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CLAIMSOPTIONS

Thereare two methods available to submit claims in SHARES. Either method may be used as best fits the needs of you
agency.

1. Upload a batch of claimsYou can easily upload a batch file of claims as exported by your EHR/EMR system. Th
process involvesigning into SHARES and uploading the batch file via the File Transfer Yioembatch file can
contain one claim or multiple claims for multiple members.

2. Manually submit a claim You may manually submit a cl 8&)ibylogginge f e
into SHARES, pulling up the appropriate member record, and manually entering in the claim information. This is
useful for agencies that do not have an EHR/EMR system that exports claim batches. This is also the preferred
method to submit @ims for Prevention services. Simple Claims are submitted one at a time.

Regardless of which method you choose to submit the claim, you can use SHARES to check the status of your claim at
time, as well as edit and resubmit your claims.

The sections Hew will detail each of those options in greater detail.

BATCH CLAIM FILE SWBSION

The following steps are needed to submit a Batch Claim file (837):
1. In SHARES, go to thge Transfer>Uploadmenu.
2. Browse for your batch file to upload.

3. Upload the fié.

Following are each of those steps broken down:

FILE TRANSFER MENIPLOADS

To submit the batch file, go teile Transfeand chooseJpload, then click on théJploadbutton.

Welcome ipcFranklin ipcFranklin
e out
)
. Reset | Upload )

Upload Filters

(¢ Upload |  Download

Upload Dats: File Type: File Mame
[ ] [—sekctone— ~|] |

Upload Status

TheFile Uploadwindow opens.

1. ClickBrowseto search for angelect the file on your computer/network drive.
2. Select theFile Typeas837 Claim
3. ClickUpload
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Note:

E ]

Weleome ipc ipe7
Preferences | Logout

L] T Lo [

Upioad Filters

|

Upload Date.

File Type:
‘_’_’_ ‘ ‘—-Se\ec( One -—

File Upload

File Upload
Upload Status

—
Uplozd Date = __rile Name -
1/5/2016 FRANtest837b. txt 0 et AL L s ] zssful
12/31/2015 successful.txt assful
12/31/2015 FRAN_1554_adultoutcomes_20 : - 2ssful
12/31/2015 FRAN_1554_adultoutcomes_20' 837 Claim zssful
12/31/2015 FRAN_1554_adul _20 Submitter Notes: zssful
12/31/2015 FRAN_1554_adultoutcomes_20 ‘ essful
12/31/2015 FRAN_1554_adultoutcomes_20 2ssful
12/31/2015 FRAN_1554_adultoutcomes_20 essful
12/31/2015 FRAN_1554_adultoutcomes_20 assful
12/31/2015 FRAN_1562_adultoutcomes_20 sssful
Submitter Note:

0% v

Compressed (zipped) files are not supported.
Theallowablefile extensiors arebe .csv, .txt, or .x12

The naming convention of the fite be submitted is: Four letter Board name/SHARES ProvidedIgit2

incremental number/date (yyyymmdd) with no spaces or characters inserted. For example, a Franklin County

Agency submitting a file on 1/4/2016 would name the file: FRAN1583012016%t104.t

from tF

After
“Successful
the claim file.

It is very important to select “837 Claim”
correctly.
you've uploaded your BplohdeStatuseotian ofithelpdge. Steeeesut of u
only means that the file was successfully

Welcome ipc7 ipe?
Preferences | Logout

T e e Lo [

e
o] -]

Upload Filters

Upload Date:

File Type: File Name:

[ ] [s37ciaim vl |

Upload Status

1/5/2016
1/5/2016
1/5/2016
1/5/2016

Upload Date »

File Name
FRAN15830120160104.txt

837 Claim 18019 kb

Successful

E 837 Claim 24007 Kb
FRAN15830120160104.txt 837 Claim 107631 kb Successful
FRANtest837b.txt 837 Claim 18019 kb Successful

page Al of 1 10 v

View 1 -4 of 4

*Note: If you do not see your file in the list, you may need to refresh your browser by pré&&sing
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FILE TRANSFEENU- DOWNLOADS

When an 837 Baitch file is processed through SHARES Fu8&%nal Acknowledgemefite will be generated and made
available to download.

If the 837 is rejected, a 999 will not bergeated for the rejected file and the file will need be resubmitted.

To access your 999 file, goRde Transfeand choosddownload.

Welcome ipc7 ipc Provider ~ ¥ alembership ~ Author
Preferences | Logout

Uploz 1 | Download | 2

. Download Status .

W [File Name ile Size (in bytes; Last Updated
[0 |999 1563SQUTHEASTINC 20150910 114650.txt 287 9/10/2015 11:46 AM

[ /299 _1563S0UTHEASTINC 20160105 164752.txt 289 1/5/2016 4:47 PM
[ |sample Exception Report.xlsx 8714 1/5/2016 4:34 PM

dick onthe file from the list to downloadr open Depending on your browser settingspap-up will ask you
whet her you want to “Open”, “Save”, or “Save As’.

Do you want to open or save 999_1563SOUTHEASTINC_20150910_114650.txt from ohsharewebtestinfomc.biz? | Open || sae |v|| Cancel | x

1 If there are exceptions, the Board will sathe ExceptiorReports to your download folder.
T I'f you’  ve already diddemrbnothedefallt view.Bimply@ut a aheéckmark thh e b“el n c
already downl o aahdtlie pfevidustysidwnlaatied filds Wilbbe visible.

SUBMITTING A SIMPCEAIM

The following stepsra needed to submit a Simple Claim for a member:

1. In SHARES, Search for the desired member and open their recold.
2. Go to theClaimsmodule and selecAdd Claim

3. Enter the claim information and submit the claim.

Below,each ofthose stepsare broken down:

SEARCHING FOR A MBER

To search for a member, go kdembershipand choosesearcho bring up the Search form.

Welcome ipcé ipcé ‘ Provider - - Membership ~ Authorization ~ File Transfer v [
Preferences | Logout 1 —
‘ Search | ' lummary Eligibility Add Member _
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In order to find and select a member, you must enter enough information in the search criteria screen. The
required data combinations teearch for a member are:

e Pat (alsordferred i as the SHARES ID)
e [Last Name, Birth Date, Gender]
. [ Last Name, SSN, Gender ]

1. Enter your search criteria

2. Click on the Search button

‘Welcome ipcé ipeg Membership ~ Authorization ~ File Transfer ~ ([
Preferences | Logout

Search Results

Member Search Criteria

Search Options Member Name

Members Member Alias | asf fame: First Name: Middle Initial:
: '

Member Details

H me: w": ice: Language:
‘7’7’7‘ DJ ‘ --- Select One --- ¥ ‘ F” Select One —- V| --- Select One --- v

Reference Numbers
P

1D: licy Number: Reference Number:

.

‘RESULTS SCREEN

Once you click search, you will be taken to Resultstab. If the member is enrolled in SHARES, you will see their record ir
the results. Simply double click anywhere on the row with their name to open their record.

P— e P
Preferences | Logout
oIS LT

Search Results

Member Search Results
Patient D Last Name * First Name Middle Name SSN External ID Additional #
253200 McTesterson Tester M 1/1/1989 26 M

View 1-1of1

Page [l of 1

Select a member by clicking on the appropriate row, or click the Search tab to perform a different search.

If the member iqiotenrolledin HARES, you will see “no results” displ a:

CLAIMS MODULE

Tomanually submit a claiffor the member,click onClaims->Add Claim

Welcome ipcFranklin ipcFranklin d Membership + Authorization ~ ”‘ File Transfer +
Preferences | Logout R

q AddClaim ) Claim Status

Note:l f you did not already havédMeambmemb&Srarehofdropme
section will be expanded. You can search for and select a member from this screen.
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Welcome ipcT ipc? Provider + Membership ~ Authorization ~ File Transfer ~
FPreferences | Logout
Add Claim Claim Status
oEaEIe G L)

~ Current Member: Search for and select a member.

Member Name Member Details
Last Name: First Name: Middle Initial: SSN: Birth Date: Gender:
‘ | | ‘ |7’7’7‘ ‘4."4/7 | | --- Select One --- V‘

Reference Numbers Member Options

1D: Policy Number. Reference Number- Insurer. Episode.

— — — [ ot osurer IR = ot ivoc)

» Simple Claim

The Simple Claim form opens. Ywill need to fill out the area as outlined in the screenshots below:

Welcome ipeT ipeT Membership + Authorization + File Transfer +
Preferences | Logout

. Saw

O L oea

+ Current Member: McTesterson, Tester

- Simple Claim

Provider Info

Billing Provider: NPI. Taxonomy:

SOUTHEASTINC | | | |

Pay-fo Provider

‘ SOUTHEAST INC - 16 W LONG ST, COLUMBUS, OH - 432159999 - , TIN: ***=*=0180 (Master Site) v
Rendering Provider NPI: Taxonomy:

--- Select One --- I

Available Authorizations

Reference Numbers Service Dates Authorization Mo records found.
Provider Claim Number: Provider Client Number: Date From: Date To: /g’\Numben Insurance: 4 Selected Authorization
‘ | | ‘ |1U.I'U4."2015 | | M | o | Franklin County Board / Franklin Standard V| Not Selected

~ Add / Edit Service

Service Dates Service Details @
Date From:* Date To:* Claimed Amq Primary Diagnosis: Code:*

oul Units:*
2 o B s ) o [soec vagrosi Ji

Modifiers: POS:

‘ --- Select One --- Vl --- Select One --- ¥ | --- Select One --- ¥ | --- Select One --- V|

» Services

No ok wnPE

& EEmem

Payto Provider. This is optionalOther agencies affiliated with your agency will be listed in the drop down list
ServiceDates By default, today’'s date wil!/l popul at e.
Authorization: If you had an authorization number from a Service Request, you can emégei Otherwise,
Insurance Choose Franklin County Board from the dropdown.

Service DatesEnter the dates that the services were provided.

Service Details Enter the Claimed Amount and Units to claim for.

DiagnosisClick on theSelect Diagnosibutton. This will bring uphe Diagnosisookup window.

Diaanosis Lookup [}
Entry Type: Category:
[--- select one - ~| [--- select one - v

SHARES Provider User manu&l Claims Modified 1/6/2016 Page6 of 12
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SeleciCD1l0as t he “Entry Type”. You can tCgdp/Bescrigticmboxdd a g n
search If you need to narrow down your search more, you can select an itemthemategory then click on the
Searchbutton to select your item from the resultgNote: entering nariteriaand clicking on search will bring up
the entire list of codes).

~

Diaanosis Lookup | %

Search Results

Entry Type: Category:
‘ ICD-10 V‘ ‘ Diseases of the ear and mastoid process V‘

Code/Description:

@ cence

Follow the same process to choose the Code by clickinigeoBelect Codéutton. TheCode lookup window opens.

Code Lookup | E |

Search Results
Search Codes

Code: Description:

Enter yoursearchcriteriain the code odescription fields and clicRearch.(Note: entering nariteriaand clicking
on search will bring up the entire list of codes)

Code Lookup [ x]

Search Results

Code: Description:
[ | [indivl |

= 1]

Select your code from the list earch results.

SHARES Provider User manu&l Claims Modified 1/6/2016 Page7 of 12
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The code and diagnosi s

Search Results

Descrintion

|

Indiv Psychotherapy 16-37 Min
” 2Py S0 o2 T

Indiv Psychotherapy 53+ Min
Individualized Aid (Mon-Traditional 3115 Service)

Page i of 1 View 1 -4 of 4

you' ' ve verified the i

nf or mat

selected now show

ur

i Save Séernagcef i | | ed out

Welcome ipc7 ipcT

8. Once
Preferences | Logout

McTesterson, Tester
oEnEze

Provider Info

Billing Provider- NPI:

Taxonomy:
SOUTHEASTINC |

Pay-to Provider

--- Select One ---

Rendering Provider NPI-

Taxonomy:
--- Select One --- Vv I

Reference Numbers Service Dates Authorization

Provider Claim Number- Provider Client Number: Date From: Date To: MNumber. Insurance:
01/04/2016 /. |

| o | No active insurance V

~ Add / Edit Service

Service Dates Service Details

Available Authorizations
No records found.

Selected Authorization:
Not Selected

Date From:* Date To:* Claimed Amount*  Units:* Primary Diagnosis: Code:*
07/01/2015 07/15/2015 100 1| |T39.0165-Underdosing of aspirin, EEEEEMELGLELY 90832 - Indiv
Injury, poisoning & other
canseq of extenal cause
Modifiers:

POS:

Psychotherapy 16-

--- Select One --- Vv | --- Select One --- v | --- Select One --- Vv | --- Select One --- v| |

o [E=TE=

v
H100%
|
You can enter additional services on the same claimefled.
07/01/2015 07/15/2015 100 15 T39.DlﬁSfUnderdusing 190832
08/02/2015 08/04/2015 250 15 90839
.
< > | w
H100%
|

HARES Provider User mandal Claims
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9. When done, click oSaveat the top left of the window to submit the claim.

rences | Logout

¥ Current Member: McTesterson, Tester

~ Simple Claim

Provider Info

Billing Provider. NPI: Taxonomy:
SOUTHEASTINC | | |

Pay-to Provider
--- Select One --- v

Rendering Provider NPI: Taxonomy.
--- Select One --- ¥ I

Available Authorizations
Reference Numbers Service Dates Autherization No records found.

Provider Claim Mumber: Pravider Client Number: Date From: Date To: Number: Insurance: Selected Authorization:

o04r2018 | /| | o [no active insurance v|  Not Selected |[PNgr ]
» Add / Edit Service

100 15

07/01/2015 07/15/2015 T39.0165-Underdosing 190832

You have completed submitting a claifiou willthen be prompted toeither checkthe statusof the claim, or add another.

Welcome ipc7 ipc? Provider Membership + Authorization Claims ~ File Transfer +

Add Claim Claim Status

¥ Simple Claim

Provider Info
Billing Provider: MPI: Taxonomy:
SOUTHEASTINC |
Pay-io Provider Simple Claim successfully submitted.
553 Select One == Woyld&ou like to add another Simple Claim or Check A
Claim Status?
Rendering Provider NP Taxonomy:
== Sz i == I
Available Authorizations
Reference Numbers Service Dates No records found.
Provider Glaim Number: Provider Client Number: Dste From: Selected Authorization:
01/04/201, insurance Vv Not Selected BEEEEHFa L)

@ Check Claim Status

Units

Date From Date To Claimed Amount Modifiers
07/15/2015 100 15 T39.0165-Underdosing 190832

|08,f04,l'2015 250 115 90839

Primary Diagnosis

CLAIM STATUS

To view the status of your claim(s), click@iaims->Claim Status (Note:1 f you don’'t already
open, you can open a member from this screen, or view the status of all claims submitted by your)agency

0 Welcome ipcFranklin ipcFranklin Provider en:ship « Authorization ~ |ﬁ‘ File Transfer
.

Preferences | Logout
Add Claim ( Claim Status '

SHARES Provider User manu&l Claims Modified 1/6/2016 Page9 of 12
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The following screenshds an example of the Claim Status window.

o EECEEEIe T

Preferences | Logout
MeTesterson, Testet Add Claim_ [FEEMSIEES _

Dates

Sve Date Filter Sve Date From: Sve Date Ta: Claims Relsived Afier:  Claim Status:

--SelectOne — ™| |__/_[ _I_I 12/06/2015 - Select One —- v

Procedures

Procedure: Service: Modifiers:

[ select One — V| [—SelectOne —  v] [—SelectOne — v[—SelectOne — v
Numbers

Authorization Number. Auth Plan Number: Claim Number. Provider Claim Number: Provider Client Number:

Ownership and Other Filters

%

O

1.

Claims

C\alm Number + Claim Status Date Received Status As Of Total Charge $ Tutal Approved Total Non-Approved $ Treat Date

Member. o Provider. Insurer:
[} Limit Clzims to Gurrent Member [4. Testerson, Tester CEea i leg | — Select One — v Select Insurer

201600011605 In Adjudication 01/05/2016 @ 01/05/2016 100 @ 11/01/2015 @
201600011603 Received 01/05/2016 @ 01/05/2016 100 0® 0® ]

201600011561 In Adjudication 01/05/2016 @ 01/05/2016 175.5 35 0 175.5 @ 11/01/2015 @

Line Item Control # (ServicaDates  |Service | |Procedure/Modfiors |Service Status |Stalus AsOf |Charge s ot

201600011561-1 01/01/2016 - 01/04/2016 MH - OPTx - 90782 90832 In Adjudication  01/05/2016 $175.50 175.5 @
Page [l of 1 View 1 -3 of 3

By default, the “Limit Cl aims to Current Me mber”
seeing the status of claims for that member. In order to see the status of all claims submitted by your agenc
uncheck this box and click on thdter button to show all.

Be sure to check the date in the “Claims Receive
the date to an earlier date and click on tRéter button again to filter for your search criteria.

You can click oBelect Membet o search for a claims for a differ
have to go back to the Member Search page, youjestnisearcHor a membeifrom the Claims screen.
TheClaimssection at the bottom is where you will find all of the claim details.

The @ are information bubbles. When you hover you mouse over any of theseyijisee a pogup box that

may give more details. TI® is positioned wherever more information is podsibf t her e ar en’
additional details for that partidar item, there may not be any information populatadthe pop-up box

The blue + symbol next to the Claim Number means that you can expand that line. When you click on the +
expand, more dtail is given about the claim (as shown above).

Below is an example showing claims for all members submitted by the agency, not just the active member recor:

1L e [ s [ worymn 1] oo |
Authorization Number: Auth Plan Number: Claim Number: Provider Claim Number: Provider Client Number:
Ownership and Other Filters
N lember: Provider: Insurer-
] Limit Clsims to Cument Member 4 Tosterson, Tester Select Member MRl
| [Claim Number + Claim Status Date Received Status As Of Total Charge $ Tmal Approved $ Tc\tal Non-Approved { Treal Date
201600011511 Received 01/04/2016 © 01/04/2016
Ml inc rtem Control # Procedure/Modifiers | Service Status |Status As Of |Charge ¢ |Approved £ |Non- Appr <
07/01/2015 - 07/15/2015 90832 Accepted 01/04/2016  $100.00 0@
08/02/2015 - 08/04/2015 90839 Accepted 01/04/2016  $250.00 00 0 0 15
201500011458 Received 12/01/2015 @ 12/01/2015 100 0@ 0@ -]
11/01/2015 - 11/01/2015 90792 Accepted 12/01/2015  |$100.00 0@
201500011457 Received 12/01/2015 @ 12/01/2015 100 0@ 00 ]
11/01/2015 - 11/30/2015 90792 Accepted 12/01/2015  |$100.00 0@
201500006978 1n Adjudication 09/22/2015 © 09/24/2015 100 0@ 100 @ 09/20/2015 @
Ml ine rtem Control # Procedure/Modifiers | Service Status |Status As Of |Charge ¢ |Approved £ |Non-Appr §
201500006978-1 09/20/2015 - 09/20/2015 BH - OPTx - 90833 90833 In Adjudication 09/24/2015 $100.00 0 [:] 100 [ ]
Page Ml of 1 View 1 - 4 of 4
Vi
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Below is an example showing the information from @:. In this example, you can cleasige the reason for
denial.

Welcome ipc7 ipcT
Preferences | Logout

McTesterson, Tester

[T e T v [ oonirin |

‘ Number: ‘ ‘Auth Plan Number: | ‘Claim MNumber: ‘ ‘Prﬂviderﬂlaim Mumber: ‘ |F'mderCIiEHt MNumber:

Ownership and Other Filters

Member: Provider. Insurer-

[ Limit Clsims to Current Member 1 Testerson, Tester Select Member IER Lo l_

e e e e
201600011511 Raceived 01/04/2016 0 01/04/2016
07/01/2015 - 07/15/2015 90832 Accepted 01/04/2016  |$100.00 0@
08/02/2015 - 08/04/2015 20839 Accepted 01/04/2016  |$250.00 0@ 0 0 15
201500011458 Received 12/01/2015 @ 12/01/2015 100 0@ 0@ L]
:
11/01/2015 - 11/01/2015 90792 0
201500011457 Received 12/01/2015 @ 12/01/2015 1 L]
11/01/2015 - 11/30/2015 90792 Deny Amts/Reasons: 100 - Service not in 0
201500006978 In Adjudication 09/22/2015 @ 09/24/2015 1 provider's Profile 09/20/2015 @

Pend Amts/Reasons:

Accept Amts/Reasons:

Page Fll of 1

EDITING AND RESUBNIING CLAIMS

SHARES supports online correction and resubmission of claims regardless of the form of original claim submission (ex.
manual entryvia a Simple Claim or 837 file upload@pedit and resubmit claim, start by going tGlaims->Claim Status

Provider + 2rshi Authorization |m1 ‘e Transfer +
p—A—— o

Add Claim  ( Claim Statv=

Welcome ipcFranklin ipcFranklin
Preferences | Logout

Weicome ipc7 ipeT
Preferences | Logout
McTesterson, Tester

[ e e [ oo 1]

Claims Filters

Dates

Sve Date Filter Sve Date From: Svc Date To: Claims Received After:  Claim Status:

—SelectOne — | [/ [ [121062016 | [~ SelectOne— v|

Procedures

Procedure: Service: Modifiers:

[~ Selest One — v| [—SelestOne —  w| [—SelestOne — v —SelestOne — v
Numbers

Authorization Number: Auth Plan Number: Claim Number: Provider Claim Number: Provider Client Number:

Ownership and Other Filters

Member Provider Insurer-

[ Limit Claims t2 Current Member IMcTeslerson, Tester Select Member IEEL o L e |

Claim Status Dats Received Status As Of Total Charge $ Total Appmved $ Total Non-Approved §  |Treat Date

In Adjudication 01/05/2016 @ 01/05/2016 100 @ 11/01/2015 @
201600011603 Raceived 01/05/2016 @ 01/05/2016 100 0@ 0@ [:]
+
201600011561 1n Adjudication 01/05/2016 @ 01/05/2016 175.5 26 0@ 1755 @ 11/01/2015 @

SHARES Provider User manu&l Claims Modified 1/6/2016 Pagellof 12
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This will bring up the Simple Claim window. Click or&tiebutton.

o _Welcnmelnc?luc? B Men b thog 0 I i
Simple Claim x

. Fil } Current Member: McTesterson, Tester . .
Dates Provider Info
Swe Billing Provider NPI Taxonomy:
Iy SOUTHEASTING | | |
Proced Pay-to Provider
[-- Select one --- v
Proce
—1 Rendering Provider Taxonomy
- Select One - |
Numbe
Available Authorizations.
Reference Numbers Service Dates Authorization No records found.
Provider Claim Number: Provider Client Number: Date From: Number: Insurance: ‘Selected Authorization:
| [ | [o1/03/2016 | \ f / | | ° [Mo active insurance | Not Selected [EEgNaTl

» Add / Edit Service

Date From Date To Claimed Amount i Primary Diagnosis - Modifiers
01/03/2016 01/03/2016 100 o 90834

Add I Edit I Remove

El W

Cancel

#100%

1. Make the corrections in the necessary fields
Click on Sav8ervice
3. Click on Save

N

o Weicome ipc? ipc? S
Simple Claim
~ Simple Claim ~
-] L)

Provider Info

=
Billing Provider- NP Tasonomy:
o SOUTHEASTINC | | |
Sve D Pay-to Provider
— [-—- Select One -—- v
Proced Rendering Provider NPI: Taxonemy.
. - Select one — | |
=
I: Available Authorizations
Reference Numbers Service Dates Authorization No records found.
Numbe
Provider Claim Number: Provider Client Number: Date From HNumber: Insurance: Selected Authorization:
|:A“"'“ [o1/03/2016 | \ / / ] | o [Mo active insurance v Not Selected [ ety
Owner:
- Add / Edit Service
IZ 1
Service Dates Service Detai
Date From:* Date To:* Claimed Am? Units:* Primary Diagnosis: Code*

01/03/2016 | |01/03/2016 25 1

Select Diagnosis JEEIERES Select Code

Modifiers: POS:
‘ --- Select One --- v | --- Select One --- Vl—-- Select One --- Vl --- Select One --- V‘ ‘ ‘

I Save Sel e I Cancel ——
;
v

&[S

®100% -

Changes will be saved and resubmitted for claims proces€dnge the claims processing has been completed, you will see
the status of your changes by viewing B&im Statupage.
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