g-iinwell

| technical document

>> Connecticut Medical Assistance Program I

November 2020

Provider Electronic Solutions
Handbook



Table of Contents

Table of Contents

Introduction to Provider Electronic SOIUtiON ..........cuviiiiiiiiiiicce e 1
How Is This Handbook Organized? ..............eeiuiiiiiiiiiiiiiiiiiiiiieiieeeeeee ettt eeseaeseeeeeennees 1
SYSEEIM SOE-UP ..ottt e e e e e e e e aeee 2

EQUIPDMENT REQUINTEIMEINTS. .....eiiiiiiieiiiiiiitit ettt st eeseseessesneessnennnee 2
Program INSTAIATION ...........ueiiiiiiiii ittt eeseeseeseseeeebeennnee 2

Getting STAITEA......cooiiiiiiiiiiii e 3
Opening the PROVIDER ELECTRONIC SOLUTION Application ..o, 3
Logging ON fOr the FIrSE TIMIE .....eeeiiiieiieiiiiiiee ettt ae et e e e s aeeeeeeessasnseeennnenes 3
UPAAtiNgG YOUF PASSWOIT. ......uuutiiiiiiiiiiiiiiiiiiiie s 4

o TS Yo o I U= 5
USING PASSWOIT HEID. ...ttt s 5
USiNG & TEMPOFary PaSSWOIT ..........uuuuuuuuiiiiiiiiiiiiii s 5
SEENG UP OPtiONS. ..o 6
2 (o 6
L AT o T 7
17T Yo 1= o 8
L 0 4= RN 9
= 1= o) o P 10
P AYEITPIOCESSON ...ttt ettt ettt sttt sttt ettt sttt e ettt st et tnnnnnnnnnnee 11

BaSIC SKIllS oo 12
L0 LS o L= =3 Y] o = o 12
L0 LS o L= 0T 1 - 12
Looking at the Provider Electronic Solutions WiNdoW...............uueiiiiiiiiiiiiiiiee e e eeeeaeennn 13

Y= T Y =T o 1 PP PPPPOPPPPRN 13

PROVIDER ELECTRONIC SOLUTION WiINUOW ........cuuvuiiiiiiiiiiiiiiieeeeiieieieeeeeeseeeeeeeeneeeeeees 14
Y=Y U 1@ o o] 1 15
TOOI BAI ICONS ... 16
Lol =N o] g T = U o] L PP 17
(O] ¢ £ =T 1 o T = (o £ 17
1T T T o 0 T T 1 1 U 18
Exiting from Provider Electronic SOIULIONS ..........coouuiiiiiii e e e e e 18

(@0] 00T 0 10T g T Tox=14 [0 ] o PP 19
SUBMISSION . 19
RESUDMISSION ...ttt ettt st et et e s et esesseesnnnnnnnnnne 19

TS0 o] 41 PP PPPPPPRRt 20
(O70] o)V S T= (o3 o I8 o] 1 1 1SRN 20
VIiEW BatCh RESPONSES ....uuiiiiiiieiiiie et e e e e e e e et e e e e e e e e e aataaeeeaeaaens 21
View COMMUNICALION LOQ......cciiiiiiiiiiii e e e e e e e e e e e e e e e e e e e e e e e e eaaa e e e eeeesestananaeeaaaeees 22
Understanding the 999 RESPONSE REPOI.........couuuiiieiieeiiiiiiiii e e e et e e e e e e e e eeens 22

Y] 0T 0] o = TP PPPRP TP 23
DS T I o g T =T oo o £ PP PPPPPRNt 23
SUMMATY REPOITS ...ttt ettt e e e e e e et ettt e e e e e et et e aba e e e e e e eeeannaaaeeas 24
TS =T o] o £ F PP PPRPPPPNt 24

10 1 26
Y (o3 1Y/ Vo PP PPPPPPPPNS 26

Creating @ FOrmM ArChIVE .......oooiii e 26

PES Handbook i



Table of Contents

RESTOMNNG AN AFCRIVE. ...ttt e et e st sssnssnnsnsnnnnnnees 28
DALADASE RECOVETY ...ttt ettt ettt ettt st e et st s st e st s st s s ss e s s eesssennssnnnnnnnne 29
Repairing the Dat@bDase .............uiiiiiiiiiiiiiiiiii ittt eeeseeeneseennennnnes 30
Unlocking the Database .............uuuiii 30

Gt UPGIaOES. .o 30
Gt UPGIales ... 30
APPIY UPGrade........ooo o 31

e TE Sy Y0 o LS PUSR 31
[ TS Yo o [ U= 31
Changing Your PASSWOI ........coooiiiiiiiieieeeee e 31
PASSWOIT HEIP ...ttt e e eeeebneesnnnennnnne 32
USiNg & TEMPOrary PASSWOIT ...........uuuuuuuiiiiiiiiiiiii s 33

S U ettt 34
Security MaiNtENANCE ......coo i 34
Provider Electronic Solutions Installation ...........cccoooei 36
Equipment Requirements for Provider Electronic SOIUtIONS.............oovvviiiiiiiniieeieeeiciee e 36
Installing Provider EIeCtroniC SOIULIONS ...........uuiiiiiiiiiiiiiiiiiiieiieeeee et eeaeeeeeeeeeeeeeeeeee 37
Installation on a StandaloNe COMPULET ............euiiiiiieiiiiiiieeeeiieeeee e eeeeeeeeeeeeeeeeeeees 37
NetwOork INSTAll@tion........cooiiiiiiiiee e e e e 43
Upgrading Provider EIeCtroniC SOIULIONS..........uuuuiiiiii s 44
Upgrade for Standalone COMPULET ..........uuuuuuiiiiii s 44

Get Upgrades from Provider Electronic Solution Software.............cccceevveevviieiiiiiiee e, 49
Upgrade for Network INSTall..............uuuumiiiiii s 53
Appendix A - Provider Electronic Solutions Troubleshooting ............cccccccuunee. 54
Provider Electronic SolUtiONS ErrOr MESSAJES .......uvrrriiieiiiiiiireeeeee e e e e e e e s e e e e e e 54

PROVIDER ELECTRONIC SOLUTION Handbook ii



Introduction to PROVIDER ELECTRONIC SOLUTION

Introduction to Provider Electronic Solution

Welcome to the Gainwell Technologies Connecticut Medical Assistance software, Provider
Electronic Solutions. Provider Electronic Solutions software is designed to allow the billing
provider to submit electronic transactions. The Provider Electronic Solutions supports the
following transactions:

e Batch Eligibility Request

e Long Term Care claims

Provider Electronic Solutions meets the current requirements of the Health Insurance
Portability and Accountability Act (HIPAA) for the transmission of electronic transactions
and transaction information. This software allows providers to perform two important
billing tasks in the Connecticut Medical Assistance program:

e Send and receive a transaction regarding client eligibility

e Submit electronic claims transactions
How Is This Handbook Organized?

This Connecticut Provider Electronic Solutions Handbook is designed to help the first-time
user and the experienced user install, prepare, and use the Provider Electronic Solutions
software.

It has the following sections:

Section Description

Basic Skills Using the keyboard and mouse. Viewing the Provider
Electronic Solutions window layout, menu options, and
correcting errors.

Getting Started Logging on, establishing passwords, and accessing the
program.

Forms Creating transactions for eligibility requests and claims.

Communication Submitting forms through the Web submission. Batch

resubmission of forms through the Web. Viewing and
printing transaction responses. Viewing and printing
communication logs.

Lists Building the lists that are used regularly to check eligibility
and submit claims.

Reports Viewing and printing detail or summary reports.

Tools and security Archiving forms. Compacting, repairing, and unlocking the

database. Obtaining upgrades. Changing passwords,
Setting up software options and security.

PROVIDER Installing the software application on an individual PC or on
ELECTRONIC a network.
SOLUTION Installation

PROVIDER ELECTRONIC SOLUTION Handbook 1



System Set-Up

Guide

Appendices Description of codes and troubleshooting.

System Set-Up

Equipment Requirements

PROVIDER ELECTRONIC SOLUTION is designed to operate on a personal computer system

with the following equipment requirements:

Minimum

Recommended

Pentium II

Pentium II

Windows 98, 2000, XP

Windows 2000, NT, XP, Vista, 7

Microsoft Internet Explorer 5.5 or greater

Microsoft Internet Explorer 5.5 or greater

64 MB RAM

128 MB RAM

800 X 600 resolution

1024 X 768 resolution

100 MB free hard drive space

100 MB free hard drive space

Printer with 8 pt MS sans serif is preferred

Printer with 8 pt MS sans serif

Note If you have a version of Internet Explorer below 5.5, contact Microsoft.

Program Installation

The Provider Electronic Solutions software is available on the Connecticut Medical
Assistance Program Web site at www.ctdssmap.com

PROVIDER ELECTRONIC SOLUTION may be installed on a computer’s hard disk drive or on
a network. Providers may choose either a “Typical” or *Workstation” (network)
installation. You may install PROVIDER ELECTRONIC SOLUTION on as many PCs as

needed

For network installation, only the PROVIDER ELECTRONIC SOLUTION database is loaded
onto the server and the application is loaded onto individual personal computers (PCs).
PROVIDER ELECTRONIC SOLUTION cannot be used with terminal server solutions.

Note See the PROVIDER ELECTRONIC SOLUTION Installation Guide for complete

installation instructions.

Provider Electronic Solutions Handbook




Getting Started

Getting Started

Opening the PROVIDER ELECTRONIC SOLUTION Application

To access the Provider Electronic Solutions application after installation, use one of two
methods:

e Double click the folder named CT HP Provider Electronic Solution on the
desktop and then select CT HP Provider Electronic Solutions.

o Select the Start button, then select Programs | CT HP Provider Electronic
Solutions | CT HP Provider Electronic Solutions.

Logging On for the First Time

The PROVIDER ELECTRONIC SOLUTION software provides basic security for the user

through the logging-in process. The User ID defaults to pes-admin. This does not need
to be changed.

When logging on for the first time after installing, you will be prompted to change your
password. This also allows you to set up a tool in PROVIDER ELECTRONIC SOLUTION to
help you should you forget your password in the future.

Note If you have been set up with a User ID other than pes-admin, enter your User ID
in the User ID field, then tab to the password and enter the password set up for
that User ID. For instruction on how to set up separate User IDs refer to Security
in the Tools section.

LY Logon
Enter a User ID and password to log onto the
HP Provider Electronic Solutions [HIPAA]
Application. Cemes] |
I Uszer ID |pes-admin

Pazsword |

Step 1 The User ID field displays pes-admin. (This does not need to be changed
unless you have been given a new User ID by your system administrator.)

Step 2 In the password field in the Logon box:

e If you are installing PROVIDER ELECTRONIC SOLUTION, enter the
password: hp-pes

e If you are upgrading PROVIDER ELECTRONIC SOLUTION, enter your
current password.

Note Your password will not be displayed; you will see *******,

Step 3 Select OK. The message displayed prompts you to change your password.

Step 4 Select OK to continue and follow the instructions for changing the password.

Provider Electronic Solutions Handbook 3



Getting Started

Updating Your Password

% Logon

-

Hekey Hew Password

Application. Cancel

Enter all fields to change a user password on
the HF Provider Electronic Solutions [HIPAA]

User ID | pes-admin

HERKENE

0ld Password

HERRERRHHH

Mew Password

HERRERRHHH

Question |‘What is your mother's maiden name? |

EEE

Answer

Rekey Anzwer

xxx)1

Step 1

Step 2
Step 3

Step 4

Step 5

Step 6
Step 7

Step 8

At the logon window, in the OIld Password field:

e If you are installing, enter hp-pes.

e If you are upgrading, enter your current password.
In the New Password field, enter a new password.

In the Rekey New Password field, re-enter the password.

In the Question field, select the dropdown arrow. A list of three questions
appears:

e What is your mother’s maiden name?
e What is your father’s middle name?
e In what city were you born?

Select one question.

Enter the answer in the Answer field. Answers are not case sensitive and you
may use spaces.

Re-enter the answer in the Rekey Answer field.
Select OK.

The next message displayed tells you that you have successfully updated your
password. Select OK to continue.

e If you are doing an upgrade, the application main window will appear and
you are ready to start using PROVIDER ELECTRONIC SOLUTION.

e If you are doing a new installation, the system will prompt you in an
application text box to set up your personal options. Select OK. For more
on options, go to Setting up Options in this section.

Provider Electronic Solutions Handbook 4



Getting Started

Password Rules

Passwords are not case sensitive. A password may be any combination of alphabetic,
numeric, and special characters. A password must be at least 5 characters in length but
no more than 10 characters.

Note For instructions on what to do if you forget your password, go to Password Help.

Note Your password will expire every 30 days unless otherwise indicated in the retention
settings in the Tools | Options menu in PROVIDER ELECTRONIC SOLUTION. For
instructions on how to change the retention settings, refer to the Retention section
under Setting Up Options on page 10.

Using Password Help

If you forget your PROVIDER ELECTRONIC SOLUTION password, you can use the password
guestion to create a new password.

Step 1 Select Forgot Password in the Logon box. The Password Help box appears.

% Password Help

Enter the answer to your password reset

question to change your password.

Cancel

/

Question [what is your mother's maiden name?

Answer |

Step 2 Enter the correct answer. Select OK.

Note The answer is displayed in asterisks. Be sure that you type the answer correctly.
You can make three attempts to answer the password question.

e If you correctly answer the password question, you will be prompted to
create a new password. After creating the new password and rekeying it,
select OK. The PROVIDER ELECTRONIC SOLUTION application opens.

e If you incorrectly answer the password question three times, you will
receive an application prompt asking if you wish to reset your password.
Select Yes. The system creates a 5-digit reset key number. Write down
this number for contacting the EDI Help Desk.

Step 3 Select OK. The PROVIDER ELECTRONIC SOLUTION application closes. See
Using a Temporary Password to continue.
Using a Temporary Password
Step 1 Call the EDI Help Desk.
1-800-688-0503 toll free

8:00 a.m. to 5:00 p.m. ET
Monday - Friday (excluding holidays)

Provider Electronic Solutions Handbook 5



Getting Started

You will need the following Information when calling the EDI Help Desk to
reset a password:

e Connecticut Medical Assistance Program provider number
e Name
e User ID (from the Logon dialogue box)

e 5-digit reset key number (a sample is shown in below inside the red oval)

- -

Application

The password has been reset, Please call the Cu:unneu:ﬁu:u E Esk at 360-269-2026 or 300-588-0503, at this time.

They will need the User ID of pes-admin and ResetKey o o give you the nE'fx"paSS'A'Drd.

Note When you call the EDI Help Desk, you will get a temporary 8-character
alphanumeric password.

Step 2 Open the PROVIDER ELECTRONIC SOLUTION application.

Step 3 Enter the temporary password in the Logon Box Password field. Select
OK. The PROVIDER ELECTRONIC SOLUTION application will now open.

Step 4 Go to Tools | Change Password in the PROVIDER ELECTRONIC
SOLUTION toolbar to change your password and set up a new password
question for possible future use.

Note It is strongly recommended that, immediately after logging in with a temporary
password, the user set up a new password, question, and answer. See the chapter
titled Tools, Changing Your Password.

Setting up Options

Some options must be set up the first time you use the software. There are six option
tabs that must be confirmed or created. They are:

e Batch e Carrier
e Web e Retention
¢ Modem e Payer/Processor

The Options window displays with the Batch tab on top.

To access Options after the initial setup, select Tools | Options.

Batch

Batch contains the Trading Partner ID, Web Logon ID and Web Password information that
allows the user to submit claims for services in an electronic format. If you do not know
what your logon ID and password are, please contact the Provider Assistance Center at toll
free at 1-800-842-8440.

Provider Electronic Solutions Handbook 6



Getting Started

% Options

Batch l"v'-.-"el:ul b odemn l Earrierl Fietention l Fayer/Proceszzar l

Trading Partner ID ||
Web Logon ID | Web Password |
Entity Type Qualifier v|
LastfOrg Hame | Help
First Name | Print
Contact Phone # |
Cloze

Step 1 Enter the Trading Partner ID assigned to your facility.
Step 2 Enter the Web Logon ID (User ID) created when you set up your Web User
Account.

Note: this should not be the initial Web User ID that was sent to you. This should
contain the Web Logon ID (User ID) that was created from the Account Setup on
our Web site.

Step 3 Enter the Web Password (Password) created when you set up your Web User
Account.
Note: this should not be the initial Personal Identification Number (PIN) that was
sent to you. This should contain the Web Password (Password) that was created
from the Account Setup on our Web site.

Step 4 Select the appropriate Entity Type Qualifier (1 = person, 2 = non-person)

Step 5 Enter the Last Name for Individual Providers or the Organizational Name for a
group

Step 6 Enter the First Name of the Individual Provider. (If Entity Type Qualifier =2 leave
blank.)

Step 7 Enter your phone number with area code. (Do not enter dashes or spaces

between the numbers.

Web

This information is necessary for connecting with the Web site for uploading and
downloading batch files.

Uploading or downloading using an existing Internet connection

Use this option if you have an existing Internet connection using any of the following
connection types: cable modem, DSL modem, ISDN modem, local area network (LAN)
connection, or analog modem.

Provider Electronic Solutions Handbook 7



Getting Started

% Options

Batch WEhl kaodem l Earrierl R etention Payer/Proceszsor

[+ ze Microsoft Internet Explorer Pre-config Settings:

Connection Type
" LAN " Modem

[ Use Proxy Server  Dialup Metwork | B
Proxy Information Help
Addiess | HTTP Port| ]
HTTPS Port Print
Proxy Bypassz | |I
Environment Ind |4 =
Cloge

Step 1
Step 2

Step 3

Modem

If the box ‘Use Microsoft Internet Explorer Pre-config Settings’ is selected the
software will utilize your current ISP to access our Web site.

If you choose not to use this option then you will need to select the Connection
Type as well as the Proxy Information that is appropriate for your system.

Select the Environment Ind dropdown box and choose the A = Acceptance and P
= Production.

Note: Acceptance is the testing environment and will be used during the testing
process. Production will be used after the testing process has been completed.

Com Port should be the PC communications port (also called serial port) to which the

modem is connected. The software supports only COM1, COM2, COM3 and COM4. If the
modem is set up on any other Com Port, contact the hardware vendor to relocate the
modem to one of the above Com Ports.

% Options

Batch l"»-'-.-"el:u Modem l Earrierl R etentian Payer/Frocesszor

Com Port
Modem Type |
Help
Print
—
Cloze

Step 1

Click on the Detect button. If no modem is detected, click in the Modem Type
field and select the drop down box. Select any type of modem from the list. This

tab must be populated even if the system does not use a modem to connect to
the Internet.

Provider Electronic Solutions Handbook 8




Getting Started

Carrier

This screen is the network destination identifier or address to which a transaction will be

sent.
% Options
Eatch I weh l bodem  Cammer I Fetention l Payer/Processor l
Trans Desc |BATCH TRAMSHMIT Db |9600 =
Carrier ID |DIRECT DIAL | Phone Mumber |
Net 1D | Het Password
ATT Menu ¥12 Production/Test Ind |T - Help
FPrint
Tranzaction Type Het 1d Fhone Mumber - |
BATCH TRANSMIT  DIRECT Dl 5500
Cloze

Step 1 Confirm the following settings:
Field Setting
Trans Desc BATCH TRANSMIT
DTR 9600
Carrier ID DIRECT DIAL
Phone Number blank
Net ID blank
Net Password blank
ATT menu blank
X12 Production/Test Ind | T = Test (Acceptance)
P = Production

Note The X12 Production/Test indicator depends on which environment you are in. Is
you are doing Acceptance testing, this should be set to a T = Test. If you have
been approved for Production, then this should be a P = Production. The Web tab
Environment Ind defaults to “A” and the Carrier Tab X12 Production/Test Ind
defaults to “T”. After new Trading Partner testing is complete, be sure to change
both indicators to “P”. Established Trading Partners who install the software on a
new system must remember to change these indicators before submission of
Production transactions.

Provider Electronic Solutions Handbook 9



Getting Started

Retention

The retention settings allows you to retain data for a specific number of days or
transactions before the information is deleted from the software or before notification is
given for transactions that can be archived.

Step 1 Select the Retention tab.

% Options

Eatch lWeI:nl Modarm l Carrier HEtEﬂtiDﬂl Paver/Processor

Archive Days ITj

M ax Batch lTj

M ax Yerify lTi,'

Max Log ITj

Max Submit Heports ITj

Max Bulletin lTi,'

Pazsword Expiration Dayps ITj

Step 2 Confirm the following default settings or change the settings to meet your
business needs. Use the scroll-down feature to select the appropriate setting,
or key the value you have determined meets your business needs.

Retention Field Default Setting/Description

Archive Days Default days: 30.

Maximum number of Days is 999 before notifying the user it is
time to archive submitted forms.

When submitting large volumes of claims, archive claims every
30-60 days.

Max Batch Default listings: 10.

Maximum number of batches retained in the Resubmission
option of the Communication menu.

Listing on the Batch list will be deleted on a first-in/first-out
basis. Maximum number of batches that can be retained is 999.

Max Verify Default number of download files: 25.
Maximum number of downloaded responses is 999.

Downloaded files will be deleted on a first-in/first-out basis.

Max Log Default number of Communication log backups: 10.

Maximum number of Communication log backup files retained is
999.

Provider Electronic Solutions Handbook 10



Getting Started

Retention Field

Default Setting/Description

Max Submit
Reports

Default number of submission reports: 30.

Maximum Submission Reports retained is 999.

Max Bulletin

Default number of Bulletins: 10.

Maximum Bulletins retained is 999.

Password Default number of days before password expires: 30.
Expiration . . .
Maximum number of days before Password expires is 99.
Note: This is the Logon password that will allow you to access
the PES software.
Payer/Processor

This screen is defaulted to the required setting for transmission of services to the
Connecticut Medical Assistance program.

Step 1 Select the Payer/Processor tab.

(% Options

Mame HP/CTMAP
ETIN [445438161

Identifier Code Qualifier [FI =]
Identifier Code |75-2548221

i,

Cloze

Step 2 Confirm the following default settings:
Field Setting
Name HP/CTMAP
ETIN 445498161

Identifier Code Qualifier PI

Identifier Code 75-2548221

Step 3 Select OK to save.

Provider Electronic Solutions Handbook
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Basic Skills

Basic Skills

If you have average computer skills, you should find the Provider Electronic Solutions
environment familiar and will probably appreciate the ease of use. The keyboard, pull-
down menus, toolbars, and buttons are similar to other MS Windows software.

If you are a first-time computer user or have limited experience, take the time now to get
a feel for the Provider Electronic Solutions screens and how they work. These few basic
skills will have you checking eligibility and submitting claims quickly and efficiently!

Using the Keyboard

Many computer users find it easiest to use the computer keyboard to move around on a
screen. The following table is a list of keys that can be used.

Press this key... | To do this...

Tab or Enter Go to the next field

Shift + Tab Go to the previous field

Left Arrow Move backward within a field

Right Arrow Move forward within a field

Up Arrow Scroll up through a list

Down Arrow Scroll down through a list

F1 Open online help when the cursor is on a data entry field

ESC Exit the help window

Alt + Down Arrow | Show available list choices

Alt + hot keys Hot keys are identified on the Menu by an underlined letter that
you hit along with the Alt key on the keyboard. These buttons
vary from screen to screen.

Using the Mouse

Use the mouse to navigate around the PROVIDER ELECTRONIC SOLUTION software
screens, for example, when you want to select an option. Click the left mouse button once
to position your cursor at that location or to select an option.

Double click when the down arrow in a field is selected, either a window or a list selection
will appear. If no data has been entered in the list double click on the field to “jump” to it
and add the required data. Refer to the Lists chapter for assistance in completing the
required fields for each list.

Right click to Cut, Copy, Paste, and Select All.

Provider Electronic Solutions Handbook 12



Basic Skills

Looking at the Provider Electronic Solutions Window

rovider Electronic utions

File Forms Communication Lists Reports Tools Security Window Help

@Y At HO W

Save Successful... |B-2311 11:23.27 | A

Here is a quick tour of the Provider Electronic Solutions window. There are two basic
windows and both are easy to use. The first window has the main menu of all the
functions you can choose: file, forms, communication, lists, reports, tools, security,
window, and help. Some of these options are then repeated in the toolbar directly below
the menu bar.

Main Menu

In the upper right-hand corner of the main window there is a set of three little boxes you
can use to hide, re-size, or close the window. You can also hide, re-size and close the
active window inside of the main window. Be careful with the 5] You can close the
program by clicking it. Fortunately, Provider Electronic Solutions will always ask you if you
are sure you want to save any changes before you close.

Full screen Small screen

Hide !E m Close !E E

When you select one of the options from the Menu Bar, two things happen: the screen for
the option you chose opens inside of the main Provider Electronic Solutions window and its
Menu Bar changes.

Tip Use the Hide feature to minimize Provider Electronic Solutions between patients.
This allows you to have access to the application throughout the day.

Provider Electronic Solutions Handbook 13




Basic Skills

PROVIDER ELECTRONIC SOLUTION Window

The explanation for each callout in the Provider Electronic Solutions window is provided
below the diagram.

7 Active Window
1 Menu Bar

2 Toolbar —©
#1837 Institutional Nursing Home E@
Total Charge NN 01 Amount [T Biled Amount [N Services . O Charges and

Services
3 Tabs HEBderl‘HeaderZ ‘HeaderB ‘Headerﬁl \HeaderS ‘Sewice ‘
Type Of Bill Original Claim # Add
Provider ID Taxonomy Code Copy
Last/Org Name ‘ Delete 9 Buttons
4 bropdown ClientID B v Account# | Undo Al
List Indicator Last Name‘ First Name M ’_ P—
Save

Patient Status Medical Record #
Edit All
Release of Medical Data|Y v | Benefits Assignment |Y | Report Type Code v ;

5 Detail
Report Transmission Code v Attachment Ctl ‘

6 Status
Bar

Client D

LastMame First Mame ‘ Billed Amaount | Last Submit Dt E:tam:z: ‘ Find..

1 Menu Bar

The Menu Bar appears at the top of the Provider Electronic Solutions window. It is a list of
basic options. There are two Menu Bars, one for the Main Window, and a second that
opens once you select an option.

2 Toolbar

Toolbars are designed to work as shortcuts for frequently used menu commands to reduce
the time and steps needed to activate a function when needed. A Toolbar consists of small
pictures or buttons that represent different menu commands. To execute a command
using the Toolbar, simply click on the button with the mouse. To see a name or brief
description of each button, move the cursor arrow over the button but do not click the
mouse. The description will appear just below the button.

3 Tabs

Fields in the eligibility and claim forms are organized into Tabs with related fields in
separate Header or Service Tabs. Additional Tabs also are added to some forms, such as
when other insurance is indicated.

Provider Electronic Solutions Handbook 14
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4 Dropdown List Indicator and Dropdown List

If a downward-pointing arrow is displayed in a field, this means multiple options are
available for that field. Click on the arrow and a list of valid values will be displayed. If
there is a scroll bar on the right, be sure to use it to see all the options on the list. If you
double click in the field, you will be able to create or add to the list associated to the field.

5 Detail

A Detail lists all claims or transactions that have been completed for the form. In the Lists
selection, the Detail displays all information that was created for the specific list. Possible
values are: R = Ready, F = Finalized.

6 Status Bar

The Status Bar indicates the mode that the screen is in such as ‘Ready’ or ‘New Record
Added.” When you move your cursor down a list on the Menu Bar, the options will be
displayed in the Status Bar as the cursor moves across the menu items or down the list.

7 Active Window

You can open up to three separate forms, lists, and/or reports at one time. Select ‘Window’
on the Menu Bar to display screens in a cascade, tiled, or layered view.

8 Charges and Services

Charges and Description

Services Field

Total Charges Populated from the charges entered in the Service 1 tab.
OI Amount Populated from the OI tab indicating how much a primary

insurance paid on the services indicated on the Service 1 tab.

Billed Amount Total charges to be billed to Connecticut Medical Assistance
program less the amount paid by the primary insurance, if
applicable.

Services Number of service details associated to the claim.

9 Buttons

Buttons are located along the right side of each individual screen. These Buttons will vary
from screen to screen. See the ‘More on Buttons’ section for detailed information.

Menu Options

This menu option... | Allows the user to...

File In the Main Menu, you can exit from the application. In
Forms, Lists, and Reports, you can add, delete, and print.

Forms Select the online form needed. See chapter that describes
Forms for more information about this option.

Communication Submit batches of forms and process batch responses. Copy
batches of forms. Resubmit batches of forms. View
Communication Log files. See the chapter that describes

Provider Electronic Solutions Handbook 15
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This menu option...

Allows the user to...

Communication for more information about this option.

Lists

Add and edit reference lists, which allow the user to collect
information to be used when completing transactions within
the software. See the chapter that describes Lists for more
information about this option.

Reports

Print summary or detail reports with information from forms
or reference lists. See the chapter that describes Reports for
more information about this option.

Tools

This option allows the user to create and work with archives,
perform database maintenance, retrieve upgrades, change
their password, and change setup options. The ‘Options’
selection allows the user to set up communications options
and determine retention settings. See the chapter that
describes Tools for more information about this option.

Windows

Standard options available for most Windows compatible
applications.

Help

Obtain help about Provider Electronic Solutions functions,
screens, menus, and fields using Contents and Index. Select
About to view information about this application such as
version and copyright.

Tool Bar Icons

@ 270/271 Eligibility Inquiry and Response

h
m 837 Institutional Nursing Home

m_+ Exit Program
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More on Buttons

The user can activate buttons by clicking on them with the mouse or using the hot key
associated with that button. These buttons will vary from screen to screen.

Button

Description

Add

Work with a new form. You are automatically ready to enter data into a new
form when you first select a form type to work with.

Copy

Make a copy of a previously submitted form or current form if submitting
multiple claims for the same client. This action enables you to make
corrections to the new form as needed.

Delete

Delete the current form. You will be asked if you are sure that you want to

delete it. If you select “Yes” the form will be deleted. You will only be able

to delete a form if it has a status of R which indicates the form is “"Ready” to
be transmitted.

Undo All

Reverse all of the changes that you have made to the current form. You will
only be able to undo the changes made since the last time you saved the
form.

Save

Save what you have entered in the current form or list. When you save a
form, the data will be checked to see if it meets the criteria for the field
(such as, a client ID number doesn’t have enough digits in it or a required
field has not been completed). A list of errors will be presented for you to
correct. For more information on how to use the error list, see Correcting
Errors.

When you have finished working with a form and selected save, the form
status is updated in the detail to an “"R” to indicate the form is "Ready” to be
transmitted.

Edit All

Edit the dates of service for all claims with a status of "R” for "Ready” (Found
only on Eligibility and Nursing Home Forms)

Find

Locate specific forms in the list in the lookup window.

Print

Print data associated to the form you are currently viewing in Provider
Electronic Solutions. Eligibility transactions, claim forms, and reports are
displayed in a report format to be viewed online or may be printed. Lists can
also be viewed or printed.

Close

Close the form window. If you have made changes to the current form, you
will be asked if you want to save those changes before you leave the
window.

Correcting Errors

If all the required data is not included in a Form or List, a listing of error messages will
display for you to correct. Either double click on the error message or click the Select
button. The software will return to the field that has missing or incorrect data. You will
not be able to save a form if there is missing or incorrect data.
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Note The software only recognizes errors such as an empty field or alpha characters in a
field that should be all numbers. If you enter the wrong information, such as too
many or too few units, the software will not catch this as an error.

Exiting from Forms

When you complete a form you then have several choices about what you want to do next.

Form Option

Description

Save a form

Select the Save button. This action will save the form in a status
of "R” indicating the form is ready to be transmitted as a batch
transaction. If you have more forms to be submitted, select the
Add button. The software will automatically save the current form
to an “R” status and allow you to enter a new form.

Add a new form

Select the Add button to add a new form or a new entry in the list
options. This action automatically saves any information in the
current form and indicates the form has an “R” status.

Copy a form

Transaction to be copied. Select the Copy button to copy a form
or eligibility transaction that is in a status of Archived, Finalized,
Ready, or Incomplete. This action copies the original transaction
and allows you to make corrections to the information and readies
the transaction for submission.

Add Service

Click on the Add Srv button and complete the detail screen again.

Copy Service Detail

Click on the Copy Srv button, then change data as needed for the
new service detail.

Delete Service
Detail

Select the Service # then click on the Delete Srv button.

Exiting from Provider Electronic Solutions

There are three ways to exit from the Provider Electronic Solutions software:

e Select the X in the upper right corner of the screen.

e Select File from the menu bar and select Exit.

e Click on the blue book icon in the toolbar.

If you have not saved your work, you will receive a prompt asking if you want to save your
changes. You have three choices.

e Select Yes to close Provider Electronic Solutions and exit.

e Select No to close the active window but stay in Provider Electronic Solutions

e Select Cancel to stay in the active window.
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Communication
The Provider Electronic Solutions Communication menu option provides several functions
related to communicating with the HP host. These functions are:
e Submitting forms
e Batch resubmission of forms
e Viewing and printing transaction responses
e Viewing and printing communication logs
The following options are listed on the Communication drop down menu:
e Submission
e Resubmission
e View Batch Response

¢ View Communication Log
Submission

After completing a form, you can submit it to Connecticut Medical Assistance program
using the Submission feature. In Provider Electronic Solutions, ‘forms’ refers to a variety of
electronic transactions, which are listed with the corresponding HIPAA transaction code:

270 Eligibility Request

837 Institutional Nursing Home

Note You will need to set up your Submission options before you can send any forms. If
you have not already done so, the system will prompt you now. You will see the
following message: “Modem Type/Logon ID/Password is missing. Do you want to
enter options information at this time?”

You must select Yes to submit forms. You will go to the Batch tab in the options screen
for the Submission modem setup. After you save your entries there, you will return
automatically to this screen and can continue your submission.

Step 1 Click on Communication on the menu bar.
Step 2 Select Submission. The Batch Submission window will appear.
Resubmission

Different forms and batches can be resubmitted using the Resubmission option.
Depending on the system options you have selected, up to 999 batches can be retained
and listed. You can resend a single form, several forms, or an entire batch of forms. You
can also copy any form and modify it for future submission.
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(% Batch Resubmission

mi

R ezubmizsion l

| Ext Batch | ~

248249 337 Institutional Murging Home 0g/0442011 0a:51

243045 337 Institutional Murging Home 03/034201 03.35

245570 270 Eligibility Request 07/2z2/201 14:26 Resubmit
245549 270 Eligibility Request 07/2z2/201 1322 Q_
245534 270 Eligibility Request 07/2z2/201 1222 Copy
244274 337 Institutional Murging Home 07134201 15:31 =

244190 337 Institutional Murging Home 07134201 03:.47 -

<

Client 1D
001 234567

Lazst Mame First Mame
DOE JOHM

Billed Amount

5.760.00

Last Submit Dt

g/442011

| Status/ES

F

Select All

Dezelect All

hl Cloze

P it

Use a batch resubmission when there is a recurring client eligibility batch or when there is
a recurring weekly or monthly claim submission for the same clients.

Step 1 Click on Communication on the toolbar.

Step 2 Select Resubmission. A list of batches will be displayed. Selecting any
batch will open a list of forms within that batch.

Resubmit

Select this option to resubmit an entire batch of forms or a portion of a batch of forms
without changing them.

Step 1 Place the cursor on the row showing the batch to be resubmitted and select it
by left clicking with the mouse. A list of the forms that were sent in that
batch will appear in the bottom half of the window. By default, all of the
forms are already selected.

Step 2 After clicking on the Resubmit button, the Submission screen will be

To resubmit the entire batch, click on the Resubmit button.

To resubmit individual forms from the batch, select the Deselect All
button and select the individual forms one by one by placing the mouse
over the form and left clicking. Once the forms have been selected, select

the Resubmit button.

displayed and you can proceed as if sending a regular batch.

Copy Batch Forms

Select this option to copy an entire batch of forms or a portion of a batch of forms for use
later. You can then edit the forms from the appropriate form transaction. After editing the
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forms, they are ready to be resubmitted using the Submission option from the
Communication menu.

Step 1 Place the cursor on the row showing the batch to be copied and select it by
left clicking with the mouse. A list of the forms that were sent in that batch
will appear in the bottom half of the window. By default, all of the forms are
already selected.

e To copy the entire batch, click on the Copy button.

e To copy individual forms from the batch, select the Deselect All button
and select the forms one by one by placing the mouse over the form and
left clicking. Once the forms have been selected, select the Copy button.

The next message you will see tells you how many forms you have selected to be copied
and that they will be ready for you to modify and/or submit.

View Batch Responses

% View Batch Response E]@
Creation [ ate Creation Time |
245046248045 _7aDALRCAS 3t 256 0E/05/2011 14:43:02
245250 248243 557C0335_37 256 0E/05/2011 14:43:02
245341_245334_SEVE1ESE_3S 252 080242011 14:46:25 |
W
HIPAA - Batch Response

Find

Print

i

Cloze

To view responses for 999 - Batch Response, 271 - Eligibility:Select Communication
from the menu bar.

Step 1 Select View Batch Responses.

Step 2 Locate the batch submitted on the original submission date. All transactions
submitted in the batch will be displayed on this report.
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View Communication Log

The Communications Log is a useful tool for checking on submission information. It
displays a list of files submitted along with the file size, creation date, and creation time.
This information can be used to debug communication problems. Depending on the
system options you have selected, up to 999 communication logs can be listed.

7 Communication Logs E]@
Fileranme Creation Date Creation Time
12171448 FIV 491 080572011 14:45:02
12160850.FIL 458 050472011 08:51:08
12150933 FIL 364 0aMmar2011 034047
12031448 FIV JEG ovf2araom 144827
12031426 FIV 485 07/22/201 14:26:29 »
FILE 12171448.FIV 08/05/2011 14~
Srarzing Submission Frocess,
Fatting web subnissicon options.
Login to the webk sezver was successful.
You hawve 2 file(s) %o be dovnlocaded Print
Downleading f£ile 1 of 2
Download of the file was successiul Close
Downloading file 2 of 2 b Q
Step 1 Select Communication from the menu bar.
Step 2 Select View Communication Log. The Communication Logs window

opens and displays a list of recent submissions.

Step 3 Click on the file to be viewed. The submission information for the
selected file will be displayed in the lower portion of the screen. You
should see “Submission successful”.

Step 4 If you receive a submission successful message you will have an
External Batch number that contains numeric characters.

Step 5 Click on the Print button to print the log information.

Step 6 Click on the Close button to close the Communication Log window.

Understanding the 999 Response Report

Use the 999 Response Report to determine why a batch was rejected. To better
understand a 999, refer to the www.ctdssmap.com Web site and select Trading
Partner/EDI and click on “"How to read a 999", or you may contact the Provider Assistance
Center at:

Provider Assistance Center.
1-800-842-8440 toll free

8:00 a.m. to 5:00 p.m. ET

Monday - Friday (excluding holidays)
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Reports

You can use the Reports option on the main menu bar to select and print a variety of
forms including: eligibility requests, claims, and lists.

Some of the reports include the option to choose a detail report or summary report.
Detail Form Reports

A detail report contains all the fields for a particular form. You can print a copy of the
contents of any form. Detail Form types include:

e 270 Eligibility Request

e 837 Institutional Nursing Home

Step 1 Select Reports.
Step 2 Select Detail Forms.
Step 3 Select the desired form. At the new screen that comes up, you can narrow

the report request by entering the batch number from the Communication Log
file and/or client Medicaid Identification number.

Step 4 Either click in Form Status and choose from Archived, Finalized, Incomplete,
Pending or Ready, or enter the desired submission date in the ‘Submit Date’
field.

Step 5 Select OK to run the report. The form will open and can be viewed on line or
printed.

Step 6 Select Print if you want to create a paper copy of the report.

Note If you don't specify any criteria before selecting OK, the following message will be
displayed:

=,

Reports

i Mo record selection criteria entered.
Al records will be selected.

If you select OK on the error message, ALL of the forms on the database for that form type
will be included in the report.
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Summary Reports

You can use a summary report as an overview of a series of forms in a single report for
easier viewing. A summary report lists only a few of the fields from the detail form.
Summary reports are available for all form types supported by Provider Electronic
Solutions. The available Summary Report types include:

e 270 Eligibility Request

e 837 Institutional Nursing Home

&% 837 Institutional Mursing Home Summary Report E]@
Batch Number Client ID |
Form Status Submit Date |00/00,/0000

Records selected [

i

837 Institutional Hursing Home Summary Report &5 #22227

Cloze

To create a Summary Report, follow the directions for Detail Form Reports, selecting
Summary Reports in Step 2.

List Reports

List reports can be displayed on the screen or printed. Select the desired list from the
Report drop down menu. All of the entries on the list will be displayed. Lists (also referred
to as ‘reference lists’) include:

e Client e Occurrence Code
e Billing Provider e OI Reason

e Other Provider e Patient Status

e Taxonomy e Place of Service
e Admit Source e Policy Holder
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e Admission Type .
e Carrier .
¢ Condition Code .
o Diagnosis .
e Modifier

Procedure/HCPCS
Revenue

Type of Bill

Value Code

i Master Listing

Listing Preview

SSH/Tax ID S5MH/Tax ID Qualifier
Address Line 1

Address Line 2

City

Other Provider Detail Listing

Provider ID  Provider ID Code Qualifier Lazt/Org Hame

T axonomy Entity Type Code

State Zip

122222 X DOE
123456733 34

1000 GR&MD STREET

MaMCHESTER

204F 0000 1

CT 061401234

JC

1000000007 10 GEMERIC

| Cloze

D] s
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Tools

The Tools Menu Options provides commands for:
e Archive

¢ Database Recovery

e Get Upgrades

e Change Password

e Options (the setup options you selected when you installed Provider Electronic
Solutions)

The Security option on the Main Menu is also discussed in this section.
Archiving

Archiving is the process used to keep the size and space required by your data small
enough for it to be useful to you, while maintaining a record of the forms you have
entered.

When setting up the retention option under your personal options, you can choose how
many days of history you want to keep online. The standard setting is 30 days; however,
you may select the setting that best suits your needs.

When you create an archive, the system will copy any form you have submitted more than
30 days ago to a compressed file and then delete that form from the database. This is
designed to make the management of forms easier and keep the space on the hard drive
used by the application to a minimum. You may place the compressed archive file on a
diskette or leave it on your hard drive.

Tip It is a good idea to save your archive files on CDs as a backup in case of
catastrophic system failure.

Forms that are ready to be submitted will not be archived and will remain in the online
database until you submit them or delete them with the Delete button. Forms that are
incomplete and were created before the archive date will be deleted; these forms will not
be saved in the archive file.

Creating a Form Archive
Step 1 Click on Tools on the menu bar and select Archive.

Step 2 Select Create. An informational message will display, reminding the user that
other users must be out of the system before the archive is created.

Note If you are working in a network environment, and other users have access to
Provider Electronic Solutions through the network, you will need to ask all of them
to exit from Provider Electronic Solutions before archiving. If the software is
installed on only one PC, you do not need to take any action.

Step 3 Once you have established that all users have exited from Provider Electronic
Solutions, click OK.
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-,

Application

i As a reminder, all other users MUST be out of the application
before the forms can be archived successfully!

Step 1 The next message displayed tells you that all forms that are incomplete and
have not been modified will be deleted. Select Yes to continue or select No

¥ =1

Application A

all forms that are Incomplete (status of "I7) and have
““.4/’ not been modified in the past 99 days wil be deleted!

Continue?

Yes Mo

to exit the archive setup.

Step 2 Select all transactions types to be archived or use the Select All button. You
can select all the claim types or just the ones you wish to archive.

% Archive Forms |. 2% .|
Select All Deselect All
270 Eligibility Request i e
537 Institutional Nursing Home
# selected
# archived
i =~
Archive forms at Ieast| EDLI dayz old.
Archive file:
| chethipaaharchive 102271407 .ach Browse. ..
[1].4 Cancel |
Step 3 You can change the default directory, the name of the file for the archive, and

the number of days used to archive the forms. These changes will apply to
this session only. If you want to change the number of days and have it apply
to future sessions, go to Options Retention and select the desired humber of
days.
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Select OK to complete the archive or Cancel to exit the archive function. If
you select OK, a message displays, verifying that the archive was created.

Step 4 Select OK to exit the Archive window once the process has completed.

Restoring an Archive

Use the Restore function to recall forms from an archive file and put them back into the
on-line database. Forms that have been archived and then restored will have a status of
A. You will not be able to change these forms; however, you can view them to confirm
information, print them in a report, and copy them to create a new form to work with.

Step 1 Click on Tools on the menu bar and select Archive.
Step 2 Select Restore. The Restore Forms screen displays.
% Restore Forms

Type the archive file name you want to uze to restore the formes.

|| Browse. .

Cancel MHext »

Step 3 Select the Browse button to select the file to restore. A new window will pop
up called Select Restore File.

FS'eIect Restore File “
Look in: |_.'ran::hive ﬂ =5 Ef-

= o7131101.ach
08041101.ach
08041102.ach

e |
Files of type: | Archive Files {*.ach) | Cancel
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Step 4 Select the file to be restored and select Open. You return to the Restore
window.

Step 5 Select Next. A list displays of the form types that are available to be
restored.

Step 6 Highlight the type of form you want and select Next.

Note If the form type selected does not have any forms archived in the file, you will
receive the following message: There are no forms to restore for the selected form
type! Try another form type or a different restore file.

Step 7 Select OK. Highlight another form type or select Back to change the archive
file to be restored.

Step 8 If there are available forms in the file to restore, they will be listed in the
Restore Forms window.

Step 9 Select either Restore all forms or Restore only selected forms. If you
want only selected forms, highlight the ones you want to restore. After you
determine which forms you want to restore, select Finish to complete the
process.

L% Restore Forms
" Restare all forms
{+ Restaore only selected forms
Clignt |D Last Marme Firzt Mame Billed Amant a4 Fomm type

007 Q0000 JOHMSON JOHH 595200  8/3/5°2011
# zelected
# restored

Cancel ¢ Back Fimizh

Step 10 You will receive a confirmation message. Select OK to return to the main
menu.

Database Recovery

There may be times when there is a problem with the database. This option is designed to
help you work with Gainwell Technologies Help Desk personnel to fix problems with the
database.
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Compacting the Database

The compact database feature is used to make database files smaller and to better
organize them. Every time you delete a form, empty space is created in the database
where that form used to be. The compact database option will release the empty space so
that it is available to use again.

All users must be out of the database if the software is set up in a network environment.

Repairing the Database

Repair database will attempt to validate all system tables and all indexes. Generally, this
feature is helpful when the user is having trouble accessing their data. The Help Desk staff
will help the user identify whether or not this is necessary. The user may use this feature
any time they determine it would be helpful. Compact database is recommended after
Repair database.

All users must be out of the database if the software is set up in a network environment.

Unlocking the Database

Sometimes errors will cause database locks. The database may lock when the user is
submitting forms, archiving forms, restoring forms, and sometimes when adding or editing
forms. Unlock will unlock the database tables.

Get Upgrades

Selecting the option, Get Upgrades, will check for application upgrades and download any
new upgrades.

The user is occasionally prompted to check for upgrades when they log into the Provider
Electronic Solutions program.

If you have installed the application on several PCs, you will need to copy the upgrade file
to each PC and apply the upgrade individually.

Important: Always use the upgrade function to keep your Provider Electronic Solutions
software current. Do not load a new version of Provider Electronic Solutions unless your
software application has become corrupted and you are advised to do so by the Gainwell
Technologies/EDI Help Desk. Re-installing the software application will erase all of the
data in the lists and forms that you have created or updated.

Get Upgrades
Step 1 Select Tools from the main menu

Step 2 Select Get Upgrades.

Step 3 After upgrade has completed, the following dialog box should appear.

Application P

IUpgrades have been downloaded, Please exit this application
and click the Upgrades icon ko apply the upgrades.
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Step 4

Step 5
Apply Upgrade
Step 1

Step 2

Step 3

Step 4

Step 5

Passwords

Select OK to return to the Provider Electronic Solutions application.

Close the Provider Electronic Solutions application and follow the instructions
to Apply Upgrade.

Close Provider Electronic Solutions (if still open).
Select the Start button on your desktop and select Programs.

Select the option for CT HP Provider Electronic Solutions and select the
option Upgrades. You will be prompted to exit all programs prior to
continuing with the upgrade.

After exiting all programs, select Yes to the question to apply the upgrade. A
series of questions will prompt you to move through the application of the
upgrade.

Answer the questions until the upgrade is completed. This usually takes less
than one minute.

Selected Finish. After the upgrade is complete you may access the Provider
Electronic Solutions application and continue your work as usual.

All authorized users must have a password to access Provider Electronic Solutions.
Passwords expire every 30 days unless otherwise indicated in the retention settings in the
Tools<Options feature of Provider Electronic Solutions.

Password Rules

Passwords are not case sensitive. A password may be any combination of alphabetic,
numeric, and special characters. A password must be at least 5 characters in length but
no more than 10 characters.

Changing Your Password

The Change Password window allows a user to change their password. A user should
change their password any time they believe their password may be known by an
unauthorized person. When a password is changed, the date the password was changed is

recorded.

A user is required to change their password after the number of days designated on the
Options Retention setting has lapsed. The Change Password window will not allow a user
to reuse their current password.

Step 1

Select Tools and select Change Password.
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0 Logon

Enter all fields to change a user password on
the HP Prowvider Electronic Solutions [HIPAA]
Application. Cemee]

Uzer ID | pesz-adrin

0ld Password

HEREENRE

MHew Password

HERRERRHHH

MHMREMMNNY

Rekey New Pazsword

Question |What iz pour mather's maiden name? |

Answer

BT

Rekey Answer

xxm1

Step 2
Step 3
Step 4
Step 5

Step 6

Step 7

Step 8

Step 9
Step 10

Step 11

Password Help

Enter the old password.

Create a new password that is 5 to 10 characters in length.
Enter the new password in the New Password field.

Re-enter the new password in the Rekey New Password field.

In the Question field, select the dropdown arrow. A list of three questions
appears:

e What is your mother’s maiden name?
e What is your father’s middle name?

e In what city were you born?
Select one question.

Enter the answer in the Answer field. Answers are not case sensitive and you
may use spaces.

Re-enter the answer in the Rekey Answer field.
Select OK.

The next message displayed is the ‘User Password Successfully Updated’
dialog box. Select OK to continue.

If you forget your Provider Electronic Solutions password, you can use the password
question to create a new password.

Step 1

Select Forgot Password at the logon box.

Y Logon

Enter a User ID and password to log onto the
HP Provider Electronic Solutions [HIPAA]

Application. Cancel |
User ID | pes-admin Fargat Passward
Pazsword |
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Step 2 The Password Help box appears. Enter the correct answer. The answer is
displayed in asterisks. Be sure that you type the answer correctly. You can
make three attempts to answer the password question. Select OK.

-,

% Password Help

Enter the answer to your password reset

question to change your password.

Cancel

/

Question [What iz your mother's maiden name?

xxxa1

Answer

Step 3 If you correctly answer the password question, you will be prompted to create
a new password. After creating the new password and rekeying it, select OK.
The Provider Electronic Solutions application opens.

Step 4 If you incorrectly answer the password question three times, you will receive
an application prompt asking if you wish to reset your password. Select Yes.
The system creates a 5-digit reset key humber. Write down this number for
contacting the EDI Help Desk.

Step 5 Select OK. The Provider Electronic Solutions application closes. See Using a
Temporary Password to continue.

Using a Temporary Password

Step 1 Call the EDI Help Desk.
1-800-688-0503 toll free
8:00 a.m. to 5:00 p.m. ET
Monday - Friday (excluding holidays)

You will need the following Information when calling to reset a password:
e Connecticut Medical Assistance program provider number

e Name

e User ID (from the Logon dialogue box)

e 5-digit reset key number (see the Application dialog box below)

- -

Application

The password has been reset. Please call the Connecticut Help Desk at 850-269-2026 or 800-688-0503, at this time.
They will need the User ID of pes-admin and Reset Key of 26052 to give you the new password.

Step 2 The Help Desk will give you a temporary 8-alpha numeric character password.
Step 3 Open the Provider Electronic Solutions application.
Step 4 Enter the temporary password into the Logon Box password field. Select OK .

The Provider Electronic Solutions application will now open.
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Step 5 Select Tools | Change Password in the Provider Electronic Solutions toolbar
to change your password and set up a new password question for possible
future use.

Note It is strongly recommended that, immediately after logging in with a temporary
password, the user set up a new password, question, and answer. See the
Changing Your Password section in the Tools chapter for instructions.

Security

Provider Electronic Solutions provides added user security through the use of passwords
and authorization levels.

Security Maintenance

The Security Maintenance window is only accessible by a user logged on with a valid User
ID and password that was assigned administrative authority. The Security Maintenance
window is used to:

e Assign additional User IDs
e Reset a password for a user

e Delete obsolete User IDs

Access the Security Maintenance screen by selecting Security and Security Maintenance.

% HP Provider Electronic Solutions (HIPAA) Application

User ID ||

Paszword |

Authonzation Level -

Pl

zer D AN Authorization Level Last lzed Find...
pes-admin i 3 03/23/1 12:14:41
00,0000 00:00:00

Cloze

d

The Security Maintenance window initially opens with all fields blank. Selecting an existing
user ID in the lookup will populate the User information. When a password is assigned or
changed through Security Maintenance, the password is immediately set as expired and
the user will be required to change their password the first time they log on.

Step 1 Enter the User ID for the individual to be given access to the software
application. The user ID can be alpha or numeric or both.

Step 2 Enter a password for the new user.
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Step 3 Select the Authorization Level drop down field and select the appropriate
authorization level for the new user. If selecting 2 (User-Non Administrator),
the user will not have access to the Security functionality from the main tool
bar selection. At least one user or the Administrator must have a security
level of 1 to be able to add, change or delete users.

Step 4 Select Save to save new user information or Add to add an additional user.

Note For a complete description of Options, refer to the Getting Started chapter.
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Provider Electronic Solutions Installation

The Provider Electronic Solutions software is available on the Connecticut Medical
Assistance Program Web site at www.ctdssmap.com

Note Windows NT and 2000 Pro Users with Windows NT or Windows 2000 Pro must have
‘administrator’ rights to install this software.

Provider Electronic Solutions may be installed on a computer’s hard disk drive or on a
network. When you begin the installation, you will need to choose between a Typical or
Workstation installation. Choose Typical if you are installing the software on a personal
computer or as a standalone. Choose Workstation if you are installing on a personal
computer connected to a network and you wish to share a common database on the
network. You may install Provider Electronic Solutions on as many PCs as needed.

For network installation, the database should reside on the server and the application can
be loaded onto individual PCs. Choose Typical to install the database on the network
making sure to specify a network path. Choose Workstation to install the application on

all client PCs.

Equipment Requirements for Provider Electronic Solutions

Provider Electronic Solutions is designed to operate on a personal computer (PC) system
with the following equipment requirements:

Minimum

Recommended

Pentium II

Pentium II

Windows 98, 2000/XP

Windows 2000, NT, XP, 7

Microsoft Internet Explorer 5.5 or greater

Microsoft Internet Explorer 5.5 or greater

64 MB RAM

128 MB RAM

800 X 600 resolution

1024 X 768 resolution

100 MB free hard drive space

100 MB free hard drive space

Printer with 8pt MS sans serif is
preferred

Printer with 8pt MS sans serif

Note If you have a version of Internet Explorer below 5.5, contact Microsoft.
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Installing Provider Electronic Solutions

This section describes how to install Provider Electronic Solutions on your computer or
computer network. If you have never installed Provider Electronic Solutions, you will want
to select the Full Install version option from the Provider Electronic Solutions Full Install

link.

If you have installed and used Provider Electronic Solutions, you will want to select

the Upgrade option described in Upgrade Installation Instructions link.

The Typical option installs all of the Provider Electronic Solutions files, including the

Provider Electronic Solutions database.

This option is used when installing Provider

Electronic Solutions on a standalone computer or an initial installation on a network server.

Installation on a Standalone Computer

Beginning the Installation

Step 1 Select the version you want to install from the Provider Electronic Solutions
Full Install column.
Note It is recommended to install the newest 3.81 version.
Provider Type Provider Electronic Solutions Full Install Provider Electronic Solutions Upgrade

All Providers

Instructions for downloading Full Version
of Provider Electronic Solutions 3.81

Download version 3.81 for initial
installation.

Download 3.81 upgrade (Newest
upgrade)

Note: You must be running version 3.80
prior to applying this upgrade.

Warning: The 3.81 upgrade will remove
the Professional, Dental, Inpatient,
Outpatient/Home Health claim
submission transactions and the claim
status request transaction.

Uparade instructions via the Web.

OR

Uparade Instructions via Provider
Electronic Solutions

Provider Electronic Solutions 3.81
Uparade

Provider Electronic Solutions 3.80
Uparade

Provider Electronic
Software Material

PES Handbook

How to set up options tab:

Acceptance
Production

How to read a 999

—Step 2
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Step 2 The File Download screen displays. Click Open.

0% of CT_v0381_setup.zip from model.ctdssmap.com Ceo... .=

b

Getting File Information:
CT w0381 _setup.zip from model.ctdssmap.com

Estimated time left:
Download to:
Transfer rate:

[ Close this dislog box when download completes

Step 3 The file will start to unzip. Let the file completely unzip.

File Download 2
Do you want to open or save this file?
_-xL MName: CT_v0381_setup.zip
= Type: WinZip File, 9.39MB
From: model.ctdssmap.com
Open ] [ Save ] [ Cancel ]

lal
L.
= save this file. What's the risk?

While files from the Intemet can be useful, some files can potentialhy
harm your computer. f you do not trust the source, do not open or

Step 3
CT_v0381_setup.exe.

CT_v0380_setup will display in the WinZip window. Double-click
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)| F & & 5 | WinZip - CT_v0381_setup[1]zip .

In

Home Backup Tools Settings Window Help Upgrade

% ) Include ~ - @ ( g l E_‘ E_l £ Unzip and Install —_— \lal, & Delete
Y7 Fitter ~ . [&g Unzip Options ~ o
Add

[ Rename
ZipSend ZipShare Send 1-Click Unzip . . R Open Select __
Files Encrypt - to~ Unzip - Unzip Entire WinZip File | with~ ~ {3 New Folder
Compress Send Decompress View Editing
I Name Type Modified Size Ratio Packed Path

[T CT_v0381 _setup.e... Application 10/7/20141:16 PM 11141... 7% 1037..

Step 4 WinZip Caution screen may display. Click Yes.

-
WinZip Caution

This file has a potentially unsafe file type of .EXE: Y
/B, CT.0381 setup.exe

You should not open this file if you received it from an
untrusted source, or in an attachment to an unexpected or
suspicious e-mail message.

bel)-

Do you still want to open this file?

["] Do not display this dialog box in the future when opening .EXE files.

Step 5 The Welcome to the InstallShield Wizard screen displays. Click Next.
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HP Provider Electronic Solutions

Welcome to the InstallShield Wizard for HP
Provider Electromic Solutions

The InstallShield “Wizard will ingtall HP Provider Electronic
Solutions on vour computer. To continue, click Mest.

< Back et » l [ Cancel

Step 6 The Typical setup will default and click Next.
HP Provider Electronic Solutions
Setup Type
Select the zetup type that best zuits pour needs.
Click the type of zetup you prefer.
Typical D ezcription
W' orkstation Thiz iz the default zetup type.
The HF Provider Electionic
Solutions application and an
intialized databaze will be
inztalled on wour machine.
InztallShield
¢ Back " et > ] [ Cancel
Step 7 Click Next to accept the default destination location for the software.
Tip

7 and 8 will default to C:\ on your computer.
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HP Provider Electronic Solutions
Choose Destination Location ﬂ 1
Select folder where setup will install files. I\h

Setup will ingtall HP Provider Electronic Solutions in the following folder.

T inztall to this falder, click Mest. Ta install ta a different folder, click Browse and select
another folder.

Desztination Falder

< Back " et » ][ Cancel ]

Step 8 Click Next to accept the default destination for the database.

= =, |

HP Provider Electronic Solutions
Choose Databasze Destination Location ﬂ

Setup will ingtall HP Provider Electronic Saolutions Databaze in the following folder.
Toingtall in thiz falder, click Mest or click Browsze and select anather folder.
You can chooze not ba ingtall HP Provider Electronic Solutions Database by clicking

Cancel ho exit Setup.

Deshination Falder

¢ Back ]I M emt > I[ Cancel ]

Step 9 A pop-up box displays to note the database destination folder for future
workstations setups. Click OK.
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f =,

HP Provider Electronic Solutions

\!l) Please note the database destination folder for future WORKSTATION setups,

Step 10 Will start the installing process. Let the installing process complete.

Inztalling
C:AwAM DO Shepstem 32t dunzip32. dil

Cancel

Step 11 When the installation is complete, click the Finish button to exit the
installation.

HP Provider Electronic Solutions

Install5hield Wizard Complete

Setup has finizhed installing HP Provider Electronic Solutionz
ar paur computer.

< Back Cancel

Completing the Installation and Getting Started

When the installation is complete, a folder will be available on the user’s desktop that
contains two icons. A Provider Electronic Solutions icon to start the application and an
Upgrade icon that checks for upgrades.
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To start Provider Electronic Solutions double click the blue HP Provider Electronic Solutions
icon in the folder labeled CT HP Provider Electronic Solutions or click on the Start button in
the Windows menu bar and select Programs. Select CT HP Provider Electronic
Solutions within the CT HP Provider Solutions folder.

Network Installation

To install the application for use by several users, you will need to perform a network
installation. For a network installation, the Provider Electronic Solutions database can
reside on the server and the Provider Electronic Solutions application can be installed on
individual computers. You can install Provider Electronic Solutions on as many computers
as needed.

The following instructions will install the shared Provider Electronic Solutions database on a
network and the application on a computer.

Step 1 Before you begin the installation, create a target directory on your network to
hold the Provider Electronic Solutions database.

Step 2 Follow procedures 1 through 5 of the installation instructions for a standalone
computer. When prompted for the type of installation you want (Step 6),
select Typical on the first computer. This will be the primary computer and
will need to be upgraded first when upgrading the Provider Electronic
Solutions software.

Step 3 Select a target folder on the computer’s C:\ drive or accept the default
directory for the Provider Electronic Solutions application.

Step 4 Select a target folder (i.e., a shared network folder or another disk) for the
Provider Electronic Solutions database. Click Next.

Tip Make a note of the installation location for the Provider Electronic Solutions
database; future computer installations will need to refer to this location.

Step 5 A pop-up box displays to note the database destination folder for future
workstation setups. Click OK.

Step 6 When the installation is complete, click the Finish button to exit the
installation.

Installation on Individual Computers on a Network

Step 1 Follow steps 1 through 5 of the installation instructions for a standalone
computer.

Step 2 When prompted to select the type of installation (step 6), select Workstation
and select Next.

Step 3 Click Next to accept the default destination for the software.

Step 4 Click Browse to select the target directory on the network in which you wish

to locate the database. Click OK.

Step 5 When the installation of the database on the network is complete, click on
Finish to exit the installation.

Note You will need to perform Steps 1 through 6 on every workstation.
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Upgrading Provider Electronic Solutions

This section describes how to upgrade Provider Electronic Solutions on your computer or
computer network from the Connecticut Medical Assistance Program Web site at
www.ctdssmap.com.

Upgrade for Standalone Computer

Beginning the Upgrade

Use these instructions to begin a standalone computer upgrade.

Important: Before upgrading, verify that Provider Electronic Solutions is closed.

Step 1

From the EDI Software window as shown below, click on Provider Electronic

Solutions 3.81 Upgrade.

Note You must be running version 3.80 prior to applying version 3.81.

Provider Type

Provider Electronic Solutions Full Install

Provider Electronic Solutions Upgrade

All Providers

Instructions for downloading Full Version
of Provider Electronic Solutions 3.81

Download version 3.81 for initial
installation.

Download 3.81 upgrade (Newest
upgrade)

Note: You must be running version 3.80
prior to applying this upgrade.

Warning: The 3.81 upgrade will remove
the Professional, Dental, Inpatient,
Outpatient/Home Health claim
submission transactions and the claim
status request transaction.

Uparade instructions via the Web.

OR

Uparade Instructions via Provider
Electronic Solutions

Provider Electronic Solutions 3.81
Uparade

Provider Electronic Solutions 3.80
Upgrade

Provider Electronic
Software Material

PES Handbook

How to set up options tab:

Acceptance
Production

How to read 3 999

Step 2

The File Download screen displays. Click Save.
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File Download [“
|

Do you want to open or save this file?

__“zi Name: eagl0381.zip
Type: WinZip File, 6.67MB
From: model.ctdssmap.com

| open | sSave [) Cancel |

|@} While files from the Intemet can be useful, some files can potentially
\

ham your computer. if you do not trust the source, do not open or
save this file. What's the risk?

Step 1 System will prompt you to select a “save” location for the upgrade file.

Navigate to the “cthipaa\upgrades” folder on your computer hard drive
(default location: C:\cthipaa\upgrades) and click Save.

Save As

X4
{0 » Computer » PCCOE(C:) » cthipaa » upgrades »

QU AEE

Search upgrades je
Organize v New folder

= v 7}
. RecentPlaces [ “ Name

Date modified Type
B smitjani

| temp 10/21/2014 348 PM  File folder
_ _ [ ZD eagn3sl.zip 10/21/2014 3:47PM  WinZip File 6,840 KB

4 o4 Libraries

<! Documents |

JW Music
e Pictures
B Videos

<& Computer
@ PC COE (C:)
5* publicS (\\144.10 -

File name: eagl0381.zip -
Save as type: | WinZip File

4. Hide Folders

| swe | [ conce |

Note Examine figure carefully and make sure the window looks like the example show.
Saving the file in the proper directory will ensure a successful upgrade.
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Apply Upgrade
Step 1

Select the Start button in the lower left of your desktop, and then select All

Close PES (if it is currently running)

Programs > CT HP Provider Electronic Solutions > Upgrade.

- s — — ] a
[ Remote Access to HP Network 6.5 - 'n

&) Windows DVD Maker
¥4l Windows Fax and Scan Smith, Jarica
 Windows Media Center
|3 windows Media Player Documents
2 WinZip
o XPS Viewer Pictures

Accessones

). Actividentity

Backup and Restore

Cisco Systems VPN Client

COE Network Startup

COE Utils

CT HP Provider Electronic Solutions

€ CT HP Provider Electronic Solutions

Music

Computer

Control Panel

Devices and Panters

® Upgrade Default Programs
FastStone Capture

Games Help and Support
Get IT Support

HP Office Print Run...

Intel

. Juniper Networks -

Leblanc. Kellv

Step 2 Or you can double-click the CT HP Provider Electronic Solutions folder on your

2]

Upgrade

desktop to locate the Upgrade option/icon. Double-click the Upgrade icon.
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Step 3 You will be prompted to exit all applications prior to continuing with the

upgrade. Click Yes to proceed.

X 1 Upgrades can not be applied while the HP Provider Electronic Selutions
' [HIPAA)
software is running. Please exit all applications pricr to continuing with
the upgrade. Do you wish to apply upgrades now?

( v ) No
S

Step 4 A message displays, indicating that you have 1 upgrade to apply. Click OK to

proceed with the upgrade.

\

UPGRADE 28

‘ Only 1 upgrade is available to apply to this workstation.
P The upgrade is for upgrading to version 3.81.
Select OK to proceed with upgrade.

OK |

Step 5 The Upgrade application will extract the necessary temporary files and
prepare to perform the upgrade.

-

Restoring...

| 100%  Estracting: o \cthipaahupgradeshtemphinstallsc

| ltem 19 of 45
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Welcome to the Provider Electronic Solutions
Upgrade Setup program

This program will upgrade CT Provider Electronic Solutions
to version 3.81.

< Back [ Next > ] [ Cancel ]

Step 6 An upgrade message displays to confirm the upgrade to PES version 3.81.
Click Next.

Once the upgrade is completed a final message displays. Click Finish to exit
the application.

Provider Electronic Solutions Upgrade

InstallShield Wizard Complete

Setup haz finizhed inztaling UPGRADE on your compter.

< Back Cancel
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upgrade32 - InstallShield Wizard =]
Preparing Setup N
Please wait while the lhstallS hield wWizard prepares the setup I -
upgrade32 Setup is preparing the InstallS hield safizard, which will guide pou through the rest of
the= setUp process Please waait

Upgrade for Network Install

Important: When applying an upgrade in a network environment, make sure that you
upgrade all PCs running Provider Electronic Solutions (primary or Typical first, then
Workstations). This will ensure that all copies of the Provider Electronic Solutions remain
synchronized. To ensure the upgrade is successful, verify the following:

¢ No one is using the database at the time the upgrade is being applied
e All PCs running the application are upgraded

e The database is upgraded first

Step 1 Locate the (primary or Typical) install. This is where the database resides.

Step 2 Follow the steps for Upgrade for Standalone Computer (Steps 1 through 5)
and (Steps 1 through 6) for Apply Upgrade.

Step 3 Once you have upgraded the primary or Typical database, you can begin the
workstation upgrades.

Step 4 You will need to copy the upgrade file eagIXXXX.zip, (where XXXX is the
version upgrade number) to each computer and apply the upgrade
individually.

Get Upgrades from Provider Electronic Solution Software

This section describes how to upgrade Provider Electronic Solutions on your computer or
computer network from the Provider Electronic Solutions software with the “Get Upgrades”
option.

Get Upgrades

Use these instructions to begin the download process of the Provider Electronic Solutions
Upgrade.

The user is occasionally prompted to check for updates when they log into the PES
program.

If you have installed the application on several PCs, you will need to copy the upgrade file
to each PC and apply the upgrade individually.
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Step 1

Step 2

Open the Provider Electronic Solutions software.

Select Tools from the main menu, then select Get Upgrades.

s

@ HP Provider Electronic Solutions (HIPAA) =JIoEd

File Forms

Communication Lists Reports |Tools | Security Window Help

Step 3

Step 4

Apply Upgrade
Step 1

Step 2

Step 3

H@ E'&”@ﬁ*l'f}@“f Archive »

Database Recovery #

et Upgrades

Change Password

Options. ..

After Upgrade has been downloaded, the following dialog box should appear.
Click OK.

Application x|

Upgrades have been downloaded, Please exit this application
and click the Upgrades icon to apply the upgrades.

Exit the Provider Electronic Solutions software.

Close PES (if it is currently running)

Select the Start button in the lower left of your desktop, and then select
All Programs > CT HP Provider Electronic Solutions > Upgrade.

Or you can double-click the CT HP Provider Electronic Solutions folder on
your desktop to locate the Upgrade option/icon. Double-click the Upgrade
icon.

You will be prompted to exit all applications prior to continuing with the
upgrade. Click Yes to proceed.
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; 1 Upgrades can not be applied while the HP Provider Electronic Solutions
¥ (HIPAA)

~ softwareis running. Please exit all applications prior to continuing with

the upgrade. Do you wish to apply upgrades now?

Step 4 A message displays, indicating that you have 1 upgrade to apply. Click OK to
proceed with the upgrade.

]
UPGRADE =
i . ' Only 1 upgrade is available to apply to this workstation.
‘@Y The upgrade is for upgrading to version 3.81.
Select OK to proceed with upgrade.
OK |
.~ A
Step 5 The Upgrade application will extract the necessary temporary files and
prepare to perform the upgrade.
Restoring...

| 100%  Ewxtracting: c:hwcthipaahuparadeshhemphinstalls

| ltem 19 of 46

upgrade32 - InstallShield Wizard

Preparing Setup
Pleaze wait while the InstallShield \Wizard prepares the setup.

upgrade32 Setup is preparning the InstallShield Wizard, which will guide vou through the rest of
the setup process. Flease wait.

|histalls higld

Cancel
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Step 6 An upgrade message displays to confirm the upgrade to PES version 3.XX
(where “"XX"” indicates the version installed). Click Next.

‘ X

Welcome to the Provider Electronic Solutions
Upgrade Setup program

This program will upgrade CT Provider Electronic Solutions
to version 3.81.

< Back [ Next > ] [ Cancel

Once the upgrade is completed a final message displays. Click Finish to exit
the application.

Provider Electronic Solutions Upgrade

InstallShield Wizard Complete

Setup has finizhed instaling UPGRADE on vour corputer.

< Back Cancel
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Upgrade for Network Install

Important: When applying an upgrade in a network environment, make sure that you
upgrade all PCs running Provider Electronic Solutions (primary or Typical first, then
Workstations). This will ensure that all copies of the Provider Electronic Solutions remain
synchronized. To ensure the upgrade is successful, verify the following:

e No one is using the database at the time the upgrade is being applied
e All PCs running the application are upgraded

e The database is upgraded first

Step 1 Locate the (primary or Typical) install. This is where the database resides.

Step 2 Follow the steps for Get Upgrades (Steps 1 through 5) and Apply Upgrades
(Steps 1 through 6).

Step 3 Once you have upgraded the primary or Typical database, you can begin the
workstation upgrades.

Step 4 You will need to copy the upgrade file eagIXXXX.zip, (where XXXX is the
version upgrade number) to each computer and apply the upgrade
individually.
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Appendix A - Provider Electronic Solutions Troubleshooting

This appendix offers solutions to problems you may encounter when using the Provider
Electronic Solutions program. Provider Electronic Solutions Error Messages are messages
that pop-up while using Provider Electronic Solutions. The Provider Electronic Solutions
Communication Log has specific information on claims that are rejected before processing.

Provider Electronic Solutions Error Messages

Performing these steps can solve many problems and often eliminate the need for
telephone assistance. If you receive an error message that is not on this list, contact the

Provider Assistance Center at:

1-800-842-8440 toll free
8:00 a.m. to 5:00 p.m. EST
Monday - Friday (excluding holidays)

Error Message

Action To Take

1. Application version greater
than Database version

This message may occur when opening Provider
Electronic Solutions in a network installation.

For the network administrator:
Confirm a network installation.

Check to see that the PCs were installed
properly for a network setup. 1st PC set up as
Typical Install; the remainder set up as
workstations. (Note that the software is always
installed on the local hard drive, while only one
copy of the database is on the network.)

Check one/all pbuser.ini files. The dbpath
should be set to the drive where the database
was installed. Also make sure there are not
any back slashes at the end of the dbpath line.

The version in the ecs.ini file is greater than the
version in the db.ini file. Make sure that both
of those files share the same version humber.

2. Server name could not be | This message is due to the user not being
resolved. connected to the internet prior to selecting the
submit option. The user must log into the
internet prior to selecting the submit option.
3. Cannot lock the (claim To unlock the database, go to Tools |
type) table Database Recovery | Unlock. See Section

Tools chapter for complete instructions.

After unlocking the database, resume claim
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Error Message

Action To Take

submission.

4, Cannot open log file

There may not be enough resources available.
Close other applications and try again.

Log out of the Provider Electronic Solutions
program and log back in.

5. Commit failed while trying
to update the user table,
return code is -1.

If working on a network, the network
administrator with Administrator rights on the
local machine must change the database for the
user to have both read and write permissions.

database files

6. Could not update the key The user doesn’t have write permission on the
sak. The sequel code was network and cannot save any claims to the
-1. database on the network. The network
administrator will have to give the user the
necessary permissions.
7. Failed to back up the Shutdown and restart the computer.

8. Formatting eligibility batch

Note: This is a
communication log message.
To view the communication
log, go to Communication |
View Communication Log.

Ensure that the installation was Typical, not
Workstation. Also see error 1, Application
version greater than Database version.

There are too many applications open. Close
other applications and try again.

The file in the temp directory might be open.

Ensure that all fields in Tools | Options are
correct. See the Getting Started section in the
Provider Electronic Solutions Handbook for
instructions.

9. Modem Type/Logon ID/
Password is missing.

Options need to be set up. Go to Tools |
Options.

See the Getting Started section in the Provider
Electronic Solutions Handbook for instructions.

10. The database has been
locked by another user

If the installation is on a network, first verify
that another user is not currently updating the
same claim.

Go to Tools | Database Recovery | Unlock
to unlock the Database. See the Tools section.

Resume claim submission.

11. Unable to Connect to
database

If using Windows NT, the user will not have
permission to either change files in the install
folder (for example, C:\cthipaa folder) or to
subordinate folders. The Network
Administrator with rights on the local machine
must grant these rights to the user. Gainwell
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Error Message

Action To Take

Technologies does not handle security issues
such as this.

12. Unable to update the SAK

This message may occur after installing McAfee
anti-virus. The only known solution is to
uninstall the McAfee anti-virus program.
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