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1. MA Administrative Setup (District/Super Administrators Only

In order to use MA Forms, you must have the optional MdAms module installed for your district.

1.1 Navigate to the MA Reports menu

{| SpEd Forms —
1. From the Administrative Menu 4
click on Reports.
2. Click on the yellow "MA" tab to ADMINISTRATION MENU
Students

Reassign IEF Managers, change

administer users student IDs, edit MARSS information

open the MA Reports menu. } Sy

NOTE: District Administrators will go
directly to their district's MN Reports
menu. Super Administrators will have th
opportunity to select/change the district
they want to work with.

Preferences

Edit calendar and measures,
customizations, drop down lists
and templates

Reports

View by due dates,

IEP ManagersiSenice Coordinators,
and more...

Support
Submit andior review
support requests

Cooperatives,
Districts & Schools

Click here to enter your
Cooperative, District & School information.

([ spEd Forms

Special Education | MA | Custom Super Admin | MARSS B

MA Reports

—Select District—  ~




1.2 Initial Setup

All of the District/Provider Information on the DisttiSetup screen must be completed before batch
files can be uploaded to MN-ITS. MA Services and theimigilfates must be completed before IEP

Managers can create Activity/Trip Logs.

SpEd Forms

save | [ marorms [EE] menu M o |

1.2.1 District Setup

1. Navigate to the MA reports menu District Billing Setup

2.
3.

Click on the "District setup” link.
In the District Billing Setup
screen, follow the "Format"
examples (if noted) to fill in all

MA Provider ID
MNPl
Federal Employer 1D

District/Provider Name

123456739
1234567330
12 |- (3456789

Brisbane Schools

[Format: 12-3456789]

Address 101 Brisbane Lane
fields that are listed (all must be Address?
filled in for X12 Compliant Batch oy Brisbane
files to be accepted). st M
Zip+d. USES Lockue 56739 1234 | [Format: 55555 1234]

Billing Contact Some Contact

NOTE: The zip code must be the
nine digit zip code and cannot
contain any hyphens or dashes.
The billing phone number also cannot contain any spacesoiascharacters. These are
requirements for X12 Compliancy

Billing Phone 555 123 1234 |[Format: 123 123 1234]

- SpEd Forms | save | [ marorms |2 wenu [ oue |
1.2.2 Services Setup
illing Rates ar= Isft 3?—Ti-§xe:?xgtetq-ij = will nat show up in the Servicss List
1. Navigate to the MA reports menu S

2. Click on the "Services setup” linkj = o e o seioie
3. Make Changes tO Or add SerVICeS T1013 All plans QOral Language Interpreter Services - - = _‘ = E O
T1018 ||U1 All plans Physical therapy 12.54 14.05 1 /2007 |m O

aS needed T1018 ||U2 All plans Qccupational therapy 14.68 2223 I 1 /2007 |@m (]

T1018 ||U3 All plans Speech therapy 3548 33.89 s 1 /2007 |m O

NOTE If both bl”lng l’ateS are T1018 ||U4 All plans Mental health services / E O

. . T1018 ||US All plans Nursing services 926 1547 7 1 12007 |E O

left blank, that service will not be | s (us Al plans | [PCAparaprofessional services 6908 5743 |[7 1 Yo7 |2 OO
avallable on ACtIVIty/TrIp Logs T1018 |[UFNU || Allplans £ | Assistive technology devices (New) z O

T1018 ||U7RP || All plans Assistive technology devices (Repairs) ] O

A T1018 ||U7RR || All plans Assistive technology devices (Rented) il O

NOTE: When USIng the T1018 |[Us All plans [ |Special ransportation 221 221 7 1 007 2 O
"Effective date" the "Previous = i

e " . plans T oW
billing rate" will be calculated for i . -

services prior to this date and the
"Current billing rate" will be used

for all services falling on or after the "Effective date

1.2.2.1 Updating Billing Rates to the New Rate

Navigate to the MA reports menu.

Click on the "Services setup” link.

Copy the rate in the "Current billing rate" column t® tRrevious billing rate" column.
Fill in the new rate in the "Current billing rate"lwmn.

Make sure the "Effective date" is set to reflectdate that the new rate will take effect.

agrwbdE

NOTE: The "Previous billing rate" will be calculated for sees prior to this date and the
"Current billing rate" will be used for all services fadlion or after the "Effective date".



2. MA Administrative Features

The following sections will give you some guidelinesfeanaging student records, gathering data and
preparing batch files. You will also notice the diffiece between original batch files, replacements or

reversals and reissued transactions.

View & print activity/trip logs [ Forms | Menc
Select Student = =

2.1 View & Print Activity/Trip Logs

Not Only can you VieW/print any or all of | e ~selecrsenics - scroal:| —Select School-—
the Studentls IOgS for th|S d|Str|Ct but you LOGS: From i i Eto i i 2 [ show active student records only
can also manage all student's records. | ==:/#tsucens

Lest Name = student

1. Navigate to the MA reports menu "®

IMHCP # Student (Mo. of claims)

2. Click on the "View & print 1234567800123 12245678 @ Student, Some (44) [Setup] ! [ et stugert | [X peiete |
aCtIVIty/tnp |OgS link. 1472583690147 | 87654321 | @ sStudent, Test(7)  [Setup] - [ ectstugert |[Xoaete]

3. Enter your search criteria and clic.
on the "Search" button.

4. Click on "Setup" next to the student's name to entergehthe student's "Billing Setup”, click
on "View Activity/Trip Logs" to create, view, edit oript the student's activity/trip logs or
click on "View Claims" to view that student's claimstba Create/edit claim transmission

(837) page.

NOTE: The number in parenthesis just after the studeat'mepresents the student's total
number of claims.

If you navigate to the student's Billing Setup or to theitiity/Trip Log Menu, you can make any
necessary changes and then click on the "MA Log Listfoln to return to this menu.

2.1.1 Exiting students from MA Forms

1. Navigate to the "View & print activity/trip logs" menwegssection 2.1).
2. Enter your search criteria and click on the "Search"

button | Vindowsinienneiskxplorer d
3_ C“Ck On the "Exit Student" button_ 3 Some Student has 22 claims that have not been sent,
L] Students can only be deleted i there are no outstanding claims.
NOTE: When exiting MA student records, all claim lines
(activity and trip logs) must be sent. If outstandingneéa
are found for that student, the student cannot be exited.
2.1.2 Deleting students from MA Forms
1. Navigate to the "View & print activity/trip logs"
menu (See SeCtlon 21) | Vindowsinienneiskxplorer d
2. Enter your search criteria and click on the "Search s\ s st tes 22 cane trt havernor seenet,
button Students can only be deleted if there are no outstanding claims.
.

3. Click on the "Delete" button.

NOTE: When deleting MA student records, all claim lines (agtiand trip logs) must be sent. If
outstanding claims are found for that student, the stuzdamot be deleted.



2.2 Select students for an 270 (X12) eligibility transmission

The eligibility transmission is generally used on a thiynbasis to verify eligibility on any number of
students that currently receive services.

MA F I I El FRINT
1. Navigate to the MA reports menu t CroateElgiiy Bt s
2_ C“Ck on "Create ellglblhty Search Criteria for Brisbane Schools
transm|SSi0n (270)". MARSS: MHCP: . First Name: 7 Last Mame:
3. Enter your search criteria. —Select School— - —Select Grade— .

Birthdate Response ID: Transaction ID:

From: / / o

NOTE: Various criteria can be | _
entered to aid in finding the wEr  Owr Owe O ke © e e oo Ber0]
students that you need to select.

Save Changes | | Preview Selected Claims |

0 students selected. 1 records shown, 1 records found. Displaying page 1of 1.

4. \When the results of your search |[senocaim: [ seiectan [ peselectal
H 1] Student Name Birthdate Student ID SSH  |MHCP# School

ggg?s::thzu;tiggri(zls()lgotzewasnetr; Send Student Some 9/3M1996 1234567891013 12345678 Brisbane Elementary
send or use the "Select All" DULTON i T T sisieyna s o1t
to select all the claims in your
search. You can even search for specific records, mdkedual selections and "Save
Changes" or use the "Select All* button - then maketmadil searches and save other
selections. Be sure to click on "Save Changes" if yoe Inaade individual selections and are
going to make additional searches.

NOTE: If data that is required by DHS is found to be inccetein the student's record,
warning text will appear in place of the "Send" checklaisplaying a summary of what is
missing. Click on the link for the student's name andnfidny incomplete information (see
section 2.5.1 for more details).

5. When you are ready to create the batch file, move section 2.3.



2.3 Preview selected students for your 270 (X12) eligibilityansmission

=

Navigate to the "Create eligibility transmission (27&)een.

After you have selected the claims you want to sesglgsction 2.2), click on the "Preview
Selected Claims" button.

The "Preview Claims" screen

allows you to preview the students

you have chosen one more time

before the actual X12 Compliant

Batch File is created.

NOTE: If data required by DHS is still found to be incomelet warning will be shown at the
top of this page. If any information is incomplete, yall mot get any eligibility information
back from DHS.

When you are certain the file is ready to be esbanake sure "Production Mode" is chosen
and click on the "Process claims" button.

NOTE: If "Production Mode" is chosen and you click on "Psscelaims”, a Transaction ID
and Date will be saved, the logs you have chosen il #how up as being sent and will no
longer be selected. If "Test Mode" is chosen when yeate the file, a Transaction ID and
Date will notbe saved and the logs you have chosen will still zetsel.

IMPORTANT NOTE : The first 270 batch file you upload onto the MN-ITS websg (for
each district) will have to be a test file. Before DH®iill give you permission to submit
this type of file, the test file will have to be approvedplease see section 4.1).

The "Create eligibility batch file"
page creates the batch file that you

will upload to the MN-ITS website [ Fils Uy aitusd [X]
(see section 4.2). Click on the Do you want ta apen or save this fle?
"C||Ck here to download.__" ||nk :-J Name: eligihiity+_777_080304_0917 bxt
" " . = Type: Text Document
and choose "Save", then save the (.txt) file to the P specomsarg
folder you have reserved for MA Forms (e ] [Save ] [ Conee
eligibillty batCh flles' s while files from the [ntemet can be useful, some
I\e-l filez can potentially harm your computer. \fy_au_du
= not trust the source, do not open or save this file.

NOTE: Mac OS X users can use Opera
(recommended) or Firefox (see section 1.1).

button to print a detailed table of
the current transaction, to keep o
file for your records.

You may also click the "Print" L



2.4 Import 271 (X12) response data from DHS

Some additional setup is required when taking advantadie @1 X12 import files that can be
provided by DHS. This process is similar to the 835 X12 impartess (see section 2.7 for more
information and go tbttp://www.spedforms.com/guide/responses.asp for a summary of "Utilizing
835 X12 response data from DHS") You will also need asfea folder” to store these responses. If
you do not already have a SpEd Forms "transfer fold&asp contact SpEd Forms to have it setup
(once this folder is setup, our website has instructionsdtting up secure access to this folder at:
http://www.spedforms.com/guide/webfolders.asp ).

1. From the MA reports menu, click on "Import
eligibility response (271)".

2. Select the data file you want to import by clicking
on the radio button next to its name.

NOTE: If you have already ran this file and you
want to run it again, put a check in the "Override
previous import" checkbox.

3. Click on "Import selected file>>".

NOTE: The file will then be
processed. This may take some
time depending on the number of
claims in the import file.

4. Once the claims have been processed, the "MA Eligibleck box will be updated for each
record that is imported (see section 2.5.1 for mométion about the MA Billing Setup).

NOTE: If the student's MHCP had not been entered prioenidiag the 270 eligibility
transmission, you may have to manually set the "MAiBle" check box in the student's MA
Billing Setup.

Searching for students that are eligible

Once you have successfully imported

an eligibility response (271) or have

manually set the student's "MA

Eligible" checkbox in their MA Billing

Setup (see section 2.5.1), you can then

search for eligible students when

creating claim transactions (837). Simply put a chet¢karieligible" checkbox (see section 2.5).




2.5 Select logs to be sent as an 837 (X12) claim transmission

Any activity/trip logs that have been entered can be tleand sent to DHS via an X12 compliant
transaction or batch file.

1.
2.

3.

Navigate to the MA reports menu.
Click on "Create/edit claim
transmission (837)".

Enter your search criteria.

NOTE: Various criteria can be
entered to aid in finding the logs
that you need to select.

When the results of your search

appear. Put a check in the "Send

Claim" box for the claim(s) you

want to send or use the "Select

All" button to select all the claims

in your search. You can even

search for specific records, make

individual selections and "Save Changes" or use thectS&lE button - then make additional
searches and save other selections. Be sure taoditRave Changes" if you have made
individual selections and are going to make additionackeat

NOTE: If data that is required by DHS is found to be inccetein the student's record or in a
line of service, warning text will appear in place of t8end Claim" checkbox, displaying a
summary of what is missing. If the warning shoBsutlent incomplete!, click on the link for
the student's name in the "Student" column and filhiniacomplete information (see section
2.5.1 for more details). IfService incomplete” is shown, click on the link in the "Line ID"
column just above the warning text (see section 2.5.théwe details).

Searching for Data that has been sent

Once you have followed through with

creating a batch file, the logs will show

up as sent (having a Transaction Date

and a Transaction ID). You can search

for this data by typing in a date range

in the "Date Submitted to DHS" field

or by entering the "Transaction ID" in

its field. You can also search for data

by checking the "Sent" checkbox and break it down by attiteria like "Log Date" or any "ID#".




2.5.1 Changing student information

1. Navigate to the "Create eligibility
transmission (270)" or "Create/edit
claim transmission (837)" screen
and execute a search.

2. Inthe search results, click on the
link of the student's name.

3. You will be brought to the
"Student Billing Setup” screen for
that student.

4. Fill-in any incomplete information
(shown in red) or make changes as
necessary.

5. Click the "Save" button to save
your changes.

6. When you are finished, click the
"Back" button to return to the
previous search results screen.

2.5.2 Changing service information

1. Navigate to the "Create eligibility
transmission (270)" or "Create/edit
claim transmission (837)" screen
and execute a search.

2. Inthe search results, click on the
link of the "Line ID".

3. You will be brought to the
"Service Line information” screen
for that service.

4. Fill-in any incomplete information
(shown in red) or make changes as
necessary.

5. Click the "Save" button to save
your changes.

6. When you are finished, click the
"Back" button to return to the previous search resualtses.



2.6 Preview selected claims for your 837 (X12) claim transmissi

1.

2.

Navigate to the "Create/edit claim
transmission (837)" screen.

After you have selected the claims
you want to send (see section 2.5),
click on the "Preview Selected
Claims" button.

The "Preview Claims" screen
allows you to preview the claims
you have chosen one more time
before the actual X12 Compliant
Batch File is created.

NOTE: If data required by DHS is
still found to be incomplete, a

warning will be shown at the top
of this page. If any information is
incomplete, your claim will be
deniedby DHS.

When you are certain the file is ready to be esbanake sure "Production Mode" is chosen

and click on the "Process claims" button.

NOTE: If "Production Mode" is chosen and you click on "Psscelaims”, a Transaction ID
and Date will be saved, the logs you have chosen il #how up as being sent and will no
longer be selected. If "Test Mode" is chosen when yeate the file, a Transaction ID and
Date will notbe saved and the logs you have chosen will still lzetsel.

IMPORTANT NOTE : The first 837 batch file you upload onto the MN-ITS websg (for
each district) will have to be a test file. Before DH®iill give you permission to submit
this type of file, the test file will have to be approvedplease see section 4.1).

The "Create batch file" page

creates the batch file that you will

upload to the MN-ITS website

(see section 4.2). Click on the

"Click here to download..." link

and choose "Save", then save the (.txt) file to the
folder you have reserved for MA Batch Files.

NOTE: Mac OS X users can use Opera
(recommended) or Firefox (see section 1.1).

You may also click the "Print"
button to print a detailed table of
the current transaction, to keep o
file for your records.
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2.7 Import 835 (X12) response data from DHS

Some additional setup is required when taking advantade &35 X12 import files that DHS can
provide. Go tdhttp://www.spedforms.com/guide/responses.asp ("Utilizing 835 X12 response data
from DHS") for more information and for an outlinetb& entire import process. You will also need a
"transfer folder" to store these responses. If you dalneady have a SpEd Forms "transfer folder”,
please contact SpEd Forms to have it setup (onceoltirfis setup, our website has instructions for
setting up secure access to this folthap://www.spedforms.com/guide/webfolders.asp ).

1. From the MA reports menu, click on "Import
claims response (835)".

2. Select the data file you want to import by clicking
on the radio button next to its name.

NOTE: If you have already ran this file and you
want to run it again, put a check in the "Override
previous import" checkbox.

3. Click on "Import selected file>>".

NOTE: The file will then be
processed. This may take some
time depending on the number of
claims in the import file.

4. Once the claims have been
processed, click on the "Match this
835 response with claims" button.
5. Onthe "Match X-12 835 Lines"
screen you can search for recent
responses or use the current
(default) response ID. Claims are
listed in the table at the bottom of the page. To uptieteatabase with the information from
these claims, click on "Update claims".

Importing 835 "settle-up" information : DHS uses a claim line to reverse the original (with a
negative amount) and then includes another claim tohgagdrrect amount. If you simply "Update
Claims", some reversed claims may run out-of-order@erwrite the correct paid amount (this will
greatly skew your results). To keep your results accurhtese the "Ignore red claims" option before
you click on "Update Claims". This simply updates existilagms to the correct amount.

Checking paid info and denied claims

When you have completed the import, use

the "Create/edit claim transmission (837)"

page to check for "Paid" claims in a

specific transaction. You can also check

for "Denied claims" (through the search

criteria). Denied claims may also have an

"Adjustment Code" and/or "Remark

Code", click on the link or use the link on

our website (www.spedforms.com) to find out more inforamatbout why the claim was denied.




2.8 View the batch file transactions history

All MA billing transactions that are created and, ultielatsaved, are kept track of and can be viewed
through the transactions page. Several tasks can¢heerformed on any unique transaction. The
same batch can be resent (perhaps after changesnadey without having to recreate it, a
Replacement/Reversal can be created, an original Batisksued or you can simply view the details of
this batch on the "Create/edit claim transmission (8B&Ye by clicking on the "Details" link.

1. From the MA reports menu, click
on "View batch file transactions".

2. Choose whether you want to view
all transactions or only those from
the current district.

3. Locate the transaction by ID/date.

2.8.1 Recreate or resave an existing batch file

1. Navigate to the "View batch file transactions" scraea locate the correct transaction.

2. Click on the "Save again" link.

3. Click on the "Click here to download..." link and ch®dSave", then save the (.txt) file to the
folder you have reserved for MA Batch Files.

2.8.2 Send a replacement batch file to DHS

When sending a replacement batch file, your "Renuttakdvice" will show a "Reversal” for all of the
claims in the original Batch file and the new totald show up in the "Paid-Primary" section.
NOTE: All claims from the original batch must be sent agaven if only one claim is being replaced.

1. Navigate to the "View batch file
transactions" screen and locate the
correct transaction.

Click on the "Replace" link.
Complete the "Payer Claim
Number" for each line (matching
it up with the "PAT CTRL #").

wn

NOTE: To find out the "Payer
Claim Number" you will need to
refer to the "Remittance
Advice" (see section 4.3 for more information about ggtthe RA) available through your
MN-ITS account. This 17 digit number is in the same dis¢he student's name.

4. After you have saved your changes, click on the "Rréweitton and then "Process claims”.

5. The "Create batch file" page creates the batclh@eyou will upload to the MN-ITS website
(see section 4.2). Click on the "Click here to dowtlloalink and choose "Save", then save
the (.txt) file to the folder you have reserved for Batch Files.

NOTE: Mac OS X users can use Opera (recommended) or Fifsdexsection 1.1).

6. You may also click the "Print" button to print a dethtable of the current transaction, to keepll
on file for your records.
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2.8.3 Reissue a transaction to the DHS

You should only reissue a transaction when requested yHBe When DHS asks for a reissue, an
error has occurred while DHS is in the middle of proiogsthe file and a new file must be sent with
the same information.

NOTE: When you reissue a claim to DHS, the same datanidisat was originally sent with that
transaction ID, however, some of the coding is chabgdet DHS know that this file is being resent.
Do Not send the same file that was originally sent to DHS,reew file must be created.

Navigate to the "View batch file transactions" scraed locate the correct transaction.
Click on the "Reissue" link.

Click the "Preview" button.

You may want to preview the

claims in this transaction to make

sure everything matches your

records of the transaction you are

reissuing before the actual X12

Compliant Batch File is created.

5. When you are certain the file is ready to be edtatlick on the "Process claims" button.
6. The "Create batch file" page creates the batclhiieyou will upload to the MN-ITS website
(see section 4.2). Click on the

"Click here to download..." link

and choose "Save", then save the

(.txt) file to the folder you have

reserved for MA Batch Files.

PwpdNdPE

NOTE: Mac OS X users can use
Opera (recommended) or Firefox (see section 1.1).

7. You may also click the "Print" button to print a dethtable of the current transaction, to keep
on file for your records.

2.8.4 View a transaction on the "Create/edit clammsmission (837)" page

1. Navigate to the "View batch file
transactions" screen and locate the
correct transaction.

2. Click on the "Details" link.



3. MA Administrative Reports

The following reports are dependant on the records youdmateeed data for. If you do not keep track

of the amount paid in the "Paid" column, these repoitte/incomplete and/or inaccurate.

3.1 Reconciliation Report

A Reconciliation Report can be generated
from the data available in MA Forms.

1. From the MA Reports menu click
on "Reconciliation report".

2. Various criteria can be entered to
aid in building your report. Some
common ones you might use are
type of service, date of service,
transaction date and logs that have
been sent or not sent.

3. Results of your search will be
sorted by student with the report
total displayed at the bottom. If
you have used the "Paid" column
(see the bottom of section 2.7, "Checking paid info and dex@ms"), those amounts will be
shown in the far right column.

3.2 Total Amount Paid Report

If you have used the "Paid" column, you
can easily run a report to get the total
amount paid for any of the districts served
in your cooperative.

1. From the MA Reports menu click
on "Total Amount Paid Report".
2. Enter your search criteria.

3.3 Reimbursement By School Report

If you have used the "Paid" column, you
can also use the "Reimbursement by
school" report to get a breakdown (per
school and per service) of the
reimbursements for a specific district or
date range.

1. From the MA Reports menu click
on "Reimbursement by school".
2. Enter your search criteria.
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3.4 Annual Rates Reporting

The Annual Rates Report makes it easy to
submit your MA encounters to DHS.

1. From the "MA Reports menu"
choose "Annual Rates Reporting".

2. Update the date range, report date,
director/administrator name and
put a check in "divide minutes by
group sizes" to divide the time
spent providing service by the
number of children in the group.

3. Step by step instructions are also
provided on this page so that you
can double check the results and
make sure the correct data is
getting reported.

IMPORTANT NOTE Care should be
taken throughout the year to manage
duplicate/denied claims and/or rate
corrections. If denied claims cannot be
corrected, those and duplicate claims can
be ignored in MA Forms by using the
"Not Billable" checkbox (appears on the
Activity/Trip Log and the Create/edit
claim transmission 837 page). Claims
marked as "Not Billable" will be excluded
from all MA Billing reports and pages but
all other claims (those not marked as "Not

Billable") are included on all reports and pages regardlea$ether they have been sent to the DHS.

3.5 Workload Analysis Report

You can use the "Workload analysis"
report to get a report of the logs entered
by teachers broken down for each service.

1. From the MA Reports menu click
on "MA Workload Analysis".
2. Enter your search criteria.



4. MN-ITS Features

The instructions in the next few sections will help yamniliarize yourself with how to upload files to
the MN-ITS website and how to set some feature tleessential for uploading batch files.

4.1 Uploading your first file to the MN-ITS website

The DHS has to approve your batch file
before they will accept "production” files.
You will only be able to submit "Test"
files until you are approved and each
district will have to send their own test
file (for each district/MN-ITS account).

IMPORTANT NOTE Before you

proceed with the upload described below,

select some records to be sent (see section 2.5 ferametails) and select "Test Mode" as noted in
section 2.6 under #4.

Upload a "Test File" to MN-ITS

1. Log in with the district's username
and password.

2. Click on "X12 Batch Testing" or
after clicking on "MN-ITS:
Interactive”, click on "Submit Test
Transactions".

NOTE: If this is not one of your
options, you will need to contact
DHS and make sure that the
"Organizational Information”
section in your "Profile” includes
both interactive and batch.

3. When you are at the "Upload" page, click on "Browsel'fard the SpEd Forms (.txt) file that
you saved through MA Forms. The file name will then appethe window next to the
"Browse" button.

4. As an option, you can type in some sort of "Desanipti

5. Click on the "UPLOAD" arrow.

NOTE: Once you click the "UPLOAD" button, your test filelWie uploaded to DHS and the text
shown on the bottom of the page will tell you if youe tiploaded successfully.

It does not take too long to hear back about the "Tdst(Usually just a day or two) and you do not
need to wait for the "Remittance Advice" to be sentdw. yCheck "Test Results" in your MN-ITS
Mailbox. If your "Test" file did not pass, you will lggven a report with the reasons why. If your
"Test" file passed, it will be revealed in "Test Resuditsd the menus on the left will change slightly.
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4.2 Uploading X12 compliant batch files to the MN-ITS website

NOTE: Your "Test" file must be approved before you can supnaitiuction files.

Upload an "MA Forms" file to MN-ITS

1. Log in with the district's username
and password.

2. Click on "MN-ITS: Interactive &
Batch".

3. Click on "Submit Transactions".

4. When you are at the Upload page,
click on "Browse" and find the
(.txt) file that you saved through
MA Forms. The file name will
then appear in the window next to
the "Browse" button.

5. Type in a "Description" (optional).

6. Click on the "UPLOAD" arrow.

NOTE: Once you click the "UPLOAD" button, your file will hgploaded to DHS and the text shown
on the bottom of the page will tell you if your file opbed successfully.

4.3 Retrieving your Remittance Advice and/or X12 Response files

Every other Tuesday you can review the
"Remittance Advice (.PDF)" files or
retrieve your "X12 Responses" (835 or
271) to import into MA Forms.

Review the "Remittance Advice"

1. Log in with the district's username
and password.

2. Click on "MN-ITS: Interactive &
Batch".

3. Click on "Mailbox™" and then on
"Remittance Advice (.PDF)"

4. TheRAO01.pdf will show what
claims have been paid/denied.

Retrieve your "X12 Response" files

1. Log in with the district's username
and password.

2. Click on "MN-ITS: Interactive &
Batch".

3. Click on "Mailbox™" and then on
"Transaction Responses (X12)".

4. Click the 835 X12r 271folder.

5. Click on the file name and "Save"
it to your designated folder (see

16 section 2.7 for more information).




4.4 How can | find the meaning of the codes that appear netd unpaid claims on my RA?

When a claim is unpaid, DHS will provide a reason fos tlenial with the "Claim Adjustment Reason
Code" (ADJ RSN) and/or the "Remittance Advice RemardeC¢REMARK). The Claim Adjustment
Reason Code is usually has a generalized description aRethigance Advice Remark Code has a
more specific description. You can use these descrgptmhelp determine why the claim was denied.

Identifying remark codes on the RA
1. Log in with the district's username
and password
2. Click on "MN-ITS: Interactive &
Batch".
3. Click on "Mailbox™" and then on
"Remittance Advice (.PDF)"
4. Open the desired PDF file.
5. Note any Remark codes in the
"REMARK" column.
6. This particular example shows the
- "Group Code" =CO
- "Adjustment Reason" = 18
- "Remark Code" = M86
- The claim was denied becaus
a duplicate claim had already
been made for this service.

NOTE: You can look up any of the "Claim Adjustment Rea€oles" and "Remittance Advice
Remark Codes" on the support page of our websitp://www.spedforms.com
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4.5 | submitted claims but they've never shown up on my Ra@ttance Advice

For every batch file you submit to MN-ITS a respongetisrned in the form of a 997 Functional
Acknowledgement. These can be viewed minutes after uptpaddatch file. If there is an error in
your batch file an "R" (Rejected) will be

shown in the AK5 and AK9 segments. If

a batch is rejected, it will not be processed

but you can fix the errors, create another

batch and immediately upload it again.

Viewing the 997 Transaction Response
1. Log in with the district's username
and password.
2. Click on "MN-ITS: Interactive &
Batch".
3. Click on "Mailbox™" and then on
"Transaction Responses (X12)".
4. Click on the "997folder.
5. Click on a document name and choose "Open”. A new windb display the 997 response.

Batch that had been Accepted

ISA*00* *00*133441911 *30*41-1674742 *2Z*123456789 *060209*0828*U*00401*000000001*0*P*:~
GS*FA*41-1674742*123456789*20060209*0828*1*X*004010 X098A1~

ST*997*0001~

AK1*HC*2~ <--ee- AK1 * [ "Health Care"] * [ Batch Number or MA Forms Transaction ID ]

AK2*837*0001~

AK5*A~ <--ee- AK5 * [ Accepted ]

AK9*A*1*1*1~ <----- AK9 * [ Accepted] * [total sets] * [received sets] * [ accepted sets ]

SE*6*0001~

GE*1*1~

IEA*1*000000001~

Batch that had been Rejected

ISA*00* *00*133441911 *30*41-1674742 *2Z*123456789 *060209*0828*U*00401*000000001*0*P*:~
GS*FA*41-1674742*123456789*20060209*0828*1*X*004010 X098A1~
ST*997*0001~
AK1*HC*2~ <--ee- AK1 * [ "Health Care"] * [ Batch Number or MA Forms Transaction ID ]
AK2*837*0001~
AK3*N4*16**8~ <----- AK3 * [errorin segment N4] * [ segment position 16 (see example) ] * * [ AK3 error code 8 (see below) ]
AK4*2**5*MN.,~ <----- AK4 * [errorin element#2] * * [ AK4 error code 5 (see below) ] * [ data that caused the error ]
AK5*R*5~ <--oe- AK5 * [ Rejected |
AK9*R*1*1*0~ <----- AK9 * [ Rejected ] * [total sets] * [received sets] * [accepted sets |
SE*8*0001~
GE*1*1~
IEA*1*000000001~

1 Unrecognized segment ID 1 Mandatory data element missing

2 Unexpected segment 2 Conditional required data element missing

o 3 Too many data elements
3 Mandatory segment missing
) ) 4 Data element too short

4 Loop Occurs Over Maximum Times 5 Data element too long

5 Segment Exceeds Maximum Use 6 Invalid character in data element

6 Segment Not in Defined Transaction Set 7 Invalid code value

7 Segment Not in Proper Sequence 8 Invalid Date

8 Segment Has Data Element Errors 9 Invalid Time

9 10 Exclusion Condition Violated




Finding and correcting errors using the 997 Transaction Respons
We can use the information on the (rejected) 997 to detenwhy the batch file was rejected.

1. Open the original batch file (on your computer) thatesponds with the name of the 997.
In our example the name of the rejected batch fileria2 777 060209 0826.txt
ma2 denotes Transaction ID #277is the district number, thaate (two digit year, month,
day) andime (military hour, minute) the batch was created is alstuded in the name.

HINT: Open the file with Microsoft Word or a common wamcessor. With Microsoft Word
you can use the "Replace" feature to break the codeapegiments so that it looks more like
the example below. Click on "Replace" in the "Edit8nu, type- into the Find field and"p
into the Replace field and click on "Replace All". wmight also want to "Select All" in the
"Edit" menu and change the font to "Courier New" di@e

2. Inthe 997, AK3 shows that there is an error in se¢idénthe error occurs 16 segments into
the transaction set and AK3 error code #8 tells us leatSegment Has Data Element Errors".

NOTE: Each line in the example below is a "segmenticiEsegment ends with a tilde (~).
Each segment has "elements” separated by an asteriskh@&)transaction set always begins
with the ST segment.

3. AK4 reveals that the error is in "element” #2, th&lAerror code #5 says that the "Data element
is too long" and that MN. is the actual error that cdukes batch file to be rejected.

NOTE: This particular element cannot be over 2 digits lordyranst have the standard two
digit postal abbreviation.

Example: Code of the original Batch file

ISA*Q0* *00* *Z2Z*123456789 *30*41-1674742 *060209* 0826*U*00401*000000002*0*P*:~
GS*HC*123456789*41-1674742*20060209*0826*2*X*00401 0X098A1~
ST*837*0001~
BHT*0019*00*180*20060209*0826*CH~
REF*87*004010X098A1~
NM1*41*2*Brisbane Schools*****46*567891234~
PER*IC*Some Contact*TE*5551231234~
NM1*40*2*MN Department of Human Services*****46*41- 1674742~
HL*1**20*1~
NM1*85*2*Brisbane Schools*****24*12-3456789~
9 N3*101 Brisbane Lane~
10 N4*Brisbane*MN*561641234~
11 REF*1D*123456789~
120 HL*2*1*22*0~
13 SBR*S*lS*******MC~
14 NMI1*|L*1*Student*Some****M[*123456 78~
15 N3*109 Plum Street~
16 N4*Somewherein* MN.*56123~
DMG*D8*19950505*M~
NM1*PR*2*MN Department of Human Services*****p|*41 -1674742~
CLM*0777-0777-12345678*32.73***03:: 1*Y*A*Y*Y*C~
LX*1~
SV1*HC:T1018:U1*10.63*UN*1~
DTP*472*D8*20060102~
LX*2~
SV1*HC:T1018:U8*22.1*UN*10~
DTP*472*D8*20060102~
SE*26*0001~
GE*1*2~
IEA*1*000000002~

O NOO U DWNE
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