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Some preparation is required on both your Practice Software and on the PC you will be using for
VEDA.

DGL, MidexPro and PPM Users

Ensure that you have checked through the documentation from your Practice Software suppliers.

INTERNET EXPLORER (Also called the Browser)

Before transmitting bills you need to check the configuration of your Internet Browser.

.k;
(1) Open the browser by clicking on the icon on your desktop
(2 Click on Tools and select Internet Options.
3) The Internet Options will appear as below.

Internet Options 2| x|

zeneral |SE|:urit:.r | Cuntentl Connections | Prograrms | ﬁdvancedl

—Home page

% You can change which page to use for your horme page.

IUse Current IUse Default Use Blank

— Temparary Internet files

“ Pages you view on the Internet are stored in a special
folder for quick viewing later,

Delete Eiles... Seftings...

—History

% The History folder contains links o pages you've visited, for
quick access 1o recently viewed pages,

Days to keep pages in IEIII 3: Clear History |

Calars. .. | Fonts... | Languages. .. | Accessibility. ..
oK Cancel | Apply
(4) On the ‘General’ tab click on the ‘Settings’ button. The following settings will be

displayed.



Settings 2| x|
Check for newer wersions of stored pages:

& Every visit to the page:

" Every time you start Internet Explorer
" Automatically
= Mever

— Temporary Internet files folder

Current location:  CADocuments and SettingsikKEYPYLocal
SettingstTemporary Internet Filesh,

Amount of disk space o
|

- 203 = 1B
Mowe Folder... Yienw Files. .. | Yiew Obijects. .. |
(4 Cancel

(5) At the top of the ‘Settings’ page are 4 options. It is essential that the top option ‘Every
visit to the page’ is selected. Click OK.

(6) Click OK to close the browser Internet Options.

You will also need to set up an Archive directory or folder. Once your claims are submitted to the
website this is where your submitted claims will be moved.

To create your Archive folder please do the following:

Right hand click on your Start Button
Select Explore

This will open up your Windows Explorer.

The new folder should be a subfolder of the directory where your claims are submitted from and
should be called Archive Claims.

DGL users should create the folder under c:\medical2\claims.
MidexPro users should refer to the software vendors to confirm the location of their archived
claims.

This file path of the newly created folder will need to be set within your Set Directories on VEDA
(See page 7 for assistance on doing this)You will only need to do this once.

You should complete the billing process on your Practice Software in its entirety, selecting to
send the bills electronically.

You are now ready to use VEDA. Your practice billing software may automatically open your
browser at the Healthcode site. If not, you will need to open your Internet Explorer browser &
type the following within the address bar www.healthcode.co.uk



Logqging onto VEDA

Once the Healthcode website has opened within your browser, select the Secure Access option
on the top right hand side of the website. The following page will appear.

health secure access

home

who we are

what we do Please enter your user name and password to log on to the YEDA
policy spstem using 128 bit SSL encryption.

the VEDA system You have logged out of the system.

contact us

|latest news

providers zer Mame: I

links Paszword: I

sSubmit | [ Full Sereen

Assistance: Login Help | Contact Helpdesk

Usgers: Fault Logs | User Login Request | User Guides

This is where you must enter your User Name and Password and then click Submit. The
following screen will appear.

healt}lCOde VieW:g S'rte:r:‘l [% a ?

Change Your Password

¥ Healthcode Status

» Healthcode Worklist  your new password must follow these rules:

b Locked Claims

P Remits Before Live « [t must not be the same as your old password.

b Messages « It must be at least six characters long.

} Code Changes « It must only contain letters and numbers.

» Manage Users « [t must contain at least one letter and at least one number.
} Logged In Users

Old Password: |

New Password: |

Confirm New Password: |

The password provided by Healthcode is set to expire immediately. This is so you can change
your password to something that you will remember.

This will appear every three months. Complete the required fields and click the ﬂl button.
Once you have completed this Password change the Provider Status page appears.
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The Provider Status Page

[ ?
healthcode e
g g Wiewing Sites Training 1 (haome)
Provider Status: 28 October 2003

Provider Status
Submit Billing File
Uploaded Files Files Successfully Uploaded Today 1} @Q access Key Guide: off =
Claims § .
= Files Failed Today 0 @, ;
Insurer Feedback gg.ggg.sults Qutput On List 25 *
Reports
Maintenance Claims In Process o Help Screen Always On Top: on -
Resources

Claims Passed Validation Tod 0 Full Screen view: I Off vl
Search Codes - i {
Messages Claims Failed Validation 2 @ Site: ITraining 1 thome) 'l

Failed Claims (Other Worklists) Change Password

Access & Permissions

Unprocessed Remittances 4 @, Personal Details

Remittances For Download 2 Q Set Directories

Unread Responses 53 @Q

The Provider Status page gives a summary of the status of:
O Files that have been uploaded successfully & files that have failed on the current day
O Claims that are in process, claims that have passed validation on the current day & all
claims that have failed validation.
O Summary of responses from Insurers
It also includes user-defined settings for display options within the site and password updates.

The Set Directories option enables you to set the directory to which your uploaded claims are
moved to.

File Status

Here you are able to view the files that have been previously uploaded and have either been
successful or have failed.

Claim Status

This shows the breakdown of claims in four areas:
Claims in Process

Claims passed Validation Today

Claims Failed Validation
Failed Claims (other worklists) — not currently active

ODO0O0D

Insurer Feedback Status

This will show the information sent back from BUPA and AXA-PPPh on the claims you have
submitted.

O Unprocessed Remittances — Currently under development

O Remittances for Download - Currently under development

Q Unread Responses - Responses from the Insurers (currently only BUPA & AXA-PPPh)
providing updates on the status of claims received by them.



User Settings

User Settings enables you to change the settings to your own personal preferences. Unless
stated these settings only remain for the current session.

Access Key Guide:

No. Results Qutput On List Pages:

Help Screen Always On Top:

Full Screen View:

Site:

Change Password:
Access & Permissions

Personal Details:

Set Directories

Help Screen Icons

This enables you to use the quick keys

This allows you to choose how many claims are listed on
List Pages.

This relates to the 6 icons at top right hand corner, and
should always be on.

This option is still in development.

This will be your exclusive Healthcode number
This will allow you to change your password
Not relevant for Consultant Billing.

Should any of your details change this is where it should
they should be modified.

This is used to set the Archive Directory on your PC for
files that have been uploaded to Veda. When you
submit a billing file it is copied to this location.

On all pages of the VEDA system there are 6 important Icons at the top right hand side of each

i=h -
page. The € and “are greyed out until you can use them.

® To move back to the previous page

=h
~To print the page

¥ This icon will reload the current page with updated information (refresh);

& This icon must be used to log out of the VEDA system at any time.
@ This icon will automatically generate an email to the healthcode helpdesk
? This icon will offer any help that is available to you and will also give you a brief

explanation

Whilst within VEDA you should not use the options on the grey browser at the top of the
page. If you use these options it will log you off of the system.



Loqgqing off the system and using the Internet Explorer icons

The following must be noted whilst using the Healthcode Veda System. Performing any of the
actions below will cause you be logged out of the Healthcode website and/or lock your user
account.

Please do not use any of your usual browser buttons (below) while logged into any Healthcode
system

= Back - = - I@ it | l@Slﬁ!arch (%] Favarites @Media @ | %v =h =

The refresh icon on your Internet Explorer should not be used to refresh / reload the page.

The close | x| icon, or the File, Exit command from your menu options should also not be used to

close the browser window.

Do not type in another www address or select a website from your favourites without using the
button to logoff first.

The Healthcode website will force you to re-login after a period of inactivity of 20 minutes or more.
If you are not going to be using the site for more than 20 minutes use the & icon to logoff the
system.

If you adhere to the above necessary security restrictions you will not be logged out of the
system.



3.0 Submitting Billing Files

To submit a billing file that your practice software has generated, click on Submit Billing File
option and this will take you to the following screen.

Browse... | (9
Browse... | (10}

«LHeB?
> L4
healthCOdﬁ Wiewving Site: Training 1 [home)
Claim Upload
b Provider Status
¥ Submit Billing File
» Uploaded Files Select files to upload:
b Claims
b Insurer Feedback .
= File Hame(s): I Biare “)
b Reports _—
» Search Codes | _Browse... | (2)
» Maintenance | Browss... | (3)
» Resources | Browse... |(4)
F Messages I Browse. .. |(5)
I Browse... (6)
I Browse... [ ()
I Browse... (8)

Subrmit |

o
-

Click the first browse button. The first time you upload claims you will have to specify the path for
the file to be submitted. (Your billing system suppliers will be able to tell you their
destination.).

Once you have selected the correct file path click on open and this information will appear in your
first line. Then click on submit. (The file name should have the extension of “.snd”, anything
else is incorrect and will cause problems).

0O pen HE

Lookin: 1 clmdowwnl - = | &y = Y ~ Tools -
m Desktop -
g My Compuker
wehb Folders
H 314 Floppy (&:)
= IS

i =Y
1 dmdownl

My Documnents & o)

;I @ Qe '|

- I | Cancel I




The first time you SUBMIT your billing file the following will occur.

health

Provider Status
Submit Billing File
Uploaded Files
Claims

Insurer Feedhack
Maintenance

“«LYEB?

Security Warning

Do you want ba install and run “Java Plug-in 1.3" sighed on
11405400 20:09 and distributed by:

Sun Microsystems, [ne. coesstul or failed

Publizher authenticity verified by WenSign Commercial
Software Publishers C4

Caution; Sun Microspstems, Inc. asserts that this content is

safe. Yau shauld anly install/view this content i pou tust IR
Sun Microsystems, Inc. to make that aszertion.

rumn.

pcal files

I Always tust content from Sun Microspstems, Inc.

More Info |

Select Yes, the following screen will appear. Locale and Region USA is only option.

=

i 5elect Java[TM] Plugin Installation __. x

* A
Pleaze zelect the language, region and the

&j nearest location to download the installation.

Lacals: [U.S. English =l

Region: I USa ;I

Arailable Locations:

| Inztall I

Click on Install. Then it will download the Plug in required to archive the submitted billing files.

health

Provider Status
Submit Billing File
Uploaded Files
Claims

Insurer Feedback
Maintenance

«p5e?
Claim Upload Successful

vourfile has been submitted to VEDA for processing. [twill appear on either the successful of failed
QIAUENH 1) o wnloading ... =[]

Click he Diownloading Java(Tk] Plug-in 1.3

[ [

Estirmated Time Left: 9 min 2 sec [365KE of 5320KE)

plet to run.
the local files

you have uploaded to the directory C:wedaprocessfiles.

=l

Click here for more information on this feature.
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This can take approximately 10 — 30 minutes to install but will only happen on the first time you
access VEDA to submit bills.

Once this has completed installation the following screens will appear.

;'__'. Java[TM] 2 Runtime Environment. Standard Edition. v1_.3.1_02 Setup

Java(T’M) 2 runtime environment,
Standard Edition, v 1.3.1_02

License Agreement

Fleasze read the following License Agreement. Press the PAGE DOWH key to see
the rest of the agreement.

Sun Microsystems, [nc. ﬂ

Binary Code License Agreement

READ THE TERMS OF THIS AGREEMENT AND &My PROVIDED

SUPFLEMEMNTAL LICENSE TERMS [COLLECTIVELY "AGREEMENT"]

CAREFULLY BEFORE OPENING THE SOFTWARE MEDIA PACKAGE. BY

OPEMING THE S0FTwARE MEDIA PACKAGE, vOU AGREE TO THE TERMS

OF THIS &GREEMENT. IF¥0U ARE ACCESSING THE SOFTWARE

ELECTROMICALLY, INDICATE OUR ACCEPTANCE OF THESE TERMS BY

SELECTING THE "&CCEFT" BUTTOM AT THE END OF THIS AGREEMENT.

IF*0U DO NOT AGREE TO &LL OF THESE TERMS, PROMPTLY RETURM

THE UNUSED SOFTWARE TO YOUR PLACE OF PURCHASE FOR &4 REFUND ;I

Do you accept all the terms of the preceding Licenze Adreement? If you choose Mo, Setup
will close. To install Java Runtime Environment, you must accept thiz agreement.

< Back Yes

Read the agreement and if you accept click on Cws
;'__'. Java[TM] 2 Runtime Environment. Standard Edition, ¥1.3.1_02 Setup
Java(T’M) 2 runtime environment,
Standard Edition, v 1.3.1_02

Choose Destination Location

Setup will inztall Jawva Runtime Environment in the following
folder.

Ta inztall to this folder, click Mext.

Ta ingtall to a different folder, click Browse and select another
falder.

You can chooze not to install Java Runtime Environment by
clicking Cancel to exit Setup.

" Destination Falder

C:AProgram Files'JawvaSofthWRENT .30 _02 Browse... |

Click on Lt
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+J Java[THM) 2 Runtime Environment, Standard Edition, v1.3.1_02 Setup

Java(TM) 2 runtime environment,
Standard Edition, v 1.3.1_02

Select Browsers

JavalTH) Plug-in will be the default Java runtime for the following
browszerz):

v 3
™ Metscape B

“tou may change the default it the Java(T k] Plug-in Cantral
Panel.

< Back I Mext » I Cancel

Select Microsoft Internet Explorer or Netscape 6 — depending on which Internet Browser you are

using. Then click on Lt

;'__'. Java(TM] 2 Runtime Environment. Standard Edition, v1.3.1_02 Setup
Java(TM) 2 runtime environment,
Standard Edition, v 1.3.1 02

c:hprogram fileshjavasoftijrehl. 3.1_02%tmpht. out

When the Set-up is complete, the following screen may appear.
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Java(T’M) 2 runtime environment,
Standard Edition, v 1.3.1_02

Setup Complete

Setup has finished copying files to your computer.

Before you can use the program, you must restart Windows or
your computer,

& Nes | wark to restart my computer now.

= Mo, | will restart my computer later.

Femove any disks from their diives, and then click Finish to
complete setup.

< Bark I Finish I

If the installation prompts you to restart, first select the No, | will restart my computer later.
Select the padlock icon to logoff Veda & then restart your pc.

cle - WEB?
healthcod: S— e
Claim Upload Successiul
Provider Status

Sulmit Hilling File waur fle has been submitiad o YED& far processmn, 1wl apoear on aitherthe succassil orfallad
Uploaded Files uploaded files =1 within a Tew minubes
Claims . )
ALEOTEE ETOIT (el Dowuwanitainstall and n sned apalat sstibated by
iz "Heallhcode Ll
Yo mar ==
[ Publishier authenticity veriied by ©
A rane “Thawia Canguting e,
@ The security certiicate was sued by a compansy that is irusted.
Chck he

0 That securiy certficate has nod expired and is st vaiicd.

Cauinn: “Healtheods L™ s=asts thal @ig cortant is
Sale Yow Should orikinstalfiew this conbend ifnou st
“Haaltheode Lid™ to maka that assertion,

D Zogeright informeion. For mone legal and copyrighl infonnat
Crevelopmant S48

JAVA Plug-In 1.3 screen will appear, click on the | Sramaways

This software downloaded will place the files uploaded in a separate folder on your PC in an effort
to stop duplication of the process.
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4.0 Uploaded Files

Click on Uploaded Files and this will show you the files, which have uploaded successfully, and
those that have failed.

healthcode chvan?
g Wiewwing Site: Training 1 thome)
Files Successfully Uploaded Toda
b Provider Status Lt Y Show: Todays | &ll
» Submit Billing File
- Lllemne Al Displaying m of 55 records, lﬂ records per page. next >

Files Paszed Today

Files Failed Today

b Claims

J0M2003 SehinEG231 8. snd
¥ Insurer Feedback
) Reports 300972003 SSBINOOT SND 25 Q
» Maintenance somepons  SSbuplosnd 25 @
} Resources

; FE:?T“‘—

In: I Date 'l

The above screen shows the successful files that have been uploaded today. You are able to
view them by clicking on the magnifying glass and print by clicking on the printer.

Those files successfully uploaded today will appear on the following page and although
they have successfully uploaded to VEDA there may still be errors on the claims within

these files. Those with a v have passed and those with a & have failed.

healthcode . eBuwaB?

| Wieneing Site:
Upload Report: MPBUP334.SND (BUPA)
» Provider Status

¥ Uploaded Files Total For File: £320.00  Number Of Claims: 4 Date Uploaded: 27/10/2003
Files Passed Today

b Claims Mr Blogos £ 5.00
b Insurer Feedhack

- 94 r Bloggs
> Reports 0y £ 5.00 v Q
» Maintenance 94 hr Bloggs £ 5.00 v @
» Resources 94 Mr Bloggs £ 5.00 v @
b LookUp And Trace
b Search Codes
b Messages

.
5

To view all claims uploaded since commencement of VEDA you need to click on All in top right of
screen and this will show you the following screen.
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This screen shows all files that have been successfully uploaded. You are able to view and print
this screen and sort the files by date, file name and the number of claims.

healthcode @B EB?

“iewing Site: Training 1 {home]
Files Successfully Uploaded: Entire Archive Show: Todays | All

v

Provider Status
Submit Billing File

¥ Uploaded Files Displaying I 1-25 7| of 55 records, I 25 'I records per page. next »»
Files Passed Today

Files Failed Tod
e m % File Hame % Ho. Claims

b

F Claims
b Insurer Feedback 30/09/2003 SshinSG231 8.5nd 1 Q
» Reports 25106/2003 SSBINDM SND 25 Q
b Search Codes OSMER003 ssbupd10.snd 25 @,
> Maintenance 03/06/2003 SshupB00.snd 11 Q
wrm..n 03062003 szhupll3.snd 25 Q
For: 03062003 SSPRMO01 SND 25 Q

In: |Date 'l

26/04/2003 SSBUP2215.5ND 25 Q
m 17/04/2003 SSBUPO0T SND 25 Q
02/04/2003 SSBUPET0.SND 25 @
010472003 s5hbupl0z . snod 25 Q
20/03/2003 SSPRMO04 SND 25 Q
15i03/2003 sshup0ll snd 32 Q
131032003 szhupBE . snd 11 Q
27/02i2003 ssprmO06.snd 25 Q
27022003 szprmils.snd 25 Q
2710242003 SSPRMO04 SND 25 Q

15



Files Failed Today

This page shows the files that have not successfully uploaded. The files failed will be listed by

Date, include the file name and have a description which helps to identify the problem with the
file.

) i vEaEB?
healthcode L
Provider Status Files Failed Today

Show: Todays | All
Submit Billing

Fite [ bote | FileNamo  lProblom |
Uploaded Files 020172002 Insurer code lookup failed -- invalid insurer code
_Files Passad Today 02/01/2002 setialized-form. snd Batch file NOT processed
F;Ies Failed Today 02/01/2002 Insurer code lookup failed -- invalid insurer code
Claims 0212002 uiguiyguiygiugiuygiug.snd Batch file MOT processed
Esurer Feedback 02012002 Insurer code lookup failed -- invalid insurer code
Maini‘.enance 02012002 help-doc.snd Batch file MOT processed
For:|
In: |Date Vl

Copyright information. For more legal and copyright inforrmation click here.
Development Site

Those files, which have failed to upload, need to be corrected within your billing system and

resubmitted. Please contact the Helpdesk on 01784 263150 for help on the error messages
received for files that have failed.
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5.0 Claims
Within the Claims section are a number of sub-headings:

5.1 Completed Today

These claims have completed validation today and are awaiting collection from the Insurer. These
will include claims, which have been corrected, and also claims that have successfully passed
through the VEDA validation without requiring correction. Within this screen you can view these
claims but no work is necessary. The validation within your Practice software should be such that
most of your claims should go to Completed Today.

healthcode «HEB?

Wiewing Site: Training 1 (home)
Completed Claims

» Provider Status
Gl nsuer | Ho.Of Claimo Today | Total Ho.Of Claims | View Chims |
b Uploaded Files BUPA . a3 a
* Claims

Completed Claims Standard Life Healthcare i] 145 Q

Failed Validation AXA PPP healthcare Ltd 0 0 Q

Cancelled (Alt 3) Q

BUPA International. i] 13
b Insurer Feedback ernationa
» Reports Norwich Union ] 0 Q
» Maintenance Royal & SunAlliance 0 0 Q
b Resources
2 B Er T —
} Messages For: l—
Field: | Last Mame j
Insurer: | BUPA =]

To view all completed claims you can click on the Insurer name or the magnifying glass to view
the selected Insurers claims.

Once selected the page will display claims validated for that Insurer on the current
day.

healthcode  eBYSE?

“iewving Site: Training 1 ‘home)
BUPA Validated Claims 29/10/2003
Provider Status
<< 2011012003 -~ 5]

>

b Submit Billing Fil [ Search |- |

QAN - oo v oo rrower——Jrsniie. |5 v rome [& amoun |
w

Mo completed claims to display

Claims —

Completed Claims

Failed Validation

Cancelled (A 3)
Insurer Feedbhack
Beponts
Maintenance
Resources
Search Codes
Messages

FvVFvvewyrw

17



You can search for previously sent claims via the Search facility that is available within the
Completed and Failed claims lists.

To generate a search select the Search Tab above the column headings.

You can search for claims by the Patient Last Name, Patient Insurance Registration Number,
Invoice Number, and Authorisation Code. To perform the search on all claims ensure the All
dates option is ticked.

N~ «EBy587?
L] ’ *
health( () (Jﬁ “iewing Site: Training 1 " (home)
BUPA Validated Claims 29/10/2003
Provider Status -
Submit Billing Flle EEEHT << 29110i2009 >> ]
Uploaded Files Search For: In Column: | L ast Mame V7 m
Claims Recieved: IAII I I &l pates

Once your search criteria has been entered and you have specified whether you wish to search
on all dates click on Search,

This should then display any matches to the data entered. Once displayed the data can be
sorted by Date, Patient Name or Amount.

You can also select a specific date to search for claims on.

_I:|
To search for claims on a specific date, click on the calendar icon —l next to the Date and the
calendar will be displayed.

Dates in red identify days in which claims have been submitted. The arrow buttons allow you to
navigate through months and years.

'3 sclect Date Pleases IS
D0 ez COQO

o |27 |28 )29 (30 (411
2|3 |43 |6 7|8
2 |10 1112113 |14 |15
16 |17 |18 119 | 20 | 21 |22
2324|2326 |27 |28 |28
0122438

n
il

Click on the date you wish to view the claims for. The claims submitted on selected day will then
be displayed.
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healthcode cavan?
(' ( d E’ “iewing Site: Training 1 [hotme)
BUPA Validated Claims 05/06/2003
Provider Status 05062003 >> 5]
e [ Search ) | < > 3
Submit Billing File e
Uploaded Files —
f 05/06:2003 Training Training Training HIHETEEH £66.96
Claims
Completed Claims Collected by Insurer Remittances: 0 Responses: 0 Q
Failed Validation 05/06:2003 Training Training Training ELVEN £74.40
Cancelled (Alt 3) Collected by Insurer Remittances: 0 Responses: O Q
Insurer Feedhack » .
05/06/2003 Training Traimng Training SEVENTEEH £111.55
Reports
Maintenance Collected by Insurer Remittances: 0 Responses: 0 Q_
Resources 05/06:2003 Training Training Trairing FOURTEEH £136.26
Search Codes Collected by Insurer Remittances: 0 Responses: 0 @
Messages 05/06:2003 Trairing Training EIGHTEEH £228.11
Collected by Insurer Remittances: 01 Responses: O Q_
05/06/2003 Training Training Training TWEHNTY-FIVE £516.72
Collected by Insurer Remittances: 0 Responses: O Q
05/06:2003 Training Irsining Training TWENTY-THREE  £526.55
Collected by Insurer Remittances: 01  Responses: O
051062003 Training Training Training TWEHTY-TWO £752.90

You can also use the date / text search together to search for specific claims on a specific date.
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5.3 Failed Validation
All claims submitted are processed through validation rules stipulated by the each Insurer.

Claims, which fail Insurer validation rules, are listed within the Claims Failed Validation Worklist.

healthcode e wae?

“iewving Site: Training 1 rhome)
Claims Failed Validation: Provider Worklists

Provider Status

Submit Billing File Please select a worklist below:
Uploaded Files

Completed Claims [N} Q
Failed Validation . 72 Q
Cancelled (Alt 3) R 0 Q
Insurer Feedback
Reports pRp 8 Q
Maintenance rea ! a
Resources =h Z Q

Search Codes
Messages

To view the claims in detail click on either the insurer name or icon under “View”.
The detailed list of claims will appear as below.

healthcode e va®?

“iewving Site: Training 1 ‘home)
Claims Failed Validation: slhHCO0G87 Worklist

Provider Status

o S N e T T T T

Uploaded Files

03/06/2003  SIXTEEH SIXTEEH  SIXTEEN  SIXTEEH £2420.44

Claims

= ) 031062003  TEH TEH TEH TEH £517.00 ﬂ @

Completed Claims

Failed Validation 03062003  HIME HIHE HIHE HIHE £6487.05 E )

Cancelled (Al 3) 03/06/2003  THIRTEEH THIRTEEH  THIRTEEH 3 THIRTEEN £748.99 #Q

Insurer Feedback 03/06:2003  SIX SIX sIX sIx £3292.80 #F

Beports 2010312003 TEH TEH TEH TEH £748.99 E )

Maintenance

o 20032003 HIHE HIHE HINE HIHE £6487.05 # @

Resources 201032003 £528.55 & @

THIRTEEH 3 THIRTEEH !

Search Codes THIRTEEH  THIRTEEH

s 271022003 s SIX SIX SIX £6487.05 # @
27022003 gy TEH TEH TEN £517.00 @ @
27022003 HINE HIHE HINE HINE £B457.05 # @
270272003 THIRTEEN THIRTEEH  THIRTEEH 3 THIRTEEH ARG # @
27022003 SIX SIX sIX SIX £748.99 # O
271022003 TEN TEH TEH TEM £6487.05 #F @
191112002 HIHE HINE HINE HIHE £517.00 & o
amim s mnnn e —————- —————— o wasmm—— . e

Once again you can search by Last Name, Registration No, Invoice No and Authorisation Code.
Once you have input the request, you then click the Search button.

The page will display 25 claims unless this has been changed within your User Settings within the

Provider Status Page.

To view the next page click on next ==

All claims that have failed validation will appear here, sorted by Insurer.
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To view the details of the claims click on the edit button.
This will take you into the failed claim.

Each claim will require amendments to the fields stated within the Error Messages.

2 Failed Claim - ID: 20020729101 21083520960001 - Microsoft Intermet Explorer - _|O ﬁl
. Invoice Number: Auth. Code: Bctiraes & &b X
healthcodde Bl v B X
1 [ >/
& Error Message: | See charges for error detals, =]

Cancel Claim | Update |

+ Suggested Fix: INO MMessage

BAddress: Suhbscriber Ii
Surname: OPCETWO TEFS999555]
12 The Street Reference: Claim P .
" aim Form
First Names:  [RSA [The Tawn valid until: | Roquired? [2
Initials: I Gendel:F |The City Group I— Scheme: ISAB—
Date OFf Birih: 24/02/19 | Humber: -
a H I
o atient N E— 12D0 Third Party: Iﬁ Q Double Insurance: iﬁ
———
icpg: [07800 =] edit
SymptomOste:  [0V01/19 Admi racsdes:
Specialist: 12345678 012345672
GP Visit Date: 01/0118 Discharge Reason: E.O [t F J

Hospital Number: SOO00000
Admit Date / Time: IOUD&*ZU P]OS.UQ Setting: | Payee Provider: SOND0000

Discharge Date /Time: [£5/03720 foe51  Nighes: [+

EEEeee - copaid: [o00  Gross Total: [s000
Name: [SUSPENSE GP S e EEE Excess: 000 MetTotak fooo
Number:[ |GREEN LANE VAT Total: [000  Discount Tatal: oo
E:I?:!m I— |G1?-'EE1‘1119\I‘TD Inwoice From: Ii Package Deal: [N—

| Invoice Date [20/02/20  Invoice To: .

Postcode: ERl ZLD

The reason(s) for the claim failing the Insurer Validation will be displayed stating the field that the
claim is failing validation on and a summary of the rule. A suggested fix is also displayed.

The full validation rules are viewable within the Resources section of your Veda Site.

To update the field, which is causing the claim to fail, please click within the field. If the field
already contains a value, clicking on the field will delete the current incorrect value. Use the
validation rules & Suggested Fix message to update the field that has the error.

If there is more than one error on a claim you can view the other error messages using the drop
down arrow.

You can then work through any other Error Messages. To update the fields and resubmit the
claim for processing select the [update | ptton.

You will be prompted to save changes, Click on Ok if you want to resubmit the claim for
processing. .

Microsoft Internet Explorer x|

@ This will save ywour changes and resubmit Ehis clairm,

Zancel |
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If the Error Message displayed is See Charges for error details, the field(s) that require updating
are contained within the charge lines on the invoice.

— =hain
The charge lines can be displayed by clicking on the Elctiarges option within the claim.

This will display the charge lines.
5.4 Charge lines

Any errors on the charge lines will appear in the box with a drop down arrow at the bottom of
each charge line.

If there is more than one error on a charge line you can view this by clicking on the drop down
arrow.

The error message will provide you with the field that has the error and a short description of the
validation rule. If you require any assistance with the error messages contact the Helpdesk for
advice.

Once the field that has the error has been amended, the charge line can then by updated. To do
this select the OK button on the charge line.

If you have amended the data but wish to cancel any of the changes made to the charge line
select the Cancel button

realth BT 5
ca -
Chargelist for invoice: 055429
DATES OF SERVICE CHARGE CODES
Line #: From: To: gs'r;:-ce Ind Std: Uos: OPCS: Provider:
i [01/08/200 |01/08/200 |AZ1234  |O0003460 |1 | issin > | [ [soocoooo
Setting: DU ot Total: A1 vATRate: YAl - GROSS Total:
[ [ooo 50.00 E o [o.00 [50.00 Ok|_cancel
3 — Desc.
IOPCS Code, Iissing j IMAJOR CHARGE
INVOICE TOTAL £50
«l [ >

You can use the scroll bar at the side to show more charge lines. Any error messages will
appear below each individual charge line.

Once any change is made click on the OK button on the charge line, at this point you will be
prompted to update the claim for re-processing. Click on OK and select the blue cross in the top
right hand corner to exit the Charge Lines page.

Once all of the errors are amended click on Update button on the Claim Header screen. The
claim will now run through the validation process.
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Microsoft Internet Explorer X|

@ This will save wour changes and resubmit this claimm,

Cancel

:

When you leave the Claim Header details another box will remind you that the changes will be
saved. Click on OK.

NB: Should an error still show on this claim once it has passed through validation it will
appear back in Claims Failed Validation and you will need to update the claim again.

5.5 Cancelled Claims

If you have submitted claims incorrectly you can cancel the claim

The claims can be cancelled within the Claims Failed Validation worklist or within the Claim. You
are unable to cancel a claim that has passed validation.

These claims will then appear in Cancelled Claims section and will be part of an audit trail. These
can be viewed by selecting the Cancelled option within the Claims section of the left hand menu

bar and clicking on the Insurer Name or the magnifying glass. {,

healthcode o ®waB?

Cancelled Claims
Provider Status

2HTE AXA PPP healthcare Ltd 0 Q
Completed Claims
Failed Validation BUPA 2 Q
Capcellel () Standard Life Healthcare 0 @
Insurer Feedback . .
EepmTs Norwich Union 0 Q@
Maintenance BUPA International i @
Resources Royal & SunAlliance i Q
LookUp And Trace
Search Codes
Messages
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6.0 Insurer Feedback

Unread Responses

These are split by Insurer, the number of responses and the options to view and print. Printing
options are summary or detailed.

healthcode Y Y-1.

Wienning Stte: Dr -
Unread Response Files

b Provider Status
» Uploaded Files i of files Showing only the first 50.
b Claims
* Insurer Feedback Date Received m Ho. of Responses mm Print Details
Remittances 3111012003 bup 12 Q@
Unread Re:
s 30110/2003 bup 6 Q
All Responses
» Reports 2910/2003 bup 8 Q B
» Maintenance 28/10/2003 bup 7 Q g
» Resources 2710/2003 bup 2 =Y gil
» LookUp And Trace = o
7
} Search Codes EDELD bup 7 a s
b Messages 2310:2003 bup 9 QA g
2211072003 bup 5 Q E
2110/2003 bup 13 Q B
1710:2003 bup 19 QA g
1510/2003 bup 27 [
13110/2003 bup 3 @
10/10/2003 bup 15 Q@
09/10/2003 bup 9 Q
08/10/2003 bup 50 Q
02/10/2003 bup " Q
0110/2003 bup 28 [
29/09:2003 bup 4 @ B
26/09:2003 bup 14 @ Eil
2510972003 bup 10 Q[ i

Selecting the view option will load the following screen.

healthcode “«BYEE?

Wignving Site: Dr .
BUPA Responses (All)

} Provider Status

» Uploaded Files Displaying|1-25 'lof1494recurds,|25 ~| records per page. next »>
b Claims

¥ Insurer Feedhack

T (5 et [ Reveiued Provider o | & ame | amount [stobus __[view [Print|Reod]

T =T 2011012003 MAen0e: 123456 2 BLOGGS £3600 Outstanding < -

All Responses

} Reports 27M0/2003 3MM0/2003 123456 JONES £ 3600  Paid @ r
} Maintenance 2810,2003 3102003 123456 JONES £386.00  Outstanding G r
» Resources 173456 BLOGGS i Q

» LookUp And Trace 30110/2003 3140:2003 £80.00  Paid ="
b Search Codes 271072003 3102003 123456 JOMES £30.00 Paid @ r
P Messages
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Listed here are all unread responses showing the date sent, name, amount and status of claim.
Clicking on the % enables you to view the details of the outstanding claim. This gives claim
information and details the status of claim and you are able to print this page by clicking on the
printer icon &

Once you have viewed a response a green tick will appear under “Read.”

Shown below are the Response detalils.

health YBX (W
TRAINING TWENTY-ONE Reg No: 22

Date Recd. (Ho. Days) Provider Ho Hospital Ho. Invoice Ho CH Claim Ho

23/09/2002 () 123456 123456 123456 123456

Insurer Claim Ho Claim Amt

123456 £10.99

Status: Outstanding
Reason Amount

EDI Invoice received - awaiting attention

To return to the Unread Response page click on the X.

Selectthe ¥ refresh icon to refresh the page, the read response will then have been archived
into All Responses.

To print the summary of responses just click on the & and the following page will appear listing
all responses and printing this summary.

AXA PPP healthcare Ltd Responses (23/09/2002)
[Date Sont Providerbo. | Namo| Amount/Stotus |

23/09/2002 TWENTY-TWO £752.90 Outstanding
23/09/2002 TWENTY ONE £1099.43 Outstanding
23/09/2002 SIXTEEN £7420.44 Qutstanding
23/09/2002 SEVEN £579.89 Outstanding
23/09/2002 SEVENTEEN £111.35 Outstanding
23/09/2002 TWO £732.90 Outstanding
23/09/2002 TWENTY-FOUR  £2329.13 Qutstanding
23/09/2002 NINETEEN £66.96 Outstanding
23/09/2002 ELVEHN £74.40 Qutstanding
23/09/2002 HINE £6487.05 Qutstanding
23/09/2002 FOURTEEN £136.23 Outstanding
23/09/2002 FIVE £516.72 Outstanding
23/09/2002 FIVE £516.72 Outstanding
23/09/2002 TWENTY-TWO £752.90 Qutstanding
23/09/2002 FOURTEEN £136.25 Outstanding
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All Responses

This will be Insurer specific and users will be able to view All Responses, print a summary and
also a detailed report.

healthcode c was?
| Wiewing Site: 1
Unread Response Files
» Provider Status
} Uploaded Files Maximum number of files exceeded. Showing only the first 50.
b Claims
" i [ A [T K N I
Remittances 03112003 ppp
Unread Re
LTSS 31102003 bup 16 @. g
All Responses
b Reports 31102003 pop 6 Q
) Maintenance 3010/2003 bup 6 @
» Resources 30102003 ppP Ll Q = B
} LookUp And Trace = =
i
} Search Codes 232003 bup 8 a
) Messages 291012003 PR [ @ gl
281072003 bup 3 @ Ei
28M0/2003 ppp 12 Q
27102003 bup 7 Q 2, B
27102003 ppp & @
2411072003 bup 4 QR
241072003 ppp 1 Q £
23102003 bup [ Q
2310:2003 ppp 18 @ Eil
221072003 bup 3 aQ,
22102003 pop 7 Q
21M0/2003 bup 14 Q E
211072003 ppp 7 Q
201102003 poD 2 Q Ely gl

When selecting the view option the following page will appear.

healthcode o FBYEB?

BUPA Responses (31/10/2003)

Provider Status
Uploaded Files

3
}
v

Insurer Feedhack 30102003 123456 BLOGGS £60.00  Paid Q. -

Remittances

Unread Responses 301072003 123456 SMITH £ 60.00 Paid Q@ |

All Responses 304072003 123456 JONES £40.00  Paid Q r
} Reports

i 30/10/2003 123567 COOK £ 20.00 Outstanding @, m|

b Maintenance
b Resources 304072003 123567 SMITH £ 40.00 Outstanding @ |l
b LookUp And Trace
b Search Coes
b Messages Select Al [~

By using the search facility you can access the response just viewed and printed, this will also
access any other responses for this person. The green tick in the read box shows this response
has been viewed.
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7.0 Search Codes

Search Codes gives you the facility to search for Diagnoses Codes (ICD9), Procedure Codes
(OPCS) and Industry Standard Codes.

healthcoc _—
. " Wiewing Sie; Dummy Proscer Ste 1 (hame)
Search Codes
Frovider Status
Submit Billing File Sealcth:| Diagnoses Codes ;I:J
Uplaaded Files
Claims
lsuper Feedback
Hepaorts
Search Codes

Maintenance

Type in a description of the code / procedure or diagnosis code you wish to search for. You can
use the area of the body / the type of procedure or any string of characters that appear within the
description of the code.

IE. To search for New Consultation you can enter the New or Consultation
To search for Hydrocortisone injection you can enter Hydrocortisone or Injection
To search for a scan you can enter scan & the results will list all codes containing the
word scan.

If you are unable to find a specific code please contact the Helpdesk for advise. Click on the drop
down arrow and select either 1. Diagnoses Codes 2.Procedure Codes or 3.Industry Standard

Codes.Then click on il

A list of codes will be displayed that are available for the description you have requested. An
example of the codes and descriptions are shown below and this will be the format for all search
facilities.

Spearch For: |B|:an |Indu5trg.r Standard Codes j ﬂ
S
CO000030 Consultant charge for MRI Scan
Coono420 Consultant Charge CT scan
EQDODO430 Bone marrow scan
EQDDD440 Bone scan (axial skeleton)
EQDDD450 Bone scan (single view)
EQD0DO460 Brain scan
EQDDDE30 Dynamic renal scan (DTPA)
EQDD1110 Hepato-biliary scan
EDDO1250 Lacrimal drainage scan
EQDD1270 Liver-spleen scan

Not all of these codes will be valid for each insurer and may show on the claim as not being valid.
Please contact Helpdesk for assistance if this is the case.
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8.0 Maintenance

Within the Maintenance section are a number of sub-headings.

health € waw?

| Wiewving Site:

Maintenance Page
Provider Status

Uploaded Files

Claims

- Details of Specialists appraved and accepted for electronic billing by selected Insurers.
Insurer Feedback

Beports

Maintenance Use this to apply to have a code added, amended or deleted by Healthcode.

Registered Specialists

Ehapo=iontyd) Use these screens to report proklems with the systern, and to view the status of logs reported by users in
Error Logs your site.

Resources

LookUp And Trace

Search Codes

Messages
|/-_-\‘|

Registered Specialists This will show the specialist set-up at your billing site
and which insurers have accepted them to bill
electronically.

Change Control Request This is at present under development and all new
code requests and new providers should be
requested by completing a log.

Error Logs You can report problems and requests here for the

attention of the Helpdesk. The error logs section is also
Secure and any information required to help resolve the
log should be entered.
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Error Logs

These can be accessed either when you logged onto your Veda site (as above) or prior to
logging onto the system.

To access without Logging onto your site

Click on Fault Logs within the Secure Access Login page

health secure access

home

who we are

what we do Pleaze enter your user name and password to log on to the VEDA
policy system using 128 bit 551 encryption.

the VEDA system You have logged out of the spstem.

contact us

latest news

providers eer Mame: I

links Pazzword: I

submit | [ Ful Soreen

Asszistance: Login Help | Contact Helpdesk

Users: Fault Logs | User Login Reguest | User Guides

The following login form will appear

Veda Log System

Select Yo She: |- |
Enter Your IC [
Erter Password, |

Subrmit
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Select your site from the drop down arrow and complete all the fields then click on submit.

healthcode Veda Log System & x & Y |
Pending Logs Add Log | Pending Legs | Complete Logs | Cosmatic Logs | View Leog 10: ,— ﬂ
Sta: [ Training 7 - Search: il

2 Organisation 2 States 2 Severty T Resp.  Description of Log

0501 0 24/0/2003 09:13  Wr Training User 7 Tranang 7 pending HC A problem with an OPCS code not valid

This list will show all Pending Logs and the headings are self-explanatory. If you wish to add a
log you will click on Add Log in right hand side of screen. The following screen will appear.

Enter details of contact (phone number / email address); Select a severity for the problem

) 7. T\
El
healthcode Veda Log System x & (9
Add Log Add Log | Pending Logs | Complete Logs | Cosmetic Logs | Wiew Log ID: I ﬂ
Hame: Healthcode Plesse erter a description of the fault:
Site: TRAINING

User ID: ;I
Phone Humber: I

Email Address: I
Position: I

[Severity Of Fault

i Critical ﬂ
i Major

i Minor

 Cosmetic

The description will need to contain details of the nature of the problem along with any patient /

Invoice numbers applicable. Please ensure you provide us much information possible to help
speed the resolution of the problem.

Once completed click on Add Log.

You should then receive confirmation that your log has been entered onto the database.
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You can then select from one of the options in the right hand upper corner of the page. If you
wish to view all Completed Logs you should select this and the list of completed claims will
appear. If you know the ID of the log you can also search for this. The following screen will

appear.
Py
healthcode Veda Log System X & '/Qv '
i
Log Details: 009LY << back Add Log | Pending Logs | Complete Logs | Cosmetic Logs | View Log ID:I ﬂ
User Name :  General Enguiry :2?"8
Organisation: A Hospital Position: Specialist
Email:
Log
Severity: hdinar Status:
Date: 2003-10-24 16:27:16.0 Responsibility:
Description: Opcs code not valid for Insurer
Resolution:

To go back you click on <<back.

You can also Search for a specific log using any of the fields displayed. Enter the search text

within the Search field and click on the button with two arrows.

Once this search request has been completed the following screen will appear with the results.

. 3 Date 3 User 3 Organisation 3 Status

D04LF 0 07/08/2003 Trainin

3 Severity 3 Resp. Description of Log

Hospital Pending HC
b |

007l 0 1002003 Trainin

HC
1057 g1

Hospital Pending

specialist not known

OPCS code not valid for Insurer
0%:56 g1

Claim failing on controlling

healthcode Veda Log System X & g}
Pending Logs Add Log | Pending Logs | Complete Logs | Cosmetic Logs | View Log ID: I ﬂ
Site: [ ZI Search: Ilnvoice ﬂ

The Error Logs can also be accessed from within the Maintenance section of your billing site.
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DATA PROTECTION

In order to comply with the Data Protection Act 1998 it is important that all insured members sign
the Declaration and Consent on all Registration Forms and or Claim Forms. Failure to comply
with this will contravene the Data Protection Act and could lead to your prosecution or that of your
organisation.

Healthcode Contacts

Healthcode Helpdesk@healthcode.co.uk | 01784 01784 Oak House

Helpdesk 263150 263155 Littleton
Road
Ashford
Middlesex
TW15 1US

Insurer Contacts

BUPA 08457 0161 877 4385 | Provider Services
553333 Anchorage 3
Anchorage Quays
Salford
Manchester

M50 3XL

AXA-PPPh Refer to Phillips House
Remittance Crescent Road

Advice Tunbridge Wells

Kent

TN1 2PL

Norwich Union Healthcare Limited | 02380 02380 372479 | The EDI Claims Payment
372241 Team

Dept 9

Norwich Union Healthcare
Limited

Chilworth House
Hampshire Corporate Park
Templars Way

Eastleigh

Hampshire. SO53 3RY
Standard Life Healthcare 0845 0845 6020660 | Wey House

6023453 Farnham Road

Guildford

Surrey

GU1 4XS

BUPA International 01273 01273 820517 | Russell Mews

323563 Brighton

Sussex

BN1 2NR
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Appendix A

The Auto-Archiving Java Applet

What it does:

This applet automatically copies the claim files you upload into an archiving directory that you
specify.

The archiving directory is specified by going to ‘Set directories’ on the home page and typing in
the directory path for the location where the uploaded claim files are to be archived.

This setting is permanently associated with your user account and can be changed at any time.
Version:
You can check what version of the applet is downloaded by looking at the Java Plug-In Console.

This can be accessed by opening the Java Plug-In item in the Windows Control Panel and setting
the options to ‘Hide console’ and ‘Show Java in system tray’ on the ‘Basic’ tab.

When the applet is downloaded, the Java console icon will show in the system tray. If you double
click this icon, you can see which version of the applet is downloaded.

Common problems:

If you suspect that not all of the claim files were archived correctly, you can check the Java
Control Panel (if enabled as described above) and you should find a description of any errors that
occurred.

Common issues to look out for are: The archive directory not having been specified; one or more
of the uploaded claim files not existing; the archive directory is the same as the location of one or
more of the uploaded claim files.

If you still require further advice or assistance on the Applet please contact the Helpdesk.
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