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Daily Use:

1. Create your claims in Lytec. 

a. Print your claims in Lytec, choosing the edi form that matches your insurance company's name. For secondary claims, be sure to check the include payments box. If you use the same insurance company for both primary and secondary claims, choose the secondary edi form for secondary claims. (If you use different insurance companies for secondary and primary claims, you can include them together.)  

b. It will create a new claim file for each insurance company. You can append secondary and primary claims together, as long as they are the same insurance company. 

2. Process your claims in Claim Master. 

Open Claim Master

Choose Settings / Set Working Directory and double click on your company (so that you see it in the "look in" box), and then press "select". 

Choose select configuration and double click on the correct insurance company. (You may have to press enter to exit first.) 

Choose file / select billing file and double click on the correct insurance company. 

Choose run / process.

Read the message to be sure you are matching insurance companies, and then press enter. If it asks you to over-write, you can press enter again. See how many valid and invalid claims you have.

If you had invalid claims, choose view / invalid and press enter. Your invalid claims report will display. 

If you had valid claims, you can view or print them by choosing view/valid and pressing enter. 

3. If Claim Master transmits your claims, transmit the claims from Claim Master, and download from Claim Master.

· Choose Settings / Transmit now. (If the transmit now button does not do anything, please exit and re-enter Claim Master.) 

· Press "enter" to accept the modem settings

· Press "connect". It will dial. 

· Enter you  logon and password.

· If you want to upload claims to ghi medicare: 

i. choose "F" and press "enter" for file upload. 

ii. enter claims."your submitter code" for the first batch of the day. (For subsequent batches that day, append a unique number to the name.)

iii. choose "K" & "enter" for kermit

iv. choose the "upload now" button.

v. press enter to choose the claim you just processed. (You could also choose older claims that have not been sent.) 

· If you want to upload claims to medicaid: 

i. if it is the first time, choose 4 & "enter" for environment config and then 1 & "enter" for kermit and then "x" & "enter" to return

ii. choose "1" & "enter" to upload.

iii. choose "2" & "enter" for a hipaa upload.

iv. it will tell you it is ready to upload

v. choose the "upload now" button.

vi. press enter to choose the claim you just processed. (You could also choose older claims that have not been sent.) 

· If you want to download from ghi medicare: 

i. Note that the statistics report using "S" does not work for hipaa claims. 

ii. You will need to redial from 16464586787. Just change the last "6" to a "7" before dialing. 

iii. Connect and enter your login and password. 

iv. Choose ”R" & "enter" for remote system download. 

v. Choose "F" & "enter" for file listing

vi. Type the letter next to the file you want. The ".clm" report tells you whether the claims were accepted, but not whether they were paid. The ".zip" contains a remit file that can't be read.  

vii. Press "ctrl" and "d" at the same time

viii. Choose "K" & "enter" for kermit

ix. Press the "download" button.

· If you want to download from medicaid: 

i. Choose 2 to download.

ii. Enter "a" to retrieve all files.   

iii. Press the "download" button.

iv. It will send you a file listing whether the file was accepted or rejected. It will also send another file with a lot of "AK"'s that is hard to read. 

· When you are done, hit the "disconnect" button. 

· Hit the "X" button to close the transmission window. 

· If you did not upload all files for this insurance, it will ask whether you want to delete them. If you do not want to ever send a claim file, highlight it and press delete.  

4. To transmit claims when Claim Master does not send the claims (Empire Medicare):  

· Choose Transmit / package to send. 

· If the last sent of claims have not already  been marked as sent, it will ask you if the last file was sent.  If you press yes, it will mark them as sent. If you press no, it will just add the new claims to the file waiting to be sent. 

· Press "enter" to package the claim you just processed.

· Minimize Claim Master and send your claims through Ivans 

i. Connect to AT&T.

ii. Sign onto Ivan's.

iii. Choose send files

iv. Click the send and production boxes, and enter " C:\SENDMCARE" (or the new filename you chose in configuration). 

v. Submit the claims.

vi. (You will be able to get files to see whether the claims were submitted about 2 hours later. Within 3 days, you will be able to download a report indicating whether the claims were accepted.) 

· Maximize ClaimMaster 

· Choose Transmit / Mark as sent and press Enter. 

5. Repeat steps 2-4 for every insurance company. 

6. Exit claim Master: 

· Choose File / exit.  

· If you did not upload all files for this insurance, it will ask whether you want to delete them. If you do not want to ever send a claim file, highlight it and press delete.  

Extra Features:

7. If you want to view downloaded files: 

Choose view/ download files. 

Double click on the file you want to see. 

8. If you want to view reports from prior runs: 

Choose view / invalid or valid reports

Choose the older report by double clicking on it's transmission number. (It may help to press the upper right button to display file details, which will give you the date of the transmission.)  

9. If you want to rerun a claims file, but you have already replaced it: 

Choose select billing file

Change files of type to (*.cpy) using the down arrow. 

Navigate to the insurance output directory by pressing the down arrow under "look in". 

Double click on the .cpy file for that transmission. (It may help to press the upper right button to display file details, which will give you the date of the transmission.)  

Choose run/ process. 

10. If you want to see the files you transmitted, with their dates:  

This cannot be seen through the menus. It can be seen through windows explorer or my computer. 

Go to the c:\claimsdata\"company name"\"insurance co"\output directory

See all files *.sent

To see the medicare files that were sent, go to c:\ and look at *.sent 

Installation:

1. Unzip the cmdisk to drive C or place the ClaimMaster CD in your drive.  

2. If you need to unzip: 

a. Double click on cminstall.zip.

If it does not display an unzip window, request an unzipped copy or go to http://winzip.com/ddchomea.htm to download an evaluation version. 

b. Click on the extract button.

c. Under extract to: enter c:\

d. Press extract.

