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Web portal basics

This tutorial is specifically for those providers that
submit on the Professional (CMS-1500) claim form.

The Web portal processes claims real-time so you will
know the status of the claim as soon as you submit it.

Providers will be able to view claims on the Web portal
no matter how the claim is submitted (paper, electronic
data interchange, or Web).

Providers can:
* View submitted claims for status and accuracy.
* Submit new claims.
« Correct and resubmit denied claims.
« Adjust, void or copy paid claims.
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Submitting Professional claims

mcuntaﬁt Us Directory Search Clients Account Claims Eligibility Trade Files Prior Authorization Providers POC Help
home  site settings  site map Search

Dental

Welcome to the Medi it ution veb site!

Pharmacy
Professional
Providers - Login to set up yvour Web [ roster Billing erify eligibility for OHP clients
Providers - What you need to know about the Web portal
QHP provider announcements
AMH Providers - View the Addictions and Mental Health home page

SPD Providers - View the Seniors and people with physical disabilities home page

= From the main menu select “Claims.”

= Select “Professional” from the drop-down




Home Contact Us Directory Search Clients AccnuntEligl ility Trade Files Prior Authorization Providers POC Portal Admin Security
Admin Host
home search dental institutional pharmacy roster billing

Professional Claim

Billing Information Service Information
POy
{ 4 ICN From Date*
3 E P ider ID To Date*
Yl ¢ rovider o ate
Client ID* [ Search ] Expected Delivery Date
Last Name Accident Related To I 'I
First Name, MI Charges
Date of Birth Total Charges £0.00
Patient Account #* TPL Amount £0.00
Referring Physician [ search ] Insurance Denied I 'I
CoPay Amount £0.00
Adjustment Reason Code [ search ]

s Found +++
2 Select row above to update -or- click add button below,
Seyasny Diagnosis [ Search ]
TPL

#% No kows Faund #or

3 Select row above to update.

1"“. Name Policy Number
First Name, MI Plan Name

Date of Birth

Relationship | j

e EETE
Medicare Information

Medicare Paid Date  Ceinsurance Amount Deductible Amount  Allowed Amount  Paid Amount
OVvoy

3 X $0,00 $0.00 $0.00 $0.00
{ 3
{ 4 4 Select row above to update.
< 3
Mesasr2 Paid Date Coinsurance Amount
Allovred Amount Deductible Amount

Paid Amount

Procedure Units Charges Status  Allowed Amount

Type data below for new record.

Item 1 Emergency 'I
From DOS* Pregnancy vl
To DOS* EPSDT Ref |Mone =

W e Family Planning E
Charges* $0.00 Allowed Amount $0.00
Rendering Physician [ Search ] CoPay Amount +0.00
Status Adjustment Reason Code [ Search ]
Diagnosis Code Pointer Medicare Paid Date
Modifiers [ Search ] [ search ] Deductible Amount $£0.00
[ Search ] [ Search ] Coinsurance Amount $£0.00
POS* [ Search ] Medicare Paid Amount £0.00
Procedure * [ Search ] Medicare Allowed Amount $0.00

Hard-Copy Attachments

4 N rows Faund "
< 3
bl i Select row abowve to update -or- click Add button below,
Cui Jlumber

vrvved

Transmission
Report Type I ;I
Description

e T
Claim Status Information

CI{ Eltus Mot Submitted yet
<
{ 3

Yot Coversheat i




Professional claim — section 1

Expected Delivery Date

Accident Related To I - I

Charges

= Enter the required information and as much
information as possible.
= Required fields are:

 Billing information: Client ID
e Service information: From and To Dates of Service




Diagnosis — section 2

Diagnosis

Allows entry of up to ten diagnoses. 1

Click “add” to activate the diagnosis section for each
diagnosis to be entered.

Enter the Diagnosis (to find a diagnosis code, use the
Search feature).

Enter the Sequence (diagnosis code pointer) number.




TPL — section 3

—

If a third party payer was billed, enter that information
in this section.

Click “add” to activate.

Enter as much information as necessary.

If the third-party did not make a payment or made a
partial payment, the appropriate HIPAA Adjustment
Reason Codes (ARC) must be entered.




Medicare information — section 4

Allowed Amount Deductible Amount
Paid Amount

= This section is completed when the client has
Medicare Part B.




Detail — section 5

AAAAAAA

vvvvvvv

AAAAAAA

AAAAAAA

vvvvvvv

Itern  Procedure  Units  Chamges

Item

From DOS*

Madifiers

Status  Allowed Amownt

AAAAAAA

vvvvvvv

AAAAAAA

vvvvvvv

[ S=arch

Type data below for new re

Emergency I - I

cord.

Pregnancy I

EPSDT Ref I MNane - I
EPSDT I I
Family Planning z

Allowed Amount 50.00
CoPay Amount s0.00
Adjustment Reason Code [ S=arch ]

AAAAAAA

Medicare Paid Date ;
Deductible Amount Lt 2p.00

~~~~~~~
Coinsurance Amount b 6 4 30.00
Madicare Paid Amount T s0.00
Medicare Allowed Amount i 6 E £0.00

vvvvvvv

R

Required fields are:
1.

From and To Dates of
Service

Units j
Charges

Place of service
Procedure

Medicare fields (if
applicable)

= Allows entry of up to 50 detail lines.

= Click “add” to activate the section for each service you
are billing.

= Enter all required information.

T

T
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Hard-copy attachments — section 6

= |f you need to submit attachments with your claim,
click “add” and complete as much information as

possible.

= Examples include, sterilization or hysterectomy
consent forms, op reports, medical records, etc.
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Claim status information — section 7

= Claim status information displays at the bottom of all
claims.

= No data displays before the claim has been submitted.

= Click “submit.”

12



Home Contact Us Directory Search Account a Eligibility Trade Files Prior Authorization Providers Portal Admin Publications Security
Trading Partner iPEAP Admin Host
home search dental institutional pharmacy

Professional Claim

Billing Information Service Information
ICN From Date* 03/13/2001
Provider ID To Date* 03/13/2001
Client ID* search ] Expected Delivery Date
Last Name Accident Related To I—;I
First Name, MI Charges
Date of Birth 05/30/19258 Total Charges $208.89
Patient Account #* TPL Amount +0.00
Referring Physician [ Search ] Insurance Denied Iﬁ
CoPay Amount £0.00

Type changes below.

s = s Di is* 350 [ Search ]

BT T

ik Mo pows Found #i6

Select row above to update -or- click Add button below.

Last Name Policy Number
First Name, MI Plan Name
Date of Birth
Relationship | _I

e T

Medicare Paid Date  Coinsurance Amount Deductible Amount  Allewed Amount  Paid Amount
£ F3 & $0.00

Medicare Information

Type data below for new record.

Medicare Paid Date Coinsurance Amount $£0.00
Allowed Amount £0.00 Deductible Amount +0.00
Paid Amount +£0.00

Detail

Type changes below.

Item 1 POS* 22 [ Search]
From DOS* 03/13/2001 Procedure* 32851 [ Search ]
To DOS* 03/13/2001 Emergency | =]
Units* 1.00 Pregnancy |Mot pregnancy Re\atedll
Charges* $208.89 EPSDT Ref [Mone =]
Rendering Physician* [ Search 1 Eamily p|§ﬁrs|ia-|; l—;[
Status PalID Allowed Amount £298.89
Diagnosis Code Pointer 1 CoPay Amount £0.00
Modifiers [ Search ] [ Search ]
[ search ] [ search ]

|
*+% No rows Found +++

Select row above to update -or- click add button below.
Control Number

Transmission

Report Type

L

Description

T T
Claim Status Information
Claim Status PAID

Claim ICN 2003142600839
Paid Date 03/21/2002

Allowed Amount $208.20

EOB Information

Detail Number Code Description
0555 CLAIM PAST 24 MONTH FILING - DTL

[ cince B airurt o | copy ctim]




Claim status information — section 7

= Once the claim is submitted, this section indicates
whether a claim is paid, suspended or denied.

= This section only indicates the allowed amount. To find
out the actual amount DHS paid for the claim, you will
need to perform a claim search.

= [f applicable, click on “coversheet for supporting
documentation.”
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Complete the following:

Requestor Information
Document type =
Supporting documentation
Provider ID

Recipient ID

Write the ICN on all

supporting documentation.

Coversheet is required to
fax or to mail supporting
documentation.

e For AMH:
Fax to 503-947-5546.

« For DMAP, mail to:
500 Summer St NE E44
Salem, OR 97301

)(DHS_ | + EDMS COVERSHEET +
1 ey e quuf'ﬂ':"' Information:
Requ Diate:

Phone: No. of Pages:
iIrchicing s covershost]

DocumentTvpe:

[ =rovider Enrcllment

[ comespondence

[¥] Supporting Decumentation for Clann
|:| Frior Authorization

[] Beutine Processing
[J Urgent Processing } el tiowal supporting docwmentation &
[] Inucediate Processing usiification is required fiw this level of processing
Justification;
DAMAP Services

Cntemia for PA's &5 found on the DHS Wab sits. o to the following address and sslect the 2ppropriats program ralas

bttp: fawrw.dbz sence oruslpolicy/healchpland puides/ mein. kem]

If vour PA regreast doss zot sappest sxpedited procsswing, itwill mosive routing procsssizg. DEE will infoms the provider for
ragoasts (esting expedited criteria) with missmg izformetion, within the sxpedited fme Eama.

Index Field & Values (if applicable):

Application Tracking Mumber: L

Provider ID:

Prior Anthorizanon Kummbsr: L ] L

I
Fecipiant ID: L
Il
I

e 2208319612003

DHS Usze Ouly:

Contact macking Funber:

Include guestion nmnber and notes mueber, 25 applicable, in separate boxes.

Confidentality Notice:

Tha izformeaticz contained in this packet i confidsntial and legally privideged. It & ints=dad only for nse of the individaal
named. If you ae mot the miwnded moipient, yo ame bereby potified that the dsclesars, copying, distribatioz, or taking of
e=y actioz in megards to the contezts of this fax - axcept o5 dirsct delivary to the totended recipiant - is stricty probrbited. IE
you Bave recsdved tiis packet m srmer, pleass notify the sender immediataly aod desooy t225 cowar sheet along with s
comtents, 2od delats from yous system, if applicabla.

DES BT [0




EOB information

EOB Information
Detail Number Code Description

466  NAME ON CLAIM MUST MATCH DHS IDENTIFICATION
9111 INTERNAL PROCESSING ERROR - COMTACT SE MANAGER
8001 PROVIDER REQUESTED ADDITIONAL PAYMENT DUE TO CHAMGE IN OTHER.,

= The EOB (explanation of benefits) information section
appears once the claim has been submitted.

= This section populates with a description specific to
the claim.
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Claim actions

Once you submit a claim, the following buttons
are available at the bottom of the claim:

--Paid claims: Adjust, copy, and void
--Denied claims: Re-submit
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Paid claim — Adjust

= The adjust button allows modification of information
within the claim, and then resubmits the claim to DHS.

= Modify and update data as necessary.

= Click on "adjust.”

T

18



Paid claim — Void

= The void button cancels an entire claim.

1

" Click on"vOId." ey prmany o pepemy

= Any amount previously paid by DHS will be recouped.

The following messages were generated:

essage Description D*_ Panel

yoid Adjustment Successful Dental Claim

= You will not receive a warning!
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Paid claim — Copy claim

The copy claim button makes an exact duplicate of an
existing claim.

Once copied, claims data can be updated, and the
claim can be submitted as a new claim.

Click “copy claim.” SRS TR £ S0

T

Update information as needed.

Click “submit.” [ st [ cances |

T
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Denied claim — Re-submit

= The re-submit button allows modification of information
within the claim, and then resubmits the claim to DHS.

= Enter new data in appropriate fields.

= Click “re-submit.” ey I

T
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