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1.0 INSTALLATION

NOTE: This software should be installed on PC’s equipped with Windows 95, 98, or
ME only.

To install the New York State PC Applications Software on your PC, please do the
following steps:

» Close all other applications you have running.
» Put the disk labeled PC Applications Disk 1 of 3 in the 3.5” disk drive.

¢ Click on Start and then Run.

w [ L=1| 8}
EE Run. ..

Eﬁtart |] & i G |J
A box will appear that looks like the following:

[E==  T.ne the name of a program, Folder, document, or
¥ Internet resource, and \Windows will open it Far ywaou,

Open: I setup. exe| j

Ik I Zancel | Browse, ., |

» Type <drive>:\setup.exe under the Command Line (<drive> should be the drive

in which you placed the disk).
e Click on OK once you have entered the information.

The Setup Program will display the next few screens as you install the PC Applications
Software. The first screen that appears looks like this:

Setup

Copying initialization files...
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The Setup Program will prompt you along the way to insert the other disks as needed.
The screen below demonstrates this:

Setup
Fleaze inzert the dizk labeled:
'Drizk 2" into drive &

Cancel I

» Once you have inserted the disk, click on OK to continue.

Next, this screen will appear:

Mew York State PC Applications 5 etup i

YWelcome to the Mew York State PC Applications installation
progran.

Setup cannat ingtall systemn files or update shared files if they are in uze.
Before proceeding, we recommend that vou cloze any applications you may
be running.

E st Setup

» Make sure all other applications are closed, then click on OK.
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The next screen looks like this:

Mew York State PC Applications Setup |

Beain the inztallation by clicking the buttan belaw,

Click thiz button to install Mew Yark State PC Applications software to the
zpecified destination directan.
o
Drirectany:
’7 C:AMYSPCN Change Directony

Exit Setup

 If you need to change the default directory, click on the Change Directory button
and the Setup Program will take you to a screen that will allow you to do so.

» If you want the software installed in the default directory C:\NYSPC, click on the
large button with the picture of the computer on it.

*Note: You can click on Exit Setup at any time to discontinue installing this software.

As the Setup Program continues, the following screen appears. The bar in the middle of
the screen indicates what percentage of the software has been installed.

Mew York State PC Applications Setup |
Deztination File:

C:ANYSPCAMEDICAIDMADSCRIPT.CDE
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When the final two screens appear, as seen below, you have successfully installed the PC
Applications Software and are ready to begin.

@ Setup iz creating program icons.__
oy

Mew York State PC Applications 5 etup

Mew ork State PC Applications Setup was completed zuccezsfully,

* Click on OK to continue.

November 2002 1.04 Installation
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2.0 COMMUNICATION SETUP

Once you have installed the Medicaid Eligibility Software on your PC, double click on the
Medicaid icon to start the application. The first time you use the Medicaid Eligibility
Software, you must adjust some of the Communication Setup information.

* Click on Communications and then Properties. A box labeled
Communication Settings appears.

EdiNew York State Medicaid Eligibility =13l x|

File Edit | Comrunications Mavigate Send Report  Help
Mool o i | I Recnrd:|l4 4 | || LM of

Input Data T Fesponse Data
— Primagy information — Linsts Information
Service Date: 10/10/2002 Deliverad: |:|
Transaction: | Eligibility Inquiry =~ Lab: [ ]
Frovider: |:| Pharmacy; |:|
Recipient L ]
— Lopap fefonmaion

Seguence MNo:

Crdering Provider:

Referring Provider:

elif

Specialty Code:

November 2002 2.0.1 Communication Setup
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Phone
This tab contains the phone number and access code that you use when you send a
Medicaid transaction to the New York State Medicaid System.

= Communication Settings

Phone ; Communications i b odem i

Enter the phone number and access
code to be used to dial the phone.

Frimary Mumber: i[BI]I]] 999-9999

Access Code: 15'1

This phone number and access code
will be used ta dial the phone when you
atternpt to send a transaction to the
Mew York Medicaid System.

Primary Number

The phone number to be entered in this field will be the productive telephone
number. For every transaction, always dial the "Primary" number first." If you
do not receive a response or have any problem in completing the transaction, try
again using the "Backup" number. The telephone number will vary depending
upon the capabilities of your modem.

PC's with modem limitations (4800 baud or less) should use the PC (low-speed)
numbers. PC's with higher-speed modems (9600 baud or more) should use the PC
(high-speed) numbers.

Access Method Primary Backup
PC (low-speed) (800) 997-1119 (800) 394-2345
PC (high-speed) (800) 997-1110 (800) 394-4858

Access Code

If you are connected to a phone line that requires a “9” to dial out, please type in 9-
1. If you require an access code other than a “9”, please use that number in place
of the 9. If you do not need a number to dial out, please type in a 1.

November 2002 2.0.2 Communication Setup
Phone
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Communications

Click the Communications tab. This screen contains a variety of communications
information. Please make sure your screen has the same information as the following

box:

Communication Settings

Phone | Communications | Modem |

- Bl Sate
Cr1z00 O 2400 O 4800
® 9600 C 144 (O 288

¢ A B T S S
®7 O3 ®1 O:z

- Pl S - Ll A
@ Even ©1 O32

3 O4
O Odd
r LA At

O none ) Yes @ Mo

]|

(1] I Ean-::ell &ppl_l,!l Help |

Baud Rate

This should be set to the baud rate of the NYS Medicaid System. This is not the
baud rate of your modem. At this time, the NYS Medicaid System is set up to
handle a 9600 baud rate. Potential upgrades to the system may change this. You
will be notified if any upgrades are installed.

Comm Port

This field will vary depending on which communication port your modem is

connected to.

*Note: The rest of the information should be the same as the example above. This
information cannot be changed at this time.

November 2002 2.0.3
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Modem
Click the Modem tab. This screen contains modem information.

» Double click on the first modem selection which is <<None>>. Once you have
done this, <<None>> should appear under “Modem Selected:”
» Type Z in the “Override Initialization String:”

Your screen should appear as follows:

Communication Settings |

Phone I Communications | Modem |

Douhble click an the modem name to
select, or enter an override
Initialization string.

Accex Designer 9600
Accex Designer 14400
Anderson-Jacobson 96732 STH
ATET 2224 CEO

Modem Selected:

== Mone ==

Dverride Initialization String:
ral

(1] 4 Cancel Apply Help

This completes the Communications Setup. Click on OK to exit this box.

Communication Setup

November 2002 2.04
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3.0 CREATING TRANSACTION FILES

You are now ready to create a transaction file. If you wish to save a copy of the records
entered, you must create a transaction file and add your records to the file. If you only
want to send in one record and you do not need to save a copy of it, skip to the sections
titted Entering a Record and Sending a Single Record.
To create a transaction file:

» Click on File and then New.

A screen will appear that looks like the following:

Mew Transaction File
File Hame: Directones:
|EEEE chnyspcimedicaid

C |
mdscript.ddb - 3 e -
3 medicaid _
List Files of Type: Drives:
ITlansactiun File [‘_ddh]jJ I = o jJ

* Type in a File Name where you currently see hi-lighted *.ddb. Follow the DOS
naming standards: eight characters long, cannot start with a number, no spaces,
etc. An example of a file name is: Septlst (if you enter an invalid file name, a
box will appear telling you so).

» Once you have entered a file name, click on OK.

November 2002 3.0.1 Creating Transaction Files
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If you look at the example below you will notice the name C:/../SEPT1ST.DDB on the
bottom right box of the screen. This is the name of the current Transaction File. You also
see Transaction File Created in the bottom left box. This verifies you have properly
created a new Transaction File.

i New York State Medicaid Eligibility =10 x|
File Edit Communications Mavigate 3Send Report Help
I:}’IEI x| = |% i) | #4] |2 Recnrd:|l*l 1 | || b | M| of0
Input Data T Fesponse Data
— Fimany feformafien — Ll fefonmation
Senice Date: 10/10,/2002 Delivered: I:l
Transaction: | Eligibility Inquiry = Lab: []
Provider: aooooono Pharmacy; I:l
Recipient [ ]
— Lepap fefonmalion
Sequence Mo: |:| Type LUnits
Qrdering Provider: |:| One: D |:|
o [] []
Referting Provider: |:| T e D I:l
Specialty Code: |:| PO D I:l

rrransactinn File Created | i ISEFPT1ST.OCB

For an explanation or description of any of the fields in the Input or Response Data
screens, you can click on the individual caption and a help screen will appear with a brief
description or list of codes.

November 2002 3.0.2 Creating Transaction Files
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4.0 ENTERING A RECORD

You are now ready to enter a record or Input Data information.

Primary Information

This information is found on the left side of the Input Data screen and includes the

following fields:

Service Date

This field should contain the actual date the services were rendered to the recipient.
For example: If the patient was seen yesterday, and the transaction is being
entered today, use yesterday’'s date as the service date. Once a service date has
been entered, the program will keep that date in the Service Date field until it is
changed. Dispensing Validation System (DVS) transactions require a current date
entry. This field is required.

Transaction

This field identifies the type of Medicaid transaction to be processed. Acceptable
transaction types are listed in a dropdown box. Click on the down arrow key to see
the following dropdown box appear:

Transaction: Eligibility Inquiry =]

E ligibility Inguir

Pravider: Service Authorization
Authurizatiun Confirmation
Recipient: Authonization Cancel

Dizpenzing ¥alidation System

Click once on the appropriate transaction type. This field is required.

Provider

This field identifies the NYS Medicaid Provider number of the provider that actually
provided the service for which you are running the transaction. For example: If
Dr. X has a provider number of 01234567, and you need a service authorization for
his Medicaid patient, you would enter 01234567 in the Provider field. This is an
eight-digit field. Once you enter a provider number in the Provider field, the
program will keep that number in the field until it is changed. This field is required.

Recipient

This field requires the 8-digit alpha-numeric New York Medicaid ldentification
Number of the recipient receiving services. This field is required and the number
must be entered in the following format:

CCNNNNNC, where:

C
N

Alphabetic Character
Numeric Character

November 2002
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Sequence No

This field should contain the two-digit sequence number located on the bottom right
corner of the recipient’s identification card. The recipient must use their most recent
Medicaid card. If the card used is not the most recent card, an Invalid Sequence
number reject will be returned. This field is required if the service date is the same
as the current date.

Ordering Provider
This is the provider number or license number of the provider who ordered the
service.

If you do not have the provider number of the ordering provider, you may enter the
license type and license number. If entering an out of state license number, the two
character alpha state code must also be entered. If entering a license number from
New York State providers, enter two zeroes and the six digit number after the
license type. This will allow the system to distinguish an eight digit MMIS # with 01
as the first two digits from a license number. The license type and license number
should not have spaces in them. If entering a Nurse Practitioner license number,
the fourth digit must be “F". If entering an Optometrist license number, the fourth
digit mustbe aU or V.

Valid license types include:

01 NYS Physician 11 Out of State Physician

02 NYS Dentist 12 Out of State Dentist

09 NYS Physician’s Assistant 19 Out of State Physician’s Assistant
25 NYS Optometrist 35 Out of State Optometrist

26 NYS Podiatrist 36 Out of State Podiatrist

27 NYS Audiologist 37 Out of State Audiologist

29 NYS Nurse 39 Out of State Nurse Practitioner

An example of a NYS provider license type and number is:

0100123456 (‘01" being the license type, 2 added zeroes, and
123456’ being the license number.)

An example of an Out of State provider license type and number is:
11NJ123456
An example of a Nurse Practitioner license type and number is:
290F121212
An example of an Optometrist license type and number is:
250U123456
NOTE: When entering a license type and license number, the last six positions of
the entry should be the actual numeric license number. If the license

number does not contain six numbers, zero fill the appropriate positions
preceding the actual license number. For example, an entry for an

November 2002 4.0.2 Entering a Record
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Optometrist whose license number is V867 would be: 250V000867
(License Type + OV + Zero fill + License Number).

Completion of this field is required for all providers who fill written orders/scripts.

November 2002 4.0.3 Entering a Record
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Referring Provider

This field should only be used if the provider initiating this transaction is not the
primary provider. An example would be if a recipient is restricted to a primary
physician and is referred by the primary to a specialist for additional services or the
recipient is participating in the Managed Care Coordinator Program. The MMIS
provider number of the primary physician who made the referral must be entered
into the Referring Provider field. This field is optional unless the recipient is
restricted and the transaction is not from the primary provider.

November 2002 404 Entering a Record
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Specialty Code

This is a State supplied code that indicates the type of service rendered to the
patient. This is an optional field except for a clinic provider requesting a Service
Authorization. For DVS transactions, only clinics must enter their DME specialty
code. Entry of a specialty code by other DME provider types will cause the
transaction to reject.

When applicable, you can manually enter the code in the box or choose from a list
of codes (if any) by pointing to and clicking the right mouse button on Specialty
Code. A small box listing your choices will then appear. The box will be empty until
you manually enter new codes. Choose by double-clicking on the appropriate code.
Click on anything else to close the list box. You can also use the ‘Enter’ and
up/down arrows on your keyboard to make your selection.

‘ Specialty Code: |:|
nan +

I (1T
0o4 |_
= —— K |

0E0 +

The list grows longer and longer as you add new codes. The box can hold up to 32
distinct codes. After 32 codes have been entered, new codes will be added to the
list by replacing the oldest codes entered.

Units Information
For all transactions except DVS, this information is found on the top right side of the Input
Data screen and includes the following fields:

Delivered Units

The number of service units the provider delivered to the patient, for which a claim
will be filed later. Labs and Pharmacies must enter information into this field.
Physicians and clinics are not required to enter service units. One service unit per
authorization per calendar day will be assumed.

Lab Units

The number of laboratory tests that the provider is ordering for this patient. This
field is to be completed by the practitioner ordering the lab tests. Enter the number
of lab tests ordered or leave blank if not applicable.

Pharmacy Units

The number of prescriptions that the provider is ordering for this patient. This field
is to be completed by the practitioner ordering the prescriptions. Enter the number
of prescriptions ordered or leave blank if not applicable.

November 2002 4.0.5 Entering a Record
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DVS Information
For Dispensing Validation System (DVS) transactions, the following information will appear
instead of the Units Information on the top right side of the Input Data screen.

EdMew York State Medicaid Eligibility ": 1ol =]
File Edit Communications Mavigatke Send Report Help
‘3‘@ *| =] (8| D \ﬂ \1 record:| 1| <[ ]| » | v ] oo
Input Data T Fesponse Data
T e iefeamalion — S fefenmation

Senice Date: 10/10/2002 COS: |:|

teoe: [ ]

Provider: 00000000 Quantity: |:|
Recipient: |

For DVS transactions, each of the following additional fields are required:

Transaction:

COS (Category of Service)
The 4 digit state supplied code assigned to your provider number at the time of
enrollment in the New York State Medicaid Program which identifies your service

type.

Item/NDC

The 5 digit New York State alpha-numeric item code of the item being dispensed.
For some items, if instructed by New York State, the 11 digit National Drug Code
may be entered in this field.

Quantity

The quantity being dispensed for the current date of service only. Do not enter the
total quantity (original plus refills) authorized on the written order. For an example
of an enteral product entry, click on the Quantity caption on the screen.

Copay Information

For all transactions except DVS, this information is found on the bottom right side of the
Input Data screen. Copay may not be entered for a DVS transaction because the program
will use the amount from the NYS Drug Plan file and return it in your response as well as
add it to the recipient copay file for cap calculation.

Type
A letter indicating the type of copayment service rendered. This field is optional and
may be left blank. Refer to the Code Tables in the Help-Contents section for

Copayment Type Codes.

November 2002 4.0.6 Entering a Record
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Units
The number of units rendered for copay. This is a two-digit field and must be
entered accordingly. The Units field is optional and may be left blank if not relevant.

For example, a Medicaid Recipient is being seen for one clinic visit. The Copay
Type and Units would be as follows:

Type=C Units=01
*Note: Copay Type must be entered before Copay Units can be entered. Copay Type

One must be entered before Copay Type Two can be entered.

Add Record to File
Once you have completed entering the Input Data information, you need to add the record
to the transaction file.

* Click on Edit and then Add Record or click on the Add Record button
toolbar.

kg New York State Medicaid Eligibility N [=] |
File | Edit Caommunications Mavigate Send Report Help
Gy ML s | (2 recor: | W[ « [ 28 |[ > [ 1] or 26
IIpdate Record ﬂ = | | ||
Delete Record ]’
lndelete Record

Fesponse Data

B Clear Displaw: ChrlHC - Ltz A :
Sewice Date: | 1041472002 Delivered: |:|
Transaction: | Eligibility Inquiry =l Lab: []

Frovider: 00000000 Pharmacy’ I:l
Recipient: LZ12334D

[ Lz12334D] B —
Sequence Mo: Tyhe Lhits
Qrdering Providet: |:| One: IE‘
T D I:l
Referring Frovider; I:| T e D I:l
Specialty Code: |:| Fo D I:l
I'Franaactinn record added. i [SEPT1ST.ODE

*Note: With all of the toolbar buttons, you can find their labels by placing your cursor on
the button and leaving it there for a few seconds. This will bring up a description of the
button in a yellow box.
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Once you have clicked on this button, notice the bottom left corner of your screen says
Transaction record added. You may now enter new information in the Input Data. The
information that is currently there is saved. Due to the speed of the NYS Medicaid
system’s modems, we recommend that you limit your files to 2,000 records.

November 2002 4.0.8 Entering a Record
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5.0 VIEWING RECORDS

Once you have entered the record(s) that you plan to send, you may want to double check
to see what you have entered. On the menu bar under Navigate you will see the following
options that allow you to scroll through and find the records in your Transaction File:

L= Send Heport Hel
First Record

Breviouz Record

MHext Recaord

Last Record

Find... Chil+F

You can also scroll through the records in your file by clicking on the toolbar buttons
shown below:

Recnrd:|l1 1 |3 || B | M| of 16

View First and Last Records

To view the first record in the file, click on the View First Record button. This button has a
line and an arrow pointing to the left. To view the last record, click on the View Last
Record button. This button has a line and an arrow pointing to the right.

View Previous Record

If you need to look at a previous record, click on the View Previous Record button. This
button has an arrow pointing to the left. You may scroll all the way back to the beginning
of your file using this button.

View Next Record

To look at the next record in your Transaction File, click on the View Next Record button.
This button has an arrow pointing to the right. You may scroll through your entire
transaction file by using this button.

Find
If you need to find a specific record in your Transaction File but you do not know where it
is, you can use the Find feature. To use the Find feature:

» Click on Navigate and then Find, or click on the Find button \E on the toolbar.
The screen shown below will appear:

wFnd x|

FindWhat  [L212334D

[+ Start at First Recard

» Type in the text to search for in the Find What box, and click on Find Next.

November 2002 5.0.1 Viewing Records
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The Input Data screen will display the first record it found with that information in it. If that
is not the record you want, click on Find Next again. The Input Data screen will then
display the next record it finds with that information in it.

The Find feature starts at the first record and works its way through. If you change the text
you are looking for, you will want to check the Start at First Record box to start the new
search at the first record.

View Record Number

If you know the record number you need to view, click in the record number box (in
between the Next and Previous buttons on the toolbar), type the record number and press
Enter. The record you specified will appear on the screen.

November 2002 5.0.2 Viewing Records
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6.0 EDITING A RECORD

In addition to adding records, the Medicaid Eligibility software allows you to Update, Delete
and Undelete records and Clear Display. These functions are found under the Edit menu
as pictured below.

[ Communications  MNavigate
Add Record Chrl+&,

Update Recaord

Delete Recard

InDelete Record

Clear Mzplay Chrl+C

Update Record
After entering several records, you may find a record that you want to change or correct.

For example, you may have realized that on one particular record you entered an invalid
recipient number.

» Scroll to the record that you need to change.

» Go to the Recipient field (or any other field you need to update) and type in the
correct information.

» Once you have changed the information, click on the Edit and then Update

Record, or click on the Update Record button on the toolbar.

If you look at the bottom left corner of your screen, you will see that it says Transaction
record updated. If you make changes to a record but do not select Update Record, your
changes will not be saved.

November 2002 6.0.1 Editing a Record
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Delete Record
You may also have a record that you want to delete. To delete a record:

« Click on the Edit and then Delete Record, or click on the Delete Record button

E on the toolbar. It will bring a screen that looks like the following:

Select record{s) to delete

x| Provider

[Service Dates
aint to the record you would like to delete and / Numbers

Transaction Codes ct multiple recards, hold down t Recipient
and click on the additi _—1 Numbers

GS51 = Eligibility Inquiry
GS53 = Service Authorization

or Durable Medical G551 20021005 00000000 L~A12334D
Equipment GS51 20021014 O0000D0D0 AATZ821K
GS55 = Historical Inquiry G551 20021014 00000000 AA15343D
GS57 = Historical Cancel G553 20021014 00000000 AD395447

G553 20021014 00000000 AAT12154B
G553 20021001 00000000 AA16G6610
G553 20021015 00000000 AA44385W
G553 20021014 00000000 AAT2821K
G551 20021015 00000000 WA33220D
G553 20021014 00000000 AA12451G

| E:(. I | Cancel I

» Select the record(s) you would like to delete. To select a single record, click on
the record once to hi-light it. To select a group of records, click on the first
record, hold down the Shift key and click on the last record. To select records
that are not next to each other, hold down the Ctrl key and click on each record.

» Click on OK to delete the records you have selected.

In the bottom left corner of your screen, you will see Selected record(s) deleted. Your
record(s) will not be permanently deleted until you close the current file, open a new file,
or exit the program. You will be able to undelete the record(s) otherwise.

Undelete Record

You also have the option to undelete a record that you have deleted. To undelete a
record:

e Click on Edit and then Undelete Record, or click on the Undelete Record button

A on the toolbar. This will bring up a list of deleted records.
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» Select the record(s) you would like to undelete then click on OK. You have the
same selecting capabilities (using the Ctrl and Shift keys) as you do in the Delete
Record screen.

In the bottom left corner of your screen, you will see Selected record(s) undeleted.

Clear Display
This menu option clears the information you currently have on the screen. You will not

erase or delete a record in the file or the file itself. This option just allows you to have a
clear screen to input new information into. You can also click on the Clear Display button

\E- on the toolbar.
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7.0 SENDING

With the Medicaid Eligibility software, you have the option of sending the current record,
sending selected records or sending all records. If you click on Send, you will see the
following drop down list:

E=aul Beport Help
Current Record

Selected Records
Al Records

Current Record
To send the current record, please follow these steps:

* Enter the Input Data information.
¢ Click on Send and then Current Record.

This will send your current record to the NYS Medicaid System and you will momentarily
receive a response.

*Note: If you use the Send — Current Record menu option, the response information will
not be saved. If you want to save the response information, you must create a file and
enter your record in the file. Please see the Creating Transaction Files section for more
details.

Selected Records
To send specific records from a file, please do the following steps:

» Click on Send and then Selected Records.

» Select the records you want to send by hi-lighting them in the list. To select a
single record, click on the record once to hi-light it. To select a group of records,
click on the first record, hold down the Shift key and click on the last record. To
select records that are not next to each other, hold down the Ctrl key and click on
each record.

» Click on OK when you have selected the records you want to send.

This will send all of the records you have chosen at the same time. Once all of the records
have been sent, you can see the response information.

All Records

You may also send an entire transaction file at one time to the NYS Medicaid System.
Due to the speed of the modem on the Host, we recommend that you keep your files
under 2,000 records. If you need to send in more than 2,000 records, please divide them
into separate files. To send an entire file:

» Click on Send and then All Records. This will send all of the records you have
entered into your Transaction File at the same time.

The transactions will take place too quickly for you to be able to see your response data
while sending. You will have to wait and view each record after the transactions have
been sent.
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Regardless of whether you are sending the current record or an entire file, the Medicaid
Eligibility software will check your information to see if it is valid before it will start the
sending process. If some of the information is missing or incorrect, the program will not
allow you to send. The invalid fields will appear in red on the screen. You will need to
correct or fill in the missing information before trying to re-send the record or file.

EdNew York State Medicaid Eligibility =13l x|

File Edit Caommunications Mavigate Send Report Help

Bl X | = |§ (1 \ﬂ \1 Recnrd:|l4 4 | 1D|| P M jof10

Input Data T Fesponse Data

— Fumare fefermation — Lt foformation
Service Date: 101442002 Deliverad: |:|
Transaction: | Eligibility Inquiry = Lab: [ ]
Frovider: 0oo0oo00o Fharmacy: |:|

Recipient [ ]

— Lopar fefoamafien
Sequence Mo: |:| Type LUnits
Qrdering Providet: |:| One: D |:|
o [] []
Referring Frovider; I:| v D |:|
Specialty Code: I:| P D I:'

|C|:|rrect colored fields before sending. - ISEPT1ST.DDE

If you look at the example above, you will see the word Recipient appears in red. Also,
there is a statement in the bottom left corner of your screen asking you to Correct colored
fields before sending. Notice that the Recipient number field was inadvertently left
blank. In this situation, you would need to correct the Recipient number field with the
proper information and then send the transaction.

*Note: If the Recipient or Provider number is invalid, it will be identified by the software as
being an error even if the format is correct.
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8.0 RESPONSE SCREEN

The previous page showed an example of the Input Data screen. The tab to the right of
Input Data is Response Data. Single click on this tab and a screen will appear that looks
like the following:

ki New Yok State Medicaid Eligibility

File Edit Communications Mavigate Send Beport Help

lﬂ'El x| = |§ 01 |ﬂ ? Recurd:|H 4 | || kM of
Input Data T Response Data 1
—Responsea Date of Senvice
Approved: WA Eligible ’7 101052002
— Fecaent
Recipient LZ12334D Anniversary. September  Recedification: January
S Male County: Warren
Birth Year. 1953 Qfice: [The EMEVS code for this is: 52]
— JHedicare £r Fazf and ffear ———
Services Approved
* 01 Delrvered
—Medicaid COA
Social Security
Frrapfon — CaF
— Third Party Carrier (Coverage) o s
—DWVS
Single transaction sent to host. |

This is an example of a completed and approved Eligibility Inquiry transaction. You can
see that there is now information in Response Data. If you send through an entire file, you
will see the response data for the record that was on the screen before you sent the file.
You may either scroll through your transactions using the arrow buttons on the toolbar, or
by using the Record Number box. (Please see the section titled Viewing Records for
further details.) You will notice the top right corner of the screen tells you the total number
of records you have and which number record you are currently viewing.

There are several forms of help available on the Response Data screen. If there is any
information on the screen that needs further explanation, such as Medicaid COA, click on
that word and a pop-up help screen will appear.

In the center of the screen pictured above, there is a message box displaying the EMEVS
code for the County Warren. This is another form of help available on the Response Data
screen. When you send in transactions to the Medicaid System, a line of codes is sent
back. These codes are deciphered by the software and the description is displayed on the
Response Data screen. You can find out the code that was actually sent back from the
Medicaid System by pointing and holding the mouse over the description momentarily.
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For approved DVS transactions, the DVS response field will contain an eight digit DVS
number which you should put on your claim form. For denied transactions, the rejection
reason will be returned in this field.
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Additional help is available in the Third Party Carrier (Coverage) section. In the picture on
the bottom of this page, the insurance plan Accident Liability Benefits is displayed with the
coverage codes after it. If you hold your cursor over the codes (ALNOPRSTUY) and click,
a pop up screen will appear like the following:

w. Third Party Insurance Coverage

Accident Liability Benefits

A - Inpatient Hospital

L - Hursing Home

H - All Phwsician Services

0 - Drugs

P - Home Health

R - ER and Clinic

5 - Major Medical

T - Transportation

U - Coverage to compliment Medicare
¥ - Durahble Medical Equipment

This screen displays the insurance coverage codes and what each of them stands for. To
close this screen, click on OK and you will return to the Response Data screen. If more
than one insurance carrier is listed under the Third Party Carrier (Coverage) section, you
can also click on the coverage codes for that carrier to see this same information.

The final area that has additional help available is in the Exception section of the screen.
If your transaction has any exceptions or restrictions associated with it, the codes will
appear in this area. To find out what the codes stand for, hold your cursor over the code
and a pop-up help screen will appear as shown below:

: SRR * = faeapfon |- Lafay ————
- Third Party Carrier (Coverage) ——— [ 1

| Accident Liability Benefits I |

' (ALNOPRSTUY) - |—pyig——

|[Has Connect senices|
il transaction(s) sentto NYS. (CA JSEFT15T.DDE

Up to three exceptions may be displayed on the Response Data screen.
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9.0

IMPORTING/EXPORTING FILES

The Medicaid Eligibility software allows you to import and export files to and from the
program. In the Help Screens you will find import and export specifications. These
specifications give you the layout necessary to import or export records successfully.

Importing
In order to import a file, you must create a text (.txt) file that contains records separated

with a carriage return (CR) followed by a linefeed(LF). The record length must be what is
listed in the specifications and must be the same for all records. If a field is not applicable,
fill it with spaces.

Once you have created the text file, you can import it by doing the following steps:

» Click on File and then Import.
» Select the text file that you created and click on OK.
* Name the new Medicaid Eligibility transaction file (.ddb).

You will see a status bar on the screen indicating how far along the import process is.
Once the software has finished importing your file you will see a message box. If your
import is successful, click on OK and view your file. If you have errors while importing, you
will be able to view an Import Error Report. This report will display only those records that
had errors. If you had records without errors, a transaction file will be created with the
correct records.

The Import Error Report will display the invalid records and indicate what field is causing a
problem. If you see a field hi-lighted in red or underlined, that field is causing the error.
Common mistakes include invalid dates, invalid record lengths or fields in the wrong order.
Keep in mind that fields that are not applicable to your business need to be space filled,
they can not be left out.

Exporting
Before exporting a file from the Medicaid Eligibility software, you must have response data

in the file. If the file does not have response data, the software will not allow you to export
it.
To export from the Medicaid Eligibility software, please do the following steps:
» Open your transaction file by selecting File - Open from the menu.
Select the file you want to open and click on OK.

Select File — Export from the menu.
» Type in a name for the export file and click on OK.

The software will create the export file, a text file, and prompt you with a message when it
is complete. If the export is successful, you can then import the file to another system.
Again, the specifications for the layout of this file are available in the help screens.
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Included with the Medicaid Eligibility software are two methods of viewing your export file
without having to setup the export specifications. These methods are available in Excel
and Access. Once you have created the export file by following the directions above, do
the steps listed below.

Excel
To setup the Excel macro:
¢ Open Excel and go into Tools-Options.
» Click on the General tab.
« Type c:\nyspc\xistart in the box next to Alternate Startup File Location.
(Or type in the directory where you installed the software, if it is different. It
must end with ‘xIstart’.)
¢ Click OK and then exit Excel.
¢ Re-open Excel.

You are now ready to use the Excel macro. Once you have completed the setup of
the Excel macro, you do not need to do those steps again.

To run the macro:

¢ For Excel 5.0, press Ctrl-Q
e For Excel 7.0 or 97, press Ctrl-Z

The Excel macro will ask for the name of the export file and then run the report for
you.

Access

For Access 2.0, open Access and then open the database file called
c:\nyspc\tools\nysaccl6.mdb. For Access 7.0 or 97, open the file called
c:\nyspc\tools\nysacc32.mdb. The Medicaid table in the Access database starts off
empty, so you will want to add records by adding your Export file to the table. The
following is an explanation of each of the buttons:

* Add Export File to Medicaid Table: Takes your Export file and appends
the records to the Medicaid table.

* Replace Medicaid Table with Export File: Deletes all records in the
Medicaid table and then adds your Export file to the table.

» View Records: Displays the records that are currently in the Medicaid
table.

« Preview Medicaid Report: Displays a sample report that shows the
records in a report form.

* Close Medicaid Eligibility Database: Closes the database.

This is a sample database only that you can tailor to your needs. The report can be
changed to include different fields or to display fields in a different order.
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10.0 THE MENU BAR

There are some features in the Menu Bar that you may find useful when processing
Medicaid transactions.

Shortcuts

Each of the words in the Menu Bar have a letter underlined. If you press the Alt key and
then one of the letters that is underlined, such as the ‘F’ in File, the drop-down box for that
menu item will open as shown below.

|48 Edit Communications  Mavigate Send Beport
Mew... Chrl+M
Open... Chrl+01
Cloze

Delete...
Clear

Irnpart
Expaort

1 :ABRIESFCAPPSSMENIBEITT.DDE

2 CAMYSPCAMEDICAIDSSERPTIST.ODE
3 CAMYSPCAMEDICAIDSSERPT2ST.ODE
4 I:NBRIESSEFTZ5T.DDE

E xit Chil+F5

Each of the menu items in the drop-down box also have a letter underlined. If you then
press ‘N’ as in New, you will then be able to create a new file.

Next to the File - Exit option is written Ctrl+F5. This is another shortcut feature that you
can use. Instead of having to press Alt+F+X to exit the program, you can also just press
the Ctrl key and the F5 key. These shortcuts are available throughout all the menu
options.

File
Under the File menu, you will have the following options:

New
Creates a new file; one that does not currently exist.

Open
Opens a file that has already been created and named. You would use this when
you want to add to or edit a current file that has already been named.

Close
Closes the file that is currently open.

Delete

Deletes a file and all the records within that file. Once a file has been deleted, it
cannot be retrieved. If you select File - Delete, you will see a menu of all the
existing files. You must select the file from this menu that you want to delete. Once
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you click on OK, you will be asked if you are sure you want to delete this file. If you
select Yes, your file will be permanently deleted.

Clear

Clears the information in the transaction file that is currently open. You are not
actually deleting the file, just clearing the records within. The file name will remain
in your menu but it will no longer hold any records.

Import

Takes a flat file that you have created in another software package and imports the
data into the Medicaid Eligibility software. See the Importing/Exporting Files
section for more information.

Export
Creates a text file from your Transaction File that you can then export to another
software package. See the Importing/Exporting Files section for more information.

Recent File List

Lists files you have recently had open. To select a file from the list, click the
number or name that corresponds to the file you want to open. Up to four recently
used files will be listed here.

Exit
Exits you out of the Managed Care Program.

Edit
Please see the Editing A Record section of this User Guide for a detailed description of
this menu option.

Communications
Please see the Communication Setup section of this User Guide for a detailed description
of this menu option.

Navigate
Please see the Viewing Records section of this User Guide for a detailed description of

this menu option.

Send
Please see the Sending section of this User Guide for a detailed description of this menu
option.

Report
On the menu bar next to the word Send you see Report. If you select Report, you will find

the following drop down list:

et
Current Recaord k

All Becards Input Data  *
Ativity 3
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Current Record
Gives you the option of printing the Current Record Report. This report displays
the Input and Response Data information for the current record. You can also

press the Print Current Record button @ on the toolbar to print this report.

All Records Input Data
Gives you the option of previewing or printing the Transaction File Report. This
report displays the Input Data information for all the records in the file.

Activity

Gives you the option of previewing, printing or clearing the Activity File. An
example of the Activity File Report is shown below. This report displays some of
the Response Data information from any records you have sent. Information, even
from other files, will be displayed on this report.

New York State Managed Care
Activity File Detail

Date: 08/13/2001 Page: 1
Time: 14:00:24
Medicaid Service Response Code and uT PC DVS Medicare Third Party
Number Date Descriptive Text Code Code Code Coverage Insurance
LZ12334D 10/06/2002 Denied — Invalid Sequence Number 099 112 130
LZ12334D 10/05/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130 AA-ALNOPRSTUY
LZ12334D 10/05/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130 AA-ALNOPRSTUY
LZ12334D 10/05/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130 AA-ALNOPRSTUY
LZ12334D 10/05/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130 AA-ALNOPRSTUY
LZ12334D 10/25/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130 AA-ALNOPRSTUY
AA12821K 10/15/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130
AA12821K 10/15/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130
LZ12334D 10/25/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130 AA-ALNOPRSTUY

YU74111H 10/16/2002 Denied — No Authorization Found
WY 28941E 10/18/2002 Denied — No Authorization Found
AB12154B 10/15/2002 Approved — MA Eligible 099 112 705
7711221X 09/15/2002 Approved — MA Eligible— HR — Utilization Threshold 099 112 130

***END OF REPORT***

Print Activity Report
Prints the information you currently have in the Activity File Report.

Preview Activity Report
Displays a print preview of the Activity File Report. From here you have
the option of printing the report.

Clear Activity Report

Clears the information you currently have in the Activity File. Information,
even from different files, will continue to be added to this report until you
clear it. Once you clear the report, the information cannot be retrieved
again.
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Help

If during processing you encounter a question or problem, you may want to refer to the

Help menu. On the menu bar next to the word Activity you see Help. If you select Help,
you will find the following drop down list:

ﬂElp

LContents

Contents

Displays the Medicaid Eligibility Help screens. If you click on Main Help, a screen
will appear that looks like the following:

2 Medicaid Eligibility Help

File Edit Bookmark Ophtionz Help

Enntentsl Eearchl Back | Frirt |

% Medicaid Eligibility Help Contents

The following screens are designed to aid vou in using the Mew York State Medicaid

Eligibility PC Application. To get help an a specific topic listed below, position the mouse
over the item and press the left mouse key.

. Howe to Wark with Help

. Introduction to the Medicaid Eligikility PC Program
. Input Screen Description

. Fesponse Screen Description

. Import File Specifications

. Export File Specifications

. Code Tables

The Help Contents screen can assist you with many items within the program that

you may have questions on. You can find information by pointing and clicking on
the item in question.

We recommend that you begin with the first item, How to Work with Help, and
continue through the rest of the information above to get a thorough understanding

of the Medicaid Eligibility Software. The Input and Response Screen Descriptions
are also very helpful in getting started.

Please use the Help screens along with this User Guide to assist you.

November 2002 10.0.4 Menu Bar



MEDICAID ELIGIBILITY USER GUIDE

About

Gives you information about the Medicaid Eligibility Software such as the version number

and the path it is saved in. If you select About from the Help menu, a screen similar to the
one below will appear:

About EMEVS

%‘ New York State Medicaid Eligikility
Yarsion 4.1.0.48
Path Wersion Diate Time
[ IMEDICAID EXE 41.0.4 09504597 12:42 P
Cof IRYSCOMM.DLL 081997 3:51 A
e oy 32288 KA free
System Resources: 1% Free
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