Date Modified *
|Eitesting File Falder 10/10/2005 11
e Rt | Ctimeshests File Folder 10f25/2005 2:
|2 Training Info File Faldzr 2f232006 2:3
= @_]C\a\ms General Conkact Lisk,xls 18KB  Microsoft Excel Wor, zfzfz006 11:2
IZ_]KV Pub Phone List.xls 31KE  Microsaft Excel Waor, zfzfz006 11:2

Desktop @_]Loaded Medicaid Security Sur, B29KE  Microsoft Excel Wor...  2/2002006 6:5
@_]ngress Reparts 01202006 5 240KE  Microsoft Excel Wor...  2/2002006 6:5

Bv_jad commonwealth contact. . S2KE Microsaft Excel Wor...  2/2/2006 11:2 STEP 15. When your file menu

L & securedac heml 144KB  HTHL Document 2/5/2006 10:2
My Documents || B (isers, s SEKE  Microsoft Excel Wor..,  2/15/2008 B3 I & ” | (* *)" 1 h
) ek of February 20 2006 - .. 42KB Microsaft Excel War...  2/24(2006 9:2 appears' select A FI €s ’ In the
- E)weck of February 20 2006 - 42KB Microsaft Excel War...  2/24(2006 9:2 w o b
:“jﬂ E)51% Securky Survey EDS-Orla... 67KE  Microsaft Excel War...  2/20/2008 6.5 Flles Of type OX.
My Computer a2
= < >
. File game: 3

N
y Hetwork
Places

Files oF tyPe: |l Microsoft Offica Excel Files (*.xt%; * xls; * i * e "9

~
£l Micrasoft Office Excel Files (% P, * xdg; *.k; *,htm; =
Micrasoft OFfice Excel Files (% ¥ *.ds; *.xla; #odks *.d
Al Web Pages (*.htm; * html; * mht; *.mhtmi)

1L Fles (*.xml)

Text Files (*.prn; *.bxt; *.csv) >

Look in; (53 My Dacuments v @ @@ X i & - Tooks~ |
> Hame Size Type Date Modfied #
1 [C)status reports File Folder 2/21{2008 10:
Q“U\’CE;E:HZE (testing File: Folder 10/10/2005 11
[C)timeshests File: Folder 102572005 2: .
[ Training Info File Folder 2/23/2006 2:3 STEP 16 Locate the text f||e you
4 wgnelanual. doc LKE Microsoft Word Doc...  2/23(2006 12: ) s )
Desktop 2KB Text Document 2j27/2008 10: d d g g
[£] 10-05-2005 - B2OODROZ; DAT... 152 KB Text Document 2J24}2006 2:1 Save from On Base an hl h II ht It
__J . Alphalist.pdf 40KB  Adcbe Acrobat Doc...  2/2j2006 9:38
. Blank Calen.pdf 317KB Adobe AcrobatDoc...  1/25[2006 3:3 .
iy Documents || B claims General Cantact List, xls 1GKE  Microsoft Excel War..,  2[2(2006 11:2 STEP 17 . CIle “Open . "
) 8] commonwealth Legacy Traini... 25K Microsoft Ward Dac...  2/22/2006 B:2
:15‘5 BB survey.doc 25K Microsoft Ward Doc...  2/1j2008 5:04
M HCFA form doc 1,636 KB Microsoft Ward Doc...  2/17/2006 1:2
My Computer || =y compar ic query.pdf SOKE Adohe Acrobat Doc..,  2/2/2006 2:50 %
".1] < >
5 | Fle game: v open |-
Iy Hetwark
Places Files of bype: [l Files (*.%) -
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Defimited,
IF this is carrect, choose Next, or choose the data bype that best describes your data,

- Chararters such as commas or tabs separate each field.
- Fields are aligned in columns with spaces between each field,

Start import o row: |1 2|  Fieorign: 437 : OEM Uinited States v

Preview of file ., \0&-30-2005 - MPS700-R001; MONTHLY ESCROW ACTIVITY REPOR....

KYMP8700-RO01KENTUCKY DEPARTMENT FOR MEDICAID SERVICESPAGEL A
&8 OF 06/30/Z00SMEDICATD MAMAGEMENT TNFORMATION SYSTEMRUN DAT
OHTHLYESCROWACTIVITYREPORT

ESCROU SECMENT

»[FFEEFFE

>

Text Import Wizard - Step 2

This screen lets you set the deimiters your data contains, You can see
how your text is affected in the preview below.

OEluTS [] Treat consecutive delimiters as one
Tab | [ semicalon [ comma

[ Spay [ Cther: Text qualifier: | W
Dats preview
EYMPE700-ROOL EENTUCKY DEPARTMENT FOR MEDICATD SERVICES PAGE |
A8 OF 06/30/Z005 MEDICATD MAMAGEMENT INFORMATION STSTEM N D,
ONTHLY E s C
bassrsnssnsnnns kscro| o

< /\ >

Cancel < Bark |m I Enish

Text Import Wizard - Step 3 of 3
This screen lets you select each column and set Column data Farmat
the Data Format,

© General

‘General' converts numeric values to numbers, dats O Text
walues to dates, and all remaining values to text, Opater MOV

O Do not impart column (skizh

Data preview

nezal nex!

ENTUCKY DEFARTHENT FOR MEDICAID SERVICES PAGE |

EDICAID MANAGEMENT INFORMATION SYSTEM ETH D,

ONTHLY E&cC

R e
>

Caneel < Back

e

OnBase User Manual

When the Microsoft Excel Text Import
Wizard pops up, make sure “Delimited”
is selected under “Original Data Type.”

STEP 18. Click “Next.”

Make sure “Tab” is selected under
“Delimiters”

STEP 19. Click “Next.”

STEP 20. Click “Finish.”
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You should see this screen:

OnBase User Manual

B Microsoll bl - 06 30-200% - MITEA00HO0T ; MON THLY ESCROW ACTIVITY. REPORT. L

iS] B Ed Yow et Fomek Jock Dotn Wrdw Hep
RN N TP NE A R S o Ao - O T80 0 et |
e B R e Eo W7 | [y | ik soes, Lod Heve
 naid -0 - B 7O ESEBHS % WS iEE - b-A-0

Al - £ YMPETO0-ROO0T

[ A |- ) B[ E | F PV e A | T [ A e e [ T ) e ) ) [ R P
1 [EYMPETRIENTUCI PAGE 1
| 2 | AS OF D5 MEDICAID RUN DATE D8/30/2005
| 31 MONTHESCROACTIVIREPORT
1
3 ESCROW ESCROW
| 6 | PROVIDEL OCC HEGIN DA END DATERE oce PO DATE CHECK # CHECK ALDSP DEP DATE
Tl 0 |emememn e e as — s T (U R FRRISIUSTTRISR RN A,
a 00000000 | 1 B02005 G23005 1A 1 GAE005  AGZO50 S 2 BA2005
R 000000001 1 EFR005 29995300 | A e MO ESCR™
10 (0| PR A T ST o Y 2 BATANA 4hHI4 I 1 BN
1 000000001 2 DTR005 B25A005 1A 2 G405 ATI0ND S 1 Q242005
2] 2 ENTR005  4E0O05 MR 2 BN72005
fkeh| 2 BNIAS ARAHRT NIRRT 2 BANFAES
14 000000001 1 GT2005 909909t A MO ESCR™
15 AO0NNO00 1 1 GO2005 G3I005 1A 1 BOE005  AGZOH0 SEmdE 2 62005
| 16| 000000001 1 EAZ005 ESZ005 1A 1 BAZ005  AGDISED SR 2 BA2005
REd| o0 4 RTINS GE9MEAeE 1A, 4 B2AMNA 473100 $aE 1 BR24ANA
10 A GITR005  ADE0NT Wewmewe 1 BAT2005
(194 4 BN0D00S  LESBET W 1 BA02005
| 20| (Liniireil] 1 BEAMEE BRSNS 1A 1 REANS ARASRA SURINGN 7 RAANER
21
n ] EWNDOF R™
=N
E
5
| 26
yrd
0
2
30
|31}
32
33
341
35
J6
371
38 |
39
40 |
41
a2
Lk
o4 v W DA-30-7005 - MPRTON-RONT; MONTH / [E3
Ready N

10.5 Adjusting the Excel™ file

Where you see “#####H,” Excel is telling you the column isn’'t wide enough to display the entry,

the columns need to be wider.

T Y EIEr

2 = -2l kL

Skyle... Standard Wwidth. ..

e 1.
& | [y @_J| ¥4 Reply with Changes,., End Resvisw,.. !

|[B 7 U |E == 5|8 % 2 %5 %8 [= = 2.
Format | Tools Data  Window  Help
2F cels... Chrle1 3.
1 Row 3
_| Column * | B width, ..
Sheet » | futaFit Selection
AukoFormat. .. Hide
Conditional Formatting. .. Unhide

To widen the column:

Highlight the column.
Click on “Format”.

Select “Column” and “AutoFit
Selection”.
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Now you should see this screen:
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B Micrasoft Excel- 06-30-2005 - MP8700-R001; MONTHLY ESCROW AGTIVITY REPORT. txt

i) Fle Edt Wew Insert Format Tooks Data Window Help Typeaquestionforheln  « o @ X
HRNER® BT NENE- A R R A RN - T N Y |
L@ ey @y ) |21, By 3 ¥ Resly it changes. .. End Revizie,
: Arial ~10 -|B I U] 8 % 2 %l %
Al - A& KYMPS7O0-RO01

A B [ ¢ D [ E [ F T & [ H [ 17 T 0 T [ L [ ™m [ N [ o T P [ a ] B
| 1 [MPs7AKENTUCKY DEPAGE 1 5
2 | AS OF 05 MEDICAID MA RUN DATE 05/30/2005
E MONTHLYESCROACTIVIREPORT
4
5 | ESCROW ESCROW
6 | PROVMIDER  OCC  BEGIN DAEND DATE RE 0CC  |PDDATE CHECK # CHECK AMOURDSP DSP DATE
7 I— IR R - e [ |— - P
B 00000000 00 1 B/A2005 /372005 1A 1) B/32005 452550 $3081.64 2 BA2005
Ex 00000000 00 1 B/7/2005 59/05/9503 1A - NO ESCRI™
(10| 00000000 00 2| B/7/2005 59/95/9999 1A 2|BA7/006 469304 $830.00 1 6/17/2008
(11| 00000000 00 2 672005 6/25/2005 14 2|B/2472005 473089 54,116.98 1 B/24/2005
(12| 20B7/2005 469305 $109.325.35 2 BA7/2005
(13| 2 602005 465853 §2994.62 2 61072005
14| 00000000 00 1 B/7/2005 39/95/9993 1A - NO ESCRI™
15| 00000000 00 1 B/A200S /372005 1A 1) B/32005 452580 $5505.34 2 BA2005
16 | 00000000 00 1 B/3/2005 £/3/2005 1A 1] 602005 462562 §70940.30 2 632005
17 | 00000000 00 4 B/7/2005 59/93/9999 1A 4/B/2472006 473100 $408.00 1 B/24/2005
18| 4 B/A17/2005 469317 54347 12 1 B7£2008
13| 4 B/10/2005 465563 §17,126.64 1 6/10/2005
20| 00000000 00 1 B/A/2008 6/3/2005 1A 1] B/3/2005 462564 §18514.44 2 62005
21
|22 | ~ END OF R™
| 23|
24 |
25 |
5 |
27 |
E
| 29|
Ex
El
EA
E
EX
5 |
E3
Ed
Ea
E
[ 40|
5] L]
£
43 | ~
H o4y N\DE'EIIJ'ZEIIJS*MPB?UU'RUUI;MIJNTHf < I >

You may adjust the headings to match the original report.

B3 Microsoft Excel - 06-30-2005 - MPE700-RO0 W, ACTIVITY, REPORT. txt
i3] Fle Edt View Insert Format Tools Data  Window  Help
HRNEN= RENIE R A Y A R N Y T Y |
R Wt s e W W | | (2] g3 ] ¥ Reply with Changes.... End Revisw,.. l
i arial .10 - B I U | 8 % sl %
D1 - A1
A B c [ o[ B T"F [T T wH [ 1 T o T w [ L T
| 1 | KYMPE7CKENTUCKY DIPAGE 1
| 2 | AS OF O5MEDICAID MA RUN DATE 0679072005
13 | MONTHLYESCROACTIVIREPORT
4
|5 | ESCROW ESCROWY
6 | PROVIDER | OCC BEGIN DA END DATE RE acc PD DATE [CHECK # CHECK AMOUNDSP DSP DATE
7 [ P (— - N [ — m—— [ — (R
|8 | 00000000 00 1 B/32005 6/9/2005 1A 1 BR300 462550 $3,081 64 2| B/3/2008
ER 00000000 00 1 B/7/2005|99/89/9999 1A i NO ESCRI™
10| nnnnann 0o 2 6/7/2005 99/99/9999 1A 2 B/17/2006 469304 $830.00 1 6/17/2005
111 | 00000000 00 2 6712005 6/26/2005 1A 2 52472005 473089 $4,116.98 1| 6/24/2005
112 | 2 6M7/2005 469305 $109,325.35 2 6/17/2005
113 | 2 610/2005 465853 §2,994.62 2 6/10/2005
14 00000000 00 1 B/7/2005|99/39/9399 1A o NO ESCRI™
(15 | 00000000 00 1 B/32008 B/9/2005 1A 1 B/A2006 462560 $5 505 34 2| B/3/2008
[ 15 | 00000000 00 1 632008 B/9/2005 1A 1 B32005 462562 §7054030 2| B/3/2008
117 | 00000000 00 4 672005 99/99/9999 1A 4 BR4/2006 473100 $408.00 1| 612402005
118 | 4 617/2005 469317 $4,347.12 1| 6/17/2005
19| 4 6/10/2005 465863 §17,12664 1| 6/10/2005
20| 00000000 00 1 B/3/2005 6/9/2005 1A, 1 B/32005 462564 $1B514.44 2| B/3/2005
21
22| - END OF R™
| 23 |
24
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11 Saving and Printing a Report

BT

TCN IN THE REFCRT:

TOBISTT

TOO 7 TZS00TOT

wrw

END OF REPORT rEE

Motes

Cipboard...
) Ml Recipient. .

Havigate | g

seale Create hew Document...

Process I3

Toolars  +

»

Envelope...

P10z0

Save to File

" Pages 128001578
129001017

€ current Page

DUPLICATE TCN ERRCR REPORT
1% OF: May 2007 oo

129001052

122001031

ATE TCN IN THE REPORT:

=

Save to File

Content TYRE! | pplication/pd g

@ Al

€ Current Page

" Pages 7125001,

DUFLICATE TCH ERROR REP
43 OF: May 2007

&‘ LIM TCN

[f1z9001

[f129001

[f129001
Cancel

IN THE REPORT:

129001

Save ir:

My Recent
Docments

-

il

My Computer
s

My Network
Places

A menu appears.

STEP 2. Select “Send to- File.”

A dialog box appears.

STEP 4. Click “OK.”

[ (55 Deskion Manuals

= @ = BE-

(C)Bab
(Echeryl

() Chuck
[5)nesd POF also
(=)ToLoad

File name:

Another dialog box appears.

Save

Saveastype  [Adobe PDF Fies (o)

: j Canesl

rﬂmn arnEer

OnBase User Manual

STEP 1. Using the mouse, left-click on the
document window.

STEP 3. Select “application/pdf.”
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Savein |9 Desktap Manuak | & B
y % My Recent Documents
L‘:‘; I} My Documents
Mieceny 3 My Computer
Documerts \p Lomp
e e Windows [C]
(& < Data (D7)
2, 070511_0932 [E:)
-
Deskiop < mawtpd on stfalD busers' (H:)
2 carnman on USFFAGOT (usffa00 (M:)
() Training
(3 Desktop Manuals
Hlllocnens S witers on 'usffa002 (0]
) = netlogan on 'USFRADDT fusffa001} (P:)
- & My Netwark Places
. [ RS _YPN_PRW/
My Computer
‘:% File name: x3-2007 - EF5-10200. Duplicate TCN Enorpel ¥ | Save
MyMetwork  Saveastype:  [adabe POF Fies [pdl x| Cancel
Placss
[ Fepor Narmeer = |

Savein [[@ Deskiop | e B

LY (E3My Documents
4 My Computer
My Recent &My Network Places
Documenls |75 ns_yen_prw
Fre = Pricing Manual_05042007. pdf

— {57 Shorteut to Patti's Docs
Desidop

My Documents

-

My Computer

(:g File name: 392007 - EP5-1020.0; Duplicate TCN Enorpet v | Save
My Metwork Save as wpe: |Adnha POF Files " pdf) lj

Places
T Fepor Number i T

| Visual Studio 2008 File: Folder 51
=hworkshops File Folder 624
| 0 s-Adhice.sBayas [D; 659048, . 103K6 Adobe Acrobat 7.0, H1
o Duplicate TCN Error . pdf 6KB Adobe Acrobat 7 si14
| 11-20-2005 - CLAD01; DENTAL CLAIMG FACSIMILE REFO... 36KB Adobe Acrobat 7.0, 10/
L 11-22-2005 - CLMO01; DENTAL CLAIMS FACSIMILE REPO. . 6,541KB adobe Acrobat 7.0, 10]
L KY_MMIS_Financial_DSD_FINAL.pdf 24,809 KB Adobe Acrobat 7.0... 10
T Gverlapping Member Services. pdf 68KB Adobe Acrobat 7.0, 10]
T Prow Workshop Letter Spec Frov Types. pdf Z0KB  Adobe Acrobst 7.0, 10f

¥ Adobe Reader - [05-09-2007 - EPS-1020-D; Duplicate TCN Error. pdf]
=t File Edit View Document Tools ‘Window Help

Y Blsweacon & @ seoren || T [Trsoent - @ (1] 2] €

Feport : EP3-1020-0 COMMONWEALTE OF KENT
w||[Process : EP3IDOOS PEDICATD KANAGEMENT INFOE
% Location: ERSPIOZ0 DUPLICATE TCH ERROR
a AZ OF:  May 2007
ORIG. DENBER ID PROVIDER NUNSER CLAIN SERV DATE cLain
1

eade 05-09-200 PS-1020-D; Dup

Edt Wiew Document Tools window Help

Saye as Text...

o Document Praperties... D
: Print Setup, . Shift-+Ctr+F
- L‘:; Print.... Chrl+P

104, PS-1020-D; Duplicate TCN Errar pdf
2, \..._Internet_User_Manual_DRAFT_v3.pdf
3N, |KV_MMIS_Data _Capture_Oct_14.pdf

Ip_desk_user_manual_draft_v6.2.pdf

s_manual_vs_draft(01-19-07rc).pdf

Exit Chrl+Q

Create Adobe POE Online... hect
= gpen... crl+d e
QEmaﬂ, . HEL
Digital Editions »
Closz Corl+w
- oL
Save 3 Copy... Shift-+Ctrl+5

OnBase User Manual

STEP 5. Select the desired location to

save the file.

STEP 6. Click “Save.”

STEP 7. Locate the saved PDF file and
double click to open it. (You must have

Acrobat Reader installed).

The report will be displayed.

STEP 8. Select “Print” from the “File”

menu.
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Printer

Name:

Camments and Forms:

Document and Stamps v

Status:  Ready
Type  eroxwWorkCentre Pro 55 PS

Fiint Fange: Preview

@al p— 85—
) Current view oo
Current page

Oaes
Subset: Reverse pages
Page Handing
Copies 1 B Colate "
PageScalng | Fitto Printer Marging -

[ Auto-Rotate and Center

[ Choose Paper Source by PDF page size

L

[ Pint ta file

Zoom: 155%

Units: Inches
1)

& WorkcentreA on USFFADD1 Document Properties

Advanced| Pape/Dutput | Image Options |Capoutiwatemark.

Job Type:

2 Sided Print:

Noimal it v @ @ 2 Sided Frint v
Setup.

Paper Summary: Output/Stapling:

Size: Leller (B.5x 11 @ Collated v

Coler: White

Type: Prirter Detault Typs

Select Paper -

Output Destination

Saved Seltings:

XEROX Hep ) [ Defms | [ Defakdl

WorkcentreA on USFFADD1 Document Prope:

| Advanced | Paper/Output | Image Options | Layout/watemark, |

Page Layout:
@N-Up 1 v

() Booklet Layout

‘Watermark:

Confidential

New.
Page Layout Options: Watermark Dptions:
B Elutines . ;
[ Fitto New Paper Size o
Image Orientation:
Portst [ Help ] [ Defauls |

Fartrait

Flotated Landscape

OnBase User Manual

STEP 9. Click the “Properties” button.

STEP 10. Click the “Layout/Watermark”
tab.

STEP 11. Select “Landscape” under
“Image Orientation.”
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Page Layout:

%" WorkcentreA on USFFADD1 Document Properties

Advanoed | Paper/Dutput | Image Dptions | LayoutAw/atermark, |

@NUp [ v [
B DT
) Booklat Layout Confidental

‘Watermark:

New.
Page Layaut Options: Watermark Options:
1 o e Faps S
Image Orientation:
[ Lendscape = Help ] [ Delats |
Cancel

|

Printer

Status:  Ready

o
K
N Neme: [ MUSFRADDIWorkeenved
bl
| Twe  MewoxWokCentie Pio 55 PS

Print Range
@Al

O Current view
Opage
Subset

Page Handing
Copies

1=

Fit to Frinter Margins v

[] Auto-Rotate and Center

Page Scalng

[ Choose Paper Source by PDF page size

[ Pint ta file

v‘ [ Propeities ]
Comments and Forms
Preview
S
a5
Units: Inches Zoom: 142%
110
Ca P o)

OnBase User Manual

STEP 12. Click “OK.”

The document properties dialog box will
close and the print dialog box will
reappear.

STEP 13. Click “OK.”

NOTE: The print setup instructions may
vary based on the printer used. Be sure to
set Images to portrait and reports to
landscape for optimum printing.

Printed 10/30/2009

Page 64



Commonwealth of Kentucky — MMIS OnBase User Manual

12 Exiting OnBase

When you are finished using OnBase, click the EXIT icon to log off.

2 OnBase - Microsoft Internet Explorer

OnBase

o
Images - KYOSEPSD: EPSDT Special Ser
Trages - KYDSGRAP: Grievances an 4 A
I - KYOSMCOR - Mamb,
Frorn To @)
IR =
Keywords % Text 3] HNote o

5] P o

@ custom Queries )
J= Envelopes v
L
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13 APPENDIX

13.1 Document Type Contents

OnBase User Manual

Document Type Group

Document Type

Contents

Search Criteria

iCE Faxes-Electronic
FAX Data

UM-28- Provider
Enroliment
Utilization
Management Fax

Faxes received by the
UM department

Provider ID
PA Number
Case Number
CTN

subsystem User
Manuals for
complete listing of
reports

interChange

iCE Letters Please refer to iCE |Letters generated in  |Criteria depends on letter
subsystem User interChange type selected
Manuals for
complete listing of
letters
iICE Reports Please refer to ICE |Reports generated in  |Criteria depends on report

type selected

Unisys

Images-AR/Financial  [[mages- ARFin- HP |A/R documents AR TCN
Enterprise Services [scanned at HP Provider ID
Enterprise Services Letter Date
Generation
Images- Adjustments  Images Adjustments scanned [TCN
Adjustments at HP Enterprise
Services
Images- Adjustments  |Images Adjustments scanned [ICN
Adjustments-New |at HP Enterprise
KYMMIS Services after
interChange go live
Images- Adjustments  [Images- Voids- Adjustment voids ICN
New KYMMIS scanned at HP
Enterprise Services
after interChange go
live
Images- Checks Checks- Unisys Checks scanned at CCN
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Document Type Group

Document Type

Contents

Search Criteria

Images- Checks Checks- HP Checks scanned at HP |CCN
Enterprise Services [Enterprise Services
Images- Claim Credits [Claim Credits Claim Credits scanned [TCN
at HP Enterprise
Services
Images- Claim Credits [Claim Credits- New [Claim Credits scanned [ICN
KYMMIS at HP Enterprise
Services after
interChange Go Live
Images- Claims Claims- Unisys Claims scanned at TCN
Unisys Provider ID
Member ID
File Type
From DOS and To DOS
Images- Claims Claims- Unisys- Claims scanned at ICN
TCN Only Unisys TCN
Images- Claims Claims- HP Claims scanned at HP [TCN
Enterprise Services [Enterprise Services ICN
Provider ID
Member ID
File Type
From DOS and To DOS
Images- Claims Claims- New Claims scanned at HP [ICN
KYMMIS Enterprise Services Provider ID
after interChange go  [Member ID

live

From DOS and To DOS

Images- Claims XLS- Changed ICN [CW requested None
Claims by Provider spreadsheet
Images- Exam Exam-entered Exam entry claims TCN
scanned at HP ICN
Enterprise Services
Images- Exam Exam-entered- New|Exam entry claims ICN

KYMMIS

scanned at HP
Enterprise Services
after interChange go
live
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Document Type Group

Document Type

Contents

Search Criteria

Images- First Health

Images-
KYO5EPSD:EPSDT
Special Services

EPSDT Prior
Authorization

ACN

TCN

ICN

Form Name
Last Name

Member ID

Provider ID
SSN

Images- First Health

Images-
KYO5GRAP:
Grievances and
Appeals

Member Appeal
Correspondence Rcvd.

ACN

TCN

ICN

Form Name
Last Name

Member ID

Provider ID
SSN

Images- First Health

Images-
KYO5MCOR:
Member Services

Hospice Election
Forms,

KenPAC change
requests

ACN

TCN

ICN

Form Name
Last Name

Member ID

Provider ID
SSN

Images- First Health

Images-
KYO5NSTR: Nurse
Triage

Nurse Triage Records

ACN

TCN

ICN

Form Name
Last Name

Member ID

Provider ID
SSN

Images- First Health

Images-
KYO50UTG:
Outgoing

Provider
Correspondence-
Outgoing

ACN

TCN

ICN

Form Name
Last Name

Member ID

Provider ID
SSN

Images- First Health

Images-

Provider

ACN
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Document Type Group

Document Type

Contents

Search Criteria

KYO5PROV:
Provider Services

Correspondence-
Incoming

TCN

ICN

Form Name
Last Name

Member ID

Provider ID
SSN

FEIN

Images- First Health

Images-
KYO06LOCK: Lock In

Lock In Assignments

ACN

TCN

ICN

Form Name
Last Name
SSN
Member ID
Provider ID

Images- First Health

Images-
KYOG6EAPP:
Provider
Management

Provider Enrollment
Reporting

ACN

TCN

ICN

Form Name
Entity Name
Member ID
Provider ID
SSN

FEIN

Images- First Health

Letters-
KYO7ENROLL:
Provider Enrollment

Provider Enrollment
Letters and NPI
registrations

ACN

TCN

Form Name
Entity Name
Member ID
Provider ID
NPI

SSN

FEIN

Images- Lock In

Images- Lock In

Lock In Assignments

TCN

ICN

Member ID

Name, Last
Pharmacy Provider
Number

Physician Provider
Number
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Document Type Group

Document Type

Contents

Search Criteria

Images- Lock In

Images- Lock In

Lock In Assignments

ICN

Member ID

Name, Last
Pharmacy Provider
Number

Physician Provider
Number

Images- PA PA- HP Enterprise |Not used at this time  |PA Number
Services
Images- PA PA- SHPS Prior Authorization SSN
requests scanned at Name, First
SHPS Name, Last
Provider ID
documents also Source
included here. Document Type
Review Type
Patient ID, Check Digit
Fax Number (Sender)
Images- PA PA- Unisys- No PA |Prior Authorization Provider ID
Number requests scanned at  |Member ID
Unisys PA Date
Images- PA PA- Unisys Prior Authorization PA Number
requests scanned at  |Member ID
Unisys Provider ID
Images- Provider Provider Provider Enroliment Provider ID
Enroliment- Unisys [Documentation Document Type
Type
Provider Name
SSN
Images- Provider Provider Provider Enroliment None
Enroliment- Unisys- [Documentation
Prov ID Only
Images- Provider Provider Provider TCN
Correspondence Correspondence |Correspondence- ICN
Incoming Provider ID

Provider Name
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Document Type Group|Document Type |Contents Search Criteria
Images- Provider Provider Provider ICN
Correspondence Correspondence- [Correspondence- Provider ID
New KYMMIS Incoming Provider Name
Images- RTP Images- RTP Claims returned from [TCN
HP Enterprise Services ICN
mailroom Provider ID
Provider Name
Images- RTP Images- RTP- DDI |Claims returned from  ICN
KYMMIS HP Enterprise Services |Provider ID
mailroom after Provider Name
interChange go live
Images- TPA Images-TPA Not used at this time  [ICN
Provider ID

Mainframe Letters- Prior
Auth

various

PA Letters generated in
the mainframe

Report Number

Reports
(Legacy)

Please refer to
Legacy subsystem
User Manuals for
complete listing of
reports

Reports generated in
the legacy system

Criteria depends on report
type selected
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