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Overview

elcome to the Indiana First Steps Quick Reference Guide. The purpose of this
manual is to provide you with a quick reference guide that will help you

quickly learn how to use the major functions of the Indiana First Steps web
application.

This manual is a trimmed-down version of the Indiana First Steps Referencel Mawua
was designed to step you through, from the first page to the last, many of the siagjor ta
that can be performed in the Indiana First Steps web application. The instructiloiss |
manual are designed from beginning to end.

As you can see, this manual is an excellent resource for quickly gaining anamdiecs

of the application. The manual is divided into a few distinct areas. Take a minute to look
at the Table of Contents and flip through the manual to familiarize yourdelfvei

information it holds so that the next time you need a piece of information quyoki¥,

know where to find it.
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Getting Started

Within the help system, navigation buttons are displayed in the panel along the top of the
web page. The online Help features may be accessed Beliheull-down menu by
selectingOnline Help and therProvider. The following list describes each of the
navigation buttons:

@ Click the® button to access the help system's table of contents.

@ Click the button to access the help system's index.

@ Click thecd button to access the help system's search function.

@ Click the? button to access the help system's glossary of terms.

@ Click the@ button display a list of all How Do I topics within the
help system.

The Contents, Index, Search, and Glossary functions are displayed in a pane on the lef
hand side of the help system web page. The How Do I List is the only exception--it is
displayed in this pane on the right-hand side of the web page.

To navigate to a previously displayed help topic click the web brov&aelsbutton. For
more information on navigating web pages, refer to your web browser's help file

To print the currently displayed help topic, click the web brows®itg button. For
more information on printing web pages, refer to your browser's help file.



Getting Started

Finding a Help Topic

Use these steps to find a help topic quickly and easily within the help systene. afder
four unique ways of locating a help topic. Use the method that you find most useful.

Complete the following steps to find a help topic using the table of contents:

1.

Click the @ Contents button to display the help system's table of contents
panel on the left-hand side of the web page.

2. Browse through the help topics, displayed by category.

3. Click a book @ to display the help topics it contains.

4. Click a page [ to display a selected help topic.

Complete the following steps to find a help topic using the index:

1.

3.

Click the <% Index button to display the help system's index panel on the
left-hand side of the web page.

Browse through the keywords, listed alphabetically. OR Type a keyword
or phrase in the text box to highlight a specific help topic.

Click a keyword in the index to display the help topic.

Complete the following steps to find a help topic using the search:

1.

a kw0 DN

Click the & Search button to display the help system's search panel on
the left-hand side of the web page.

Type a keyword or phrase in the text box.

Click the m button to begin the search.
Browse through the list of returned topics, sorted alphabetically.
Click a topic in the list to display a selected help topic.

Complete the following steps to find a How Do | help topic using the How Do I:List

1.

Click the & How Do | button to display the help system's How Do | List on
this side of the web page.

2. Browse through the list of topics, displayed alphabetically.

3. Click a topic in the list to display the selected help topic.

£Note: When you have found the help topic you were looking for using one of the
methods listed above, you can click on &ebutton to hide the left-hand panel. This i$
displayed if using Microsoft Internet Explorer. Closing this frame is nowall in
Netscape.
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Changing User Password Information
Use these instructions to change your user password information.

£Note: Passwords must be 7 to 10 characters long and must contain at least 1 upper
case character, 1 lower case character, and 1 numeric character.

Complete the following steps to finish these instructions:

1. On the User Options pull-down menu, select the Change Password
menu option. The Change Password page displays.

Change Password

Please enter and confirm wour rew passvord,

Passwords must be 7 to 10 characters long and contain at
least 1uppar case, 1lower casz and 1 rumeric. Ta exit
this page without changing vour password, select the back

butban,

Current Password #
Hew Password #
Confirn New Password #

“reser B wocc | swmi |

Enter Current Password

Enter your New Password .

Enter your new password again in Confirm New Password
Click Submit .

a s b



Billing Entities

Entering or Updating Billing Entity Detail Informat ion

Use these instructions to see how to enter or update detailed information about a billing

entity.

Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the
Billing Entity menu option. The Billing Entity Detail page displays.

giling Detail | Sites | Providers |

Email Notification

| Agreements t Payments |

EBilling Entity Mame EI Agency

Status Active
Address 11111 Any Streset
City OYERLAMD PARK

State/&p ¥5 66210

Email EmaikPCovansys.Com
EFT Status Inactive

Phone 993-999-5388
Mobdle

Phone?
Phone3

Fax

993-386-5999

Contack

Conkact Person

Tax ID 000001447
Legal Status Agancy

2. Enter or update the following information as necessary:

Phone
Mobile
Phone2
Phone3
Fax
Email
Contact

3. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be chlmged.
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Viewing a List of Billing Entity Sites
Use these instructions to view a list of sites associated with a spedifig biitity.

On the Billing Entity Detail page, complete the following steps to finislege
instructions:

1. Click the Sites tab. The Billing Entity Sites page displays.

Billing Detail tsiresl providers | Email Notification | Agreements | Payments |

Sites Flter

- [ #} Sk CONEACE POrson 11111 Ay Strt CVERLAND PARE, K5 66210 WIS Acthie
-~ L5 St Conkbact Person 11111 Ay Streat OVERLAND PARK, K5 85210 G99-999-5558 Active
B [ 4] She Conbact Person 11111 Ay Strest OVERLAND PARK, K5 84210 HS-359-5050 Aukive
pe) [ #] Sk Conback Persen 11111 ferry Strest CVERLAND PREK, K5 66210 Y99-079-5555 ke
- ﬂ Sk Conback Person 11111 Ay Streek ONERLAND PRRE, K5 66210 999-999-5588 Active
-~ [ 5] She Conbact Porson 11111 Ay Steget OVERLAND PRRE, K3 65210 FI-ITG0E0 Acthvg
,_P ﬂ Sie Conbact Person 11111 Ay Street OVERLAND PRI, K5 86210 499-959-2888 duckive
E ,_) g Ske Conkack Persen 11111 Ay Streek OVERLAND PARE, KS 66210 BO9-000-5EER dukive —
1 B records
" Back |

2. View a list of the sites currently associated with the billing entity in the
Sites table.

«Tip: You can click th&show Active Onlycheck box to view only the sites that are
currently active.




Billing Entities

Viewing and/or Updating a Billing Entity's Site Det  ail
Information

Use these instructions to view and/or update site-specific detail informatiarbiiding
entity.

On the Billing Entity Sites page, complete the following steps to finisksth
instructions:

1. Click the magnifying glass + icon in the Detail column for a specific site.
The Site Detail page displays.

/) Site Detail - Microzoft Internet Explorer provided by Covansys

- Site Detail
Description Covansys Kansas Sibe
Status Active Active Date 12[31/1599

Address 11111 Anvy Street FPhone  999-999-3385
Mobile
Phone2
City OVERLAMD PARK Phone3
Stake/Zip K5 66210 Fax 999-085-9959
County Covansys
Emnail  Emad®Covansys.Com Contack Site Contack Person

One or More Provider Accounts may use this Site for -

Payment Site o Correspondence Site Mo
Service Site Yes Admin Only Mo

Resst— ) ilose

<Note: To update the site's detail information, complete the remaining steps in thdse
instructions.

2. Update the following information as necessary:

Phone
Mobile
Phone2
Phone3
Fax
Email
Contact

3. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be chlmged.
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Viewing a List of Billing Entity Providers by Site

Use these instructions to view all the providers who use a specific site faeservi
correspondence or payments.

On the Billing Entity Sites page, complete the following steps to finisésth

instructions:

1. Click the Providers icon next to a specific site in the Sites table. The
Billing Entity Provider List by Site page displays.

Billing Detail | Sites |_Providers |

Email Notification | Agreements | Payments |

Provider Account Filter

Providers LISt

4 Developmental[Educ ationsl Spec
g2 DewclopmentalfEducationsl 5pec

Prorvidar
Provider

B0001447-0344

DO0001447-0404

Active

2. View a list of the providers currently associated with the site in the

Providers List table.

«Tip: You can click th&show Active Onlycheck box to view only the providers that

are currently active.




Billing Entities

Viewing Detailed Information for a Billing Entity P rovider by Site
Use these instructions to view detailed information about a billing entity prowdsteb

On the Billing Entity Provider List by Site page, complete the followingostéo finish
these instructions:

1. Click the # icon in the Detail column for a specific provider. The Provider
Account Detail page displays.

Acct. Detail | Sites | Provider Email Notification | Agreements I
Provider First Nanve  Provider MI Last Mame Developmental/Educational Spec
Agency/Billing Name  EI Agency
Provider Account 1D 000001 447-0344 Medicaid 1D
Account Active Date 09/13/2001 To Prov. Enrollment Date 03f 1312001
Degres E-Signature On File
Prov. Acct. Address 11111 Any Strest Phone  %%3-999-£338

Mobile
Phone2
City ONERLAND PARK Phone3
State/2ip K5 €5210 Fax 059-336-5999
Email Emad@Covansys, Com
[ Specialty List | [Back |

2. View the provider's detail information.

«Tip: The information displayed on this page is read-only and cannot be change
within the Provider Account Management system Contact the CRO Provider Eambljm
team to make changes.
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Viewing a List of Billing Entity Providers

Use these instructions to view a list of all the provider accounts that use &dphicif
entity's Tax ID number, and/or to view a list of all the provider accounts whose payme
are paid to a specific billing entity.

On the Billing Entity Sites page, complete the following steps to finisksth
instructions:

1. Click the Providers tab. The Billing Entity — Provider List page displays.

2. View a list of the providers currently associated with the site in the
Providers List table.

«Tip: You can click th&show Active Onlycheck box to view only the providers that
are currently active.

10



Billing Entities

Viewing Detailed Information for a Billing Entity P rovider
Use these instructions to view detailed information about a billing entity provider.

On the Billing Entity — Provider List page, complete the following stepénish these
instructions:

1. Clickthe icon in the Detail column for a specific provider. The Provider
Account Detail page displays.

2. View the provider's detail information.

«Tip: The information displayed on this page is read-only and cannot be changed

11
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Viewing and/or Updating a Billing Entity's Email No tifications

Use these instructions to view and/or update a billing entity's email nothdaiggers.

£Note: Email notifications are sent to the email address listed dBillirey Entity
Detail page. If an email notification is selected and a corresponding email adde=s
not exist, an email notification will not be sent.

On the Billing Entity — Provider List page, complete the following stepénish these

instructions:

12

1. Click the Email Notification tab. The Billing Entity Email Notification
page displays.

2. Update the following check box selections as necessary:

Contact Information is updated for Billing or Site > By selecting this
notification, an e-mail will be sent to the e-mail address on file when
a change has been made to the contact information.
278-Authorization File is ready for Agency Providers > By selecting
this notification, an e-mail will be sent to the e-mail address on file
when a 278 Authorization File is generated. This only applies to
providers who have elected EDI/batch billing.

New Agreement Attestation is Required > By selecting this
notification, an e-mail will be sent to the e-mail address on file when
the provider has a new agreement to attest.

835-Remittance Advice File Available For Download > By selecting
this notification, an e-mail will be sent to the e-mail address on file
when a 835 Remittance Advice File is generated. This only applies
to providers who have elected EDI/batch billing.

Provider Account Inactivated > By selecting this notification, an e-
mail will be sent to the e-mail address on file when the provider’s
account is inactivated.

3. Click Save.




Billing Entities

Viewing and/or Updating a Billing Entity's Payee Ag reements
Use these instructions to view and/or update a billing entity's payee agreements.

On the Billing Entity Email Notification page, complete the following stepsfinish
these instructions:

1. Click the Agreements tab. The Payee Agreements page displays.

2. To update current payee agreements, select the | Agree link under
Current to view and confirm a specific agreement.

3. To view detailed information about historical payee agreements, select the
PDF link under Historical .

13
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Viewing a List of Payments for a Billing Entity
Use these instructions to view a list of payments associated with a spéloifgcentity.

On the Payee Agreements page, complete the following steps to finish these
instructions:

1. Click the Payments tab. The Payments page displays.

2. View a list of the payments currently associated with the billing entity in
the Payments table.

14



Provider Accounts

Entering or Updating Provider Account Detail Inform ation

Use these instructions to see how to enter or update detailed information about a
provider's account.

«Tip: A provider may have multiple provider accounts if the provider bills for servifes
using multiple Tax ID numbers.

Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the
Billing Entity menu option. A sub-menu displays and then select Billing
Detail .

2. Select the Providers tab and then the magnifying glass icon next to the
provider's name. The Provider Account Detail page displays.

3. Enter or update the following information as necessary:

Phone
Mobile
Phone2
Phone3
Fax
Email

4. Click Save.

«Tip: The other information displayed on this page is read-only and cannot be chllnged.

15
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Viewing a Provider's Specialty List
Use these instructions to see how to view a list of a provider's specialties.

£Note: The provider will need to contact the CRO to make changes to the special
associated with the provider account.

On the Provider Account Detail page, complete the following steps to finisise¢h
instructions:

1. Click Specialty List button below the account detail information. The
Specialty List page displays.

2. View the provider's specialties.

«Tip: The information displayed on this page is read-only and cannot be changed

16
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Provider Accounts

Viewing a List of Provider Account Sites

Use these instructions to view a list of sites associated with a specifidgracgicount.

£Note: The provider will need to contact the CRO to make changes to the sites uded by
the provider account.

On the Provider Account Detail page, complete the following steps to finisise¢h
instructions:

1. Click the Sites tab. The Provider Account — Site List page displays.

2. View a list of the sites currently associated with the provider account in the
table.

«Tip: The information displayed on this page is read-only and cannot be changed

17
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Viewing a Provider Account's Site Detail Informatio n
Use these instructions to view detailed information about a specific site urrent
associated with a provider account.

On the Provider Account — Site List page, complete the following steps tshfithese
instructions:

1. Clickthe icon in the Detail column for a specific site. The Provider
Account - Site Detail page displays.

2. View the provider account's site detail information.

«Tip: The information displayed on this page is read-only and cannot be changed

18



Provider Accounts

Viewing and/or Updating a Provider Account's Email
Notifications

Use these instructions to view and/or update a provider account's email notificat
triggers.

“£Note: Email notifications are sent to the email address listed oRrthaéder Account
Detail page. If an email notification is selected and a corresponding email adde=s
not exist, an email notification will not be sent.

On the Provider Account — Site List page, complete the following steps isHhfithese
instructions:

1. Click the Provider Email Notification tab. The Provider Email
Notifications page displays.

2. Update the following check box selections as necessary:

278-Authorization File is Available
Ending Authorizations File is Available
Provider Account Inactivated

New Agreement Attestation is ready

3. Click Save.

19
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Viewing and/or Updating a Provider Account's Agreem ents
Use these instructions to view and/or update the agreements required between the
provider and the CRO for the enroliment of the provider account.

On the Provider Email Notifications page, complete the following stepsriisii these
instructions:

1. Click the Agreements tab. The Provider Account Agreements page
displays.

2. To update current payee agreements, select the | Agree link under
Current to view and confirm a specific agreement. The | Agree page for
provider accounts displays when clicked.

3. Click I Agree. The Provider Account Agreements page displays and the
Historical table is refreshed to display the newly "agreed to" document.

20
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4. To view detailed information about historical payee agreements, select the
PDF link under Historical .

21






Claims

Entering, Updating, and Checking an Online Claim
Use these instructions to enter, update, and check an online claim.

£Note: The claims entry page is displayed by using a variety of methods. These
instructions will guide you using all available methods. Therefore, depending dm w
method is used to access the claims entry page, some of the steps in thes@insstruc
may be optional.

Complete the following steps to finish these instructions:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.

2. Select the Claim Entry sub-menu option. The Claim Entry (Service tab)
page displays.

3. If necessary, enter the full Authorization Number or search for an
authorization. For more information, see How Do | Search for an
Authorization.

4. Select the Enter Service Line button to add the detail line items for this
claim. The claim entry page (specific to the service line you are adding)
displays.

5. Complete all of the required information on this page to enter a line for the
claim. Fields marked with an asterisk (*) are required.

NOTE: Enter the total charges for the service; not per unit charge.

23
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6. Click Add to Claim to save your information.

«Tip: All line items are displayed for the claim. The total dollar value of all dlirilee
items on the claim is displayed @iaim Total Chargesat the bottom of the page. A
Detail icon is available for each line item. You can click Eretail icon to edit a specific
line item. Or, you can click theeleteicon to remove a specific line item from the
claim.

7. Click the icon in the Detail column for a specific line item. The claim
update page (specific to the service line you are updating) displays.

8. Update any of the information on this page as necessary. Remember,
fields marked with an asterisk (*) are required and cannot be left blank.

9. Click Update Claim to save your changes.

«Tip: You can also cliciCloseto exit the page without saving any changes, or click
Resetto undo any changes made on the page and restore the previously saved
information.

10.Click Check Claim to perform the application's validation edits on the
claim without submitting the claim. (You can still update the claim if
necessary when checking a claim.)

24



Claims

«Tip: After the system validation edits are complete, you are shown whetherithe ¢la
will pass or fail when it is submitted. At this point the claim has not been saved to the
database and may be corrected if necessary. Individual line items linas atided to
the claim, updated on the claim, or deleted from the claimCHhHeek Claim button may

be clicked multiple times to perform many checks on the claim until the daactually
submitted.

11.0nce the claim entry is complete and has been checked thoroughly, click
Submit to save the claim to the database.

£Note: A claim that has been submitted to the database may still be updated afte
submission by clicking th€orrect Claim button on theClaim Detailpage. However,
once the claim status aid, the claim can no longer be corrected.

25
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Entering a Service Line to a Claim
Use these instructions to enter a service line item to a claim.

On the Claim Entry (Service tab) page, complete the following steps telfithese
instructions:

1. Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

2. Click Enter Service Line . The Claim — Service Line Iltem Information
page displays.

3. Enter the Service Date . You can click the icon to select the date from a
calendar.

4. Select a Location Code for the service line.
5. If applicable, select the Second Service for the Same Date check box.

6. View the EI Code for the authorization. This information is read-only and
cannot be changed.

7. Enter the CPT code for the service line. You can clickthe icon to
search for a specific CPT, then select a specific CPT in the Select CPT
table.

8. Enter the ICD9 Code for the service line. You can click the iconto
search for a specific ICD9, then select a specific ICD9 in the Select ICD9
Code table.

9. Enter the Units. 1 unit equals 15 minutes of service time.
10. Enter the Charges $.
11. Click Add to Claim .

26
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Entering an Assistive Tech Line to a Claim
Use these instructions to enter an Assistive Tech line item to a claim.

On the Claim Entry (Service tab) page, complete the following steps telfithese
instructions:

1. Click the Assistive Tech tab. The Claim Entry (Assistive Tech tab) page
displays.

2. Enter an Auth # and press the Enter key on your keyboard. If necessary,
you can click the Search Authorizations button to perform a search.

3. Click Enter Assistive Tech Line . The Claim — Assistive Tech Line Item
Information page displays.

4. Enter the Purchase Date . You can click the icon to select the date from
a calendar.

Select the HCPCS Code for the Assistive Tech line.
Enter the Units. 1 unit equals 1 item.

Enter the Total Charges $ .

Click Add to Claim .

© N o 0
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Entering a Transportation Line to a Claim

Use these instructions to enter a transportation line item to a claim.

On the Claim Entry (Assistive Tech tab) page, complete the followingsste finish
these instructions:

1.

© ©® N o

10.

11.

28

Click the Transportation tab. The Claim Entry (Transportation tab) page
displays.

. Enter an Auth # and press the Enter key on your keyboard. If necessary,

you can click the Search Authorizations button to perform a search.

Click Enter Transportation Line . The Claim — Transportation Line Iltem
Information page displays.

Enter the Travel Date. You can click the icon to select the date from a
calendar.

If applicable, select the Second Transportation Service for the Same
Date check box.

Select the El Code for the transportation line.
Enter the CPT code for the transportation line.
Enter the Units. 1 unit equals 1 mile or 1 trip.
Enter the Charges $ .

In the Select CPT table, select a CPT to insert for the transportation line
as necessary.

Click Add to Claim .



Claims

Searching for a Claim
Use these instructions to search for a claim that currently existis whe database.

Complete the following steps to finish these instructions:

1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.

3. Select the Claims sub-menu option. The Search Claims page displays.

29
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4. Select the appropriate radio button and enter filter criteria in the following
radio button fields as necessary to perform a search. Only one search
criteria may be selected.

Claim #
Authorization #
Provider Acct
Provider Name
Last Name (Provider)
First Name (Provider)
Child Id
Child Name
Last Name (Child)
First Name (Child)
Check Number
Date Range
Type
Start Date
End Date

5. Click Search to perform a search based on the filter criteria entered. The
Claim List page displays a list of claims that match the specified search
criteria.

30



Claims

Printing a List of Claims

Use these instructions to display a printer-friendly list of claims thmabegrinted on
your printer.

On the Claim List page, complete the following steps to finish these ictsivas:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

£Note: Depending on your browser, the steps required to print a web page may dfffer.
Please refer to your browser's online help system for the printing optionsetispieaific
to your browser.

31
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Viewing the Details of a Claim from the Claim List

On the Claim List page, complete the following steps to finish these isitvas:

1. Clickthe icon in the Detail column for a specific claim. The Claim
Detail page displays.

2. View the claim's detail information.

32



Claims

Printing the Details of a Claim

Use these instructions to display a printer-friendly page that contains detail®
information that can be printed on your printer.

On the Claim Detail page, complete the following steps to finish theseungons:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

£Note: Depending on your browser, the steps required to print a web page may dfffer.
Please refer to your browser's online help system for the printing optionsetispieaific
to your browser.
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Viewing the Details of an Authorization from the CI aim List

Use these instructions to display detailed information about an authorization from the
Claim Listpage.

On the Claim List page, complete the following steps to finish these ictsivas:

1. Click the Auth icon next to a specific claim in the Claim List table. The
Authorization Detail page displays.

2. View the authorization's detail information.
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Claims

Viewing the History of a Claim
Use these instructions to display a complete history of a claim.

On the Claim List page, complete the following steps to finish these isitras:

1. Click the History icon next to a specific claim in the Claim List table. The
Claim History List page displays.

2. View the claim's historical information.
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Viewing the Details of a Claim from the Claim Histo ry List

Use these instructions to display detailed information about a claim fro@ldime
History Listpage.

On the Claim History List page, complete the following steps to finish ¢hes
instructions:

1. Clickthe icon in the Detail column for a specific claim. The Claim
Detail page displays.

2. View the claim's detail information.
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Claims

Viewing the Details of an Authorization from the CI aim History
List

Use these instructions to display detailed information about an authorization from the
Claim History Listpage.

On the Claim History List page, complete the following steps to finish ¢hes
instructions:

1. Clickthe icon next to a specific claim in the Claim History List table.
The Authorization Detail page displays.

2. View the authorization's detail information.
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Searching for an Authorization
Use these instructions to search for an authorization that currently eiiststhe
database.
Complete the following steps to finish these instructions:
1. On the Provider Account Management pull-down menu, select the
Provider Billing menu option. A sub-menu displays.
2. Select the Search sub-menu option. A sub-menu displays.

3. Select the Authorizations sub-menu option. The Search Authorizations

page displays.
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4. Select the appropriate radio button and enter filter criteria in the following
fields as necessary to perform a search: Only one search criteria may be
selected.

Claim #
Authorization #
Provider Acct
Provider Name
Last Name (Provider)
First Name (Provider)
Child Id
Child Name
Last Name (Child)
First Name (Child)
Check Number
Date Range
Type
Start Date
End Date
5. Click Search to perform a search based on the filter criteria entered. The

Authorization List page displays a list of claims that match the specified
search criteria.
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Printing a List of Authorizations
Use these instructions to display a printer-friendly list of authorizatiohsdhabe
printed on your printer.

On the Authorization List page, complete the following steps to finish ¢hes
instructions:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

£Note: Depending on your browser, the steps required to print a web page may dfffer.
Please refer to your browser's online help system for the printing optionsetisaiearfic
to your browser.
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Viewing the Details of a Claim from the Authorizati on List

Use these instructions to display detailed information about a claim from the
Authorization Listpage.

On the Authorization List page, complete the following steps to finish ¢hes
instructions:

1. Click the claim icon in the Detail column for a specific claim. The
Claim Detail page displays.

2. View the claim's detail information.
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Authorizations

Viewing the Details of an Authorization from the Au thorization
List

Use these instructions to display detailed information about an authorization from the
Authorization Listpage.

On the Authorization List page, complete the following steps to finish ¢hes
instructions:

1. Clickthe icon in the Detail column for a specific authorization. The
Authorization Detail page displays.

2. View the authorization's detail information.
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Printing the Details of an Authorization
Use these instructions to display a printer-friendly page that contains detaile
authorization information that can be printed on your printer.

On the Authorization Detail page, complete the following steps to finisksth
instructions:

1. Click Print. A page containing a printer-friendly list of claims is displayed.
Use your browser's print function to print the page as necessary.

£Note: Depending on your browser, the steps required to print a web page may dfffer.
Please refer to your browser's online help system for the printing optionsetisaiearfic
to your browser.
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Viewing CPT Information for an Authorization

Use these instructions to view CPT information for a specific authorization.

On the Authorization Detail page, complete the following steps to finisisth
instructions:

1. Click the CPT link next to a specific authorization in the Authorization
Line table. The CPT page displays.

2. View the authorization's CPT information.
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