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1 Introduction

1.1 Provider Electronic Solutions Overview

EDS Provider Electronic Solutions program is designed to provide the billing provider
with a faster and more efficient method of transaction submission and processing.
Handling time and errors are reduced, eliminating delays in processing and decreasing
turnaround times.

Provider Electronic Solutions is a transaction entry software package developed by EDS
that meets the standards implemented by HIPAA. The software allows for electronic
transaction submission directly to the Northeast Regional HIPAA Tranglator.
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2 System Set-Up

2.1 Equipment Requirements

Provider Electronic Solutionsis designed to operate on a personal computer system with
the following equipment requirements:

Minimum Recommended
Windows 98/2000/X P Windows 2000 or Windows NT or higher
64 Megabytes RAM 128 Megabytes RAM
800 X 600 Resolution 1024 X 768 Resolution
9600 Baud Rate Modem or faster 9600 Baud Rate Modem or faster
WinZip WinZip

2.1.1 Provider Electronic Solutions Software Media

The Provider Electronic Solutions application programs and files are located on EDS
web site at www.vtmedicaid.com. Click on Downloads and then click on Software to
access the appropriate web page.

2.1.2 Program Installation

The Provider Electronic Solutions application was designed for installation on the PC
hard drive or to a network. To simplify installation, an automatic installation program is
included in the download. Your computer must have WinZip in order to install the
software. The instructions are as follows:

Step 1. Access the web site listed above and click on Downloads and then click on
Software. Click on Provider Electronic Solutions. A screen similar to the
following File Download screen will be displayed:
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File Download |
“» Somefiles can harm your computer. IF the file information belows
St looks sugpicious, or you do not fully trust the zource, do not open or

zave this file.

File name: %WT_w0214_setup.zip
Filz type:  WinZip File

From: wiw vermedicaid . com

Wwhould you like to open the file or zawve it to pour computer?

[ QOpen ] [ Save | [ Cancel ] [ More Infao

Alwaps azk before opening this type of file

Figurel. File Download screen

Step 2. Click on the Open button and the file will be saved to a temporary file on your
PC. When the following screen is displayed, double click on the file titled
“VT_V02xx_setup.exe”’. This will begin the install and automatically proceed
through the process.

&5 WinZip - VT_v0214_setup[1].zip M=1E3

File Actions ©Options Help
- - __;._\1.- ’f*:} = § - i
b= - (= [ #] ) ‘—i'

E../’J =) | E : W © -ﬂ
Mew CIpen Favarites Add Exckract Wig Checkout Wizard
Mame Madified Size  R... Packed
(TRt w0214 setup.exe : 1/6{2004 4:49PM  10,252,... 3% 9,911,...
< >

Selected 0 files, O bykes Tatal 1 File, 10,013KE o0

Figure2. WinZip screen
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Step 3. Select Next at the Welcome screen. See Figure 3

EDS Provider Electronic Solutions [E|

Welcome to the InstallShield Wizard for EDS
Provider Electronic Solutions

The InztallShield® \Wizard will install EDS Provider
Electranic Salutions an your camputer. Tao continue, click
Mext.

< Back ue:-:w |[ Cancel

Figure 3. Welcome Screen
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Step 4. At the Setup Type screen, highlight TYPICAL or WORKSTATION and select

the Next button. Most installations will be a typical installation. See Figures 4a
and 4b for details.

EDS Provider Electronic Solutions
Setup Type

Select the zetup type that best zuits pour needs.

Click the type of setup you prefer.

Descrpion

W' orl.station Thiz iz the default setup type.
The EDS Provider Electronic
Solutions application and an
initiahized database will be

inztalled on wour machine.

[ < Back " Hest » l[ Cancel ]

Figureda. Setup Type screen showing the description of a Typical setup.

The Typical installation installs all of the files, including the database. Thisinstallation is used to
install to a stand-alone PC, or initially to a network server.
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EDS Provider Electronic Solutions
Setup Type

Select the zetup type that best zuits pour needs.

Click the type of setup you prefer.

Typical D ezcription
W orkztation

& warkstation setup will anly install
the EDS Prowider Electronic
Solutions application on pour PC.
The databasze must be previously
inztalled on your local area
niebwork, [LAM].

[ < Back " Hest » l[ Cancel ]

Figure4b. Setup Type screen showing the description of a Workstation setup.

The Workstation installation is used for all additional PCs that are connected to a network server
where all users share the database. The initial installation of Typical to a PC has been completed
as noted above. Thisinstallation type does not load the database files to the PC; however, it does
allow for sharing the database files that were installed to the network.
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Step 5. At the Choose Destination Location screen, see Figure 5, select Next to install to
the default directory, C:\vthipaa. If the software on the PC is to run from a network

rather than the PC hard drive, select the appropriate destination drive.

EDS Provider Electronic Solutions

Choosze Destination Location

Select folder where setup will install files.

Setup will install EDS Provider Electronic Solutionz in the following folder.

Toinztall to this folder, click Mest. Toinztall to a different folder, click Browse and select
another folder.

Dreztination Folder

C:hwthipaa

< Back ]ue:-:w |[ Cancel ]

Figure5. Choose Destination L ocation screen
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Step 6. At the Choose Database Destination Location screen, see Figure 6, select Next to
load the database in the default directory, C:\vthipaa, or select the appropriate
destination drive for installing to a network.

EDS Provider Electronic Solutions

Choosze Database Destination Location

Setup will install EDS Provider Electronic Solutions Database in the following folder,
T o ingtall in this folder, click Mest ar click Browse and select another folder.
'ou can choose nob ta install EDS Provider Electronic Solutions D atabaze by clicking

Cancel to exit Setup.

Dreztination Folder

C:hwthipaa

< Back ]ue:-:w |[ Cancel ]

Figure 6. Choose Database Destination L ocation Screen.

Step 7. At the Information screen, select OK, see Figure 7. As stated on this screen,
note the drive and directory where the fileswere installed. The system will then
install the program files.

EDS Provider Electronic Solutions r‘s__<|

1 } Please note the database destination folder For Future WORKSTATION setups,

Figure 7. Information screen.
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Step 8. At the InstallShield Wizard Complete screen, select Finish to complete the
setup. See Figure 8.

EDS Provider Electronic Solutions

InztallShield Wizard Complete

Setup haz finizhed instaling EDS Provider Electronic Solutionz
Ok PoLr cormputer.

< Back Cancel

Figure8. InstallShield Wizard Complete screen.

There will be an application folder placed on your desktop titled VT EDS Provider
Electronic Solutions. At this time, you may close the WinZip window.

-10-
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3 Basic SKills

3.1 Signing On

To access the Provider Electronic Solutions application:

Step 1. Double click the application folder from the desktop and then select EDS
Provider Electronic Solutions, or

Step 2. Select the Start button in the bottom left-hand corner of the PC, then select the
Program option and then select “VT EDS Provider Electronic Solutions’ and
then “VT EDS Provider Electronic Solutions”.

Step 3. Once the option is selected, the Logon screen appears. The default User ID is
“pes-admin” and the default password is “eds-pes’.

Note: The first time you log on you will be prompted to change the password. If thisis
your first log on, proceed to Step 4.

E Logon E|
Enter a User ID and password to log onto the
EDS Provider Electronic Solutions Application.
Cancel |
DS Uszer ID |pes-admin
Password ||
Figure9. Logon screen
Step 4. Select OK.
Password Expired Pg|

P, Seleck "OK" ko change your password now,
\-':/ or select "CAMNCEL" ko disconkinue Logion,

Cancel |

Figure 10. Password Expired dialog box.

-11-
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Step 5. Enter the old password and then enter a new password twice. The software has a
feature to alow for password reset beginning with version 2.14. Click on the
drop down arrow on the Question field and select one of the questions listed.
Enter the appropriate answer in the Answer and Rekey Answer fields. Select
OK. A dialog box displays a message stating whether or not the update was
successful.

E Logon

Enter all fields to change a user password on
the EDS Provider Electronic Solutiong
Application. Cemeel

User ID |pes-admin

Old Password |

Mew Paszword |

Rekey Mew Password |

Question | |

Answer |

Rekey Answer |

Figure 11. Logon screen showing the Change Password fields.

Step 6. Select OK if the update was successful.

Logon Status §|

L ] E Ilser Password SUCCESSFULLY Updated,
[

Figure 12. Logon Status dialog box

-12 -
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Step 7. If thisisyour first logon, the system will display the message shown in Figure
13. Select OK to update personal options. The Options dialog box will display.

Application [‘$_<|

L
\l‘) Since it is the First time wou have run the application, wou need to set up your personal options.,

Figure 13. Application dialog box showing login status.

Step 8. Select the Batch tab. This information is necessary for connecting with the web
site for uploading and downloading files. All fields are required, however, only
one Communication Number and Qualifier is needed. Please note that the Web
User ID isthe same as your Trading Partner number.

Note: In addition, the password below must match the password you created on the
web site.

]

Eﬂptiuns
Batch lWEhl b odem l [nteractive l Eanierl R etention l Paper/Processor l

Trading Partner Submitter 1D
Web Uszer ID Paszsword
Entity Type Qualifier -

Last/0rg Hame | First Name | Ml |
Submitter Contact Information Help
Communication Humbers/Qualifiers: 1 | | j -
2 | | j Ellﬂt
Contact Name | 3] M =]
Cloze

Figure 14. Optionsdialog box showing the Batch tab.

-13-
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Step 9. Select the Web tab. Thisis pre-set to use the Internet Explorer Settings on your
PC. You will need to change the Environment Ind to A for submitting an
acceptance test. Once you receive confirmation from EDS that the test was
successful, you will need to change the Environment Ind to P.

(=0 ptions
Batch

[+ Use Microsoft Internet Explorer Pre-config Settings
Connection Type

‘W"Ehl kodem l Interactive l Earrierl Retention l Payer/Processor l

]

" LAN " Modem

[ Use Proxy Server  Dialup Network | =]

Proxy Information Help

Address | HTTP Port )
HTTPS Port Print

Proxy Bypass |

114

Environment Ind |F _* RAS Phone # |1.9567932165

Cloze

Al

Figure 15. Optionsdialog box showing the Web tab.

-14 -



VERMONT TITLE XIX
PROVIDER ELECTRONIC SOLUTIONS SOFTWARE
USERS GUIDE

Step 10. Select the Modem Tab. If your PC has a modem, select the Detect button on
the Modem tab. If the modem is not automatically detected, find the modem
information by selecting the Start button from the bottom left corner of the
desktop screen. Then select Settings and Control Panel. Depending on the
version of Windows the next option is either Modems or Phone and Modem
Options.

The Modem Tab must be completed even if no modem is present on the PC. In this case,

place the cursor in the Modem Type field to access the modem listing. Select Generic
Configuration, for most modems.

E Options

]

Batch lWEb Modem \ [nteractive l Earrierl Retention l Paper/Processzor l

Com Port |1

Modem Type |

Help

Print

Hds

Detect

Figure 16. Optionsdialog box showing the M odem tab.

Cloze

Step 11. Select the Interactive tab. Verify that the Modem Init String field is populated
from the modem type selected on the Modem tab

(=% Options PX|
Batch l Web] kodem Interactive l Carrier l Retention l Paper/Processzor l
Modem Init String Help

Print

Hds

Cloze

Figure 17. Optionsdialog box showing the Interactive tab.

-15-
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Step 12. Select the Carrier tab. This information is necessary for the submission of the
transactions. Choose the transaction type by selecting it at the bottom of the
screen. It will highlight in blue. Using the drop down arrow, select the carrier
type with a phone number appropriate for your area. If there is not a local
number available, select one of the toll-free numbers. Update the DTR
(modem speed) to the appropriate speed to match your modem. Y ou will need
to set the X12 Production/Test Indicator to T for submitting a test. Once you
receive confirmation from EDS that the test was successful, you will need to
change the indicator to P.

Transaction Type Interactive is used for Eligibility Verification and Claim Status Request
when you want an immediate response. Transaction Type Batch Transmit is used for
submitting claims.

(=2 Options g|
Batch l Wwieh l kodem l Interactive  Carrier l Retention l Payer/Processor l
Trans Desc W Dir (28800 -
Carrier ID | ] Phone Mumber |
%12 Production/T est Indicator hd Help

Print
Carrier Id Phone Murmber

INTERACTIVE INTERACTIWE-B00 15003313001 4300

Cloze

il

Figure 18. Optionsdialog box showing the Carrier tab.

Step 13. Select the Retention tab. Thistab lists options for file storage and archiving.

(=% Options PX|
Batch l wieh l kodem l [nteractive l Carier  Fetention l Paper/Processzor l
Archive Days 0=
Max Batch 10
Max Verify 25—
Max Log 0= Help
Max Submit Beports 0=
Max Bulletin | 10— LAl
Password E xpiration Days 0=
Cloze |

Figure 19. Optionsdialog box showing the Retention tab.

-16-
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Note: The Payer/Processor tab has been completed for you. No entry or change is
necessary to the information on this tab. See Figure 18.

E Options

ETIN [752543221
Identifier Code Qualifier |Fl -

Hel
Identifier Code [752548221 =er

Print

Hds

Cloze

Figure 20. Optionsdialog box showing the Payer/Processor tab.

-17 -
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3.2 Using the Software

Now that all the necessary information to submit your transactions has been entered, you
may begin using the software. This application appearance has been designed based on
Windows. Each of the options at the top of the screen has the standard Windows options.
The software has been enhanced to allow users to review each option through the Help
feature.

3.2.1 Main Menu

The icons under the menu titles represent each of the forms that may be submitted. Each
of them is listed at the end of this section. You may also select Forms from the tool bar
to select your form.

(=% EDS Provider Electronic Solutions

File Forms Communication Lisks Reports Tools  Security  Window  Help

l@% mddlno B

Ready [1-27-04 13:36:53 |
Figure 21. Provider Electronic Solutions Main Menu

From the menu you may select any of the options. They include the following:
o File

e [Forms

-18-
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e Communication

e Lists
e Reports
e Tools

e Security Maintenance

e Window

File

The File menu item exits the application. You may also select the X box in the upper
right hand corner of the screen.

E EDS Provider, Electronic Solutions

Forms Communication  Lists  Reports  Tools  Secority Window  Help

Gk DO B

Ready [1-27-0413:37:41 |
Figure 22. Main Menu showing the File menu item.

-19-
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Forms
The Forms menu item allows you to open any of the transactions for entry. These are the
same as the icons listed on the second line of the menu bar.

E EDS Provider Electronic Solutions

File WEin=¥ Communication Lisks Reports Tools  Security  Window  Help
m 270 Eligibility Request

276 Claim Status Request
837 Dental
837 Institutional Home Health
837 Institutional Inpatient
837 Institutional Mursing Home
837 Institutional Qukpatient
837 Professional

Farm Entry -27-04 12:3%:00 |
Figure 23. Main Menu showing the Forms menu items.

Communication
The Communication menu item allows for the following:
e Submission transmits transactions to the Northeast Regional HIPAA Trandlator.

e Resubmission resubmits a batch or copies the claims from a batch for editing and
submitting.

e View Batch Response alows viewing of downloaded responses to Eligibility
Verification and Claim Status requests.

e View 835 ERA allows viewing of the weekly Remittance Advice in an electronic
format.

-20-
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o View Accept/Reject Claim Report — Functional Acknowledgement allows viewing of
the EDS created report listing claims or files that were unable to be loaded into the
system.

e |t aso displays the Communication Log, which indicates the claim batch number and
submission details.

E EDS Provider, Electronic Solutions

File Forms Sslnip(e=nee® Lists Reporks  Tools  Security  Window  Help

@ [:I?}H iy Subrission
Resubrmission

Wiew Batch Response
View 835 ERA

Wiew Accepk/Reject Claim Report - Functional Acknowledgment
Yiewy Communication Log

Submission 1-27-0412:38:15 |
Figure 24. Main Menu showing the Communication menu items.

-21-
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Lists

The Lists menu item allows you to select from the available lists to enter or edit the
information. The lists are described further in Section 5.

E EDS Provider, Electronic Solutions

File Forms Communication BEEEN Reporks  Tools  Security  Window  Help
CER-E Y e

Client

Ckher Provider

Taxonory

Admit Source
Admission Twpe
Zarrier

Condition Code
Diagnosis

Modifier
OCCurrence

Ckher Insurance Feason
Patient Skatus
Place OF Service
Policy Holder
ProcedurefHCPCS
Revenue

Surgical Procedure
Type OfF Eill

Walue Code

Reference Lists 1-27-0412:32.35 |
Figure 25. Main Menu showing the Lists menu items.

-22-
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Reports

The Reports file menu item allows the printing of detail and summary reports for
transactions and the contents of lists. Detail and summary reports may be printed for all
the transactions. You may select one or more of the selection criteria to narrow the
transactions to be printed.

E EDS Provider, Electronic Solutions

File Forms Communication Lists BEEee@Ed Tools  Security  Window  Help

“@ [:I?}H m s + @ Detail Forms ]

Summary Forms

Provider

Client

Other Provider
Taxonory

Admit Source
Admission Type
Carrier
Condition Code
Diagnosis
Modifier
OCCUFrence

1 Reasan
Patient Status
Place of Service
Palicy Haolder
Procedure/HCPCS
Revenue

Surgical Procedure

Type of Bil
Walir Cade

[1-27-0413:33:50 |
Figure 26. Main M enu showing the Reports menu items.

Ready

Tools
The Tools file menu item allows for the following:

e Archive allows you to archive old transactions or restore transactions that were
previously archived. (see Section 8)

e Database recovery allows the user to compact, repair and unlock the database.

e Get Upgrades alows you to dia into the web site to check for and download
upgrades to the software. See Section 9 for instructions on downloading upgrades.

-23-
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e Change password allows users to change their passwords.

e For Options, refer to Section 3 — Basic Skills Signing On.

E EDS Provider Electronic Solutions

File Forms Communication Lisks Reports BEEEN Security  Window  Help

H@E%Hmﬁ+i$|!+ Archive N

Database Recovery

Get Upgrades

Change Password

Opkions. ..

Toals [1-27-04 133305 |
Figure 27. Main Menu showing the Tools menu items.

-24-
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Security

The Security file menu item alows administrators to enter, update and remove users,
their passwords and authorization levels

E EDS Provider, Electronic Solutions

File Forms Communication Lists Reports  Tools BEEEEGEM Window  Help

“@ [:I?}H m ﬁ + @ E; | !_+ Security Maintenance

Security Maintenance -27-0412:33:21 |
Figure 28. Main Menu showing the Security menu item.

Each user should be assigned their own User ID and password. To add a new user:
Step 1. Select Security and then Security Maintenance from the Menu Bar.
Step 2. Assign aUser 1D unique to the individual.

Step 3. Enter an initial password. The user will be required to change their password
when they log into the system for the first time.

Step 4. Enter the Authorization Level. A user with an Authorization Level of 2 User
(Non Administrator) is allowed to enter, transmit, and download transactions
and files. An Authorization Level of 3 Administrator is alowed the same
security as a User, and is also alowed to enter, modify, or delete User IDs. The
Security option will not appear on the menu of a person that is assigned the
authorization level of 2.

-25.
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E EDS Provider Electronic Solutions

File Edit Yew Forms Lists Tools ‘Window Help

@0 X oS R EA B

(2 EDS Provider Electronic Solutions Application

Uszer ID |

Pazzword |

Authorization Level I vI

Authonzation Level Lagt |zed

e — 01/27/04 12:07:25

Add
Delete
Undo All
Save

Find...

Feady [1-27-04 13:40:03 |

Figure 29. Assigning a security authorization level

-26-
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Window

The Window file menu item allows you to arrange the screens displayed.

E EDS Provider Electronic Solutions

File Forms Communication Lisks Reports Tools  Security BEGEEEEN Help

H@E%Hmﬁ+i$|l! Cascade

Tile Harizankal

Tile Yertical
Layer

Ready 1-27-04 13:40:22 |
Figure 30. Main M enu showing the Window menu items.

The Help function is described in Section 4.

3.2.2 Menu Options

From the menu you may select any of the icons. The icons shown below represent each
of the transaction types that are currently functional. To access the transaction, click on
the appropriate icon or select Forms from the toolbar.

@
270 Eligibility Request

CLM
[+

276 Claim Status Request

I

-27 -
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837 Dental

837 Institutional — Home Health

&

837 Ingtitutional - Inpatient

o

837 Ingtitutional - Nursi ng Home

OO|E_55r

37 Institutional — Outpatient

&

837 Professiond

Placing the mouse pointer on the icon displays the name.

Before you may begin entering transactions, several lists must be completed. This may
be done now, or as you key in your transactions. There are four lists that should be used
and completed prior to finishing a transaction: Provider, Client, Other Provider, and
Taxonomy Code.

The Provider list maintains the provider’s information by Medicaid Provider Number.

The Client list maintains the client information by Vermont Medicaid Client
| dentification Number.

The Other Provider list maintains the provider’s information by Medicaid Provider
Number.

The Taxonomy Code List represents the provider type, classification, area of
specialization and training and education indicator. A list of taxonomy codes is
available from the Washington Publishing Company at http://www.wpc-
edi.com/codes/

Because of certain requirements of the ANSI ASC X12 transactions, the software is
designed to require the entry of thelists for Provider and Client. Entering the information
on the individual transaction is no longer required and size of the transactions screensis
kept to a minimum.

-28-
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4 Help Function

4.1 Using Help

The help option works the same as most Windows-based help features. If you select
Help from the menu outside of a transaction you are taken to the Help Welcome screen.

E EDS Provider Electronic Solutions

File Forms Communication Lisks Reports  Tools  Security  Window HalEE

J]@ CLM Y.E;} r + i @ | Ik Conkents and Index F1

Abiouk

Help [1-27-04 134730 |
Figure 31. Main Menu showing the Help menu items.

-29.
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By clicking on Contents and Index F1, the Welcome screen appears.

- EDS Provider Electronic Solutions

File Edit Bookmark ©Options Help

Help Topicz | Errint

Welcome

EDS Provider Electronic Solutions Software supparts the processing of claims
transactions. The “Provider Electronic Solutions User Guide™ can be
downloaded from wwaey vtmedicaid .com

We are proud of this software. It is the direct result of visionary leadership
provided by the State Government. |t gives Office of Vermont Health Access
(OWHA] the tools to deliver manifold benefits to recipients of health care
services. |trepresents a bold attempt to render transparent the necessary
complexity of a successful Medicaid Program. Medical professionals will have
a mechanism to guickly and accurately determine recipient. Extensive up-front
editing will provide the medical office the ahility to carrect many of the commaon
errars that currently cause claims to deny. The results should be a significant
impraovement in the number of claims paid on the first submission and an
improverment in cash flow for medical providers.

Figure 32. Help menu welcome screen.

-30-
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Y ou may select the Help Topics button. You will be taken to a screen with three (3) tabs.
The first tab is Contents. By double clicking on EDS Provider Electronic Solutions
listing, it will open the contents page. Make a selection to view the contents.

Help Topics: EDS Provider Electronic Solutions

Contents | index | Find |

Click a book, and then click Qpen. Or click another tab, such az Index.

A5 Provider Electronic Solutions

Dpen | Prrint... Cancel

Figure 33. Help dialog box showing the Contentstab.
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The second tab is Index. You may enter text into field 1, and the system will find the
closest match to your request. You may also use the scroll bar on the right of the list in
field 2 to locate your option.

Help Topics: EDS Provider Electronic Solutions

Contents  Index ]Find ]

1 Tuvpe the first few letters of the word pou're looking for.

2 Click the index entry pouw want, and then click Display.

Aocident Countryg

Accident Date

Accident Indicator: Related Cauzes
Accident State

Account #

Add Command Button

Add Detaill Command Button

Add O Cormmand Button

Add Sry Ad) Command Button

Add Srv Command Button
Adjuztment drmountz

Adijuztment Group Codes
Adjustrent Reazon Code
Admizzion Date

Admizzion Type Code

Admit Source

Adrmit Tirne b

Dizplay | Cancel

Figure 34. Help dialog box showing the Index tab.
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The third tab is Find. This option opens the Find Setup Wizard to allow for searches on
specific words and phrases.

Find Setup Wizard [$_<|

Find enables you ta search for specific words and
phrazesz in help topics, instead of searching for
infarmation by categany.

Before vou can use Find, Windows must first create a list

[or databaze], which containg every ward from pour help
file(z).

To create this list now click Mest.

o+ inimize databaze size [recommended]

" Mazimize search capabilities

" Customize zearch capabilities

| Hest » | Cancel

Figure 35. Find Setup Wizard displays after selecting the Find tab.

The last option of the help screen is to select the Help button from inside a transaction.
Position your cursor in afield and select the Help button (F1) and you will be taken to the
Help topic for that field.
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5 Lists

5.1 List Functions

The list function has been added to the software for two reasons. First, it allows a
provider to enter information that is frequently used and then access thisinformation in a
transaction using a Drop Down Data Window (DDDW) and second, it reduces the size of
the transaction screens by requiring certain information to be entered into alist.

There are many data elements included in the software that are required to generate a
HIPAA compliant format. Thisis especially true of provider and client information. As
a result, the Provider Electronic Solutions software requires that these lists be entered
prior to completing a transaction. Additional lists include procedure code, diagnosis
code, revenue center code and place of service.

There are two lists that have been populated with data. They are Carrier, which lists the
codes and names of other insurance companies and the Place of Service list. Both of
these lists may be updated to add, delete or change the information to better serve your
office. Please be aware that the codes listed are standard codes and may not be changed
without notice resulting from HIPAA or EDS updates.

The lists may be accessed from the Main Menu by selecting the List option or by double
clicking in the appropriate field. This option alows a provider to add the information, as
they need it, rather than requiring that al information be entered prior to keying a
transaction.

Once the information has been keyed into the list, it is available from the DDDW to
populate the fields. Although not all of the information from the list will appear on the
transaction screen, it will be used when formatting the HIPAA transaction prior to
submission.

Lists may be sorted by the row headers. In Figure 36, the client list is sorted by selecting
the Client ID, Last Name or First Name heading. Selecting the header one time will sort
in ascending order. Selecting twice will sort in descending order. Upon opening, the
Client and Provider lists are sorted by the ID number.
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E EDS Provider Electronic Solutions

File Edit View Forms Lists Tools ‘Window Help

= U S sR A B I

(= Client X

Chent ID I ID Qualifier IMI "I |

Account 1 | Client 55N I -- Delete |

Last Mame | First Mame |

Client DOB |00/00/0000 Gender | vI Sufh“ Undo All

Subszcriber Address
Line 1 | Line 2 |

Find._. |
City | Statel Zinl - .
Print... |
Client D

Last Hame First M ame

Save |

Blank record added... 2704135236 |

Figure 36. Client list sorted by selecting the Client 1D, Last Name or First Name heading
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6 Data Entry

Select a transaction from the Menu Bar. Each transaction has different fields and
requirements. If you are not sure of afield, select the Save button. Any required fields
will display as errors.

6.1 System Edits

This software has been designed with edits that assist in completing a transaction
properly. The system reports any errors resulting from these edits once the Save button
has been selected. In order to submit a transaction, all errors must be resolved. If there
are no major errors, the transaction may be saved in an incomplete status. This retains
the information keyed, but does not transmit the transaction until the error(s) is corrected.

To correct an error, double click on the error listed in the Error Message box. The field
containing the error is then displayed. Repeat this process until all errors have been
corrected. See Figure 37.

(=% EDS Provider Electronic Solutions |Z||E|E|

File Forms Lists Reports  Tools  MWindow  Help
@ Gmiml-HO B & I

{2 Error Listing |Z| |E| El

Error Meszzage

Frovider [DAMPI iz a required figld.

Provider IDMPI Qualifier must be 100 or #

Client 1D iz a required field.

Account # iz a required field.

Patient Signature iz a required field.

Diagnosgis Code 1 iz a reguired field.

Flace OF Service iz required at either the header or detail

At least one Srv 1 recaord is required in order to perform a save.

Incomplete
Print
Select
Cloze
£ | 2
Save NOT Successhul... [4-10-07 17:4218 |

Figure 37. Sample error screen
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For specific information regarding a field, please refer to the Help option on the Menu
Bar or hit F1 after placing the cursor in the field.

6.2 Other Insurance and Medicare Crossovers

Providers may submit claims electronically when the primary payer has made a payment.
Y ou may also submit approved claims that did not cross over directly from Medicare. If
the claim was denied by the primary payer, including Medicare, you must submit on
paper with a copy of the Explanation of Benefits.

All other insurance payments must be reported at the service (detail) level in addition to
the total paid amount reported in the header.

Enter Y in the Other Insurance Ind field. Thisfield is contained on the last HDR tab of
each claim form. The screen examples below are from the 837 Professional claim form.

t=% EDS Provider Electronic Solutions E|E|E|

File Edit Wew Forms Tools MWindow Help

¥ B37 Professional
Total Charge [N 01 Amount N Billed Amount NI Services
Hor 1 |Hor 2 Hdr 3 \oﬂomdj EZSEES

Accident
Indicator: Helated Causesz | j | j | j State Country |
D ate (0040040000

Copy

Delete
Ambulance

Undo All
Tranzport Code *| Transport Reaszon Code ¥ | Transzport Distance I—D Sl
Condition Codes: 1| x| 2~ 3 - Save

'Y T ] Bk

Round Trip Purpose |

DME Ind ([N = Other Insurance Ind S0 ~
Last Mame Firzt Mame Billed Amount Lazt Submit Dt

Record haz been deleted. . [5-26-04 14.05:02 |
Figure 38. HDR screen showing Other Insurance Indicator
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Once you have changed the Other Insurance Ind to Y, there will be an Ol tab and an Ol
ADJ tab included in the claim. These two tabs will be used to enter the insurance
information as well as the total payment received and are identical on all claim forms.

t=% EDS Provider Electronic Solutions |Z||E|E|

File Edit Wew Forms Tools MWindow Help

OB X«

¥ B37 Professional |Z||E|fz|
Total Charge [N 01 Amount N Billed Amount NI Services
Hr 1 | Her 2 | Her 3 DIIOIMJ]SWI]SWE]

Release of Medical Data [J##E ~| Benefits Assignment [ _~| Patient Signature |  ~] Add
Claim Filing Ind Code | =] Payer Responsibility [F =]
Payer Claim Reference |
Paolicy Holder Delete
Carrier Code Group#| = Group Mame|

Last Name | First Name | Mi

add 01 | INEN EETREE Last Mame Firgt M ame

Copy O1

Copy

Undo All

Save

Delete 01 |

Last Mame Firzt Mame Billed Amount Lazt Submit Dt

Record haz been deleted. . [5-26-04 14.06:41 |
Figure 39. Ol Tab screen
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E EDS Provider. Electronic Solutions

File Edit “iew Forms

OB X w3

Tools

S + B

Window  Help

¥ B37 Professional
Total Charge N 01 Amount N Billed Amount INIE Services
Hor 1 |Hor 2 |Hor 3 | o1 OI Adj ]5w1 | sz |

Adjustment Group Codes/Reason Codes/fAmounts

B(=1E

EEX

1 ] | i} 4|

] .00

20 =] | 0 5]

Copy

=]} !

.00

al =l | i} 6|

Paid Date/Amount |00/00/0000 |

0o Allowed Amount .00

E1j | .o

Delete
Undo All
Save

Lazt Mame Firzt Name

Last Mame First M ame

Client 1D

Delete Succeszsful..

b

[5-26-04 14:07-45 |

Figure 40. Ol Adj Tab screen

The Ol and Ol ADJ screens apply to the entire claim and the Paid Amount on the Ol ADJ
screen must be equal to the sum of the Paid Amounts on the SRV ADJ screens.
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Double click on the Carrier Code field on the Ol Tab to enter the required Policy Holder
information. The following screen will appear and must be completed in order to save
your claim.

(=2 Policy Holder E|
Client ID || ~| Group # | Carrier Code - ‘
Carrier Hame | Other Insurance Group Name |
Insurance Type Code | ~| Relationship to Insured |  ~|
Policy Holder Information Q
Lazt Mame | First Mame | Mi l_
ID Code | ID Qualifier| _~] Policy Number | Find...
Date OF Birth [00/00/0000 Gender| | Pt
Policy Holder Addiess —
Line 1| Line 2 | Help
City | State| Zip| -
Patient Information Q
Patient ID | ID Qualifier| | Close

Figure 41. Policy Holder screen
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To enter the information at the service level, you will need to enter Y in the Service
Adjustment Ind field on each service billed. This field is contained on the SRV 2 screen
for Dental claims, SRV 1 screen for Professional claims, and SRV screen for all
Institutional claims.

E EDS Provider. Electronic Solutions

File Edit Wew Forms

D.Xﬂﬂ

¥ B37 Professional
Total Charge [T O1 Amount [N Billed Amount [T Services
Hr 1 | b2 |Hors |or | oradi Sl |swz | swad |
Diag Codes: 1 [N 2 (0NN 3 (NN 4 (NN 5 [N 6 NN 7 [ & e Add |
From D05 [00/00/0000 To DOS [00/00/0000 Emergency Ind| _~| Place OF Service |

Tools

& & B

Window  Help

Procedure ’7 Modifiers: 1 | 2 | 3 | 4| EPSDT I—Ll =

Diag Ptr: 1] 2| 3| 4] Basis of Measurement |UN v Delete
CLIA Number Family Planning I—Ll Units Iil:l Undo All
Billed Amount] 00  Line Item CH| =

Claim Nute| Service Adjustment Ind 580 ~ Save
Add Siv m From DS To DOS 05 Procedure m Billed Amount
'

Copy Srv

Delete Sr¥

Laszt Mame First Hame Billed Amount Last Subrnit Dt ml

Find. ..

Print

N

Cloze

Fecord has been deleted... [2-14-0513:43:26 |
Figure 42. SRV screen showing Service Adjustment I ndicator
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Once you have changed the Service Adjustment Ind to Y, there will be a SRV ADJ tab
included in the claim. This tab will be used to enter the insurance information for the
service being entered.

E EDS Provider Electronic Solutions

File Edit Wiew Forms Tools Window Help
OB X < =
¥ B37 Professional

Total Charge N 01 Amount N Billed Amount INIE Services
Hor 1 |Her 2 |Hor 3 | of | oradi |sm1 sz Srvndi]

Adjuzstment Group Codes/Reason Codez/Amounts

1] | I .00 4 -] | .00
2 =] | o0 5[ =] | 00 Copy
al =l I .00 6 = [ .00 Delete
Paid Date/Amount [00/00/0000 | .00 Detail Humber 1 Undo All
Carrier

Code | Mame | Save

Add Siv Adj | INEN EEREES Carrier Mame Adj Groupl  Paid Amaount
1 0
Copy Srv aci | IR I

Delete Srv Adj|

Last Mame First M ame Billzd Amount Last Submit Dt W|

Find...

Print

i

Close

Record haz been deleted. . [3-11-05 10:08:44 |
Figure43. Srv Adj Tab screen

Note: For claims to process as a cross over from Medicare, the claim must contain the
correct information as follows:

e Clam Filing Ind Code on the Ol Tab must be MA if the service is covered as a
Medicare Part A serviceand MB if aPart B service.

e Carrier Code on the Policy Holder list must be MDA for Medicare A and MDB for
Medicare B.

e The Adjustment Reason Code on the Ol Adj tab must be 1 for deductible and 2 for
coinsurance with the corresponding amounts entered in the Adjustment Amount field.
For Medicare B claims, you must also enter information at the detail level by entering
Y in the Insurance Adjustment Ind field. This will add the SRV ADJ tab. This
screen issimilar to the Ol ADJ screen and must be completed for each service billed.
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6.3 Electronic Replacement/Void Claims

Previously paid claims can be adjusted using the Replacement Claim transaction by
entering the Claim Frequency Code 7 and recouped using the Void Claim transaction by
entering the Claim Frequency Code 8.

For dental and professional claims, the Claim Frequency Code can be found on HDR 1.
For al institutional claims, the Claim Frequency Code is the third digit of the Type of
Bill. When a Claim Frequency Code 7 or 8 is entered, you must enter the ICN of the
claim being replaced or voided.

NOTE: When submitting a Replacement Claim, you must enter all details
contained on theoriginal claim.

6.4 Eligibility and Claim Status Requests

Eligibility verification and Claim Status requests can be completed either as a batch or
interactive transaction. The interactive transaction returns the response to a single
request within a few seconds. The batch transaction allows for submission of multiple
requests in one transaction and the response may be retrieved the following processing

day.

6.4.1 Eligibility Request
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(=X EDS Provider Electronic Solutions E]@|E|

File Edit Wiew Forms Tools Window Help

¢™ 270 Eligibility Request

Header 1 ‘

Provider ID/NPI[T1T1111111T Add |
Last/Org Name |[TEST PROYIDER First Name | Copy
Client ID 222222222 ID Qualifier Ml  Account # |4 Delete
Last Name [CLIENT First Name [TEST| MI| | Undoanl
From DOS [00/00/0000 To DOS |00/00/0000 Save
Trace Assigning Additional 1D | Send

Trace #/Transaction Beference 555

Last Marne First M arie From DOS | ToDOS  JLast Submit Dt W| Find...

Print

Cloze

U

Mew Record added... [4-10-07 17:26:47 |
Figure 44. Eligibility Request screen

Both batch and interactive eligibility requests are completed on the Eligibility Request
screen shown above. To submit an interactive request, complete the required fields and
click on the Send button. To submit a batch of requests, complete the required fields and
click on the Save button for each request. Once all of the requests have been entered,
follow the instructions for submitting Files under section 7.1.

6.4.2 Claim Status Request

Both batch and interactive claim status requests are completed on the Claim Status
Request screen shown below. To submit an interactive request, complete the required
fields and click on the Send button. To submit a batch of requests, complete the required
fields and click on the Save button for each request. Once all of the requests have been
entered, follow the instructions for submitting Files under section 7.1.
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(=X EDS Provider Electronic Solutions |Z||E|[z|
File Edit

DBXEdH9 & & 5B

ﬂ 276 Claim Status Request

Wiew Forms Tools  Window  Help

Header 1 ]Header 2 |

Print

Close

Add
Provider ID/NFI |11'|1'|'|1'|1'| Copy
Last/Org Name [TEST FROVIDER First Name | Delete
Undo All
Client ID | | g
Save
Last Hame | First Hame | Mi |
Send
Gender - Chent DOB |00/00/0000
Find...
Last Mame First Mame Last Submit Dt | Status y

Mew Record added... [4-10-07 17:20:02 |
Figure45. Claim Status Request screen
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7 Submitting/Receiving Transactions

Submitting and Receiving transactions are accomplished using the Communication menu
item. Select Submission regardless of whether you want to submit or receive files.

E EDS Provider, Electronic Solutions

File Forms | Communicakion Lists  Reporks  Tools  Security  Window  Help

Resubrmission

Wiew Batch Response
View 835 ERA

Wiew Accepk/Reject Claim Report - Functional Acknowledgment
Yiewy Communication Log

Batch Subrission [10-25-04 3:51:26 |
Figure 46. Communication menu screen
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7.1 Submitting Files

Select the type(s) of file to submit under “Files to Send” by clicking on each transaction
needed. You may send multiple transaction types in one submission. Click on the
Submit button. All files are submitted as batch files, however, €igibility and claim status
may also be submitted interactively (see instructions under section 6.4).

(< Batch Submission El

270 Eligibility Request

276 Claim Status Request

837 Dental

837 Institutional Horne Health
337 Inztitutional Inpatient

337 Institubianal Mursing Home

Submission l
Method [ Diskette Drive
Select All | Deselect AII‘ Select All Deselect All

271 Eligibility Responze

277 Claim Statuz Responze
335-Electronic Remittance Advice
Bulletin

Claim Accept/Reject Repart
Functional Acknowledgment Fepart

Submit

337 Inztitutional Dutpatient
237 Profezsional

Cloze

Figure 47. Submission screen

The following screen will appear if the submission is successful.

Application P§|

‘!J‘) Submission successhull

Figure 48. Submission successful screen

=47 -



VERMONT TITLE XIX
PROVIDER ELECTRONIC SOLUTIONS SOFTWARE
USERS GUIDE

If the submission fails the following screen appears prompting you to review the
communication log to determine the cause.

Application EJ

L
\lr) Submission Failed. View Communication Log For details.

Figure 49. Submission unsuccessful screen

7.2 Retrieving Files

Select the type(s) of file(s) to retrieve under “Files to Receive’” by clicking on each
transaction needed. You may request multiple transaction types in one submission.
Click on the Submit button. You will receive either the Submission Successful (see
figure 48) or Submission Unsuccessful (see figure 49) message. Once you receive the
Submission Successful message, you will need to return to the Communication option on
the main menu.

The Claim Accept/Reglect Report and Functional Acknowledgement Report should be
retrieved after each submission of 837 transactions. The Functional Acknowledgement
will inform you of the HIPAA compliancy of the submission. This report pertains to the
HIPAA compliancy of the entire file. In cases of rgjection, it is the entire file that is
rejected and the error must be corrected prior to submitting the file. The Claim
Accept/Reject Report is claim specific for errors that prevents EDS from processing the
clam. Inthiscase, only the claim(s) listed on the report were rejected. The remainder of
the claims were accepted for processing.

Note: The Claim Accept/Reect Report and Functional Acknowledgement Report cannot
be retrieved at the same time the claims are being submitted. You must wait for the
Successful Submission message after sending the claims before you retrieve the response
reports.

7.3 Resubmitting Claimsor Files

The software has a resubmission feature which allows you to resend file(s) or individual
claims with or without making corrections. Click on the Communication menu item and
select Resubmission (see figure 46).
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The Batch Resubmission screen will appear.

E Batch Resubmission

Resubmizzion l

| ExtBatch |  Desciption |  Datesent |  Timesent [JS
7 : I 1 4

837 Dental 11/0242004

000000006347

837 Dental 10/25/2004 10:03
000000008307 837 Professional 10407 /2004 11:16
000000008306 837 Professional 10407 /2004 11:13
000000042757 276 Claim Status Request 10/06/2004 04
000000042192 270 Eligibility B equest 10407 /2004 1410 K.
< | | *

Ll- -
CLIENT

CLIENT

Besubmit

Copy

.

Select All

Deszelect All

[

Cloze

Figure 50. Batch Resubmission screen

Select the batch requiring resubmission or correction in the upper portion of the screen.
The claims contained in the file will be displayed in the lower section of the screen. At
this point, you may select all the claims or deselect all the claims by using the buttons on
the right hand side. You may select only specific claims from a file to resubmit if

necessary.

Once the appropriate selection has been made, click on the Resubmit button if you want
to submit the claims without making any changes. If you need to make changes to the
claims, click on the Copy button. This will place the claim(s) in a ready status and may

be accessed under the appropriate form type.
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8 Archive Forms

8.1 Create Archive Forms

Claims which were previously submitted and in afinalized status may be archived. This
will assist with keeping claims organized.

The software contains a prompt feature for archiving claims. The default for the prompt
is 30 days and may be changed by accessing Tools, Options, Retention, and then increase
or decrease Archive Days. The following message will appear upon start-up if there are
claims with a submit date greater than the number of days listed on the Retention Tab.
Y ou may choose to archive at this time by selecting Yes. If you choose No, the message
will appear each time you start the software until such time as the clams are either
archived or the number of days on the Retention Tab is changed.

Application |E|
9y Itis highly recommended that wou archive your claims
\_*4_/ at this time, Wwould wou like o run the archive process
now?

Figure51. Archive Notification screen

The following message will appear when Yes is clicked. This is a reminder for those
who installed the software on a server.

Application §|

i A5 a reminder, all other users MUST be out of the application
before the Farms can be archived successfully!

Figure 52. Notification screen

The following message will appear to give you a chance to cancel the process if you do
not want the Incomplete claims to be deleted. Click on No to cancel the process or Yes
to Continue. The number of days listed will correspond to the days set on the Retention
Tab.
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Application [%|

o

All Forms that are Incomplete {status of "I") and have
nok been modified in the past 2 days will be deleted!

Conkinue?

Figure 53. Notification screen

The following screen will appear which allows you to select the transactions for archive.
You may select all form types by clicking on Select All or you may select individual
form types to archive. Y ou may increase or decrease the number of days by changing the
number under Archive Formsat least  daysold. The default corresponds to the number
listed under Archive Days on the Retention Tab. Click on OK to continue.

The Archive file name is created using the date the forms are archived. It is
recommended you use the default archive file name and location, however, if you change
it you will need to remember it for retrieval purposes.

(2 Archive Forms §|

Select All Deselect All

270 Eligibility Request | Form type
27k Claim Status Request
537 Dental #t selected

537 Institutional Home Health
537 Institutional Inpatient
537 Institutional Mursing Home # archived

Archive formz at least Ejl days old.

Archive file:

b

“::'\vthipaa'\archive'\.DEDEDED1 .ach Browse...

[1].4 Cancel |

Figure 54. Archive Forms Selection screen

The following message will appear when the archive process is complete.
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Application |E|

L
\ 1 ) Congratulations! Your Forms have been successfully archived.

Figure 55. Successful Archive screen

If you wish to archive forms even though you have not been prompted, you may do so by
clicking on Tools, Archive, and Create from the main menu as shown below. Complete
the archive by following the instructions listed above (see figures 52-55).

E EDS Provider, Electronic Solutions g@

File Forms Communication Lists  Reports BEREN Security  Window  Help
@t g o DO B EEE -

Daktabase Recovery Restore

Get Upgrades

Change Password

Opkions. ..

Archive Recards 12405 11:31:03 | Y

Figure 56. Create Archive screen
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8.2 Restore Archive Forms

To restore archived forms, click on Tool, Archive, and Restore from the main menu.

E EDS Provider Electronic Solutions

File Forms Communication Lisks Reports BEEEN Security  Window  Help

H@E%Hmﬁ+i$|lf reat

Database Recovery

Get Upgrades

Change Password

Opkions. ..

Restare Archived Records 1-24-0511:31:28 |
Figure 57. Restore Archive screen

The following screen will appear. If you know the name of the file you wish to archive,
you may enter it or simply click Browse for the list of available files.




VERMONT TITLE XIX
PROVIDER ELECTRONIC SOLUTIONS SOFTWARE
USERS GUIDE

(2 Restore Forms [$_<|

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

Browse.__.

Cancel Hext >

Figure 58. Restore Forms screen

When Browse is selected, the following screen will appear with all available files. Select
the file containing the forms to be restored and then click on Open.

Select Restore File

Look jr: |l.f,.\ archive ﬂ =k E-

|#] 02020501 . ach
|#] 05070401 .ach
|#] 11020401 ach
|#] 11190401 .ach

Files of type: | Archive Files [ ach] | Cancel

Figure 59. File Selection screen
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Select Restore File

Lock jn: | ) archive -] =5 B

e

|#] 05070401 .ach
|#] 11020401 . ach
|#] 11190401 .ach

File name:  |02020501.ach
Files of type: [ rchive Files [*.ach) =l Cancel

Figure 60. File Selection screen

The following screen will display. Click on Next, or Browse if the wrong file was
selected.

(=% Restore Forms [‘5—(|

Twpe the archive file name you want bo use to restore the forms.

C:hwwthipaaharchive 02020501, ach

Cancel Hext »

Figure 61. Restore Forms screen

The following screen will display after Next is selected. All form types included in the
selected archive file will be displayed. Select the form type needing to be restored and
then click Next.
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E Restore Forms

Choge the farm twpe vau wizh to restore.

270 Eligibility Request

537 Dental

537 Institutional Mursing Home
537 Professional

3

Cancel

Figure 62. Form Type Selection screen

The following screen will display showing the forms contained in the file. You may
restore all forms by clicking on Restore all forms or you may select individual forms by
clicking on the form(s) needed. Y ou must hold down the Shift key if more than one, but

not all, are needed. Once the forms are selected, click on Finish.

E Restore Forms

" Restare all farms
* Restore only selected forms

Client 1D Lazt Mame
111111111 LoD
111111111 LoD
111111111 LoD
111111111 LoD

oD
oD
oD
oD

Firzt Mame Billed Arnount

25.00
25.00
25.00
25.00

)

Cancel

¢ Back

I A Form type
0342942004
0342942004
03/29/2004 It selected
0342942004
# restored
Fimizh

Figure 63. Restore Forms screen
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The following will appear to indicate the restore has been completed.

Application [5_(|

" | ) Zongratulations! The selected forms have been restored successfully,

Figure 64. Successful Restor e screen
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9 Upgrades

There are two methods for downloading an upgrade to the application. The first method
is the recommended method. These procedures are only valid for updating when the PES
Application is already installed.

All Upgrades must be done consecutively. 1f you need to apply more than one upgrade,
you must use the Manual Download from the Web instructions (see Section 9.2).

It is highly recommended that you save a backup copy of the database file prior to
performing an upgrade. The database file name is vtnewecs.mdb and can be located in
the VTHIPAA folder. Saving a backup copy of the database may prevent loss of any
Listsyou have created as well as claims previously submitted.

9.1 Get Upgradeswithin the Application
Step 1. Whilein the PES Application, select the menu item Get Upgrades under Tools.

E EDS Provider Electronic Solutions

File Forms Communication Lists  Reports BissEN Security  Window  Help

Hmﬁ+@@|l} Archive 3

Database Recovery  F

Gek Upgrades

Change Password

Cpkions, .,

Get Upgrades [1-28-04 14:36:01 |
Figure 65. Get Upgrades screen

Step 2. When the following appears, you may exit the PES Application and apply the
upgrade or apply the upgrade later. If you choose to apply the upgrade later, you will
begin with step 3.
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B

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

Figure 66. Information screen

Step 3 (Applying the Upgrade). Go to desktop and open the EDS PES folder. The
folder should appear similar to the following screen

& VT EDS Provider Electronic Solutions

File Edit ‘“iew Favorites Tools Help

\_j \‘_‘) Lﬁ |f j‘ /':_] Search [L_ Falders v

=
»

address |22 T EDS Provider Electronic Solutions

V|Gn

| Mame

@ Upgrade
3= \/T EDS Provider Electronic Sol...

File and Folder Tasks %

hj Make a new Folder

@ Publish this Folder bo
the Web

& Share this Folder

Other Places

@ Desktop

D My Documents
:i Iy Computer
\j Iy Metwark Places

Size | Type
ZKE Shorkcut
ZKE Shortcut

| »

251 KB

'j My Compuker

Figure67. Start up screen

Step 4. Double Click on the Upgrade icon. Thiswill begin the upgrade process.
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The following message box appears and waits for you to make a selection.
NOTE: If you press enter instead of selecting Yes or No, the default isNo. Yes must be
chosen in order to continue applying the upgrade.

Upgrade ||

IUpgrades can nok be applied while the EDS Provider Electronic Solutions
- software is running, Please exit all applications prior ko continuing with
the upgrade. Do wou wish to apply upgrades now?

Figure 68. Upgrade screen

Step 5. Clickon‘Yes

Step 6. You will be notified that there is only one upgrade and do you want to upgrade to
2##. Click on ‘Yes'. The upgrade will begin

Step 7. When prompted, click on *Next'.

Step 8. When the upgrade has finished, you will be prompted to click on ‘Finish’.

Step 9. PES upgrades do not require a reboot. Open the software and verify the version
number. The version number appears as the application is opening. Y ou may also verify
the version number once the application is running by clicking on Help and then About.

9.2 Manual Download from the web

Step 1. Go to web siteat www.vtmedicaid.com

Step 2. Click on Downloads.
Step 3. Click on Software link.

Step 4. In column labeled Name, click on 2.## upgrade (where ## is the desired upgrade
version number).
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The following box appears:

File Download _|
» Some files can harm your computer. IF the file information below
~ looks suspicious, or you do not fully trust the source, do not open or
zave this file.

Filz name: eagl0Zi4.zip
Filz type:  WinZip File

From: v vkrnedicaid . com

Whould you like to open the file or zave it to pour computer?

[ Open ] [ Save | [ Cancel ] [ Mare Info

Alwavzs azk before opening thiz tupe of file

Figure 69. File Download screen

Step 5. Click on ‘Save’ button NOTE: Upgrades are zipped files. Do not open an
upgrade.

The following browser screen appears:

Save jh: | E’i My Documents “ | ] 1" e [
S My Daka Sources
i My Music
My Recent EM';.# Pickures
Documents -
[
Desktop

L,_‘

bp Documents

.

iy Computer
< | >
- File name: b | [ Save ]
My Metwork | Save as bype: ‘WirZip File v | Cancel |

Figure 70. Browser screen
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Step 6. Use this browser to locate the subfolder ‘upgrades inside the folder the PES
database is installed. (If you accepted the default paths when you installed, the path is
“C:\vthipaalupgrades’.)

Step 7. Click on the*Save' button.

Save in: | I upgrades w |

Sitemp

E

My Recent
Documents

P

Dezktop

|

\$

ty Dacuments

%

tp Computer

_—
-% File name:

by Network, Save as type: |WinZi|:| File L | [ Cancel ]

hd | I Save ]

Figure 71. Browser screen

The following screen appears, showing the progress of the download.

10% of eagl0214.zip Completed =3

Saving:
eagl0z14. zip from wew, vEmedicaid, com

Estimated time left 26 sec (462 KB of 5,39 MB copied)
Download bo: C:ivthipaaiupgradesieagl0z 14, zip
Transfer rate: 139 KB|Sec

[¥]Cloze this dialog bow when download completes

Cancel

Figure 72. Download screen

Step 8. Upon completion of the download, you may close out of the internet.
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Step 9. At this point you have the upgrade in place an may continue with “Applying the
Upgrade” steps.
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Applying the Upgrade

Step 1. Go to desktop and open the VT EDS Provider Electronic Solutions folder. The
folder should appear similar to the following screen.

& VT EDS Provider Electronic Solutions : E'E'
‘"

File Edit Mew Favorites Tools  Help o
b i - _\J n
€ ) Lﬁ | f r Pl Search i Folders
Address (IZ5) ¥T EDS Provider Electronic Solutions 4 | o
M Mame Size  Twpe
File and Folder Tasks & IQ Upgrads KB Sharkout
3 Meke a new Fokder B=\'T EDS Provider Electronic Sal... 2KE Shorkcut
@ Publish this Folder ko
the Wb
& Share this Folder
Other Places
@ Deskbop
E’ My Documents
:i My Computer
"ﬂ My Metwork Places
allt | >
Z objects Z.51 KB d My Computer

Figure 73. Start up screen
Step 2. Double Click on the upgradeicon. Thiswill begin the upgrade process.

The following message box appears and waits for you to make a selection.
NOTE: If you press enter instead of selecting the Yes or No, the default isNo. The Yes
must be chosen in order to continue with applying the upgrade.

Upgrade X

9 ) IUpgrades can nok be applied while the EDS Provider Electronic Solutions
\tf) software is running, Please exit all applications prior bo continuing with
khe upgrade. Da you wish ko apply upgrades now?

Yes Mo

Figure 74. Upgrade screen

Step 3. Clickon‘Yes'.
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Step 4. You will be notified that there is only one upgrade and do you want to upgrade to
2##. Click on*Yes. The upgrade will begin

Step 5. When prompted, click on *Next'.

Step 6. When the upgrade has finished, you will be prompted to click on *Finish’.
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