STEP 6a, THE PROVIDER TABLE.

The PROVIDER TABLE will hold all of the PROVIDERSINFORMATION for each PROVIDER that
will go on the electronic claims. Y ou will edit the Provider table each timea NEW ENTRY isadded for
PIN NUMBERS, FACILITY NUMBERS, PVLNAME (LAST NAME), PVFNAME (FIRST NAME),
PVMI (MIDDLE INTIAL), PAY TO ADDRESS, PHONE NUMBER etc. Instructionsfor editing the
tablearein STEP 6b. If your PROVIDER INFORMATION changes or you arereceiving errors back
from the clearinghouse with Provider information in error on your electronic claims, you will have to
gotothe PROVIDER TABLE in eCLAIMSto correct theerror.

When you are IMPORTING CLAIMS, eCLAIM Swill read each claim you created with your practice
softwar e and will find a CARRIER NAME at the top of the claim and a PROVIDER NAME in BOX 31
or 33 on each claim. eCLAIM Swill then add a CARRIER and PROVIDER COMBINATION to the
PROVIDER TABLE for each different CARRIER NAME. Their will bea CARRIER entry for each
different PROVIDER NAME eCLAIMSfindson the claims. Oncean AETNA entry isadded for JD
MALLARD MD you will only have to edit that entry again if INFORMATION CHANGES OR YOU
ARE GETTING ERRORSBACK FOR PROVIDER INFORMATION IN ERROR.

eCLAIMSwill belimited to a certain amount of spacesin width that it can read from the Providers
name and Carrier nameon the claim. So eCLAIM S may drop a few charactersfrom the end of the
Providersnamethat it addstothe PV_NAME field and Carrier nameit addstothelD_TYPE field in
the PROVIDER TABLE. DO NOT LET THISWORRY YOU!! NEVER EDIT THE ID_TYPE OR
THE PV_NAME FIELDS. There arefieldsthat you will fill in for Provider Last Name, First Name,
Middle Initial and Credentials etc. If you change the Providers Namein your Practice Software,
eCLAIMSwill add that NEW NAME to the PROVIDER TABLE. Just edit that new entry. eCLAIMS
will now use that Provider Name. You can delete the old entry for that Provider by highlighting the
entry to delete and presstheletter “D” on the keyboard.
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EXAMPLE 1: JD_MALLARD_MD isin thefield length that eECLAIM S can read. The entire name will
Rl%a}l(_j%eg'&?\ltg%prowder tableJD MALLARD MD. BLUE CROSS BLUE SHIE did not quitefit. DO

EXAMPLE 2: ANTHONY FRANCISWILLARD MD. If the nameisto long then eCLAIM S will not
pickup thelast lettersin the Provider name. ONLY, ANTHONY FRANCISWILLAR isread and
added to the provider table. DO NOT CHANGE.

eCLAIMSwill usethelettersthat it did find to identify the Provider in the PROVIDER TABLE using
theID_TYPE and PV_NAME combination to find the Providerscarrier information to put in the
electronic claim. The Provider namein the PV_NAME field isnot the Provider name that goes on the
electronic claims. It isonly being used as a unique identifier. The first time you edit a Providersentry in
the PROVIDER TABLE; you will fill in information for that new entry. Refer to STEP 6b for the steps
to edit the Provider Table. Certain information will be duplicated for you on futureentrieseCLAIM
addsfor that PROVIDER NAME. You will haveto add Pin numbersand Group numbersto the new
entries.



STEP 6b, EDITING THE PROVIDER TABLE.

IF YOU ARE RECEIVING ERROR REPORTSBACK FROM THE CLEARINGHOUSE OR
INSURANCE CARRIER WITH PROVIDER INFORMATION IN ERROR, YOU MUST FIX THE
INFORMATION HERE IN THE PROVIDER TABLE.

Go to the EDIT menu and arrow down to Providers and press ENTER. Thiswill open the YELL OW and
WHITE PROVIDER TABLE.
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At the bottom of the Provider Tableisa yellow band with a menu. Y ou will be using only 4 of these
menu items.

1. (Q)uit TYPE theletter “Q” to closethe Provider Table.

2. (E)dit TYPE theletter “E” to edit therecord you have highlighted.

3. (O)rder TYPE theletter “O” to put the Provider Tablein order.

4. (D)elete TYPE theletter “D” to Delete the entire row where you have the highlight.

Usethe UP or DOWN ARROW KEY S on your keyboard to move the RED highlight in the QCPVIDNO
field up or down and select the CARRIER (ID_TYPE) and PROVIDER (PV_NAME) COMBINATION
entry that you want to edit. Press “E” to edit that record.
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PROVIDER TABLE EDITING RECORD PAGE 1 screen will openthe CARRIER (ID_TYPE) and
PROVIDER (PV_NAME) COMBINATION you had highlighted with the RED selection. Never edit the
ID_TYPE or the PV_NAME. Just like in the carrier table, eCLAIMSfilled in certain fields for you using the
information found in the claims file you created with your practice software. It is now using the spelling or
misspelling of the CARRIER NAME and PROVIDER NAME found on the claims to identify the Provider.
eCLAIMSwill come to thistableto locate all the Provider Infor mation that goes in the electronic claim.
Use the up and down arrow keys to move to the field you want to edit.
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s. Lool e graphic above. There are some fields are blank. Some
of the fields you will edit, others you will leave blank. Y ou must use capital letters and no punctuation. Some
fields will be duplicated for you on new entries added for that provider name after you edit the first new
entries for that Provider. (Marked below as, *DUPLICATED) When eCLAIM S addsanew entry for a
Provider Namethat isnot in the Provider Table yet, it will not have a record set up for that Provider
Name. eCLAIM Swill still duplicate information in those fields marked *DUPLICATED, but with one
of the other Providersinformation. Simply edit the fields with the wrong information. eCLAIM Swill
then duplicate the correct information for that Provider Name when new entries are added.

1. QCOVIDNO, Fill in the Providers Pin number issued by the carrier. If this is a commercia carrier,
the TAX 1D should be used.

ID_TYPE,NEVER EDIT THISFIELD

PV_NAME, NEVER EDIT THISFIELD

PV_LNAME, Fill inthe Providers LAST name. *DUPLICATED
PV_FNAME, Fill in the Providers FIRST name. *DUPLICATED

PVMI, Fill in the Providers MIDDLE INTIAL. *DUPLICATED

PVCRED, Fill inthe Providers CREDENTIALS. MD, PT etc. *DUPLICATED
PV_TX_ID, Fill inthe Providers TAX ID.

PV_SSN and SPEC_CODE , are not required. Do not fill in.

B33PRACNAM, Fill in the PRACTICE name. HAPPY VALLEY MEDICAL. *DUPLICATED
. PV_ADD1], Fill inthe PAY TO address.

PV_ADD2, Fill in the SUITE number.

13. PV_CITY, Fill inthe CITY your practice islocated.

14. PV_STATE, Fill inthe STATE your practice is located.
Use the down arrow key to move past the PV_STATE and go to PAGE 2 of the Provider table.
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PROVIDER TABLE PAGE 1WITH THE FIELDS COMPLETED.
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PROVIDER TABLE EDITING RECORD PAGE 2.
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15. PV_ZIP, Fill inthe PAT TO zip code

16. PV_PHONE, Fill in with your office telephone number. *DUPLICATED
17. SOF, isfilled in for you and should not be altered.

18. SOF_DATE, isléft blank.

19. UPIN, isleft blank.

20. STLICNO, Fill in the TAXONOMY CODE. This code is now required for HIPAA and simply
identifies the specialty of the Provider. MD, PT, etc. You can find the Taxonomy code list along with
answers to several eCLAIMS questions at BROYLESSOFTWARE.COM, click on ECLAIMS
TECHNICAL SUPPORT FAQ AND DOWNLOADS.

21. CLINICNO, Fill in the Providers GROUP number if they have one.

When finished editing the table, press the F10 key to save your changes. Press the ESCAPE key on the
keyboard to loose changes.



PROVIDER TABLE EDITING RECORD PAGE 2WITH THE FIELDS COMPLETED.
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Soon the provider table will have several entries. Y ou can use the letter “O” to bring up the ORDER menu
and select from that menu which column you want to put in order. <Natural (record) Order> will put the
Provider Tablein ORDER from thefirst entry entered (at the top) to the last entry entered (at the bottom) of
the table. Usethe <Natural (record) Order> to put the new entries at the bottom of the Provider Table.
Thisis useful when trying to locate new entries.
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Use QCPROV->PV_NAME to put the PV_NAME field in order. Thiswill put all provider namesthat are

alike together in the table.
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Use QCPROV->ID_TYPE + QCPROV->PV_NAME to put the ID_TYPE field in order. Thiswill put all

Carrier names that are alike together in the table.
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