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Module 2 

Claims Navigation

[][][][][][][][][][][][][][][][][][][][][][][][] 

Introduction

You should now be familiar with moving around the employee search screen and detail screens.  This module will focus on familiarizing you with the setup and navigation of the Claims screen.

Claims Search
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(1) The Order By field if left blank will by default sort search results by Claim Start Date.  Options include Claim Start Date, Claim Start Date DESC (in descending order), Claim Number, Employee SSN, and Employee Last Name

(2) This is the search field for a search by Claim Number

(3) This is the search field for a search by Employee Last Name

(4) This is the unique employee ID number that is a scrambled version of the employee’s SSN on the selected claim.

(5) This is the search field for a search by Employee SSN

(6) This is the search field for a search by Patient SSN

(7) This is the search field for a search by Claim Status

(8) Click here to execute the search according to the specified parameters in the search fields

(9) This is an Administrative function, only available in the Claims Screen which generates claims in other systems using data from this system

All search parameters can be specified in part or in full.  Example: entering HARRIS for the last name will return all claims that where the Employee Last Name starts with HARRIS (including HARRIS, HARRISON etc.)

Clicking on the Claims Detail tab (10) will show you all of the specific information of the selected claim.  If no claims is selected the system will give the user the option to enter a new claim. 

Claims Detail Screen
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(1) Clicking here allows the user to enter a new claim

(2) Entering in a valid Employee SSN will display the employee’s current information contained in the system (5)

Entering in valid Patient SSN will display the Patient’s Information before the employee information (5)

(3) Providers are listed here in the format: [Provider Tax Id] [Provider Last Name], [Provider First Name] 

(4) Service Types and Providers are taken from the other system

(5) This lists the Employee’s information directly from the HRCG database

(6) This shows which Category the Billed and Allowed amounts apply to.  If the selected category ID is not the last in its list then the remaining Categories can be navigated through by clicking on Prev and Next Buttons

(7)   Clicking here allows the user to save changes to an existing claim or store the information for a new claim.

In the benefit column (6), four kinds of amounts are listed.  These four benefit lines have a behavior that can be set up in the Category Setup screen (accessed by clicking on the CAT button at the top right corner of the screen).  The defined behavior for each benefit line can also be different depending on if the entry is In-Network or not.

The following are the meanings of optional values of the Claim Status field.  When a Claim Status is DATA that means that the claim and claim information is in the process of being entered and verified.  After the information has been verified, processing a claim (described in a later module) sets the claim in PROC status.  This also means that none of the benefit line billed amounts or allowed amounts should be changed.  After a claim has been posted to the HRCG Claims database the claim will be in DONE status, and again is not to be modified.

Conclusion

Now you should be familiar with navigation and searches in the claims screen.  To continue onto the Categories module click on the CAT button at the top right corner of the screen.













