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Introduction:

The ADIDIS Claims Batch Entry (CBE) system has been designed to speed up the ability to submit monthly billing of services, especially for
residential services where the consumer and service code remain the same and only the dates and units change monthly. Once a claim has been
submitted using CBE, the claim is handled exactly the same as a claim that has been submitted either through an 837 billing file or has been direct
entered through the Ul in ASAIS. No matter how a claim is submitted, it passes through all of the same adjudication rules and processing steps.

Process Overview:

1. Identify/create batch

Based on client, service codes and dates

Select matching clients — clients that match criteria listed in Step A and have not already had an activity
Select clients - those to include in batch being created

Create activities — will show under un-posted claims

apop

2. Turn activities into claims

Select batch name

Edit un-posted claims — make any necessary changes to the activity

Save and complete — will lock the record so it cannot be changed unless the status is reversed
Submit claim

apop
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On the My ADIDIS tab, click “Batch Claim Entry.”

i Click Batch Claim Entry Helcome, Chariens Weicon My ADIDIS | sign out M:c:m,er &=
File \
File - Print
Quick Search
Glients festame ﬁ (¥)  ADVANCED SEARCH
Ml Participating
MY ADIDIS ] CLIENTS | PRRVIDERS | CLAIMS | UTILITIES | REPORTS
CLIENTS \ TASKS
[Alerl Notes \w Tl [My Management (> 1
| Unread Alert Notes \ | .
% | My Claims v 1
[A”“‘Dmmns | Bulk Void and Replace
‘ Batch Claim Entry
Single Claim Entry
Resubmission Queus
Pending Approval Queue
My Files L)
v8.1.2.0 About
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Complete the “Batch Claim Entry” information. Fields with an asterisk * are required. The Program field should default to the provider
name. Select the correct Service Type from the drop down menu, based on the service code for which you are billing.

Welcome, Charlene Weldon Batch Claim
\ 192015 10:17 AM Entry
File
File - - Spell Check = - = - - = Print - Close Satch Claim Entry
Batch Claim Entry
Program® [Division of Developmental Disabiliies | Details
Service Code” -m Unit Type
Start Date® =
End Date* =
Total Units 0 Batch No cweldon105
Place Of Service Existing Batches
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To select a Service Code, click on the ellipsis. The Webpage Dialog box will appear.

. Click on the ellipsis for the Service Welcome, Charlens Welden  Batch Claim
Code Wepage Dialog to appear 10/18/2015 11:21 AM Entry

V4 File

Filz - - Spell Check - - - - - - Print - Closa Batch Claim Entry

Batch Claim Entry

Program* | Division of Developmental Disabilities s =tails

seves oo [ —

Start Date*

End Date*

Total Units

@ https://fwtest harmonyis.net/AlabamaTest/Dialogs/DialogVendorServiceSelectPopUp.aspx?VendorlD=124&AuthID=08& ﬂ

Place Of Service

~

Search By:

ServiceCode SecondaryCode Service UnitCost = UnitType EffectiveDate  EndDate

Self-Directed
92507 UD HW 92507 UD HW 1430 Encounter | 04/01/2013 09/30/2014 | 49684
Speech Therapy

92507 UDHW | 92507 UD Hw | So-Directed §0.0 | Encounter| 10/01/201% 51807
Spesch Therspy

Self-Directed
92507:UC-HW 92507 60.06 Encounter | 10/01/2014 57262
Speech Therapy

97110:UCHW | 57110 Seff-Dirscted 15 Mins | 10/01/2014 57259
Physical Therapist

Self-Di d
STLIOUDHW | S710:UDHW | o orected 15 Mins | 04/01/2013 49683
Physical Therapist

P —
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The following filters are available: Service Category, Service Code, Secondary Code, Service, and Description. The example shown
below uses the filter Service Code. Enter search text and click Search.

Choose the filter to search

by and enter search text.

File

Welcome, Charlens Weldon ~ Batch Claim
10/19/2015 11:28 AM Entry

File - - Spell Check - - - - - -

Batch Claim Entry

Program®

Service Type*®

Service Code®
Start Date*
End Date*
Total Units

Place Of Service

Print - Close Batch Claim Entry

|Diwsion of Developmental Disabilities | Details

MRW

W

—] | ce |
!

Unit Type

- - [
= | DialogVendorServiceSelectPopUp - Webpllge Dialog -7

@ https://fwtest harmonyis.net/AlabamaTg

Dialogs/Dial@gVendorServiceSelectPopUp.aspx?VendorlD=124&AuthID=08& ﬂ

Search By:

ServicelD ServiceCode

SecondaryCode

14

servce cocc [ZIEREREE

Service

EffectiveDate

EndDate

t1013:uc ‘ Cancel

UnitCost | UnitType

1l1g Ti01%:UC

Ti019

Personal Care

355 15 Mins

10/01/2011

08/31/2012

34318

118 Ti013:UC

Ti013

Personal Care

378 15 Mins

03/01/2012

08/31/2013

37632

118 Ti013:UC

Ti013

Personal Care

330 15 Mins

03/01/2013

44687

T1019:UC:HN

Ti019

Self-Directed
Personal Care

33s 15 Mins

06/01/2012

08/31/2013

34287

T1013:UC:HN

Ti013

Self-Directed
Personal Care

348 15 Mins

03/01/2013

45084
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Choose the appropriate line item for the service code for which you wish to bill, and the system will auto populate the Service Code
field on the form.

‘ Click on the_ line of th_e Servufe Welcome, Charlene Weldon ~ Batch Claim
Code for which you wish to bill. 10/18/2015 11:28 AM Entry
File
File - - Spell Check - - - - - - Print - Close Batch Claim Entry

Batch Claim Entry

Program® |Diwsion of Developmental Disabilities | Detaily

Service Type*® MRW hd

]

Start Date*

End Date* DialogVendorServiceSelectPopUp — e Dial

Total Units @ https.//fwtest harmonyis.net/AlabarffaTest/Dialogs/DialogVendorServiceSelectPopUp.aspx?VendorlD=124&AuthID=08& ﬂ

Place Of Service

Search By:
ServicelD | ServiceCode | SecondaryCod Service UnitCost | UnitType iveDate | EndDate i Used
118 Ti018UC | T1019 Persanal Care 355 15Mins | 10/01/2011 | 08/21/2012 | 34318 o o |o
118 Ti013UC | T1019 Personal Care 378 15Mins | 03/01/2012 | 0B/31/2013 | 37632 0 o |o
118 Ti013UC | T1019 Personal Care 230 15Mins | 03/01/2013 44687 0 o |o
3330 T1015:UC:HN | T1018 Seif-Directed 138 15 Mins | 08/01/2012 | 08/31/2013 | 34287 0 0 )
Persanal Care
Self-Directed
3330 T1013:UCHN| T1019 148 15Mins | 03/01/2013 45084 0 o |o
| | Persanal care ] |
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The Start Date and End Date fields are required. The dates may be directly typed into the field or the calendar icon may be used to
populate the dates. Enter the remaining applicable fields such as Total Units and Place of Service. These items may be edited on a
per claim basis in the next steps. The Batch No field is automatically populated. However, this field is editable so you may name
your batch as you choose.

Welcome, Charlens Weldon Batch Claim

10A@/20M5 11:32 AM Entry
File
Fie - - SpellCheck - - - - - - Print - Closa Batch Claim Entry
Batch Claim Entry
Program’ | Division of Developmental Disabilities | Details
Service Type* MRW bl
Service Code® T1019:UCHN || Clear | Unit Type 15 mins
Start Date* [Dem12015 |9
End Date* | 08//2015 |
Total Units B o e
Place Of Service | 99 - Other ~ Existing Batches
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Click on the Select Matching Consumers button to select records for consumers with authorizations that meet the criteria entered.

' Click Select Matching Consumers Welcome, Charlene Weldon ~ Batch Cl
1011912015 11:36 AM Entn
I File

File - Create Activites - Spell Check - - - - - - Print - Close Batch Claim Entry

Batch Claim Entry

Program* |Division of Developmental Disabilities | Pstjls

Service Type*® | MRW V|

Service Code® T1019:UCHN [
Start Date* anrzo1s |

End Date* 813112015 |

Place Of Service | 959 - Other ~ Existing Batches
Select Matching Consumers Edit Un-posted Claims

II

43 C Record(S) Returned - Now ing 1 Through 15
Consumer Case No Start Date End Date Units Cost Place Of Service Diagnosis Claim # Apply |
A [8nr2015 & [8ra12015 |8 [31 | |storss | 99 - Other v 317 |-. [
A ) [812015 [ (812015 | [31 | |[stor88 | |o9-oOther v| I-. [
A [eApois |08 |[e@ieois |00 |31 | [Si07s8s ] |W||!! 1
8 [8Apois |09 |[8mirois | ([31 | [Si0788 | IWH! 1
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This view defaults to 15 records shown. To show more records on a page, change the retrieve number from 15 to the desired
number of consumer records to be returned. Click on Next to display all requested records. It is recommended to view no more than
100 clients per page.

o ( The view defaults to 15 records shown at a time
Jumer Record(S) Returned - Now Viewing 1 Through 15

Consumer | Case No ] Start Date | End Date Units I Cost Place Of Service | Diagnosis [ Claim # Apply
81172015 £ [ 8312015 | 3 's107.88 | 347 i %]

ffllrlbl#‘”?ﬁlg)‘?”%‘lﬂlb‘l}"33“14’9'%’4"15’“} PSSP

. sims  Tu  smeots (] |31 | gsiocss. ] [se-omer v] g b | i
H 811015 |9 8312015 | \31 [sio788 | 3180 - l | |=

— _ Enter the number of records
[ <= First | < Previons Re'"e'@‘ ol here that you would like to

view and click next
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Remove the CHECK mark from the Apply All option box.

Remove the check mark from the

‘Welcome, Charlene Weldon

Batch ClI

10/1/2015 11:36 AM

Entn,

Apply option box.

File - Creste Astivites - Spell Chask - = - - - — Brint - Close Bateh Claim Entry
Batch Claim Entry
Program* |Dwisi0n of Developmental Disabilities v | Details

Service Type*

Service Code* ! | Unit Type
Start Date* E

End Date* E

Total Units Batch No

Place OF Service

Select Matching Consumers

[MRW M

| 99 - Other ~ Existing Batches

Edit Un-posted Claims

43 C (5) R - Now ing 1 Through 15
Consumer Case No Start Date End Date Units Cost Place Of Service Diagnosis Claim # Apply |
A [2nr015 [EE [am1z01s |28 [31 | |[sio788 | |[og-Other v 7 I-. ]
A | aniz2015 12 (812015 | [31 | [s10788 | |[99-Other | I-. |
A (81172015 i (8312015 | [31 | |[so7s8e | IWH!! |
B [@inots | [[emimois = |[31 | [sto7es | [e9-Oter w IW“! I
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At the bottom of the screen, click on the Calculate Total button. With all Apply boxes unchecked, the Total displays $0.00. As
records are selected for batch claim, selecting the Calculate Total will show the cumulative calculated amount.

- S JS—
812015 L] 8/31/2015 & 31 $107.88 l 09 - Other W 3981 I- [
8112015 el a1 | k] $107.88 99-Other v 3120 | o

ES Y Retrieve | 43 | Records At A Time

Total 50,00

Use or disclosure of information contained on this page is restricted to use only State of Alabama.
Harmony Information Systems, Copyright 2015

Page 12



State of Alabama

Edit the service lines as needed. All fields on the service line, except cost, can be edited. The Claim # is the same as Provider
Claim ID on the Single Claim Entry screen. It is an optional text field which can be used by the provider as seen fit.

When field updates are complete for a record, check the Apply option box for that record. This will include the consumer record in
the batch entry. Click Calculate total after each line is edited.

Please note that if changes are made to the header and consumers are reselected, any edits made to the service lines will be lost.

After edits are complete, create the batch. Verify the Apply checkbox for each service that should be included in the batch is marked.
Using the checkbox in the green header bar will select all line items on the screen.

43 Consumer Record(S) Returned - Now Viewing 1 Through 15

Consumer Case No Start Date End Date Units Cost Place Of Service Diagnosis Claim # Apply [
gnizo1s |09 a312015 | 31 $107.88 (99-Other v . - | &
snpots | |(amizois | |3 | s107.88 [oo-omer V] |misr 1 IEH O
8015 |09 8n1r01s | 28 $97.44 99-Other v sz I ]
grrots |9 [famieots  |TF 31 $107.88 [99-Other ~ 31
PPV OOTOFTOEPIFTVI T OTVTOPVHOTraoW o0t ee
viatha wiRo.S b, 8lei2000 | 31 §iu. .88 [95-0tsr v|  |meaana (L,

lem Retrieve | 15 | Records At A Time .n-_.;iiillr,_ i
Total | $313.20 Calculate Total

Reminder: Click on the Calculate Total button at the bottom of the screen after each line edit to ensure that the changes are
accepted before proceeding to next record.
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To save the batch, click on Create Activities. The screen will refresh and remove all services that were created.

rue
e

File Create Activities - ell Check - - - - - - Print - Close Batch Claim Entry

Batch Claim Entry

Program* | Division of Developmental Disabilities | Details

Service Type* | MRW V|

Service Code® T1019:UC-HN - m| Unit Type
Start Date* 8112015 ]

End Date* 8/3172015 =
Total Units Batch No cweldond2

Place Of Service | 99 - Other ~ Existing Batches
]
43 C. (3R - Now ing 1 Through 15
Consumer Case Mo Start Date End Date Units Cost Place Of Service Diagnosis Claim # Apply |:| |

[8M/2015 I [8m1z015 |2 [31 ] |[s10788 | 99- Other ™ 317 |-| ]
lanpots | |[emieo1s |TE (31 | [sw0788 | [[99-oOther V| 381 |-, —1 [O
eApois | ([Beipois | (28 ) |SeraEI  [38-Oter V| |msmmm B

I ] [8AR015 A [am12015  |CE [31 | |[sto7se | 00- Other ™ 81 -I 1
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A dialog box will appear showing the number of activities created. Select the X in the upper right corner of the box to close it.

Welcome, Charlene Weldon
10/19/2015 2:18 PM

File

Batch Claim Entry

welopmental Disabilities s | Dstails

. | o | o e

| cweldons2

I

@ aboutblank

3 activities were created.

:
[&]

[

[

gl

[«
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To review and make any necessary edits to the batch, click on the Edit Un-Posted Claims button. If necessary, edit the service lines.

T

File - Create Activites - Spell Check - - - - - - Print - GClose Batch Claim Entry

Batch Claim Entry

Program* |Division of Developmental Disabilities | Dstails

Service Type*® | MRW V|

Service Code* T1018:UC:HN B | Unit Type 15 mins

Start Date* 812015 ]

End Date* 8/31/2015 ]

Total Units =) Batch No cweldon82
Place Of Service | 99 - Other ~ Existing Batches

Select Matching Consumers Edit Un-posted Claims
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If no additional edits are needed, select the Save & Complete option. All activities will be changed to a read-only status.

‘ “ Welcome, Charlene Weldon ~ Batch Claim
101102015 2:23 PM Entry
| ge— File

File - - Spell Check - Save ‘ - Save & Complate — ,Suhmil Claims - - Print - Close Bateh Claim Entry
J

Batch Claim Entry

Program* ‘ Division of Developmental Disabilities | Details

Service Type* MRW ~

Service Code* [TI019:.UCHN Clear Unit Ty
annca o e

Start Date* [8r2015 e

End Date* (8312016 |

Total Units ‘31 | Hten o MI
Place Of Service |89 - Other v Existing Batches

Select Matching Consumers

3 Activity Record($) Returned - Now Viewing 1 Through 3

Activity ID Consumer Case No Start Date End Date Units Cost Place Of Service Diagnosis Claim # Apply |
338149 [ [e@iznis | (31 | [[storea | |[ss-omer | |y | = »
530150 : [onzots | |[amaos | 7| [swEs ] [ssomer v mm M [ | |® )
838151 [anzo1s |00 |[smipois |09 |[31 | |[ST0%Es] B B = g

Refrieve | 15 | Records AtA Time

N
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A dialog box will appear stating the number of activities saved and the Activity ID is complete. Click on the X in the right corner to
close the box.

(2 aboutblank

3 activities were saved.

Dy
e

Use or disclosure of information contained on this page is restricted to use only State of Alabama.
Harmony Information Systems, Copyright 2015

Page 18



State of Alabama

Submit the batch by clicking Submit Claims. Only completed services (changed to read-only) can be submitted.

i ‘Welcome, Charlene Weldon B:
10/12/2015 2:25 PM

H File
File - - Spell Check - Save - - Save & Compl - Submit Claims - HReverse Status - Print - Close Batch Claim Entry
k_)r
Batch Claim Entry
Program* |Division of Developmental Disabilities | Details
Service Type* | MRW v|

Service Code* Unit Type [ 15 mins

Start Date*

End Date*

Total Units Batch No !mﬁéﬁéﬁi'

Place Of Service

Existing Batches

3 Activity Record(S) Returned - Now Viewing 1 Through 3

!Acﬁvily !D] Consumer |Cns«e Nn{ Start Date I End Date l Units I Cost Place Of Service | Diagnosis Claim # |Apply |

A dialog box will confirm the number of claims submitted.

(2 aboutblank

3 activities were successfully posted.
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