1.0 Introdu ction

1.1 HWI Claims Manager Overview

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

It provides a generali zed interface between the OMS and the Healthware Inc’s electronic daims
cleainghouse. Withou any dired interadion with the OMSthe HW Claims Manager gathers
claims from the OMS by cgpturing electronic images of paper clams forms produced by it. It
then conwverts these images into an eledronic “batch” which is gored, verified, dsplayed,
manipulated and then sent to Healthware for forwarding to the insurance companies. Extensive
claims batch management feaures are provided that include:
- editing of the mntent of the daims for basic data integrity before
submisson
- dlowing the aldition d manually keyed naesto any clam
- providing the fadli ty to eledronically hold and | ater release ay
claim that neals to synchronized with ather office derical adion
- online storage and instant retrieval of al clamsfor 9-12 months
- the adili ty to instantly accessany of these stored claims by patient
name or claims reference number
- the aility to electronically cancel any claim that was sent to the dearing
howse (only onthe day it was snt)
- the adili ty to electronically verify any transmisgon that has been
completed after the fad (up to 6 months later)
- online storage and instant retrieval of all claims batches, submissonand
resporse reports for 9-12 months
- the adility to producean ADA2000 o ADA 1994 hard copy claim for
any eledronic daim stored.

All of these faciliti es (any many more) are discussed in detail i n the foll owing sections.

1.2 Terminology

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

The foll owing terms describe the dements of awindows screen dsplay.

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



Window — aredangular sedion d the screen dsplaying information related to a spedfic
program application. The size of the window can vary from the & large asfilli ng the entire
screen to atiny box onthe screen. Several windows can exist on the screen at one time (meaning
that several tasks are using the mmputer at once) and they can display separately or they can
overlap. Usualy only onewindow is “active” a any onetime. The adive window is the one that
aqcepts operator input any responds to that input with changes in the window display.

Title bar —the bar along the entire top d awindow which contains the titl e of the
program application dsplaying the window. It is usually colored blue with white lettering. The
example window below has a Title Bar containing “HW Claims Manager”.

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

Usually threesmall square dbuttons® are displayed at the right end d the titl e bar (see example
abowe) £ they are:

Minimize button + the first square button at the right end d the titl e bar that

contains a &2 (hyphen) . When clicked the gplication dsplaying the window will
gminimize®the window + that isit will disappea from the main part of the Windows desk
top screen and shrink to a small window onthe task bar at the bottom of the windows
desk top. The program displaying the window is gill running (in the computer’ s memory)
but the window interading with the operator is nat visible. To return the program’s
display window to its normal display state, you click onits minimized window in the task
bar.

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

contains a single square or two overlapping squares. When the maximize button
contains one large square, the window can be maximized (increased to a maximum size).
A window' s maximum size depends on the gplication bu the largest possble maximum
sizeisof course the whde screen. Sometimes, maximizing an applicaion’swindowv
allows it to display more information and sometimes it does not (depending onthe
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applicaion). When awindow has been maximized, the icon in the maximize button
changes to two small overlapping squares. If you click this buttonin this case, the
window will return to itsnormal (nonmaximized) size.

Close button the third square button at the right end of the title bar is that contains an
ax©, If youclick this button the gpli cation will terminate (quit exeaution and the
window will disappea).

Menu ba + a bar that appeas just below the title bar of awindow that contains text (see
above example + Options, View, Setup and About). Each word of the menu ba designates a
choiceof adionthat the operator may instruct the appli cation to take (hence the name dnentP).
If amenuword isdisplayed in badk letters, then that menu choiceisenabled®. If amenuword
isdisplayed in gray letters, then that menu choiceisadisabled® (clicking onit will do nahing).
When you click any of the 2aabled® menu words an adion may be taken by the gplicaion a,
more commonly, asmall window box of additional choices will be displayed (cdled adrop-
down menu). You may then click one of these words to make your action choice

Action button £ asmall (usually redangular) shape onthe main bady of awindow that
contains aword or words describing a program action. If the word o wordsis displayed in dad
letters, the buttonis enabled. If the words are displayed in gray letters, the buttonis disabled
(will not respondto the operator). If you click an enabled butonthisisasignal for the program
to begin some pre-defined adion. The action buttonsin the example below are Choose, Yes, No
and Cancd.

Print ADA Form? '

) Fieady ta Print Claim1E
. On 1934 ADA Form to Okidata OL-310e
Or Choose Anather Printer/Form ?

Chooze Yes Mo

Example £ Action butons

Frame = aredangular section d awindow enclosed by asingle line that contains atitle
in the top left corner of the redangle. A frameis used to enclose agroup of window elements
(boxes, butons and lists) that are dl related in some way + eg all of the payer information ona
claim may be enclosed in a Payer® frame onthe claim display window. The example below
shows awindow frame enclosing all of the information relating to the Payer ona daim. Notice
that thereisan dnsured® frame within the Payer® frame.

Text Box - asmall (usualy single line) box in awindow that contains asingle data
element. Usually atext box has atitle displayed nea the box which designates what the box
contains. Often the operator can pasition the screen cursor in abox (by clicking the contents of
the box) and can enter data into the box by typing onthe keyboard. There several Text boxesin
the example dove (Name, Address City/Ste/Zip, etcetera).



— Payar
MHame |Delta Dental Of Michigan

Addiess  |Po Box 9035
Citp/Ste/Zip |Farmingtl:un Hillz , bl 48

— Ihzured

[dent Mo, I35?-E=D-?E=41 Group |4512-EIEIEI1

Subscriber [%/oods Milletta

Addiess  |1390 Parkcrest Dr. §

City/5t/Zip |%/yoring M| 43503

Ermployer |Spectrum Health

Plan Payz R elation Birth [ ate
{Doctor f Child [02/05/72

Example £ Text Boxesinside aFrame

List Box + alarge box containing multi ple lines each of which represents one member of
aset of data (such as one claim in abatch o one procedurein a daim) A list box often contains
aHeading Bar it the top which designates the titl es of ead of the dements (columns) in the lines
listed inthelist. TheList box inthe example below shows the detail s of each of six procedures
ina dam. The Heading Bar at the top shows the names of each of the @lumns of data
(procedure no, #, toath, Tth, surface Suf, quadrant, Quad etcetera).

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

2 Crovn-porcelaindceramic = 02740 220.00

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

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

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

Example £ List Box with headings

Scroll bar + appears aong the right edge (and sometimes the bottom edge) of alist box if
theretoo many itemsin alist to be displayed because of its sze. The scroll bar has an Up-arrow
button at its top and a Down-arr ow button at its bottom that may be pressed to cause the dataiin
the List box to scroll up a down. See examplein List box above.

CheckBox + asmall square box that is either blank or contains a chedk-mark. Check
boxes are used to designate the presence or absence of some option (eg £ dual insurance
chedked=yes unchedked=no). Inthe example below ead check box indicaed what groupa
procedureis part of (1, 2, 3, 4 or 5).

"Include ifn Group(z]

Example £ CheckBoxes



Option buton + (sometimes cdled a Radio button) asmall circular box that appearsin
groups of two or more inside aFrame. Eadh circle has atitle next to it and is either empty
(indicaing nat seleded) or contains alarge dot (indicating aseleded option). All optionswithin
the frame ae mutually exclusive (only one of them can be selected at any time) so whenever you
seled an ogion by clicking the button a thettitle - any previously seleded ogtionin the frame
will be desdleded. In the example below, aframe encloses all of the possble dhoices for
patient's relation to the insured ( self, spouse, child or other). Only one of them can apply.

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

Example £ Option butons

Desk top + the name given to the main Windows screen that displays when Windows first
starts up (and which is displayed when you are nat exeauting any appli caions on your computer
+ al applicaionwindows are dosed).

Icon + asmall cartoortlike picture displayed onthe desk top (or any other window) which
isassociated with a particular application program adion. Each Icon has atext description
below it on the desk top describing what the Icon represents. Y ou dauble-click onan Iconto
start the goplication adion associated with it.

Task bar + The bar along the battom edge (sometimes the right edge) of the desk top. It
contains the Windows Sart button at the left end d the task bar at the Sys Tray at the right end.
The Sys tray contains an Icon for ead hidden Windows system task running in your computer
(programs permanently runnng behind the scenes that very infrequently need the dtention d the
user). Ordinary users sldom have to concern themselves with the Systray it isredly there for
the systems administrator.

The Sart button can be used to start all applicaions in the mmputer. The most frequently used
applicaions will have Desk top Icons, bu all applicaionswill appea onthe program menulist
when you click the Sart button.

Start button
Quick-start icons
Open task windows
Active task Sys Tray

#Mstart H & H B HwIUser.doc - Microso... EROHAEE®  442PM

5 HWI Claims Manager

Example £ Desk Top Task Bar

Theiconsjust to theright of the Start button are called Quick-Start icons. They are placed on
the Task bar for quick accessto very frequently used applicaions sncethetask bar isvisibleon
the screen even when the Desk top is nat.



Between the Quick-Sart icons and the Sys Tray on the task bar small windows are displayed for
eadt open applicaionrunning in the system. Inthe example &owe, there ae two applications
runnng = the Word word processor and the HW Claims Manager. These small windows look
like Action buttons but they have labels that contain the first few words of the gplicdion's Title
Bar text. Thewindow representing the aurrently active gplicaionlookslike abuttonthat is
gpushed®. HWI Claims Manager in the example &owe.

1.3 HWI Claims Manager Functional Overview

The flow chart shown in Figure 1.0 below depicts the overall functional flow of the HW Claims
Manager. Inthe diagram asymbal legendis $rown to indicae the meaning of ead of the
shapes used in the flow chart.

The processbegins at the top d the chart when the Office Management system (OMS) produces
hard disk images of ADA claim forms. Findly, at the bottom of the dhart, an eledronic version
of these formsis transmitted to Healthware.

The chart depicts the mgjor functional steps performed by the HW Claims Manager. The detail s
of how to perform them are discus=d in Sedion 2of thisguide. In addition, the dart showsthe
key elements of data storage that are creaed and stored by the system. There two categories of
stored data + reports and claims batches.

There aethreetypes of reports * edit reports, transmisson log and resporse reports. It is
important to nae that the HW Claims Manager stores all of these reports on hard disk for a
period d 9to 12months and, while you may choose to print ead of these reportsto paper eat
day that they are aeded, thisisredly not necessary since they may always by reviewed in the
screen if you reed to see them later. Eadh report is gored as asingle file on the computer's hard
disk andisnamed in away that it iseasily retrieved at alater time.

There ae 5 types of claims batches (indicated by the Cylinder symbal onthe flow chart). A
clams batch in HWM Claims Manager termindogy isa mlledion d related claims prepared o
processed together. Each claims batch is dored as a single file onthe wmputer's hard dsk and
al batches are saved there for aperiod d 9 to 12months.

The Current claims batch isthe batch of clamsthat isin the processof being prepared for
transmisson to Healthware but have not yet been sent. Therefore, thereis only one arrent
batch (if any) onthe computer at one time.

The Sent batch isthe group d claimsthat is sent (or ready to be sent) to Healthware. A Sent
batch is created form the Current batch ead time you edit the Current batch before sending to
Healthware. It can be different from the Current batch if any claims are rejeded by the eit.
The Reject batch contains all claimsthat are rejeded by the alit. After any given edit process
the daimsin the Sent batch plusthe daimsin the Reged batch will equal the daimsthat started
in the Current batch. There are many Sent and Rejed batches + one for every time you
completed an Edit Claims process These batches are saved for 9 to 12months after they are
creded.



The Held batch only existsif at any time you chose to Hold any claim or claims from the
Current batch. If andwhen you doso, a daim is removed from the Current batch and daced in
the Held batch. Claimsremain in the Held batch urtil you later come badk and Release them
(into the Current batch). Whether and when you Hold and Release claimsis entirely under your
control * thisfeaureis provided for your convenience andis used in avariety of different ways
in dfferent offices to synchronize the submisson d claimswith ather clericd adivities.
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Figure 1.0 - HWI Claims Manager Functional Flow Chart

On successul completion d the transmisson d a Sent batch to Healthware, a wpy of the
Current batch is saved (call ed the Saved batch) and the Current batch is deleted.

The Sent, Rgected and Saved batches are kept in the computer for future reference- they are

named using a @mmon file naming scheme. The batch fil es names are of the form
AXOMMDDSS wherethe &X°isa tharader den oting the batch type + &/°for Sent (verified),
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arfor Rgeded andaC°for Saved (Copy). aMMDDC isthe cdendar month and day when the
batch was created and 2SS isa 2 -digit sequence number designating which batch that day

(all owing for multiple batches on ore day). For exampleif abatch edit were run onduly 4™, the
first Sent batch that day would be named &/0070401°, any Rejected clamswould be stored in
batch 2J0070402 and the apy of the Current batch onsuccessful transmisson d the daims
would be Saved in the batch 3C0070402.

The major functional processesin the HW Claims Manager areindicated by the numbersin the
gprocess° rectangles of the chart and each is outlined in the sedions below.

1 — Create Electronic Claims

Before this dep can be performed, eledronic images of the ADA forms that are to be sent to
Healthware must previously have been produced by the OMS. The detail s of performing this
task are very OMS-spedfic and are outlined in Appendix A. In general, aspedal printer is st up
in your windows system that is defined so that when forms are printed to it they are written to the
hard dsk rather than going to aprinter. All electronic daims are printed by the OMSto this
printer. When this has been dore, the HW Claims Manager can scan these form images to
extrad the daims detall to be forwarded eledronicdly to the payers. The detail ed steps to
perform this processare given in Section 2.01below.

2 — Edit Batch

This processisinitiated after you have completed the preparation and manipulation d al clams
you wish to send to Healthware. The processconsists of an extensive it of the daims contents
to verify basic dataintegrity (such as the presence of mandatory items sich as payer name,
procedure mdes and the correctnessof dates, states and zip codes). The resulting verified and
rgeded clams are separated into Sent and Reject batches respedively. Reports are produced

that list all claims processed, verified and rejeded, detail ed error explanations and claim control
numbers used to tradck claims further in the system. These reports may be printed to paper and/or
reviewed onthe screen. The detail ed stepsin performing this processare outlined in Sedion 2.02
below.

3 - Send Batch

On completion d the Batch Edit and review process the verified claims (Sent batch) are
transmitted to Healthware. Conredionis made to Healthware viamodem. The Sent batch is
transmitted and oncompletion, any response for you resulting from previous adivity are
transmitted bacdk to you. Progressof (and any paossible problems with) the conredion are
recrded inaTransmissonLog. Thislog may be viewed onthe screen or printed to paper at any
time. Responrse reports returned to you from Healthware are recorded ondisk and may be
reviewed onscreen or printed aswell. The detail s of performing this process are given in
Sedion 2.02below.

4 — View Claims Batch

An extensive faali ty to view and manipulate damsis batchesis provided in the HWM Claims
Manager. Thisfacility may be used with any type of batch stored onthe system.

Y ou can screen review or print asummary of the contents of a batch, review the detail s of any
claim in the batch, print ADA form(s) for any claim or review/change daim notes. When
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necessary you can delete seleded claims from a batch, dvert claimsinto the Held batch or
release daims from the Held batch with this fadlity. Detail s of how to perform this processare
outlined in Sedion 2.2below.
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2.0 Main HWI Claims Manager Screen

When you dauble dick the HW Claims Manager icon onthe Windows desktop, the main HW
Claims Manager screen appeas (seefigure 2.0below). This sreen has an adion menu bar at
the top and two status messages in the body of the screen with small buttonsto the left of each.
The first status message indicates the number of claims that have been printed by the office
management system and are realy to batch into an eledronic batch. The second status message
indicates the number of claims that have been batched and are ready to transmit to Hedthware.

If you are using the Nationd Eledronic Attachment (NEA) Fast Attach software, an additi onal
status message will appear below the second message indicating the number of claims that are
being held waiting for you to transmit eledronic atadhments with Fast Attach (see gpendix A +
aJsing the NEA Fast Attach Interface9).

w HWI Claims Manager =101 x|
Dptions  Wiew  Setup About

Figure 2.0- HW Claims Manager Main Window.

If you click the button to the left of the first message (this buttonis only enabled if there ae
claimsto batch), the system will begin the process of converting the printed claim images into
the dedronic batch. If you click the button to the left of the second status message (this button
isonly enabled if there ae daimsto transmit), the system will begin the processof editing then
transmitting the dedronic daims batch to Healthware. These operations are described in detail
in the Sedions 2.01and 2.02 below.

Sedion 2.1below describes ead of the Drop-down menu ogionsin detail .

2.0.1 Creating the Electronic Claims Batch

Before this dep can be performed, eledronic images of the ADA forms that are to be sent to
Healthware must previously have been produced by the OMS. The detail s of performing this
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task are outlined in Appendix A. In general, aspecial printer is st up in your Windows system
that is defined so that when forms are printed to it they are written to the hard disk rather than
goingto aprinter. All eledronic daims are printed by the OMSto this printer.

The HW Claims Manager Create Eledronic Batch processis initiated by clicking the button to
the left of the Claims to Batch message in the main window (seefigure 2.0 above). Thisisonly
paossble, of course, when there are some daimsto batch. When you click this button awindow
will appea showing the progressof the mnversion with amessage and progressbar indicaing
the percent completion d the processas srown below.

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

In the speda case where the OMS uses éraster graphics® to print insuranceforms, thiswindow
will aso contain alarge grey box used to display raster image fields found onthe insurance
form. Thisin orly done when the program detects a charader in araster image field that it has
not previously seen before and it displaysit for you to confirm what the dharader is. The
window below shows an example of this procedure.

Creating HWI Electro

Conwverting ADA Form 18 Of 76

Cheryle O'Nell

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

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

ASCIl Characters

Claim No. | 18 Raster Bit Graphics

SkipEIaiml Okay | ] |

The entire raster image field is displayed in the top pation d the windowv and a dharacter-by-
character deaoding of the field will be displayed in the lower window of the display. In the lower
window any charaders that are unknown will be indicated by an empty yellow box representing
the ASCII charader.

Y ou enter the ASCII charader(s) that the raster image represents in the yell ow box below the
raster image (an apostrophe in the example aowe) then click the Okay button. When you have
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completed this proceedure, the results will be stored permanently, and it will be ¥emembered®
from then on.

Uponcompletion d the batch creaion process a anfirmation message window will display
asking youto verify the contents of the batch as foll ows:

If the batch contents (claims, services and ddlars) do nd match what you expeded you may
click No to return to the HW Claims Manager main window or Cancd to close the gplicaion.
If you are sure that the daims converted are arrect click Yes. If any claims are aurrently present
in the current batch, a message window li ke that shown below will appear.

Thistell s youthat you have previously converted some claims into the airrent batch and they
have nat yet been sent to Healthware. If youwant to add the daims you just converted to those
that were dready there you click Append. If youwant to replace those that were dready there
with those that you just creaed you click Replace. If you are nat sure what to doand wish to
abort the mnversionyou just did, click Cancd and the results of the conversion processwill be
completely ignored.

When you click Replace or Append, the daims you just converted will replacdadd-to the current
batch. The secondline on the HWI Claims Manager main window (Claimsto Transmit
message) will be updated to refled the total number of claimsin the current batch.

At this point you may wish to examine the daimsthat arein the arrent batch in detail. Thisis
dore by choasing the View menu ogion onthe HW Claims Manager window, then the View
Current Batch option (seeSedion 2.21below). With thisfeaure you may examine, delete
individual clamsin the batch, print them to ADA forms and/or add ndesto them.

2.0.2 Editing/Sending the Claims Batch

When you have completed the preparation and manipulation d al claims youwish to sendto
Healthware you click the button to the I eft of the Claims to Transmit message on the HWM
Claims Manager main window to start the Edit/ Send process
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After confirming that you wish to perform the process a detail ed edit is performed onthe batch.
A summary of the eit resultsis displayed in awindow like the exampleif figure 2.0.2.1below.

Figure 2.2.0.1+ Claims Batch Edit Summary Window

The summary shows the number of claims and services and the total ddlarsin the Prepared
(Current) batch aswell asthese numbers for the Regjeded and To Be Transmitted (Sent) batches.
If youdo nd like the results of the summary, you can click the Cancel buttonto abort the
process

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

Y ou may scroll through the reports using the Scroll Page buttons at the bottom of the screen o
the scroll bar ontheright of the display window. The Report Satus boxes at the bottom of the
screen dsplay the position (line and page number) of the aurrent display window in the report at
any time.

The buttons in the Print frame dl ow youto print the entire report (All) the aurrent page only
(Curr Page) or any part of the report from the beginning To Mark or From Mark to the end of
the report where the Mark isthe line that is currently highlighted onthe display. The Choose
button all ows you to select which printer you wish to print to.

When you have reviewed and a printed to pre-transmisson edit report you click Exit button at

the bottom of the Review window and the program returns to the alit summary window of figure
2.2.0.1
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Figure 2.0.2.2+ Review Pre-Transmisson Edit Report

If youwish to proceed with transmitting the acepted clams to Hedthware you click the
Transmit button at the bottom of the Edit Summary window. When you dq depending on
whether you have set up internet or direct modem dia-up aacessto Healthware, either the
window in figure 2.0.2.3(for internet) or the first of the threewindows in figure 2.0.2.5(for

direa dial-up) will appear.

Figure 2.0.2.3* Internet Batch Transmit Window
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If you wseinternet access, the window above will display. Normally, you click the Send Batch
button to begin the internet batch send. Asthe transfer proceals, its datus will be displayed in
the Internet Sesson Satus window. When the transfer finishes, you will be natified of the
success(or failure) of the batch transfer and the Get Response button at the bottom of the
window will adivate (turn from gray to blad letters) if there is aresporse at Healthware for you
toretrieve. If thereisaresporse and youwish to retrieve it now, click the Get Resporse button.

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

Figure 2.0.3.4+ Internet Todls Drop-Down Menu

Thefirst isafunction that lets you send any file you wish to Healthware over the internet. This
of course would orly be dore with instructions from Healthware. When you chocse thisoptiona
window will display asking you to enter the name of the file you wish to transfer. Here you
would enter the name of the fil e that Healthware has instructed you to send.

Ancther Tods option lets you review the mntents of your internet folder at any time. Youclick
the Review Host Fil &(s) option and awindow like the one which follows will appea:
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All of the batches and, if present, aresporse fil e (resporse.zip) onthe internet host will be listed
inthelist box as shown. Youmay click onany batch in the window then right-click to get the
drop-down menu shown. Y oumay choase the Delete menu ogion to completely remove the
batch from the internet host computer, Retrieve to retrieve acopy of the batch badk to your
computer or Examine to dsplay abatch's contents on your screen. When you chocse Examine, a
summary window of the batch contents li ke the example below will display onyour screen.

If youwish to see omplete detail of the batch, click onthe Detail button. If you do,abatch
contents display amost identicd to the one described in sedion 2.2.1 View Current Batch below
will appea. Refer tothis sdionfor adetailed description o the mntents and functions of this
detail display window.

This function (of reviewing the cntents of your host batches online) isonly availableif you are
using the internet accessfeaure. If you are not using internet aacessto send your claims, you
can verify the cntents of batches at the Hedthware computer using the Query Batch Satus
function described in section 2.1.7below.

The internet hast computer contains a separate hard dsk areafor every fadlity using the service
Thishard dsk areais cdled a Folder®. Generally, your host computer folder starts each day
containing only aresponse file containing dispaosition reports from your previous day's
transmisson(s). Asthe day progresses and you send ore or more daims batches, they will
acamulate in your host folder. At the end d the day (approx. 11:00 PM EST) Healthware
removes all of your batches, processes them and forwards all claimsto the gpropriate payers.
Any resporses from the payers are mllected at that time and are accumulated in orefile
(resporse.zip) and daced in your host folder for youto retrieve the next day or what ever time
you next conred to us.

If you have chosen na to use internet accesswhen the HW Manager was set up, connedion to
Healthware will be made viadired dial modem. In this case when you click the Transmit button
at the bottom of the Edit Summary window in figure 2.0.2.3 the top window of figure 2.0.2.5will

appea.

Thiswindow displays a message indicding the status of the modem transmisson in the box with
the bladk background. The status message is yellow to indicae that an gperation isin progress
green when an gperation has completed successully, and red when an operation has completed
with an error.
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Figure 2.0.2.5+ Modem Batch Transmit Windows

When you see the status message Modem Ready * Click Conned or Exit® you namally click
to Conred buttonto begin transmisson. The program will begin by dialing the Healthware
modem number (toll fre€ and3dog orP (gain accesswith identificaion and passwvord exchanges)
to the Hedthware computer. The progressof this processwill be reported by messages
displaying in the status box.

After log onis succesgul, transmisgon d the batch will begin and a progressbar will appea at
the bottom of the window as $hown in the middle window in figure 2.0.2.5indicaing the
progressof the transmisson. When the batch transmisgon is completed, any resporse (from
payers concerning previously sent batches) waiting at Healthware will be transmitted to your
compuiter.

If there was NO resporse for you, the processwill end with the third window in figure 2.2.2.5
above. The message @Transmit OK £ NO Response + Click Exit° in green, tells you that your
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batch was transmitted succesSully and there was no resporse sent back to you. Yousimply
click Exit to end the program.

If aresponse was returned to you, the processwill end with adisplay like the one shownin
figure 2.0.2.6below.

Figure 2.0.2.6x= Review Resporse Recaved Window

One or more resporse files will belisted in the window (depending on hawv long it has been since
you last conneded to Healthware). Normally there will be two resporsefiles (as srown above).
One report will be named 2ROmmdd1® and the another named 2ROmmdd11° where dnmddP is
the month and day when they were aeaed. The2ROmmdd1Q fileisthe rep ort from CPS (the
avholesale® dearing house) showing the dispasition d all claims sent to them for forwarding to
the payers. The ROmmdd1X fileisthe report from Healthware showing the disposition d all
claims snt diredly to the payers by them.

At the beginning of each month an additional report fil e named 2BROMmAdd01° will be alded to
your resporse reports (3mmddP is the date of the last day of the previous month). Thisreportisa
summary and 4lli ng for all claims sent by youin the last month.

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

When review of the responses is complete, the Transmisgon Satus message will say @Transmit
OK, Receve OK = Click Exit°, at which pant you click the Exit button and the HW Claims
Manager will end.

Certain tods are provided for your convenience. These ae activated by clicking the Tools menu
option at the top d the window shown in figure 2.2.0.5 The foll owing drop-down menu will

appea.
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Thefirst Tods menu choiceis Setup Modem. When you click it, the foll owing window will
appea.

Figure 2.0.2.7+ Modem Setup Window

Thisoption shoud never be used without consultation with Healthware. It allows you to adjust
the various ttings that effed the operation d your modem. It shoud ory be necessary to do
thiswhen you are first setting up the HWM Manager software or if there has been a modem-
related hardware dhange performed onyour computer. If you change any of these settings
incorrectly, your modem will not work properly. Youshoud orly usethiswindow if you are
asked to by Healthware.

The Modem parameters that are cntrolled by this sstupwindow are:

CommPort £ The serial port number to which the modem is attached (1-8)

BaudRate + The speed (bits per seoond) at which the port communicates
with the modem (300, 1200. 2400, 4800, 960019200

Parity - Thetype of parity checking performed between the modem and
the omm port (nore, even or odd)

Port Flow Control + the type of flow control used between the modem and the
comm port (nore, hdwe=hardware - DTR, xonxoff=software)

DataBits - The number of data bitsin ead charader frame (7 or 8)

SopBits - Thenumber of stop hitsin ead charader frame (1 or 2)

Dial Prefix - The number (if any) to be dialed to accessan ouside line
(often, if thisis neaded, it is°)

Phorne Number - The number to be dialed to accessthe Healthware EDI system
(this houd be set to TOLL FREE to use our normal 80P

maber)
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Modem Initialization Sring- The modem commands that are to be sent to the
modem ead time anew conrectionis being establi shed (this
shoud namally be 3/1Q0°)

If you do nd know where the modem is conneded to your computer but you knaw that it hasa
modem, you can click the Find modem button. Thiswill cause the program to seach al comm
ports on the macdhine for a cnrected modem. It will tell youif and where it finds amodem and
asyouif that is the modem conredion you want to make.

The next Tods drop-down menu optionis Install Program Updates. Thisoptionis used to
install any program updeates that are ready to install onyour computer. The detailed operation d
this processis described in sedion 2.1.4below.

Thelast Todls drop-down menu optionis Verify Swccesdul Transmisson(s). Choasing this

optionwill cause the dransmissonlog®t o be scanned to determine what the last succesful was.
The detail ed operation d this processis described in sedion 2.1.9
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2.1 Drop-down Options Menu

When you click the Options menu bar selection onthe HWM Manager main window, the drop-
down menu shown in figure 2.1.1below appeas.

Some of the sub-menu seledions siown may be displayed in gray rather than bladk letters
(3grayed ou® or &disabled®) indicating they are not avail able options due to the particular status
of your system. For exampleif you have NO printed claims waiti ng to be batched, the Delete
Printed Claims option will be disabled. Each of the sub-menu selectionsis described in detail in
the foll owing sections.

Figure 2.1.1+ HW Claims Manager Drop-down Options Menu.

2.1.1 Delete Printed Claims Sub-menu Option.

Thisoptionallows youto delete dl clamsthat have been printed by the OMSto the HWM Forms
Printer and are waiting to be batched. If there NO such claims, this sib-menu ogionis disabled.

You very rarely will need to perform this option bu it may be needed if, say you accidentally
printed some daims from the OMSto the HW Forms Printer and you meant to print them to
paper. When you select this option, amessage will ask you to confirm your adionin case you
seleded it in error. When you have completed this option, the first status message on the HWM
Claims Manager screen will always say 2 Claims to Batch®.

2.1.2 Look Up Claim Sub-menu Option.

This option provides a powerful fadlity to find claims that have previously been processed by
the HWM Claims Manager. It will allow youto retrieve any claim that was batched eledronically
in the past and has not been puged from the files snceWhen you click onthis option, the
seledionwindow shown in figure 2.1.2.1below will appea.
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The Look In Months frame dl ows you to specify a particular range of months in which you want
to seach for a daim or clams (thereby limiti ng the search time). If you know the daim
reference number of the daim you are looking for, you can type it in the box provided atherwise,
you can spedfy the name of the patient you are looking for. Y ou can type the last name (or any
leading letters of the last name), as well asthefirst name (or any leading letters) and the middle
initial of the patient onthe daim you arelooking for.

Figure 2.1.2.1+ Claim Look-Up Seledion Window.

If youleave any of there name dements blank, the system will find al claimswith anything in
that element of the name. For example, if youtyped 3. AN° in thelast name box, 2ROB° in the
first name box and left the initial box empty, the system would find al claims for patients whose
last name begins with 3. AN° and whase first name begins with BROB° and whase midd e initi al
could be aything.

When you havefill ed in the seledion criteria, you click the Search butonto begin the seach. If
you decide you do nd want to continue the search, click the Cancd button.

When you click the Search button the system will scan al sent batches in the range of months
you selected looking for the daim reference number OR patient name(s) you seleded. It may
take several minutes depending on the spead of your macdhine and range of months you spedfied.
If any claims are foundmatching your seach criteria, the screen shown in figure 2.1.2.2below
will display. Inthisexample, the seach criteria (displayed in the title bar ontop d the window)
was months 10thru 10,no claim reference number, last name 8A° and no first name or initial.

Thiswindow shows for each clam meding the aiteria, the batch (month, day and sequence) in
which the daim was sent and the daim number, the treding provider, claim type, payer, patient,
date of service, number of procedures, total charges and claim referencenumber. The daim type
code is athree dharacter code asfollows. Charader 1is?1°for single cverage and 22°if dual
coverage. Charader 2 isan %E°if the daim is an estimate only (pre -determination) or a T°if it
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isa daim for service Charader 3isD°if the policy pays the doctor or a?® if it paysthe
patient.

Youmay print thislist of claims by clicking the Print List button at the bottom of the screen. If
you wish to examine any claim in detail, right-click onthat clam to seled it and it will become
high-lighted (turn blue) and a drop-down menuwill appea (seefigure2.12.1 for example) -
then click the View Detail sub-menu seledion. Thiswill display the detail ed clam display
screen described in detail in sedion 2.2.1below. Additional

Figure 2.1.2.2+ Claim Look-Up Display Screen

adions are available a shown in the figure ove. The Review Notes, CheckDisposition and
Print ADA Form sub-menu seledions are dso described in sedion 2.2.1below.

2.1.3 Recheck Counts Sub-menu Option.

This option causes the system to recheck the status message @murts shown onthe main screen.
Thisisdore aitomaticdly each time the HW Claims Manager is darted, so the only time you
would reed to dothisisif the HW Claims Manager were dready running and something
happened that might affect these wurts (like more OMS claims were printed to the HWM Forms
Printer) and you want to upchte the murts without closing the program. Closing and re-starting
the HW Claims Manager would acaompli sh the same thing.

2.1.4 Install Program Updates Sub-menu Option.

This option allows youto install any outstanding program updates that are pending on your
system. Periodicdly, program updates may be transmitted to you (automaticdly when you
conred to transmit to us), but they will never be installed withou your knowledge. When thisis
dore you will be natified by Healthware via anail, enates or telephane aout the updates + what
they are and why they are nealed and any spedal install ationinstructions. Only when you are
aware of al of this, shoud you seled this option when it is enabled.
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2.1.5 Resend a Sent Batch Sub-menu Option.

This optionis used to resend a batch to Healthware which has already been sent. This $houd
only be done when you have contacted Healthware and they have instructed you to doso.

When you click this optionthe Find Sent Batch screen shown in figure 2.1.5.1below will appea.

Figure 2.1.5.1+ Find Sent Batch Window
Thiswindow lists all previously sent batchesin the system. They arelisted in sequence with the

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

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

display. On this <reen you may scroll through the months of the cdendar by clicking the arow
buttons at the top d the calendar and you pck aparticular day by clicking that day onthe
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cdendar. After you have chosen adate this way, pressthe Okay button and the Find Send Batch
window above will reappea with thefirst batch of the date selected highlighted.

Oncethe batch you want to resend is highlighted, you click the Okay button and the message box
shownin figure 2.1.5.3will appea.

Figure 2.1.5.3+ Resend Batch Verification Message Box

Y ou must confirm that thisis the batch you think it is by crosschecking the claims, services and
dollar amourts. If you are not sure youmay view the batch by clicking the

No button and procealing to the View Sent Batch processdescribed in section 2.2.4below.
Thereis a Resend option avail able on the View Sent Batch detail window.

When you are sure that thisis the corred batch, click the Yes button and the batch transmit
processdescribed in section 2.0.2above will begin.

If you pressthe No button the program will return to HW Claims Manager screen andif you
pressthe Cancd buttonthe HW Claims Manager program will end.

2.1.6 eNotes Sub-menu Option.
This optioninvokes the eNotes window shown in figure 2.1.6.1bel ow.

On the top pation, this <reen listsasummary of all eNotes currently #osted® (creded and yet
not deleted) on your computer. Onceyou creae an eNote, it stays 3posted® until you
subsequently Delete it.

The bottom part of the screen shows the detail s of any naote that you want to crede, review or
change. To real the cntents of an existing note, you click init in thelist at thetop d the screen
which will highlight it and enable the View/Edit and Delete buttons. If you click the View/Edit
button (or alternatively doule-click the note in the list ontop), the detail ed contents of the
seleded nae will be displayed in the lower part of the screen.

You may simply review the mntents of the note then seled any other note to view by repeaing
the stepsin the dowve paragraph. If you want to make any changes to the note, you simply type
the changes you wish in the gpropriate part of the note then click the Save button when finished.
If you have typed any changes and then dedde you do na

want to save them permanently, click the Abancbn button and the dhanges will not be recorded.
To remove anate permanently, you select it as described above then click the Delete button.
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To create anew nate you click the Add Note button at the bottom of the screen. When you do
this, the bottom part of the screen will be deared and anew Note ID will be aeded. The format
of thisID istoday's date (yymmdd) foll owed by atwo-digit sequencenumber. The From, To
and Suljed boxes can contain anything youwish. The Contents box can contain any free-form
text but only asa antinuous gring. You can cut,

Figure 2.161 £ HWI Claims Manager eNotes Window

paste, delete and insert as much as you like but no indenting, newli nes or tabuationis passble.
Onceyou have completed a new note you must click the Save buttonto record it. If you dedde
that you donat wish to saveit after al you can click the Abandonbutton.

The Satus and status Date of anoteis controlled by the system. When anoteisfirst creded it is
stamped as a@New® note and the status Dateis %t to the date is was creded.

Whenever you establi sh amodem conrection to Healthware, any aNew® notes are automaticdly
transmitted to them. At that time the note status is changed to 2Sent® and the status Dateis
upckted to the date of the transmisson.

If ever you change anything in anote, after it has been sent, the Status is updated to @Revised®
and that note will be transmitted to Healthware on the next connedion to them as before.

Once Healthware has responded to your note (by adding text to its contents) the Status of the
note is updated to 2Answered®.
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2.1.7 Query Batch Status Sub-menu Option.

This option all ows you to confirm whether a batch you sent corredly arrived at Healthware.
When you click the Query Batch Satus option, the Find Sent Batch process described in section
2.1.5aboweis darted. Onceyou have seleded the batch you wish to query and cli cked the Okay
button, the cnfirmation screen described in sedion 2.1.5.2will appea and you shoud confirm
the daims, services and ddlar amourts before proceading. The big difference here is however,
when you click Yesto query batch confirmation, you are nat sending the batch to Healthware,
rather you are sending arequest for Healthware to tell youif it has recaved that batch andto
report to you the detail s of what it thinks are in that batch. As the query transmisgon proceels, it
behavesjust like it does when you are sending a batch (as described in section 2.2.0.2 but an
adual batch is not being sent. On conclusion d the transmisson the expeded Received Courts
Verified message in the case of a query means that Healthware has that batch and it contains
exadly what your system saysis does (claims, services andtota charges).

2.1.8 Review/Change Raster Table Option.

This optionas enabled ONLY if you have an OMSthat produces claim formsthat include #aster
graphics® (eg Dentrix version 9. Raster graphicsis aspeda form of image printing that requires
atable of raster imagesto extrad data from the OMS printed claim form. This menu ogion
allows youto view and maintain that raster table. Figure 2.1.8.1below shows the window that
displays when you choacse this option.

Thewindow displays upto 130 sets of raster bit images with the correspording ASCII characters

that they represent. The table shownin figure 2.1.8.1is provided to you when the software is
install ed.

Figure 2.1.8.1+ Review/Change Raster Charader Table
Occasiondlly raster characters are printed so that the tail or head of one charader overlaps the

adjacent charader (eg ¥e® and % j°inthefigure abowve). When this occurs, the two charaders
are decoded as a pair and must be entered in thistable e apair.

-28-



2.1.9 View Last Transmission(s) Option.

This option gives you the abili ty to view the last succesgul transmisson(s) that have occurred.
When you select it, the program scans the transmissonlog (arunning record of al transmisson
adivity) and cetects all succesgul transmisgons that have occurred from the most recent
badkwards by time. It displays the most recent successul transmissonin amessage box like the
one below.

If the batch name and date and time of the transmissonisall you need to know, you may click
the Okay button to return to the HW Manager main window. If you want to seemore detail
abou the transmisson aswell as all other recent transmissons, pressthe Report button to
display a successful transmisson report like that shown in figure 2.1.9.1below.

Figure 2.1.9.1+ Review Succesdul Transmisgons Report

Y ou may browse through the report onthe screen o print a hard copy on the printer as described
in sedion 2.0.2abowe.
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2.1.10 Restore Printed Form(s) Option.

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

When you creae an electronic batch from the OMS printed forms, the original printed forms are
saved on dsk (in compressed form). Normally thereis no rneed to refer back to them but onrare
occasions, you may want to seewhat form was produced by the OMS.

When you choacse this option the window shown in figure 2.1.10.1 above is displayed. You
seled the printed forms batch you wish to restore/review by highlighting it in the small list box
(titled Printed Batches) to the left of the window then cli cking the Select Batch button below the
box. The program will display alisting of all formsfilesin the seleded batch in the large li st
box to the right of the window (titled Printed Formsin Batch XXXX.). Generally, oreformsfile
equals one insuranceform (but nat aways). You may seled al (click Pick All button), some or
only one of the forms fil es displayed by right-clicking the selected formsfil e(s). A drop-down
menu as own in the figure 2.1.10.1 will appea and you may click whichever menu ogion you
want.

If you click Restore Form(s), the selected forms fil &(s) will be alded to the current forms batch

just asif you hed printed them from the OMS. Y ou will naticethat the restored formswill addto
the Forms to Batch court displayed onthe Claims Manager main window.

Figure 2.1.10.1 £+ Restore/Review Previous Printed Forms

If yousdled View Claim, the seleded claim(s) will be conwverted and abatch dsplay window as
depicted in figure 2.2.0.2below will display.

If youseled Print Claim, the seleded claim(s) will be printed exadly asif you printed it from
your OMS system.
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2.1.11 Purge Saved Batches.

This menu choice provides the aili ty to remove old claims batches from your hard dsk when
they are nolonger needed. Unlessyou perform this function periodicdly, claims batches will be
kept indefinitely on your hard disk. Inadditionto using unnecessary disk space thiswill tendto
be confusing since batch fil es are named by using month and day that they were aeated an NOT
the year. If you keep batch files more than a year, you will seebatches onyour computer that
appea to be arrent but arein fact ayear old. It isagoodideato puge older batches from your
computer and keep oy the most current 6-9 months. A typical one-doctor officewill findthat 9
months of saved batches will take aound 16020 Megabytes of disk space

When you click this option, awindow like the onein figure 2.1.11.1below will appea. This
display informs you of the total number of batches (of ALL types) that are currently saved on
your computer and the number of them that are older than 9 months. It aso tell s you the total
amournt of disk spacethat is used by the saved batches as well asthe anourt of spacethat will be
freed upif you remove the batches older than 9 months.

If youwant to use apurge limit different than 9 months, you click the Select option onthe first
line of thewindow infigure 2.1.11.1 If you dothis, awindow will display asking you to enter
the purge age (number of months) that you want to use. After you have entered this new age, the
window below will re-display with the figures changed to refled the new purge limit you
speafied.

If youwish to proceed with the purge, you click the Yes option onthefirst linein the window.

When you make this slection, the Purge button at the battom of the screen will become enabled.
To proceed with the purge, you must then click the Purge button.

Figure 2.1.11.1+ Purge Claims Batches Window
When the purge is complete awindow li ke the one below will display that tell s you the number

of batch fil es that were succesfully removed and the anourt of disk spacethat was freed upas a
result.

-31-



2.1.12 Exit Sub-menu Option.

This menu choice doses the HW Claims Manager application + exadly the same as clicking the
close buttonin thetitle bar.
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2.2 Drop-down View Menu

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

Figure 2.21+ HW Claims Managr Drop-down View Menu.

Some of the sub-menu seledions siown may be displayed in gray rather than blad letters
(3grayed ou® or &disabled®) indicating they are not avail able options due to the particular status
of your system. For example if you have NO held claims, the View Held Batch option will be
disabled. Each of the sub-menu seledionsis described in detail i n the following sections.

2.2.1 View Current Batch

Thisoptionisdisabled if thereis no current batch. When you click this option,awindow like the
examplein figure2.2.11 will display. The description that follows appliesto na only the
current batch bu to held, sent, saved and regjeded batches aswell. Any fedures that are spedfic
to these other batch types are discussed in the foll owing sections.

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

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

Type - Claim Type Code

Payor - Payer Name

Patient - Patient's Name

SvcDate - Date of Service

Sves - Number of Procedures

Amount - Tota Amourt of Clam
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Figure 2.2.1.1+ View Claims Batch Window.

The Claim Typeis a 3-charader code where the first character isa 4°if the patient has sngle
coverage or 22°if there is dual coverage. The secondcharacter isa T°if the

claim isa daim for serviceor 2E° if the daim is an estimate only (pre -determination). The third
character isa D°if theinsurance pays the doctor or a #° if it pays the patient.

Thelist starts by displaying in clam number sequence. If youwish you can re-sequencethe
display by clicking in any of the heading ba column title boxes. If you b, thelist will
automaticdly re-sequenceitself in order of the alumn you clicked. This can be useful if, for
example, you are viewing alarge batch and looking for acertain patient. If you re-sequence the
list by patient name £ you can quickly homein on any particular patient. The total number of
clamsin the batch is shown in the text box at the lower left of the window. Y ou can scroll
through the batch (if there ae more that 24 clams in the batch) with the scroll bar at the right
edge of thelist box.

Several functions are available to perform operations onaspedfic daim or group d clamsin
the displayed batch. None of these functions effect claimsin the OMSin any way + they only
eff ect the dectronic daimsrecwrds in the HW Claims Managgr.

To begin any of these functions, you select a daim in the batch by clicking onthat claim (any
column) in thelist box. When you doso, the line you select will be highlighted (turn biue).
Whenever you click onaclaim withou pressng any keyboard key, any previously seleded
clam(s) will be de-seleded. To seled more that one daim, first select one then while hading
the Ctrl key down onthe keyboard, click onthe others you want to select. To seled a group of
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conseautive claims onthelist, click onthefirst clam in the group, then whil e hading the Shft
key down onthe keyboard, click onthe last claim in the group.

When you have seleded the desired claim(s) you right-click and a drop-down menu will appea
(as :rowninthefigure 2.2.1.1abowe) containing the various functional options avail able to you.
All possble options are listed onthe menuwith oy those avail able to you (depending onthe
type of batch you are displaying + in this case, the current batch) enabled (displayed in back).
To perform any avail able function onthe seleded claim(s) you click onand avail able optionin
the drop-down menu. All possble functions are described in the sections that foll ow and
applicabili ty of ead functionto the various batch typesis gelled ou.

2.2.1.1 Delete Claim(s)

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

If you click the Yes buttonin the @ove @Jpdate Batch?” window, the origina batch (before you
viewed it) will be replaced with the batch in the display window (claim(s) have been removed).
If you click No, the batch you were viewing will be left the way it was before you started
viewing it.

If, after deleting a daim or claims on the window display, you decide you doNOT want the
deletions to take place you may click the Cancd button at the bottom of the batch display
window. When you doso, the foll owing confirmation window displays.

If you click the Yes buttonin the @ove 2Abandan Changes? window, the origina batch (before
you viewed it) will be retained and nore of the deletions will be permanently recorded. If you
click No, the program will return to the display window asif you had na clicked the Cancd
button.
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2.2.1.2 Cancel Claim(s)

Canceling a daim refers to the processof natifying Healthware over the modem that a daim you
previously sent to them shoud na have been sent andis NOT to be forwarded to the payer.
Since Healthware forwards these daims every night (abou 11:00 PM Eastern time), claims may
only be canceled from a sent batch that was sent today. Clicking the cancel drop-down menu
seledionwill cause ay seleded claim(s) to be removed from the displayed batch. When you
are finished canceling claims from the batch and want to save the results (save batch with
canceled clams removed) you must click the Save button at the bottom of the batch dsplay
window. When you do,a confirmation window will display exadly as it does when you save
after deleting claims described in sedion 2.2.1.1above.

Unlike the delete daims function, when you save the batch having cancdled ore or more daims,
the program will immediately initi ate the transmisson d a Lancellation Batch®to Healthware.

Thistransmissonwill proceal exadly like any normal batch transmisgon as detail ed in sedion

2.0.2abowe.

2.2.1.3 Resend Claim(s)

Claims may only be resent from a Sent batch. Clicking the resend drop-down menu seledion
will cause a onfirmation window will display asfoll ows:

If you click the Yes button, the daim(s) you selected will be transmitted (in a new batch) to
Healthware. The transmissonwill occur exadly as described in sedion 20.2 abowve.

2.2.1.4 Hold Claim(s)

The function d halding® daims refers to removing them fro m the curr ent batch and gacing
them in the held batch. If you have never previously held any claims, there is NO held batch.
Thefirst time you®od®a daim, the held batch will be aeaed. Thereisonly one held batch
andit is maintained perpetually onthe cmputer. Note therefore, that onceyou have held a
claim it will stay in the held batch forever unlessyou subsequently deleteit or releaseit.

Y ou may never neal to use this function bu it may be useful if you reed to delay the
transmisson of certain claims pending the mmpletion d some other related administrative
function. The held batch is used automaticdly by the program to store daims waiting for the
transmisson d eledronic atacdhmentsto NEAif you have activated this feature in the program
(seeAppendix B). When thisfeaureisinstaled, claims are aitomaticaly held when claims
requiring attachments are creaed and released when attachments are transmitted to NEA.
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When you are finished holding claims from the batch and want to save the results (save the
current batch with held claims removed) you must click the Save button at the bottom of the
batch display window. When you do,a confirmation window asking @Jpdate Batch? will

display exadly as it does when you save after deleting claims described in sedion 2.2.1.1above.

If you click Yes, the selected clam(s) will be removed from the current batch and all clams that
had been held will be gopended to the held batch. If you click No, the gplicaionwill resume
withou taking any action. If youclick Cancd, the HWM Claims Manager applicaionwill
terminate.

2.2.1.5 Release Claim(s)

The function d ¥eleasing® daims refers to removing them from the held batch and dacing them
in the current batch. If you have never previously held any claims, there is NO held batch and
the release functionwill not be enabled. Thefirst timeyoudod® aclaim, the held batch will be
creaed. Thereisonly one held batch and it is maintained perpetually onthe computer. Note
therefore, that once you have held a daim it will stay in the held batch forever unlessyou
subsequently delete it or release it.

The held batch is used automaticdly by the program to store daims waiti ng for the transmisson
of eledronic atadhmentsto NEAif you have adivated this fedure in the program (see Appendix
B). When thisfedureisinstaled, clams are automaticdly held when claims requiring
attacdhments are aeded and released when attachments are transmitted to NEA. Y ou may use
thisrelease functionif a daim to an NEA payer was held automaticdly when initially processed
- then you dedde that you will nat send an NEA attachment (and thus release it automaticdly).
In this case you can release it manually with this function.

When you are finished releasing claims from the batch and want to save the results (save the held
batch with released claims removed) you must click the Save button at the bottom of the batch
display windowv. When you do,a confirmation window asking 8Jpdate Batch? will  display
exadly asit does when you save after deleting claims described in sedion 2.2.1.1above.

If you click Yes, the selected clam(s) will be removed from the held batch andand all claims
that had been released will be gopended to the current batch. If you click No, the goplicaion will
resume withou taking any action. If you click Cancd, the HW Claims Manager applicaion
will terminate.

2.2.1.6 View Detall

Clicking the View Claim drop-down menu ogionwill display detail ed claim informationin a
window like the example below.
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Figure2.2.1.3+ View Claim Window.

Thiswindow displays al of the key data dements of the daim. Basic patient informationis
shown in the Patient frame & the top o the window. Below that treating provider informationis
shown in the Doctor frame. The Payor frame (midde left of the window) includes claim payer
andinsured information. To theright of that, other payer informationis shown in the Other
Payor frame (if thereisone). If the daim has no other payer, thisframeis disabled.

At the bottom of the window, all proceduresin the daim arelisted in alist box. Upto six can be
displayed at once andif there are more, a scroll bar will appea at the right edge of the list box.

If there ae any nates attached to the daim, they are recorded in appended procedure items which
will be displayed in the procedure list with procedure code # NOTE®° and the adual note text
shown in the procedure @Description® column(s) of the list box. The total number of procedures
inthe daim is shown in the text box at the lower |eft of the window and the total chargesin the
clam isdisplayed at the lower right.
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Six adion butons are avail able onthe screen - one & the bottom center £ Change Notes and five
grouped at the lower right of the window. Y ou click the Change Notes button to review/change
any notesonthe dam. Clam nates are any text that would print in the Remarks for unusual
services® box onthe printed ADA form. If youclick this buttonawindow like that shownin
Figure 2.2.1.4below will display.

Figure 2.2.1.4+ Review/Change Claim Notes Window

Thiswindow contains ®veral text boxes verifying the patient/doctor/payer and alarge text box
(titled @Note Text®) where the note text is displaye d. Note text can oy be acontinuows grean
of text withou indentation, tabuation or paragraphs. Y ou can edit the mntents of the note using
standard windows cut and peste. The Erase button onthe screen can be used to clea out all of
the text and the Sare button in clicked to signal you want to save any note changes you made. |If
you click the Exit button, nore of the changes you made (if any) will be recorded.

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

2.2.1.6.1 Next/Prev Claim

The PrevClaim and Next Claim buttons will only be adivated if you are viewing more that one
clam (you seleded multiple daims, then chose View Detail). Y ou click one these buttons to
switch the daim viewed in detail to the previous or next claim seleded for viewing respectively.

2.2.1.6.2 Print ADA

The Print ADA button can be clicked if youwish to print an ADA form for the daim currently
being viewed. When you click it, the foll owing window will display.
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If you click No the program will continue a if you hadn't pressed the Print ADA button. If you
click Cancd, the HWM Claims Manager will terminate. If you click Yes, the daim(s) specified
will print - one @wpy each - in the format specified (ADA 1994format or ADA 2000format) on
the printer spedfied. If youwish to change any of these printing parameters you click Chocse
andthe foll owing window will display.

Thiswindow lets you choose which printer you want, set its properties, and which ADA claim
format youwant £ 1994 ADA format, 2000ADA format or Other + a specia format custom
designed by request to Healthware. Y oumay also speafy from 1 to 4 copies of every form be
printed. Once you make your seledions onthiswindow, you kegin the actua printing by
clicking Okay onthe Lhoase Printer/Insurance Form® window then click Yes onthe Print ADA
Form?® window.

2.2.1.6.3 Review/Chg

This button all ows you to seeevery item that isincluded in the dedronic record of each claim.
When youclick it, the display will show the Review/Change Claim Detail — Patient Tab windowv
giveninfigure2.2.1.5below. Thisisthefirst of seven tab pags ead o which containsthe
contents of the seven data dements that make up a daim.

The seven data dements of the daim being viewed are accessed by cli cking the @rrespondng
tab. When you do,the display will switch to dsplaying the mntents of that element and the tab
name & the top will be highlighted. The itemsin ead tab segment are somewhat self-
explanatory. An example of each o the seven tab segmentsis shownin figures2.2.1.5thru
2.2.1.1.
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Figure 2.2.1.5+ Review/Change Claim Detail Window * Patient Tab
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Figure 2.2.1.6x+ Review/Change Claim Detail Window + Doctor Tab
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Figure 2.2.1.7+ Review/Change Claim Detail Window * Payor Tab
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Figure 2.2.1.8+ Review/Change Claim Detail Window * Other Payor Tab
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Figure 2.2.1.9+ Review/Change Claim Detail Window £ Other Info Tab
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Figure 2.2.1.10+ Review/Change Clam Detaill Window + Procedures Tab

Figure 2.2.1.11+ Review/Change Claim Detall Window + Notes Tab
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2.2.1.7 Check Disposition

The CheckDispasition drop-down ogion provides the aility of searching al resporse reports
onyour computer to determine what disposition was reported for a daim. Thisfunctionis
available only for Sent batches.

If you choose this option, the program searches al resporse report fil es that are stored onyour
hard disk (you must have retrieved resporses from Healthware for this to work) for the daim
seleded. When the daim isfound,the dispasition status $rown onthe report will be displayed
inawindow like the one below.

It tell s you what happened to the daim (after you sent it to Healthware) + whether it was sent
eledronically or printed to paper, the date of that dispaosition and the response report name where
that was reported to you. If thisisall you reed to knaw, you click Okay to continue. 1f you
would like to review and/or print the report named in the window, you can click the View buton
and adisplay exadly like that described in section 2.2.7- View Resporse Report below will be
shown.

If the daim selected is not foundin any response report on your computer, then you have not yet
receved the report telling you what happened to the daim and athe following window is

displayed.

2.2.1.8 Review Notes Option

The Review Notes menu ogionwill allow youto review and/or change any note text attached to
the daim seleded. When you seled this option the window described in figure 2.2.1.4will
display.

Thiswindow contains sveral text boxes verifying the patient/doctor/payer and alarge text box
(titled @Note Text®) where the note text is displayed. Note text can oy be acontinuows grean
of text withou indentation, tabuation or paragraphs. Y ou can edit the mntents of the note using
standard windows cut and peste. The Erase button onthe screen can be used to clea out al of
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the text and the Sare button in clicked to signal you want to save any note changes you made. |If
you click the Exit button, nore of the changes you made (if any) will be recorded.

2.2.1.9 Print ADA Form Option

The Print ADA Form drop-down menu ogionwill print one or more copies of an ADA form for
the al clamsthat have been selected onthe batch view window. When you chocse this option
the processof seleding a printer, ADA form type and number of copies described in sedion
2.2.1.6.2above will occur.

2.2.2 Review Held Batch

Thisoptionis disabled if thereisno Held batch (thereis only one Held batch). The Held batch
only existsif at any time you chose to Hold a daim or claims from the Current batch (OR if you
are using the NEA Fast Attach system + seeappendix B). You can use the hold/release scheme
to pacdremove daimsin the Held batch even if you are NOT using the NEA Fast Attach
program interface. If you are using the NEA interface hdding and releasing of clamsisdone
automaticdly as clams requiring attadhments are held pending the transmisson d eledronic
attachments and released after you have sent attachments.

When a daim is Held, it isremoved from the Current batch and daced in the Held batch.
Claimsremain in the Held batch until you later come badk and Release them (into the Curr ent
batch) or you transmit an attachment with the NEA Fast Attach system.

When you click this option,awindow like the examplein figure 2.2.1.1above will display. The
operation d the program isidenticd for the Held batch asit is for the Current batch as described
in sedion 2.2.1above except that the daims displayed will be thasein the Held batch.

2.2.3 Review Saved Batch

Thisoptionisdisabled if there are no Saved batches. A Saved batch isa wpy of the Current
batch as it was when that batch was originally transmitted to Healthware. When you select this
option,awindow like the one shown in figure 2.2.3.1below will display.

You may seled apreviously saved batch exadly as described for Sent batchesin sedion 2.1.5
abowe.

When you click Okay button, awindow like the example in figure 2.2.1.1above will display.
The operation d the program isidenticd for a Saved batch asit isfor the Current batch as
described in section 2.21 except that the daims displayed will be those of the Saved batch which
you selected.
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Figure 2.2.3.1+ Find Saved Batch Window

2.2.4 Review Sent Batch

Thisoptionis disabled if there are no Sent batches. A Sent batch isa wpy of abatch that was
transmitted to Healthware. When you seled this option, awindow li ke the one shown in figure
2.2.3.1above will display except that Sent batches will be displayed in the list box titled
Previous Batche(s).

Youmay seled apreviousy saved batch exadly as described for Sent batchesin sedion 2.1.5
abowe.

When you click Okay button, awindow like the example in figure 2.2.1.1above will display.
The operation d the program isidenticd for a Saved batch asit is for the Current batch as
described in section 2.2.1except that the daims displayed will be thase of the Saved batch which
you selected.

2.2.5 Review Reject Batch
2.2.6 Review Edit Report

2.2.7 Review Response Report
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2.3 Drop-down Setup Menu

When you click the Setup menu bar selection onthe HW Claims Manager main window, the
drop-down menu shown in figure 2.3.1below appeas.

Figure 2.3.1+ HWI Manager Drop-down Setup Menu.

Some of the sub-menu seledions shown may be displayed in gray rather than dadk letters
(3grayed ou® or &disable d°) indicating they are not avail able options due to the particular status
of your system. For exampleif you do no have the NEA attachments option set, the NEA Payers
Setup option will be disabled. Each of the sub-menu seledionsis described in detail in the

foll owing sections.

2.3.1 Provider Setup

This optionis provided to set up hlli ng and treating provider information reeded by the system.
Click onthe Provider Maintenance option and the window in figure 2.3.2below will appea.

A word o caution + be very careful abou filli ng out initially and/or changing and data on the
window - Thetop sedion d thiswindow contains al pertinent data dou the hilli ng provider or
entity (the provider or businessthe payer cheds are to be made out to). The bottom sedion o
thiswindow contains pertinent information abou all providers whowill be included onclaims as
treding providers.

Only onetreaing provider at atimeisdisplayed in that sedion o the window. If there ae more
that one on your office, you seled the one you wish to view/change by choosing them in the
drop-down bax at thetop d the sedion. To add a new treding provider you click the Add Pvdr
button and all the info boxes will clear waiting for you to fill i n the required details. Only
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Figure 2.3.2+ Provider Maintenance Window

licensed dentists can be reported to payers as treating providers. Their 8State® of registration and
4 icense® number must be included in the boxes at the bottom of the sedion. The Code® box
specifiesthe ade by which you identify the provider in your office If the provider submits
work to either Blue Cross Blue Sheld, Delta Dental or Medicaid and uses a unique provider
identification, you must complete the mrrespondng boxes spedfying the 2State® and @Provider
ID° that applies. To reaord any additions or changes made to the provider information, you must
click the Sare buton.

2.3.2 Environment Setup

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

The frame at the top d the window contains nine Y es/No option buton pairsindicaing various

processng selections you must make. Not al of the questions are used. The set up questions
you must answer are the foll owing.
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Figure 2.3.2.1+ HWI Manager Environment Setup Window

Dr'sSgOnFile? - Do youwant to print 8SSIGNATURE ON FILE®in the
treding Provider's sgnature box at the bottom of the
printed ADA form.

ForceAssgnment?- Do youwant to flag every eledronic daim as #Pays
Doctor® regardlessof whether 25SIGNATURE ON FILE®is
printed onthe OMS-generated claim form in the 2assgn
benefits® signature box. If you chocse No in thisoption,
the dedronic daim will be flagged as ®Pay Patient® if this
8SIGNATURE ON FILECis naot present and 3Pay Doctor®
if it is present.

Auto Sreen? - Not Used

ADA2000Form? - Do youwant the default format ADA form to be the 2000
version? If you choose No, the default format will be
thel994 \ersion.

Option 57- Not Used

NEA Atachments? - Do you want to enable the aitomatic hold/release daim
li nkage between the HWM Claims Manager and the NEA
Fast Attach program?

Internet Access? - Do you want to accessthe Healthware clearinghouse
through the internet? If you choose No, accessto
Healthware will be made viadirea dia (toll free) modem.

SuppessWarnings? - Do you want to suppresserror messages on the pre-
transmisson edit report that are warning only.  Warning
edit errorswill nat prevent aclaim from being submitted
but may cause it to go to paper rather than eledronic.

Option 97- Not used.
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2.3.3 Printer Setup

This option initi ates the standard windows Printer Maintenance dialogue window. It will alow
you to view and/or change any of the standard printer settings for the windows default printer.
Thisisthe printer that the HWM Claims Manager assumesis the printer it shoud use when it first
startsup. At any time you dedde to print something, you will have the opportunity to change to
any avail able printer onthe system if youwish and at that time you may invoke the standard
windows Printer Maintenance dialogue window for that printer at that time.

2.3.4 Claim Screening Setup

aClaim screening is an automatic processwhereby certain clams can be excluded from an
eledronic batch based upon their destination payer and/or the procedures that they contain. The
payer(s) invalved and/or what procedures will be seleded are spedfied by the &creening rules?
which are set up with this option.

Thewindow shown in figure 2.3.4.1will be displayed when you choase this option.

Figure 2.3.4.1+ Review/Change Claim Screening Rules Window

In order for this processto work, you must define dl procedure ades that you will be specifying
in the screening rules and indicate what @grou® each o these proceduresis part of. Thisisdone
with the Procedure Group Setup processdescribed in sedion 2.3.5below. In addition, you must
define dl payorsthat you will be speafying in the screening rules and indicate what 8grou?
eat o these payorsis part of. Thisisdorewith the Payor Group Stup processdescribed in
sedion 2.36 below.

The screening rules gecify what payors you want to seled claims for and what procedures you
want to seled claimsfor. Procedures are spedfied by procedure groups. The meaning of
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procedure groupsis entirely upto you. For example, you may want all rown and lridge®
procedures to be selected. You would define dl crown and kridge procedures as described in
sedion 2.3.5as belonging to say, group 5(group 5would mean @&rown and bridge®). If you
then chedk box 5 in the screening rules reen urder the titl e Include Procedure Group(s),
whenever you performed claim screening, al claims containing any procedure you flagged as
being in group 5would be seleded.

In asimilar way, you can spedfy what payors you wish to seled claimsfor.

2.3.5 Procedure Group Setup

2.3.6 Payor Group Setup
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2.3.7 NEA Payors Setup
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