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Section1 ProviderElectronic Solutions Overview

The Gainwell Provider Electronic Solutions (PES) program is designed to provide the billing provider
with a faster and more efficient method of transaction submission and processing. Handling time
and errors are reduced, eliminating delays in processing, and decreasing turnaround times. PES is a
transaction entry software package developed by Gainwell that meets the standards implemented by
HIPAA. The software allows for electronic transaction submission directly to the Gainwell OXi
Translator.
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Section2 System Set-Up

2.1 Equipment Requirements

Provider Electronic Solutions is designed to operate on a personal computer system with the
following equipment requirements.

Please Note: PES is not compatible with MAC's/Chromebook's/Tablets or Windows 10/11 S Mode.

Minimum Recommended
Windows 10 Windows 10 or higher
4 Gigabytes RAM 8 Gigabytes RAM
800 X 600 Resolution 1024 X 768 Resolution
Internet Connection Internet Connection
WinZip WinZip
2.2 Provider Electronic Solutions Software Media

The Provider Electronic Solutions application programs and files are located on Vermont Medicaid’s
website at https://vtmedicaid.com/#/pes.
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Section 3 Program Installation

The PES application was designed for installation on the PC hard drive or to a network. Before
downloading and installing the software you must fill out a Trading Partner agreement and EDI
Registration form found here: https://vtmedicaid.com/#/hipaaTools and submit these forms to
VTEDICoordinator@gainwelltechnologies.com for processing. The EDI Coordinator will review and
Issue a Transactional account on vtmedicaid.com and assist you with the download and install of the
PES program.

3.1 Installing the Software
Access the web site https://vtmedicaid.com/#/pes. Select the 2.xx Full Install from the list on the left.

Older versions of the software can be found at the top right under Previous Installs. This should only
be used when there is a database compatibility issue. Please reach out to the EDI Coordinator for
assistance upgrading your PES software to the latest version.

3.1 Saving the File

The file will be saved as a .zip file to your downloads folder. Once the download is completed, open
your downloads folder, right click on the file labeled VT_vO2xx_setup.zip-> go to properties and
unblock the file on the bottom right. Once unblocked click ok and extract the file. Once extracted
double click on the file titled VT_vO2xx_setup.exe. This will begin the install and automatically
proceed through the process.

: VT_w0232_setup.zip Compressed (zipp... 10,195 KB

Figure 1. File Download Screen.

Attibutes:  [JRead-only [ Hidden Advanced...

Security: This file came from another
o
computer and might be blocked to Unblock
help protect this computer.

Cancel Apely

Figure 2. File Properties screen.
3.1.2 Welcome Screen

Select Next at the Welcome screen.

DX C Provider Electronic Solutions | 3 |

‘Welcome to the InstallShield Wizard for DXC
Provider Electronic Solutions

The InstallShield ‘wizard will install L<C Provider Electronic
Solutions on your computer. To continue, click Mext.

< Back Mest > ][ Cancel

Figure 3. Welcome Screen
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3.2 Setup Type

At the Setup Type screen, highlight TYPICAL or WORKSTATION and select the Next button. Most

installations will be a typical installation. See Figures 4a and 4b for details.
3.2.1 Typical setup

The Typical installation installs all the files, including the database. This installation is used to
install to a stand-alone PC, or initially to a network server.

DXC Provider Electronic Solutions

=]

Setup Type

Select the zetup type that best suits your needs.

Click the type of setup you prefer.

Desciiption
‘whorkstation Thiz iz the default zetup type.
The D=C Provider Electronic
Solutions application and an
intialized database will be
installed on your machine.

[ < Back ][ et » J[ Cancel ]

Figure 4a. Setup Type screen showing the description of a Typical setup.
3.2.2 Workstation Setup

The Workstation installation is used for all additional PCs that are connected to a network server
where all users share the database. The initial installation of Typical to a PC has been completed as

noted above. This installation type does not load the database files to the PC; however, it does allow
for sharing the database files that were installed to the network.

DXC Provider Electronic Solutions
Setup Type

Select the setup type that best suits your needs.

Click the type of setup vou prefer.

Typical

D escription

A workstation zetup will only install
the DX Provider Electronic
Solutions application on your PC.
The databaze must be previously
inztalled on your local area
network [LAM].

[ < Back ][ Mext » ][ Cancel ]

Figure 4b. Setup Type screen showing the description of a Workstation setup.
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3.3 Choose Destination Location

At the Choose Destination Location screen, see Figure 5, select Next to install to the default

directory, C:\vthipaa. If the software on the PC is to run from a network rather than the PC hard
drive, select the appropriate destination drive.

DXC Provider Electronic Solutions @
Choose Destination Location ﬂ .
Select folder where zetup will install files. I’{h

Setup wil install D#4C Provider Electronic Solutions in the follawing folder.

Ta inztall to this folder, click Nest. To install to a different folder, click Browse and select
another folder.

Destination Folder

C:hwihipaa

[ < Back ][ Mext > ][ Cancel ]

Figure 5. Choose Destination Location screen.

3.3.1 Choose Database Destination Location
At the Choose Database Destination Location screen, see Figure 6, select Next to load the database
in the default directory, C:\vthipaa, or select the appropriate destination drive for installing to a

network.
DXC Provider Electronic Solutions =
Choose Database Destination Locati h

-

Setup will install DXC Pravider Electronic Solutions D atabase in the following folder.
Ta installin this folder, click Mest or click Browse and select another folder.
“Y'ou can chooze not to install DXC Provider Electronic Solutions D atabase by clicking

Cancel to exit Setup.

Destination Folder

[ ¢ Back ][ Mext » l[ Cancel ]

Figure 6. Choose Database Destination Location Screen.
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3.3.2 Information Screen
At the Information screen, select OK, see Figure 7. As stated on this screen, note the drive and
directory where the files were installed. The system will then install the program files.

DXC Provider Electronic Solutions | 22

&
‘!f) Please nate the database destination folder for Future WORKSTATION setups.

Figure 7. Information screen.
3.3.3 InstallShield Wizard Complete

At the InstallShield Wizard Complete screen, select Finish to complete the setup. See Figure 8.

There will be an application folder placed on your desktop titled VT DXC Provider Electronic
Solutions. At this time, you may close the WinZip window.

DXC Provider Electronic Solutions =

InstallShield Wizard Complete

Setup has frished installing HP Provides Electronic Sokutions
o Youn computier

Figure 8. InstallShield Wizard Complete screen.
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Section 4 Basic Skills
4.1 Signing On

To access the Provider Electronic Solutions application, follow these instructions.

4.1.1 Open PES

Double click the application folder from the desktop and then select DXC Provider Electronic

Solutions or select the Start button in the bottom left-hand corner of the PC, then select the Program
option and select “VT DXC Provider Electronic Solutions” and then “VT DXC Provider Electronic

Solutions”.
4.1.2 Enter Default Information

Once the option is selected, the Logon screen appears. The default User ID is pes-admin and the
default password is eds-pes. You will use the default password only during your first session.
Note: The first time you log on you will be prompted to change the password.

»l¢ Logon x|
DY@ T, '—||
oxeneonnotouy User ID [pes-admin

. :D d Forgot Password

Figure 9. Logon screen.

4.1.3 Password Expired
Select OK.
Password Expired ﬁ

| Select "OK" to change your password now,
¥ orselect "CAMCEL" to discontinue LogOn,

QK Cancel

Figure 10. Password Expired dialog box.
414 Changing the Password

Enter the old password and then enter a new password twice. Click on the drop-down arrow on the
Question field and select one of the questions listed. Enter the appropriate answer in the Answer and
Rekey Answer fields. Select OK. A dialog box displays a message stating whether the update was

successful.
e Logon ﬁ
Enter all fields to change a user password on oK |
w the DXC Provider El ic Soluti
. & - Application. Cancel

X mohnolony

User ID | pes-admin

0Old Password |

New Password |

Rekey Mew Password |

Question [‘what is your mother's maiden name? x|

Answer | xxxxxx

Rekey Answer | xxxxxx

Figure 11. Logon screen showing the Change Password fields.
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4.1.5 Logon Status
Select OK if the update was successful.

Logon Status ﬂ

! L User Password SUCCESSFULLY Updated.

0K

Figure 12. Logon Status dialog box.
4.1.6 First Logon

If this is your first logon, the system will display the message shown in Figure 13. Select OK to update
personal options. The Options dialog box will display.

Application

-
l‘j Since it is the first time you have run the application, you need bo set up your personal options.
-y

Figure 13. Application dialog box showing login status.

4.1.7 Batch Tab

Select the Batch tab. This information is necessary for connecting with the web site for uploading
and downloading files. All fields are required, however, only one Communication Number and
Qualifier is needed. The Web User ID is the same as your Trading Partner number. Configuration for
test claim submission will be done with the EDI Coordinator but is included in the instructions
below.

Note: In addition, the password below must match the password you created on vtmedicaid.com.

B4 Options &
Batch |Wab] Modem | Interactive ‘ Calial Hetenhinn} Payer/Processor [

Trading Partner Submitter 1D
Web UserlD [ Password [
Entity Type Qualifier /_;I
Last/Org Name | First Name | M

Submitter Contact Information Help
Ci icati i 1 -
2 /— ’1 Print
Contact Name 3 - II

Figure 14. Options dialog box showing the Batch tab.
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4.1.8 Web Tab
Select the Web tab. This is pre-set to use the Internet Explorer Settings on your PC. You will need to
change the Environment Ind to A for submitting an acceptance test.

Once you receive confirmation from Gainwell that the test was successful, you will need to change
the Environment Ind to P.

314 Options x|
Batch Web I Maodem 1 Interactive I Carrier I Retention 1 Payer/Processar
¥ Use Microsoft Internet Explorer Pre-config Settings
Connection Type
" LAN " Modem
[ Use Proxy Server  Dialup Network <
Proxy Information Help
Address | HTTP Port s
HTTPS Port Evint
Proxy Bypass | R
Envilonment Ind |4 * RAS Phone # [1.8667982165 Install RAS |
Close

Figure 15. Options dialog box showing the Web tab.
4.1.9 Modem Tab

Select the Modem tab. In the Modem Type field select Generic Configuration, for most modems
then hit the detect button below. This should state no modem detected. Click OK.

»14 Options %]
Batch IWeb Modem 1 Interactive I Eamerl Retention 1 Payer/Processor 1
ComPort I
Modem Type \Genenc Canfiguration, for mast modems
Help
Print

Detect

Close

Figure 16. Options dialog box showing the Modem tab.

Application >

:' Mo modem was detected,

Figure 17. No modem detected box.
4.1.10 Interactive Tab

Select the Interactive tab. Verify that the Modem Init String field is populated from the modem type
selected on the Modem tab.

»I8 Options x|
Bach | Web | Hodem  Interactive | Camier | Reteniion | Payer/Frocessor
Modem Init Stiing A TEFED050=0 Help
Print
Close |

Figure 18. Options dialog box showing the Interactive tab.
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411 Carrier Tab

Select the Carrier tab. This information is necessary for the submission of the transactions. In the
Carrier ID field select INTERACTIVE -800. For Test set the X12 Production/Test Indicator to T, For

Production set this to P.

Select the INTERACTIVE transaction type by selecting it at the bottom of the screen. It will highlight
in blue. Set the X12 Production/Test Indicator to T for submitting a test and P for submitting to

Production.

Once you receive confirmation from Gainwell that the test was successful, you will need to change

the indicator to P.

Transaction Type Interactive is used for Eligibility Verification and Claim Status Request.
Transaction Type Batch Transmit is used for submitting claims.

»]¢ Options

Baich | web | Modem | Interactive Eanier} Retention | Payer/Processor |

Trans Desc [BATCH TRANSMIT Dtr [4300 =
Carrier ID | INTERACTIVE-B0D = Phone Number |18662102018

X12 Production/Test Indicator |T =

x|

Help
Print

Close |

Figure 19. Options dialog box showing the Carrier tab.

4.1.12 Retention Tab

Select the Retention tab. This tab lists options for file storage and archiving.

14 Options
Bach | web | Modem | Interactive | Canier Relenliun} Fayer/Frocessor |

Archive Days [ 30—

Max Batch ’Tj

Max Yerify ’Tj

MaxLog [ 10—

Max Submit Reports ’Tj

Max Bulletin | 10==

Password Expiration D ays ’Tj

x|

Help

Print

i

Close

Figure 20. Options dialog box showing the Retention tab.

4.1.13 Payer/Processor Tab

All versions will need to update the Payer/Processor tab information. Please make sure your tab

matches the Figure 21.

(M

Batch | webl Medem | Interactive | Carrier | Retention  Payer/Processor |

Mame [VT MEDICAID
ETIN [vermonTEME

ldentifier Code Qualifier [P _»

Identifier Code 'VERI.‘CNTGI.‘C

Print

Figure 21. Options dialog box showing the Payer/Processor tab.
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Section 5 Using the Software

This application appearance has been designed based on Windows. Each of the options at the top of
the screen has the standard Windows options. The software has been enhanced to allow users to
review each option through the Help feature.

5.1 Main Menu
The icons under the menu titles represent each of the forms that may be submitted. Each of them is
listed at the end of this section. You may also select Forms from the tool bar to select your form.

ra

#I4 DXC Provider Electronic Solutions

File Forms Cormmunication Lists  Reports  Tools

@%@ Ho I

Figure 22. Provider Electronic Solutions Main Menu.
From the menu you may select any of the options. They include the following:

e File

e Forms

e Communication

e Lists

e Reports

e Tools

e Security Maintenance
e Window

Note: If you have a window already open you will not have access to all the options above. Close the
window to expand the options.

5.1.1 File

The File menu item exits the application. Please do not select the red X box in the upper right-hand
corner of the screen. If your database has not finished saving, using the red X to exit the program
may lock your database.

.r

P14 DXC Provider Electronic Solutions
Foerms Communication Lists  Reports  Tools

st ol DO

Figure 23. Main Menu showing the File menu item.
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5.1.2 Forms

The Forms menu item allows you to open any of the transactions for entry. These are the same as the
icons listed on the second line of the menu bar.

014 DXC Provider Electronic Solutions

File Communication Lists Reports Tools  Se

i 270 Eligibility Request

276 Claim 5Status Request

837 Dental

837 Institutional Home Health
837 Institutional Inpatient

837 Institutional Mursing Home
837 Institutional Cutpatient
837 Professional

Figure 24. Main Menu showing the Forms menu items.
5.1.3 Communication

The Communication menu item allows for the following:

e Submission transmits transactions via vtmedicaid.com to the Oxi Translator.

¢ Resubmission resubmits a batch or copies the claims from a batch for editing and submitting.

e View Batch Response allows viewing of downloaded responses to Eligibility Verification and
Claim Status requests.

e View 835 ERA *This functionality is disabled. If you are set up for 835 ERA files you will
download them directly from vtmedicaid.com

e View Accept/Reject Claim Report - Functional Acknowledgement allows viewing of the
Gainwell created report listing claims or files that were unable to be loaded into the system.

e Communication Log indicates the claim batch number and submission details.

14 DXC Provider Electronic Solutions E@
File Forms Lists Reports Tools Security Window Help
@ ':'5" m Submission

Resubmission

View Batch Response

View 835 ERA

View Accept/Reject Claim Report - Functional Acknowledgment

View Communication Leg

Figure 25. Main Menu showing the Communication menu items.
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5.1.4 Lists

The Lists menu item allows you to select from the available lists to enter or edit information saved in
the database for the categories listed in Figure 26.
File Forms C ication [Lists| Rep Tools Security Window Help

[ @Y G ddidDH

Provider

Client
Other Provider
Taxonomy

Admit Source
Admission Type

Carrier

Condition Code
Diagnosis ICD-9
Diagnosis ICD-10
Modifier

NDC

Occurrence

Other Insurance Reason
Patient Status

Place Of Service

Policy Holder | .
Procedure/HCPCS

| Reference Lists

Revenue

Surgical Procedure
Type Of Bill

Value Code

Figure 26. Main Menu showing the Lists menu items.
5.1.5 Reports

The Reports file menu item allows the printing of detail and summary reports for transactions and
the contents of lists. Detail and summary reports may be printed for all the transactions. You may
select one or more of the selection criteria to narrow the transactions to be printed.

File Forms Communication Lists [Reports| Tools Securty Window Help

JI@E%MW%+E®|'- Detail Forms 3

Summary Forms 3

Provider
Client

Other Provider
Taxonomy

Admit Source
Admission Type
Carrier
Condition Code
Diagnosis ICD-9
Diagnosis ICD-10
Modifier

NDC

Occurrence

Ol Reason

|Ready

Patient Status
Place of Service

Policy Holder
Procedure/HCPCS
Revenue

Surgical Procedure
Type of Bill

Value Code

Figure 27. Main Menu showing the Reports menu items.
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5.1.6 Tools

The Tools file menu item allows for the following:
e Archive allows you to archive old transactions or restore transactions that were previously
archived.
e Database Recovery allows the user to compact, repair and unlock the database.

e Get Upgrades allows you to dial into the web site to check for and download upgrades to the
software. See Section 9 for instructions on downloading upgrades.

e Change Password allows users to change their passwords.
e Options refer to Section 4 - Basic Skills.

P18 DXC Provider Electronic Solutions EI@
File Forms Communication Lists Reports Security  Window Help
W@ "y == 10 e N A Archive »
Database Recovery 3
Get Upgrades

Change Password

Options...

Figure 28. Main Menu showing the Tools menu items.

5.1.7 Security
The Security Maintenance menu allows administrators to enter, update and remove users,
passwords and authorization levels.

I8 DXC Provider Electronic Solutions X EI@
File Forms Communication Lists Reports Tools Window Help
@ LM )@ ﬁ All E 9 i3 Security Maintenance l

Figure 29. Main Menu showing the Security menu item.

5171  Adding a New User

Each user should be assigned their own User ID and password. To add a new user:
1. Select Security and then Security Maintenance from the Menu Bar.
2. Assign a User ID unique to the individual.
3. Enter an initial password.
4. Enter the Authorization Level.
A user with an authorization Level of 2 User (Non-Administrator) can enter, transmit, and

download transactions and files. An authorization Level of 3 Administrator is allowed the same
security as a User, and is also allowed to enter, modify, or delete User IDs.

P18 DXC Provider Electronic Solutions Application =
User ID
Password

Authorization Level - —I

Figure 30. Assigning a security authorization level.
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5.1.8 Window

The Window file menu item allows you to arrange the screens displayed.

File Forms Communication Lists Reports Tools Security [Window| Help

@Y @t DO Coscade

Tile Horizontal
Tile Vertical
Layer

Figure 31. Main Menu showing the Window menu items.
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Section 6 Menu Options

From the menu you may select any of the icons. The icons shown below represent each of the
transaction types that are currently functional. To access the transaction, click on the appropriate
icon or select Forms from the toolbar.

®

270 Eligibility Request

276 Claim Status Request

=
e
X

837 Dental

3

837 Institutional - Home Health

837 Institutional - Inpatient

837 Institutional - Nursing Home

837 Institutional - Outpatient

AN

837 Professional

Placing the mouse pointer on the icon displays the name.
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Section7 Help Function

The CONTENTS and INDEX option is disabled. Please refer to the items in this manual or instructions
here: https://vtmedicaid.com/#/pes.

The About option shows you the version of the software that is currently installed.

¥4 DXC Provider Electronic

J‘@ Ll A ] ‘ 3 |_ Contents and Index

About

Figure 32. Main Menu showing the Help menu items.
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Section 8 Lists

8.1 List Function Overview

The list function allows a provider to enter information that is frequently used and then access this
information in a transaction using a Drop- Down Data Window (DDDW).

There are many data elements included in the software that are required to generate a HIPAA
compliant format. This is especially true of provider and client information. As a result, the PES
software requires that these lists be entered prior to completing a transaction. Additional lists
include procedure code, diagnosis code, revenue center code and place of service.

There are two lists that have been populated with data. They are Carrier, which lists the codes and
names of other insurance companies and the Place of Service list. Both lists may be updated to add,
delete or change the information to better serve your office. Please be aware that the codes listed
are standard codes and may not be changed without notice resulting from HIPAA or Gainwell
updates.

The lists may be accessed from the Main Menu by selecting the List option or by double clicking in
the appropriate field inside a form. This option allows a provider to add the information, as they need
it, rather than requiring that all information be entered prior to keying a transaction.

Once the information has been keyed into the list, it is available from the DDDW to populate the
fields. Although not all the information from the list will appear on the transaction screen, it will be
used when formatting the HIPAA transaction prior to submission.

Lists may be sorted by the row headers. The client list is sorted by selecting the Client ID, Last Name
or First Name heading. Selecting the header one time will sort in ascending order. Selecting twice
will sort in descending order. Upon opening, the Client and Provider lists are sorted by ID number.

8.2 Provider, Client, Other Provider, and Taxonomy Code
Before you begin entering transactions, several lists must be completed. This may be done now, or

as you key in your transactions. There are four lists that should be used and completed prior to
finishing a transaction: Provider, Client, Other Provider, and Taxonomy Code.

e The Provider list maintains the provider’s information by NPl number or by Vermont Medicaid
Provider ID if you are enrolled as an Atypical provider.

e The Client list maintains the client information by Vermont Medicaid Client ID Number.

e The Other Provider list maintains the provider’s information by NPI Number.

e The Taxonomy Code List represents the provider type, classification, area of specialization
and training and education indicator. A list of taxonomy codes is available from the
Washington Publishing Company at External Code Lists | X12.

Because of certain requirements of the ANSI ASC X12 transactions, the software is designed to
require the entry of the lists for Provider and Client.
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8.2.1 How to Bill Provider Lists
Click on List and select Provider.

File Forms Communication Reports  Tools  Security  Window Help

@ EI@” W 2 "" ‘i £ Provider

Client
Other Provider

Taxonomy

Admit Source
Admission Type
Carrier
Conditicn Code
Diagnosis ICD-9
Diagnosis ICD-10

Figure 33. Lists Drop-down menu for Provider entry.

8.211  How to enter Group Provider

Below is the list of fields that need to be completed, and what is required in each field.

e Provider ID/NPI - Enter Group NPI

e Provider ID/NPI Code Qualifier - Select XX (Select G2 only if you do not have an NPI)
e Taxonomy Code - Enter Group Provider Taxonomy

e Entity Type Qualifier - Select 2 (nonperson)
e Last/Org Name - Enter Group Provider Name

e SSN/TaxID - Enter Tax ID
e SSN/Tax ID Qualifier - Select 24

e Line1- Provider address - *This address cannot be a PO Box.

e City-Town
e State - State

e Zip - Zip Code - *Must enter entire zip code including last 4 digits, if you don’t know the last 4
digits enter four zeros’ (as shown below).

e Then click Save (right hand side)
e Then click Add (right hand Side)

¥4 Provider

Provider D /NP
1111111111

Provider ID/NPI [IEEEEEREE]  Provider ID/NPI Code Qualifier [44 ~ Add

Taxonomy Code W Entity Type Qualifier m Delete
Last/Org Name [GROUP PROVIDER NAME First Name | Mi l_ =
SSM /7 Tax ID [IT1111111 SSN/Tax ID Qualifier [24 =]
Provider Address
Line 1 [312 HURRICANE LANE Line 2 | R
City WILOSTON — State fiT Zin [(E45E-0000 _ Find |
= —— Print....

Figure 34. Group Provider data entry screen.
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8.2.1.2

How to enter an Individual Provider

Below is the list of fields that need to be completed, and what is required in each field.

Field Provider ID/NPI - Please enter Individual NPI

Provider ID/NPI Code Qualifier - Select XX (Select G2 only if you do not have an NPI)
Taxonomy Code - Enter Individual Providers Taxonomy
Entity Type Qualifier - Select 1 (person)

Last/Org Name - Enter Providers Last Name

First Name - Enter Providers First Name

SSN/Tax ID - Enter Tax ID or SSN

SSN/Tax ID Qualifier - Select 24 (tax ID) or 34 (SSN)

Line 1- Providers address - *This address cannot be a PO Box.
City - Town

State - State

Zip - Zip Code - *Must enter entire zip code including last 4 digits, if you don’t know the last 4
digits enter four zeros’ (as shown below).

Then click Save (right hand side)

If you have more providers to add then click add (right hand side). If no, then click close or the
red X in the upper right-hand corner.

¥4 Provider

Provider ID/NPI [1171111112 Provider ID/NPI Code Qualifier |2 Add
Taxonomy Code [320800000 Entity Type Qualifier |1 = Delete
Last/Org Name |LASTHAME First Name [FIRSTHAME M =

SSH / Tax ID [222222222 SSN/Tax ID Qualifier |34 ~
Provider Address
Line 1 [312 HURRICANE LANE Line 2 | 5
City |RICHMOMND State [T Zip |05435-0000 M
Provider [D/MPI Gualif
1111111111
1111111112

Print...

Figure 35. Individual Provider data entry screen.
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8.2.2

How to Bill - Client Lists

Click on List and select Client.

pe DXC Provider Electronic Solution
File Forms C icati Reports  Tools  Security Window Help

(@G @D

Provider
Client
Other Provider

Taxonomy

Admit Source

Admission Type
Carrier
Condition Code
Diagnosis ICD-9
Diagnosis ICD-10

Figure 36. Lists Drop-down menu for Client entry.

8.2.21

Account # [PROVIDERTRACKING Client S5N | - -
Last Name |SEASDN First Name |SUMMEF|

W[
Client DOB [05/16/2001 Gender [F =] Suffis [ _Undo Al
S

How to Enter a Client

Client ID - Enter VT Medicaid’s UID number
ID Qualifier - Select MI (This is the defaut)

Account # - Your account number - *If you have an external software program that has
assigned this client a number you may enter it here or repeat the VT Medicaid UID number. Do
not leave this field blank.

Client SSN - Leave blank - *Do not enter the patient’s SSN number
Last Name - Patients last name

First Name - Patients first name

Clients DOB - Patient’s date of birth

Gender - Select Female or Male

Line1- Client’s address

City - Town

State - State

Zip - Zip Code - *Must enter entire 9-digit zip code. Enter four zeros’ (as shown below) if the
full zip code is not known.

Then click Save (right hand side)

If you have more clients to add then click add (right hand side). If no, then click close or the
red X in the upper right-hand corner.

Client 1D [1111 1D l]ualifiellMI S| Add

Delete

ber Add Save |

2/9/2024

Line 1 [312 HURRICANE LANE Line 2| Find
City [RICHMOND State VT Zip [054535-0000 P-'
Print._.

Client 1D Last Name First M arne -

1111 SEASON SUMMER E|

SEASOM

Figure 37. Client data entry screen.
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8.2.3 Adding a Diagnosis
Click on List and select Diagnosis ICD-10.

File Forms Ci ication Il_isls Reports  Tools  Security  Window  Help

(@ G s D

Provider
Client
Other Provider

Taxonomy

Admit Source
Admission Type
Carrier
Condition Code
Diagnosis ICD-9
Diagnosis [CD-10
Moaodifier

NDC

Figure 38. Lists Drop-down menu for Diagnosis Code entry.

8.23.1 How to Enter Diagnosis Codes

Below is the list of fields that need to be completed, and what is required in each field.
e Diagnosis Code - Enter your ICD-10 Diagnosis Code without the decimal point.
e Description - Enter your description for the Diagnosis.
e Then click Save (right hand side)

e If you have more diagnosis codes to add then click add (right hand side). If no, then click
close or the red X in the upper right-hand corner.

314 Diagnosis ICD-10

Add |
Diagnosis Code EUUUU

Delete

Description |Encuunter for general adult medical examination w.'o abnomal findi
Undo All |

Save |
) n Find... |
Encountel al adult medic: atio abnarmal findings Print... |

Close

Figure 39. Screen for Diagnosis Code entry.

8.24 Adding a Modifier
Click on List and select Modifier.

File Forms Ci ication [Lists| Reports Tools Security Window Help

JI@ M g D Provider

Client
Other Provider

Taxanomy

Admit Source

Admission Type
Carrier

Condition Code
Diagnosis ICD-9
Diagnaosis ICD-10
Modifier

MDC

Figure 40. Lists Drop-down menu for Modifier entry.
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8.2.5

8.2.41 How to Enter Modifier

Below is the list of fields that need to be completed, and what is required in each field.

e Modifier Code - Enter the Modifier Code.

e Description - Enter the description for the Modifier Code.

e Then click Save (right hand side)

e |If you have more Modifier’s to add then click add (right hand side). If no, click close or the red

X in the upper right corner of the Modifier Window.

I8 Modifier

Modifier Code |25

Add |

l

Delete |

Description |significant, separately identifisble &/m service Undo Al |
Save |

Modifier Codz Find... |
25 significant, separately iden ce Print... |

Close

Figure 41. Screen for Modifier entry.

Adding a Procedure/HCPCS Code

Click on Lists and select Procedure/HCPCS.

.4 DXC Provider Ele
File Forms C Il.nsts Reports  Teols Security Window Help

H@ B iy g o D Provider

Client
Other Provider
Taxonomy

Admit Source
Adrmission Type
Carrier

Condition Code
Diagnosis ICD-9
Diagnosis ICD-10
Modifier

NDC

Occurrence

Other Insurance Reasen
Patient Status
Place Of Service
Policy Holder
Procedure/HCPCS

Revenue

Surgical Procedure
Type Of Bill
Value Code

Figure 42. Lists Drop-down menu for Procedure/HCPCS entry.
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8.2.5.1 How to Enter Procedure/HCPC Code

Below is the list of fields that need to be completed, and what is required in each field.

e Procedure/HCPCS

e Description - Enter description of your procedure/HCPCS.

e Then click Save (right hand side)

P18 Procedure/HCPCS =]
Procedure/HCPCS [33334 Add
Description [Established Patient Preventive Medicine Services 1217 s Delete
Find...
Established Patient Prevent Print...
Close

8.3

2/9/2024

Figure 43. Screen for Procedure/HCPCS entry.
Building your Claim

If you have more procedure/HCPC codes to enter, click add (right hand side). If no, then click
close or the red X in the upper right-hand corner

Click on the appropriate menu option on the main menu. Now you can start building the claim. Below

is a walkthrough of an 837 Professional claim. You may also watch the recorded Webinar here:

https://vtmedicaid.com/#/webinars.

)i@ DXC Provider Electronic Solutions -

File Forms Communication Lists Reports Teols

@kl HO B

837 Professional |

Figure 44. Menu options.

€3 837 Professional = e |
Total Charge [T 01 Amount I Billed Amount IR Services

Hdrl}Hurz | Hdrz | Hard [ st |z | sws |

Claim Frequency = Original Claim i Add
Provider ID/NPI Taxonomy Code Copy
Last/Org Name First Name Delete
Client ID Account # Undo All
Last Name First Name | M
Save
Medical Record # Medicare Assignment [&
Benefits Assignment[Y | Release of Medical Data [ | Patient Signature =
Repart Type Code ~| Report Transmission Code ~| Signature anFile [¥ -
Attachment Ctl Delay Reason -
C = = Find...
Last Name First Name Billed Amount | Last Submit Dt | Status [ I

Figure 45. Claim entry window.
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8.3.1 HDR1 Tab
Click the drop down on the field labeled Provider ID/NPI and select your provider information.
Hit the tab button on your keyboard. Hitting tab will fill in the rest of the provider information.

9 837 Professional =8 E=R ===
Tatal Charge [T 01 Amount [T Billed Amount [N Services

HdrllHdrz}Hdrs | Hara | sv1|sw2|swa |

Claim Frequency [T~ Original Claim # Add
Provider ID/NPI | 1524821455 - Taxonomy Code |182200000: Lopy
Last/Org Name Delete
N IRRRRRRERRI TR HASKINS AR
Client I Undo All
1111111188 2281295502 DC TECHNOLOGY —
Last Name p - 2

G save

1455

Medical Recon

4 [ | »

Benefits Assi

Report Type Code | Report Transmission Code | Signature on File | Y hd
Attachment Ctl Delay Reason hd

Figure 46. Provider ID/NPI entry.
Click the drop down on the field labeled Client ID and select the patient you are trying to bill for.

Hit the tab button on your keyboard. Hitting tab will fill in the rest of the patient information.

&) 837 Professional = |
Total Charge [N 01 Amount IR Billed Amount [N Services

Hdr1 |Hdr2 |Her3 |Hdrd | swa | sw2 |sws |

Claim Frequency [T~ Original Claim Add

Provider ID/HPI [1524821485 Taxonomy Cods [152200000 Copy
Last/Org Name [[A5THAME First Name [FIFSTHAME Delete
Clisnt 1D Account # [3553 Undo All

93333333 -
ag

WVERMONT SUMMER

Last Name
Save
Medical Recor
Benefits Assignmi
Report Type Co
Attachment | « | M 3
Figure 47. Client ID entry.
683? Professional o |[E ] =
Total Charge [N O Amount [T Billed Amount [T Services
Hr 1 |Hdr2 | Hars [ars st | sz |sna |
Claim Frequency [T+ Driginal Claim # Add
Provider |D/NPI [1524521455 Taxonomy Code [182200000< Copy
Last/0rg Name [LASTHAME First Name [FIRSTHAME Delots
Client 1D [53555355 Account # [5553 Undo Al
Last Name [VERMONT First Name [SUMMER M .
Save
Medical Record # Medicare Assignment [& | |7
Benefits Assignment[Y _~| Release of Medical Data [Y _~| Patient Signature -
Report Type Code ~| Report Transmission Code ~] Signature on File [Y =
Attachment CHl Delay Reason -
Eind

Figure 48. Completed Hdr 1 tab.
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8.3.2 HDR2 Tab
Click the drop-down arrow next to the field labeled Type and select 10 ICD-10.

P 237 Professional == =R <
Total Charge [T 01 Amount [N Billed Amount [T Services

Hdr 1 Hdr2|Hdr3 | Hor4 | st | sz |swa |
~ Diagnasis Code Add

- Type [IC0-10 +

Provider ID/NPI

Taxonomy Eude

I 5 5 Lomy
I e i Delete
~ Referring Provider Undo All

Last/Org Name First Name Ml Save

Place Of Service

Admission Date [10/00/0000

Comment |

Figure 49. Diagnosis Code Type entry.

Now click the drop down next 1 and select the diagnosis code for the patient you are billing for.

€D 837 Professional

Hr 1 Hdr2|Hdr3 | Hara | svea | sz |swa |

Total Charge [T 01 Amount [T Billed Amount [T Services

[E=3 Bl =)

Di is Codes

Type |ICD-10 vl

Add

Copy

5]

Fa11 GENERALIZED ANXIETY DISORDER

1 12 Delete

&]

FOST-TRAUMATIC STRESS DISORDER. U

RaF4310

ode

—
ame: W[ Save

Undo All

Pl m } Date [00/00,/0000

Comment |

Figure 50. Diagnosis Code entry.
8.3.2.1 Header 2 Example

& 837 Professional

Har 1 Hdr2|Hdr3 |Hdra | s | sz |swv3 |

Total Charge [N 01 Amount [N Billed Amount [N Services

B =

[~ Diagnosis Codes Add
Type |ICD-10 =

1[frT =] 2 3] 4] 5] 6] Lopy

7] 8 9] 0] 1] 12] Delete

[ Refening Provider

Provider ID/NPI

Taxonomy Eude

Last/Org Mame First Name L1l Save

Undo All

Place Df Service

Admission Date |00/00/0000

Comment |

Figure 51. Completed Hdr 2 tab.
8.3.3 HDR3 Tab

If you do not have to enter any information in this tab, you can now move to the HDR4 tab.

P 837 Professional

Hdr 1 | Hdr 2 Hdr3|Hdr4 |srv1|svz|sva |

Total Charge [T 01 Amount I Billed Amount [T Scrvices

[==]r=]

Add

Indicator: Related Causes 'I - State Country Copy

Date |00/00/0000
- Delete
B Undo Al
Transzport Reason Code m Transport Distance I—El
Condition Codes: 1 - 2 - 3 -I 4 l_;' 5 lﬁ Save

Round Trip Purpose |

Special Program Code - DME Ind [N  ~ Other Insuranc

elnd [N =

Figure 52. Accident or Ambulance screen.
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8.3.4 HDR4 Tab
If you do not have to enter any information in this tab, you can now move to the SRV1 tab.

&) 837 Professional =
Total Charge [T 01 Amount [T Eilled Amount [T Services

Hr 1 | Hdr 2 | Har 3 HdrﬂSrn |srvz | sws |

Add
Property Casualty Claim #
Other Date Copy
Onset of Current lliness |00/00/0000 Last X-ray |00/00/0000 Delete
Last Menstrual Period |00/00/0000 Hearing & Yision Prescription |00/00/0000 f—
Undo All
Initial Treatment |00/00/0000 Property & Casualty of First Contact |00/00/0000 =ndo
Latest Visit or Consult |00,/00/0000 Report Start [00/00/0000 Save
Acute Manifestation |00/00/0000 Report End |00/00/0000

Figure 53. Hdr 4 tab.
8.3.5 Srvl Tab
Below is the list of fields that need to be completed, and what is required in each field:
e From DOS - Enter your date of service then hit tab; Hitting tab will fill in the To DOS field
e ToDOS - Enter your date of service
e Place of Service - Select your place of service
e Procedure - Select your CPT code
e Modifier - Select the appropriate modifier
e Diag PTR - Enter the number 1
e Unit - Enter the total days/units you are billing
Billed Amount - Enter your total charge

8.3.56.1 Srvl Tab Example
SRV1 should look like this:

£ 837 Professional (=@ =]
Total Charge 01 Amount [T Billed Amount {IL Services
Hdrl | Hdr2 | Hor3 | Hdra Sl ISWZ |sva |
Diag Codes: 1 [N 2 N 3 N + N 5 & e Add
7 N s N 9 DN 10 NN 11 12 . =
Lopy
From DOS [04/01/2018 To DOS |00/00/0000 Emergency Ind ~| Place Of Service [11

Procedure |53123 Modifiers: 1[GN 2 3 4 EPSDT hd
Initial Treatment D ate |00/00/0000 Diag Ptr: 11 2 3 4 Undo All
Basis of Measurement |UN ~ Family Planning ~| Units 1 RXInd|N -

Delete

Billed Amount 100.00 Service Adjustment Ind |N

Add srv | B e | Units | Bil

Copy Srv

Delete Siv

= = Find.._

Last Name Billed Amount | Last Submit Dt
959933333 WERMONT SUMMER 100.00  00/00/0000 R Print
99993933 WERMONT SUMMER 100.00  00/00/0000 R ]
9939339923 WERMONT SUMMER 28.00 0070040000 R Close
99933399 WERMONT SUMMER EB.00  00/00/0000 R

Figure 54. Srv 1 Tab.
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8.3.6 Srv2 Tab

Under the Rendering Provider section please select:

e Provider ID/NPI - Select the individual provider who provided the service(s) only if the Billing
Provider is a group. If the billing provider is an individual leave this blank. Then hit tab on your
keyboard. Hitting tab will fill in the rest of the provider information.

& 837 Professional | =1 EOR =5
Total Charge 01 Amount [T Billed Amount Gt
Hdr1 | Hdr2 | Har3 |Hdra | st 5w215w3}
CLIA Number| Line Item CH [ Add
St Lo
Transport Reason|  ~| Condition Codes1|  ~|2[ ~[3] ~|4]  ~|5] =] —
Tiansport Distance [0 Round Trip Purpose] Delete
Rendering Provider Undo Al
Provider ID/NPI[ ~] Taxonomy Code| —
Last/Org Hame Save
111111117 TBRITT HASKINS MAR
= 2281235502 DXCTECHNOLOGY
1822000005 LASTNAME FIRS]
Last Mame First Mame = Billed Amourt | Last Submit n (i
93333393 VERMONT SUMMER 10000 00/D/0000 Print
93393393 VERMONT SUMMER 10000 00/00/0000
Figure 55. Srv 2 Tab.
8.3.6.1 Srv2 Tab Example
SRV2 should look like this:
€9 837 Professional [E=r=]
Total Charge FEEIEEE 01 Amount [T Billed Amount AL Services
Horl | Hdr2 | Hera | Hdr4 | srva Snr2|5n-3]
CLIA Number| Line Item CH [ Add
At Copr
Transport Reason| ] Condition Codes1| ] 2] =|3[ =] 4] =[5[ =] ||——
Transport Distance [ 0 Round Trip Purpose | Delete
Rendering Provider Undo Al
Provider IDZNPI [T1117112 Taxonomp Code [320800000X
Last/Org Name [[B5TNAME  First Name [FIRSTNAME M Save
First Name Billed Amount | Last Submit Dt | Status i |

Figure 56. Completed Srv 2 Tab.
8.3.7 Srv3 Tab

You do not need to enter any information on this tab unless you are entering a DME claim. With DME
claims the Ordering Provider is required.

&3 837 Professional
Total Charge

[E= o =)

LA Services

FESIE 01 Amount [T Billed Amount
Hdr1 | Hdr2 | Hdr3 | Hdra | swi | s Srviﬂ

Add
Supervising Provider =

Provider ID/NPI

Copy
Last/Drg Name First Name: MI —
. | ‘ Delete
Ordering Provider
Provider ID/NPI Undo All
Last/Org Name | First Name: ‘ m_
EnE

2 Units.

Figure 57. Srv 3 Tab.

Now click Save on right hand side. If all the mandatory information has been entered the claim will
save and bring you back to the HDR1 tab.
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8.3.8 Error Listing

If information is missing an error message box will pop-up. If this box appears, double click on the
error and it will bring you to the field that needs to be corrected. Once the correction has been
made, click Save on the right-hand side.

B4 Error Listing

==r=]

Enor Message

Client 1D is a required field.

Account # is a required field,

Place Of Service is required at either the header or detall
From DOS is a required field on Service 1.

ToDOS is a required field on Service 1

Procedure is a required field on Service 1.

Diagnosis Pointer is a required field on Service 1.

Units is & required field on Service 1.

Incomplete
Print
Select

Close

Figure 58. Error Listing window.

Once the claim is saved you will see it listed on the HDR 1 tab in R status at the bottom. That means

the claim is ready to be submitted.

Once the claims have been submitted, they will be in F status meaning they have been submitted.

Clignt [T

1111

Figure 59. R status example.
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Section9 Submitting Claim(s)/Receiving Transactions

Submitting and Receiving transactions are accomplished using the Communication menu item.
Select Submission regardless of whether you want to submit or receive files.

9.1 Submitting Files
Click on Communication on the main menu and select Submission.

e e

File Forms | Communication | Lists Reports Tools Security Window Help

@ E'@” W Submission

Resubmission

View Batch Response

View 835 ERA

View Accept/Reject Claim Report - Functional Acknowledgment

View Communication Log

Figure 60. Communications drop-down menu.

Select the type(s) of file to submit under Files to Send by clicking on each transaction needed. You
may send multiple transaction types in one submission. Click on the Submit button. All files are
submitted as batch files, however, eligibility and claim status may also be submitted interactively.
Then click submit on the right.

B4 Batch Submission (=]
Submission ]
Method |Web Server - Diskette Drive
Select All | Deselect All| Select All | Desslect Al
Files To Send Files To Receive
270 Eligibility Request 271 Eligibility Responze Submit
276 Claim Status Fequest 277 Claim Status Response
837 Dental 835-Electronic Remittance Advice
837 Institutional Home Health BEtulletin
837 Institutional Inpatisnt Claim Accept/Rejsct Report
837 Institutional Nursing Home: Functional Acknowledament Report
837 nstitutional Dutpatisnt
237 Protessional
Close

Figure 61. Batch Submission window.
This screen will appear if the submission was successful.

Application

-
11) Submission successfull |
H‘

.................................

5 -

Figure 62. Submission successful window.
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9.2

This screen will appear if the submission fails.

Applicaticn

-
11) Submission Failed, Miew Communication Log For details,
oy

\E

Figure 63. Submission failed window.
Then unselect the 837 Professional under the Files to Send.
Retrieving Files
If you wish to receive return files, please wait 5 minutes from your successful submission before

selecting Files to Receive. Files available to receive are the Claim Accept/Reject Report and
Functional Acknowledgement Report. Once selected click submit.

B4 Batch Submission =)
Submission I
Method [Web Server = Diskelte Drive
Select All ‘ Deselect AII| Select All ‘ Deselect All ‘
Files To Send Files To Receive
270 Eligbilty Request 271 Elgbilty Response Submit

276 Claim Status Request 277 Claim Status Response

837 Dental 835-Electionic Remittance Advice
837 Institutional Home Health
837 Institutional Inpatient

837 Institutional Mursing Home

837 Institutional Dutpatient
837 Professional

Close |

Figure 64. Batch Submission window Files to Receive.

The Claim Accept/Reject Report and Functional Acknowledgement Report can be retrieved after
each submission of 837 transactions. Reminder return reports will not be available for 5 minutes after
a successful submission.

The Functional Acknowledgement Report will inform you of the HIPAA compliancy of the
submission. This report pertains to the HIPAA compliancy of the entire file. In cases of rejection, it is
the entire file that is rejected, and the error must be corrected prior to submitting the file. This file
extension is .999. Please refer to page 12 of the HIPAA Standard Companion Guide:
https://vtmedicaid.com/assets/hipaaTools/HIPAACompGuidev5010.pdf.

The Claim Accept/Reject Report is claim specific for errors that prevents Gainwell from processing
the claim. This file extension is .html. This report cannot be read inside of PES. If you receive a .html
report, please outreach to the EDI Coordinator for assistance.
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Section10 How to Copy Claim in F status
You may copy a previously submitted claim and modify/update any information that needs to be

changed such as dates of service, units, a
previously submitted claim.
On the HRD 1 tab select the client’s name

nd billed amount. Below is the instruction on how to copy a

of the claim you would like to copy.

Benefits Assignment|Y _v| Release of Medical Data|Y _~| Patient Signature =
Report Type Code ~| Report Transmission Code ~| Signature on File[Y  ~
Delay Reason -

Attachment Ctl

Figure 65. HDR 1 Tab.
Then click Copy on the right-hand side.

& 837 Professional = EC |
Total Charge FXAERE 01 Amount [T Billed Amount FXAERET Services
Hdr 1 }Hnrz EEENEREE
Claim Frequency [FiiE = | Original Claim # [ Add
Provider ID/NPI[TT1T111111 Taxonomy Code 320800000 Copy
Last/Org Name [GROUF PROVIDER NAME ~ First Name| Delete
ClientID [i111 Account # [PROVIDERTRACKING Undo Al
Last Name [SEASON First Name [SUMMER ~— MI| =
Medical Record | Medicare Assignment [& |

Find...

Once you click copy the “claim frequency” field will highlight

3 837 Professional [E=nEoh <=
Total Charge EXSEEE 01 Amount [T Billed Amount AL Services
Hdr 1 }Hdr2 | Har3 | Hara |sw1 | swz |swa |
Claim Frequency - Original Claim # Add
Pravider ID/NPI[T1TT171111 Taxonomy Code [320800000 Copy
Last/0rg Name [GROUF FROVIDER NAME First Hame Delete
Client ID [i1171 Account # [FROVIDERTRACKING Undo All
Last Name [SEASON First Name [SUMMER M s
Save
Medical Record # Medicare Assignment |& v
Benefits Assignment |7 ~| Release of Medical Data |17 ~ | Patient Signature hd
Report Type Code ~| Report Transmission Code ~] Signature on File [\~
Attachment CH Delay Reason -
= - = = = Find...
Last Name First Name Bilied Amount | Last Submit Dt | Status (R
11 SEASON SUMMER 241584 00/00/0000 R Print

Figure 66. HDR 1 Tab.

Now click on the SRV1 tab and change the Date of service, units, and billed amount, and any other

changes you need to make.

£ 837 Professional [E=n E=R==<=|
Total Charge FEEEE 01 Amount [T Billed Amount FLSEEL Services
Hirl | Hdr2 | Har3 |Hdre Sl WSWE EE
Diag Codes: 1 ZIINN 2 NN 3 NN + OO 5 N & e Add
7 N 5 NN 9 NN 10 B 11 12 . e
Copy
From DOS [I5/017201 To DOS [(5/3172018 Emergency Ind ~1 Place OF Service [11
Procedure [HO0T3 Modifiers: 1 2 3[4 Epsor[ -] Delete
Initial Treatment D ate [{1/00/0000 Diag Pt 1[i F 3 4 Undo Al
Basis of Measurement [N _~|  Family Planning ~| Units 3 RXInd[H = s
Billed Amount 350000 Service Adjustment Ind [N~ 28
Add 5 | B 05 o nt
Copy Srv
Delete Srv
= = = Find__
Fisthame | Biled Armount ] Last Submi DU | Stats [
11 SEASOH SUMMER Z41584 m/onaonon R Print

Figure 67. SRV 1 Tab.

Once you have completed your changes/update click the Save button on the right-hand side.

The new claim will be listed at the botto
submitted.
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Section11 Resubmitting Claims or Files
The software has a resubmission feature which allows you to resend file(s) or individual claims with
or without making corrections.

Click on the Communication menu item and select Resubmission.
The Batch Resubmission screen will appear.

#2¢ Batch Resubmission % |
[ - S I
NA16/2012
000000014073 MAE02 103 ;
0000C00T4062 837 Prodessionsl 1702 1847 _ Besbmit |
000000014061 837 Institutional Dutpatent N077012 1647
DONOO00TA060 837 Inshitional Nussing Home narEm2 1647 _ Cowr |
000000014058 837 Irsttufional Inpaent NP2 47
CLIENT
CLENT
Select Al
Dezalect All
Cloze

Figure 68. Batch Resubmission screen.

Select the batch requiring resubmission or correction in the upper portion of the screen. The claims
contained in the file will be displayed in the lower section of the screen. At this point, you may select
all the claims or deselect all the claims by using the buttons on the right-hand side. You may select
only specific claims from a file to resubmit if necessary.

Once the appropriate selection has been made, click on the Resubmit button if you want to submit
the claims without making any changes. If you need to make changes to the claims, click on the

Copy button. This will place the claim(s) in a ready status and may be accessed under the
appropriate form type.
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Section 12 Other Insurance and Medicare Crossovers

Providers may submit claims electronically when the primary payer has made a payment. You may
also submit approved claims that did not cross over directly from Medicare. If the claim was denied
by the primary payer, including Medicare, you must submit on paper with a copy of the Explanation
of Benefits. A recorded webinar for 837 Professional Secondary claims can be found here:
https://vtmedicaid.com/#/webinars.

All other insurance payments must be reported at the service (detail) level in addition to the total
paid amount reported in the header.

Enter Y in the Other Insurance Ind field. This field is contained on the last HDR tab of each claim

form (except Professional forms where it appears on Hdr 3). The screen example below is from the
837 Professional claim form.

£ 837 Professional [==]=]
Total Charge IR O Amount [T Billed Amount [EENNIS Services
Har 1 | Hdr 2 Hdr3lHdr4 | or| orad |srv1 |svz | sw3 |

Accident &
Indicator: Related Causes - - State Countiy Copy
Date |00/00/0000
Delete
Ambulance Undo All
Transport Reason Code - Transport Distance a —

Condition Codes: 1 ~ 2 -] 3= 4= s Save

Round Trip Purpose |

Special Program Code - DME Ind | N - Other Insurance Ind |V -

- . p— . Find...
ast Name First Name Billed Amount | Last Submit Dt | Status |

Print

Close

Figure 69. HDR3 screen showing Other Insurance Indicator.

Once you have changed the Other Insurance Ind to Y, there will be an Ol tab and an Ol ADJ tab
included in the claim. These two tabs will be used to enter the insurance information as well as the
total payment received and are identical on all claim forms.

&9 837 Professional == =]
Total Charge I 01 Amount N Billed Amount IR Services
Hor 1 | Har2 | Har 3 | Hdr 4 01]01Ad]]5rv1|5rv2|5rv3|
Release of Medical Data =] Benefits Assignment [Y | Patient Si - Add
Claim Filing Ind Code ~]| Payer Responsibility [P~ Copy
Payer Claim Reference =
Policy Holder Delete
Carrier Code | Group # | Group Name | o
Last Name | First Name | M =
Save
FXTR ] Ot | Canier Code ast Mams
Copy 01
Delete 01 |
= = = Find .
Last Name Biled Amourt | Last Submit Dt | Status
Print
Close

Figure 70. HDR3 screen showing Other Insurance Indicator.
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The Ol and Ol ADJ screens apply to the entire claim and the Paid Amount on the Ol ADJ screen must
be equal to the sum of the Paid Amounts on the SRV ADJ screens.

€3 237 Professional (=@ =]
Total Charge I 01 Amount [T Billed Amount [T Services
Hirl | Hor2 | Har3 |Hdr4 | o1 OLAd] wsrvl EREE

Group Codes/R Codes/A Add
1 = 00 Nl i .
2 2 (] s =[ [m —ony
3 =] 00 6] oo Delete
Paid Date/Amount |00/00/0000 0d Undo All
Save
= Find__.
P
Print
Close

Figure 71. Ol ADJ screen showing Other Insurance Adjustment.

12.1.1 Policy Holder Information
Double click on the Carrier Code field on the Ol Tab to enter the required Policy Holder information.
The following screen will appear and must be completed to save your claim.

Policy Holder
Client ID | =] Groun #] Carrier Code | =] add |
Carmrier Name: DOther Insurance Group Name|
Insurance Type Code hd Relationship to Insured hd
Policy Holder Information | Lo |
Last Name First Name M Save
ID Code SSN | . - Find. ..
Date OF Birth [00/00/0000 Gender - =
int...
Policy Holder Addiess —
Line 1 Line 2
City State[ Zio[ -
Patient Information
Patient ID Clgse

Figure 72. Policy Holder screen.
12.1.2 Service Adjustment Indicator

Enter Y in the Service Adjustment Ind field on each service billed. This field is contained on the SRV
2 screen for Dental, SRV 1 screen for Professional, and SRV screen for all Institutional. Once you
have changed the Service Adjustment Ind to Y, there will be a SRV ADJ tab included in the claim. This
tab will be used to enter the insurance information for the service being entered.

) 837 Professional = e
Total Charge [T 01 Amount TS Billed Amount [T Services
Hdr1 | Hdr2 |Hdr3 |Hdr4 |or| o1ag Srvl WSn-z | sva | svag |
Diag Codes: 1 [N 2 NN 2 DN + BN s s add
7 N o DN 9 N 10 N 1 12 .
From DOS [T0700/0000 To DOS 007000000 Emergency Ind| =] Place OF Service =
ki
Procedure Modifiers: 1 2 3 4 EPSDT i
Initial Treatment D ate [00700/0000 Diag Ptr: 1 2 3 4 Undo All
Basis of Measurement[UN _~|  Family Planning| =] Units T RXInd[N =~ =
Billed Amount il ervice Adjustment Ind [Tl = 850
Add Siv [ Srv st | FromDOS nt

Copy Srv

Copy

Delete Siv

Last Name First Mame:

Find...

Figure 73. SRV screen showing Service Adjustment Indicator.
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683]’ Professional E@
Total Charge [T 01 Amount [T Billed Amount [N Services

Hdr1 | Hdr2 | Hdr3 | Hdra | or| orad | s | sz |swa SrvAdj}

Adjustment Group Codes/Reason Codes/Amounts Add
1 [~ il A= ]
I ] 5[~ ] I E
3 - (] s = | Delete
Paid Date/Amount [10/00/0000 00 Detail Number 1 Urdo All
Cartier =

Code | 1 MName | Save

Add Siv Adj | IEIEH 2 Ca arne [4.d] Group|  Paid Amoun
0o
Copy Srv Adi

Delete Siv Adj

New Record added... 19514111865 |

Figure 74. Srv Adj Tab screen.
For claims to process as a cross over from Medicare, it must contain the correct information as

follows:
Claim Filing Ind Code on the Ol Tab must be MA if the service is covered as a Medicare Part A

service and MB if a Part B service or Part C service.

Carrier Code on the Policy Holder list must be MDA for Medicare A and MDB for Medicare B
and C.

The Adjustment Reason Code on the Ol Adj tab must be 1 for deductible and 2 for coinsurance with
the corresponding amounts entered in the Adjustment Amount field. For Medicare B claims, you
must also enter information at the detail level by entering Y in the Insurance Adjustment Ind field.
This will add the SRV ADJ tab. This screen is like the Ol ADJ screen and must be completed for each

service billed.

Find...
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Section 13 System Edits

Select a transaction from the Menu Bar. Each transaction has different fields and requirements. If you
are not sure of a field, select the Save button. Any required fields will display as errors.

This software has been designed with edits that assist in completing a transaction properly. The
system reports any errors resulting from these edits once the save button has been selected. To
submit a transaction, all errors must be resolved. If there are no major errors, the transaction may be
saved in an incomplete status. This retains the information keyed but does not transmit the
transaction until the error(s) are corrected.

To correct an error, double click on the error listed in the Error Message box. The field containing the
error is then displayed. Repeat this process until all errors have been corrected.

For specific information regarding a field, please refer to your Provider Representative.
https://vtmedicaid.com/assets/resources/ProviderRepMap.pdf

BI0 Error Listing [= =] =]

Error Message

Client ID iz a required field.

Account # iz 3 required field.

Place Of Service iz required at either the header or detail
Fram D05 iz a required field on Service 1

To DOS is arequired field on Service 1

Procedure is a required field on Service 1.

Diagnosiz Pointer iz a required field on Service 1.

Units iz a required field on Service 1.

Incomplete

Print

Select

Close

Figure 75. Error Message Box.
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Section 14 Instructions for Completing Electronic Adjustments

14.1

14.1

Previously paid claims can be adjusted using the Replacement Claim transaction by entering the
Claim Frequency Code 7 or recouped using the Void Claim transaction by entering the Claim
Frequency Code 8.
For dental and professional claims, the Claim Frequency Code can be found on HDR 1.
For all institutional claims, the Claim Frequency Code is the third digit of the Type of Bill. When a
Claim Frequency Code 7 or 8 is entered, you must enter the original ICN of the claim being replaced
or voided.
When submitting a Replacement Claim, you must enter all details contained on the original claim.
Note 1: Adjustments are accepted only for claims in a Paid status. Adjustments cannot be made on
claims in suspense, not fully adjudicated, or denied.
Note 2: Adjustment claims MUST match the following 3 elements from the original claim you wish to
adjust: ICN, Provider ID, and client UID.

To VOID (recoup) a Claim using PES Software

1. Rebuild the claim
a. Click on original electronic paid claim (status F) if submitted originally in PES. Click OK
in pop up window. Click Copy and then Save. Original claim information will self-
populate fields.
-OR-
b. Use information from original paid paper claim to fill PES claim fields exactly as on
paper.
2. Indicate Adjustment Code
a. For Detail Paid (HCFA) claims, click | for Claim Frequency field on Header 1. Select 8 -
Void.
b. For Header Paid (UB92) claims, change last digit of 3-digit code in Type of Bill field to 8.
i. For example, If Type of Bill was originally 333, change to 338.
Enter original claim 15-digit Internal Control Number (ICN) in Original Claim # field.
4. Press Save. (Void claim will go into Ready status to be sent electronically.)
A Reading the RA

Accepted Void Electronic requests will create a new version of the claim, as currently occurs with
the paper adjustment process. This new version will report in the Adjustments Section of the RA and
will be denied with EOB 636 - “Electronic Void Adjustment Accepted”. This causes the original
payment to be recouped in full.

Rejected Void requests will create a new claim that is denied. The two primary rejections are EOB 737
- “Electronic Adjustment Rejected. Original Claim not in Paid status” and EOB 736 - “Electronic
Adjustment Rejected. Original Claim Not Found”. This will appear in the Denied Claims section of the
Remittance Advice.

w
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14.2
Note

»

14.2.1

To REPLACE (adjust) a Claim using PES Software

: Original claims with incorrect Provider ID or MID cannot be replaced, they must voided.

Rebuild the claim
a. Click on original electronic paid claim (status F) if submitted originally in PES. Click OK
in pop up window. Click Copy. Original claim information will self-populate fields.
-OR-
b. Use information from original paid paper claim to fill PES claim fields exactly as on
paper.
Indicate Adjustment Code
a. For Detail Paid (HCFA) claims, click | for Claim Frequency field on Header 1. Select 7 -
Replace.
b. For Header Paid (UB92) claims, change last digit of 3-digit code in Type of Bill field to 7.
i. For example. If Type of Bill was originally 333, change to 337.
Enter original claim 15-digit Internal Control Number (ICN) in Original Claim # field.
Make corrections (adjustments) to desired fields.
Press Save. (Replacement claim will go into Ready status to be sent electronically.)
Reading the RA

Accepted Electronic Replacement requests will create a new version of the claim, as currently
occurs with the paper recoup process. This new version will report in the Adjustments Section of the
RA and be denied with EOB 220 - Electronic Adjustment Accepted. See New ICN. This causes the
original payment to be recouped.

Then a new claim (new ICN) is created with the replacement data provided. This new claim will
process like a regular new claim and will be reported in the paid or denied section of the Remittance

advice.

Rejected Replacement requests will create a new claim that is denied. The two primary rejections are
EOB 737 - Electronic Adjustment Rejected. Original Claim not in Paid status and EOB 736 - Electronic
Adjustment Rejected. Original Claim Not Found. This will appear in the Denied Claims section of the
Remittance Advice.

2/9/2024
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Section 15 Eligibility and Claim Status Requests

Eligibility verification and Claim Status requests can be completed either as a batch or interactive
transaction. The interactive transaction returns the response to a single request within a few
seconds. The batch transaction allows for submission of multiple requests in one transaction and the
response may be retrieved the following processing day. You may also use the Eligibility and Claim
status functionality directly on vtmedicaid.com by signing in with your Trading Partner number and
Password.

15.1 Eligibility Request
Both batch and interactive requests are completed on the Eligibility Request screen. To submit an
interactive request, complete the required fields and click the Send button. To submit a batch of

requests, complete the required fields and click on the Save button for each request. Once all the
requests have been entered, follow the instructions for submitting Files under Section 7.1.

@) 270 Eligibility Request (== =]

Header 1 I

Provider ID/NPI Add
]
Last/Org Name First Mame | Copy

Client ID ID Qualifier Ml Account # Delete

Last Name\ First Name| 1 ’_ Undo All
From DO |00/00/0000 To DOS 00/00/0000 Save
Trace Assigning Additional 1D | Send

Trace #/Transaction Reference 36

Client ID

Find...

Print

Close

Figure 76. Eligibility Request screen.
15.2 Claim Status Request

Both batch and interactive requests are completed on the Claim Status Request screen. To submit an
interactive request, complete the required fields and click on the Send button. To submit a batch of
requests, complete the required fields and click the Save button for each request. Once all the
requests have been entered, follow the instructions for submitting Files under Section 7.1.

UM 276 Claim Status Request [ = ]=]

Header 1 IHeaderz |
Add

Provider ID/NPI Copy
Last/Org Name First Name: Delete
Undo All
Client 1D
Save
Last Name First Name MI
Send
Gender > Client DOB |00/00/0000

Eind...

Print

Close

Figure 77. Claim Status Request screen.
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Section 16 Archive Forms

Claims which were previously submitted and in a finalized status may be archived. This will assist
with keeping claims organized.

The software contains a prompt feature for archiving claims. The default for the prompt is 30 days
and may be changed by accessing Tools, Options, Retention, and then increase or decrease Archive
Days. The following message will appear upon start-up if there are claims with a submit date greater
than the number of days listed on the Retention Tab. You may choose to archive at this time by
selecting Yes. If you choose No, the message will appear each time you start the software until such
time as the claims are either archived or the number of days on the Retention Tab is changed.

Application | |

¥’ at this time. Would you like to run the archive process
now?

s

Figure 78. Archive Notification screen.
The following message will appear when Yes is clicked. This is a reminder for those who installed the
software on a server.

Application | |

oK

Figure 79. Notification screen.

The following message will appear to give you a chance to cancel the process if you do not want the
Incomplete claims to be deleted. Click on No to cancel the process or Yes to Continue. The number
of days listed will correspond to the days set on the Retention Tab.

Application | |

% All forms that are Incomplete (status of "T") and have
¥ not been modified in the past 30 days will be deleted!

Continue?

Yes Mo

. 2

Figure 80. Notification screen.
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The following screen will appear which allows you to select the transactions for archive. You may

select all form types by clicking on Select All or you may select individual form types to archive. You
may increase or decrease the number of days by changing the number under Archive Forms at least

__days old. The default corresponds to the number listed under Archive Days on the Retention Tab.

Click on OK to continue.

The Archive file name is created using the date the forms are archived. It is recommended you use

the default archive file name and location, however, if you change it you will need to remember it for

retrieval purposes.

_
B4 Archive Forms

| & |

Select All Deselect All |

270 Eligibility Fequest -
27h Claim Status Reguest

537 Dental

537 Institutional Home Health
837 Institutional Inpatient

837 Institutional Nursing Home

i =
Archive formz at least 3DL| days old,
Archive file:

| cthipaaharchivet 03061907 . ach

[1].4 | Cancel

m

Form type

# selected

#t archived

Browse. .
|

Figure 81. Archive Forms Selection screen.

The following message will appear when the archive process is complete.

g

Application

35

L
lfJ Congratulations! Yeur Farms have been su
-

5

coessfully archived,

Figure 82. Successful Archive screen.

If you wish to archive forms even though you have not been prompted, you may do so by clicking on
Tools, Archive, and Create from the main menu as shown below. Complete the archive by following

the instructions listed above.

B4 DXC Provider Electronic Solutions
File Forms Communication Lists ReportsSe:unty Window Help

@ G HmiHO B Archive 3
Database Recovery v
Get Upgrades

Change Password

)

Create
Restore

Options...

Figure 83. Create Archive screen.
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Section 17 Restore Archive Forms

To restore archived forms, click on Tools, Archive, and Restore from the main menu.

-
B8 DXC Provider Electronic hlutiuns__@l@lg

File Forms Communication Lists Reports [Tools| Security Window Help

@Y Dkl DO I Acchive
Database Recovery
Get Upgrades

Change Password

| Options..

3 Create

3 Restore

Figure 84. Restore Archive screen.

The following screen will appear. If you know the name of the file you wish to archive, you may enter
it or simply click Browse for the list of available files.

»I8 Restore Forms

2|

Tupe the archive file name you want to use to restore the foims.

Browse. ..

LCancel | HMext > ‘

Figure 85. Restore Forms screen.

When Browse is selected, the following screen will appear with all available files. Select the file

containing the forms to be restored and then click on Open.

]

=

|#) 0202080140k
|#] 05070401 .ach
|#] 11020401 .ach
|®] 11190401.ach

4| n

B4 Select Restore File
Loal in: | . archive j IfF ‘
Name = Date modified

File name: |

Files of type: | Archive Files ~:ach)

Ty

L

Figure 86. File Selection screen.
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The following screen will display. Click on Next or Browse if the wrong file was selected.

B8 Restore Forms = |

Type the archive fle name pou want bo use bo restone the foms.

Cohwtivpastanchive’01091307.ach . Browse_.. |
Cancel | | Hext > | |

Figure 87. Restore Forms screen.

The following screen will display after Next is selected. All form types included in the selected
archive file will be displayed. Select the form type needing to be restored and then click Next.

B4 Restore Forms s |

Chiose the form tppe pou wish bo restore,

l270 Eligibility Request

337 Dental

337 Instingtional Nursing Home
337 Professional

Cancel J Bk |[THas

Figure 88. Form Type Selection screen.

The following screen will display showing the forms contained in the file. You may restore all forms
by clicking on Restore all forms or you may select individual forms by clicking on the form(s) needed.

You must hold down the Shift key if more than one, but not all, are needed. Once the forms are
selected, click on Finish.

B4 Restore Forms = |
" Restore al fommns
* Restore only selected foims
Last Name Fusk Name Billed Amount | Last Subent JGILIRITEE
FEFFIFFLS CLIENT SECOND 240 mse2m
LLRRRRY A CLIENT FIRST @M mAvEn
# zelected
# restored
Cancel | ¢ Back Finizsh

Figure 89. Restore Forms screen.
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The following will appear to indicate the restore has been completed.

Application

-
y Congratulations! The selected forms have been restared successfully.

Figure 90. Successful Restore screen.
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Section 18 Upgrades

There are two methods for downloading an upgrade to the application. The first method is the

recommended method. These procedures are only valid for updating when the PES Application is
already installed.

All Upgrades must be done consecutively. If you need to apply more than one upgrade, you must use
the Manual Download from the Web instructions located in section 18.2.

It is highly recommended that you save a backup copy of the database file prior to performing an
upgrade. The database file name is vtnewecs.mdb and is located in the VTHIPAA folder. Saving a
backup copy of the database may prevent loss of any Lists you have created as well as claims
previously submitted.

18.1 Upgrades within the Application

While in the PES Application, select the menu item Get Upgrades under the Tools menu.
( -... ons

File Forms Communication Lists Repor‘ts Security Window Help

R oL Archive R
Database Recovery 3
Get Upgrades

Change Password

Options...

Figure 91. Get Upgrades screen.

When the following appears, you may exit the PES Application and apply the upgrade or apply the
upgrade later. If you choose to apply the upgrade later, you will begin with step 3.

Application

i | Upgrades have been downloaded. Please exit this application
~\(J and click the Upgrades icon bo apply the upgrades.

Figure 92. Information screen.

18.1.1 Applying the Upgrade

Go to your Desktop and Open the VT Gainwell Provider Electronic Solutions folder.

» VT DXC Provider Electronic Solutions

Organize » Include in library v Share with v New folder

+r Favorites ! MName Date modified Type
B Desktop

@ upgrade 1/31/20 Shortcut
& Downloads

2 Al
[£4 VT DXC Provider Electronic Solutions 1/31/2018 942 AM  Shortcut

% Recent Places
@ Creative Cloud Files
@ OneDrive - DXC Production

4 Libraries
& Documents
&) Music
& Pictures
B videos

| 2 ftems

Figure 93. Startup screen.

2/9/2024 PES User Guide 50



Double Click on the Upgrade icon. This will begin the upgrade process. The following message box
appears allowing you to make a selection.

Note: If you press enter instead of selecting Yes or No, the default is No.

Upgrade

| "‘.I Upgrades can not be applied while the DXC Provider Electronic
W Solutions
~ software is running. Please exit all applications prior to continuing with
the upgrade. Do you wish to apply upgrades now?

Figure 94. Upgrade screen.
Click on Yes.

You will be notified that there is only one upgrade and do you want to upgrade to 2.##. Click on Yes.
The upgrade will begin.

When prompted, Click on Next.
When the upgrade has finished, you will be prompted to Click on Finish.

PES upgrades do not require a reboot. Open the software and verify the version number. The version
number appears as the application is opening. You may also verify the version number once the
application is running by clicking on Help and then About.

18.2 Manual Download from the Web
Go to web site at https://vtmedicaid.com/#/pes.
From the Type dropdown menu, select Upgrade to view only the upgrade downloads.
Select the appropriate 2.## upgrade (where ## is the desired upgrade version number).
The following box appears:

[ “a
File Download §|
<2 Some filez can harm pour computer. [F the file infarmation below
-l looks suspicious, or wou do not fully trust the source, do not open or
save this file.

File hame: eagl0z14.zip
File type:  WinZip File

From: www, vemedicaid, com

“Wwiould you like to open the file or 2awe it to your computer?

[ Open ] [ zave | [ Cancel ] [ Moare Info

Always azk before opening this tupe of file

Figure 95. File Download screen.
Click on Save.

Note: Upgrades are zipped files. Do not press open an upgrade.
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The following browser screen appears. Use this browser to locate the subfolder ‘upgrades’ inside the
folder the PES database is installed. If you accepted the default paths when you installed, the path is
“C:\vthipaa\upgrades”.

Save jn: | E] My Dacurnents vl € 7‘ s
Y My Data Sources
g, :3 My Music
My Recent BMy Pictures
Diocuments -
]
Desktop
‘ My Documents ‘
My Computer
£ 2
-__7 File name: A ‘ [ Save ]
My MNetwork. Save a3 lype: |W’mZ|p File v [ Cancel ]
Figure 96. Browser screen.
.
Click on the Save button.
r ——r——
Save As |2|rg|
Savein | 3 uporades “ @ & e m-
Y ICStemp
My Recent
Dracuments
€
Desktop
=
My Documents
My C.omputel
Fils namne: v [sae ]
MyMetwork  Saveashpe: | WinZip File v| [ cancel |

Figure 97. Browser screen.

The following screen appears, showing the progress of the download.

10% of eagl0214.zip Completed

Saving:
eagldZ14.zip Fronn wiwe, vEmedicaid. conm

Estimated time left 26 sec (462 KB of 5.539 ME copied)
Download ko Ciiwthipaalupgradesieagloz14.zip
TransFer rate; 189 KB/Sec

[“]iClose this dialog box when download completes

Cancel

Figure 98. Download screen.

Upon completion of the download, you may close out of the browser.

Continue by Applying the Upgrade - steps located in 18.1.1.
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