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Overview

Purpose The purpose of this Standard Operating Procedure (SOP) is to provide the step
by step instructions for an Enrollment and Billing (EAB) Technician to validate
invoices when a Zero Amount or Final Invoice has been generated.

Process When a Zero Amount or Final Invoice is generated, an EAB Tech is assigned to
Overview  validate its accuracy using Facets and Consumer Direct Workflow (CDWF). The
Tech then releases or suppresses the invoice in the Billing Invoice and Payment
System (BIPS) based on their findings. This process is repeated daily.

Impacted Facets, CDWF, BIPS
Systems

Who This  The SOP applies to Enrollment and Billing Technicians.
Applies To
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Retrieving Invoice Information from BIPS

Follow the steps below to retrieve a list of Invoices from the BIPS system

Step Action
1 Check email for the daily “CD Invoice Load completed — [insert today’s date]” email advising
that invoices are ready for review.
PA PowerCenter App ID
CD Invoice Load completed - 11/20
[# BIPS Notification CD
Hello Team,
Invoice Modernization CD job completed for 11/20 run.
Thanks,
Enroliment & Billing Team
2 Click the Billing Invoice and Payment System link on the Associate Landing Page.
B
o »
Billing Invoice and Payment System
Continued on next page
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Retrieving Invoice Information from BIPS, continued

e e

Result: The Alerts & Notifications window displays.

Alerts & Notifications

Inveice- Pending for release from BIPS

Last Invoice Generation Date 2-30 days 31 - 60 days 61 - 90 days

| 3051 | 4712 6988 5444

HPX SLA Missed

0 6 0 26 0

Not Published to HPX Not processed by HPX Not Uploaded to FileNet Fiserv Not Processed Fiserv Not Mailed

Continued on next page
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e e

3 Click the Close button or any area outside of the Alerts & Notifications window to close the
window and display the CD Invoice and Payment Dashboard Home Page.

Close

Charclint S
et = | o K Al

CD Irvenice and Payment Dashboard

e Lt

i e bz e Pl Vs
0 =
-l -
we =
o e - I -
Wl e iy e
Towaport Type Geng i Segrmient G ™

B rram
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Retrieving Invoice Information from BIPS, continued
Step Action
4 Proceed based on the chart below:
If validating invoices from... Then...
Within the Last Billing Cycle Continue to step 7 (defaults to Last Billing Cycle).
A Custom Date Range Select Custom Date from the “Search by Bill Generation
Date” dropdown.
Search by Bill Generation Date
Custom Date W
5 Click the From-To field to select the From (beginning) and To (ending) dates of the custom
Date Range from the pop-up calendar.
Search by Bill Generation Date * From-To _
Custom Date v 01/20/2018 -GP.-‘18:'2018
{ January 2018 February 2018 )
Invoic Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1 2 3 4 6 1 2 3
8 9 10 1 12 13 4 5 6 7 8 9 10
14 1 16 17 18 19 @ 1 12 13 14 1 16 17
21 22 23 24 2 26 27 @ 19 X 21 2 23 24
28 29 30 H 25 26 27 2
L . .
Note: The From date must be within the last year. The To date cannot be later than the
current date.
Continued on next page
CareFirst
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Retrieving Invoice Information from BIPS, continued

e e

6 Click the Search button.
Result: Charts and graphs will display with information from the selected date range.
7 Click the Zeroes bar on the Invoices Need Validation bar graph.

Eemes' 47

CareFirst

Continued on next page
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Retrieving Invoice Information from BIPS, continued

Step Action

Result: The Invoice Listing page will display all Invoices under the 1) Invoices-Need
Validation Invoice Category and the 2) Zeroes Sub Category. 3) Search results will display
below the search box (the search defaults to 50 invoices per page), filtered by the following

columns:
= All
=  |nvoice No.
= (Category

=  Generation Date
= |nvoice Count

= Subscriber ID

=  Group No.

= Total Amount

Invoice Listing

$437¢A By B Camerybon Dase Wvoste Categeey

Trazsgon Yoo 81 e Market Segeent

Search results

Total Records found

SeMett 08 Set0n Fiter receras by

Continued on next page
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Retrieving Invoice Information from BIPS, continued

e ke

8 Proceed based on the chart below:
If... Then...
Searching for invoices in Final Bill status only | Select Final Bill from the Bill Type
dropdown menu.
* Bill Type
All ¥
All
Searching for $0.00 and Final Bill invoices Continue to Step 5.
9 Retrieve the Subscriber ID (SID) and Group No. from the list of results.
Generation Date # | Invoice Count Subscriber ID % VGroup No & | Total Amount %
O | Invoices-Need 06/05/2018 13 $
Validation
(] | Invoices-Need 06/05/2018 2 $
Validation

CareFirst
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Reviewing Notes, Billing and Payment History

Follow the steps below to review the notes, billing and payment history in Facets.

Step Action

10 Log into Facets.

7
fd

Facets 560 -
Production

11 Double click on the Subscriber / Member Application then Subscriber/Family in the
Navigation Tree.

. iﬁ Privacy Member Transactions
. &% Provider

s ﬁ Subscriber/Member P

. @ Utilization Management
. 22, Vision Plan

i Subscriber Notes

i Subscriber/Family dp—

i Subscriber/Family Link Update

12 Click File > Open.

File || Edit Extensions Actions Transf]
M ew Cirl+M

Open % Ctrl+O

Continued on next page

Reviewing Billing and Payment History, continued
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Reviewing Billing and Payment History, continued
Step Action
19 Enter the SID in the Subscriber ID box and click OK.
Open (=]
Subscriber 1D T
Cancel
Search
14
Proceed based on the chart below:
If... Then...
The subscriber has multiple groups Select the appropriate group ID from the BIPS
Invoice Listing page to display the correct
subscriber record. Continue to Step 15.
The subscriber has only one group The subscriber record will display. Continue to
Step 15.
= Click the Notes button to review notes for changes related to termination and final billing.
Q Save | Member | Auto Actions Motes | Terminate Eligibility | Attachments
Continued on next page
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Reviewing Billing and Payment History, continued
Step Action
16 Proceed based on the chart below:
If... Then...

Notes indicate that the HICS Team is Allow 24 hours for an update. Proceed to Step
working on the account 51 to suppress the DBI in the BIPS system.

Notes do not indicate that the HICS Continue to Step 17.
Team is working on the account

17 Double-click Eligibility in the Navigation Tree.

_] Class
Y Eligibility
_] Eligibility Inquiry

18 Review the Eligibility screen to verify if the policy is terminated or active.

Group ID Subscriber ID Notes Exist

Date Category Event Plan ID Void Event
01/01/2012  iMedical Product |
01/01/2013 éMEdicaI Product

Continued on next page
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Reviewing Billing and Payment History, continued
Step Action
19 Click Transfer > Billing Entity.

Transfer | Window Help
Amendment Request
Appeals 4
Audit Information
Bank Data

I Billing Entity I

Result: The Billing Entity screen will display.

20 Verify if the policy is paid in full through the latest billed date.

Processing Status Normal Billing
MNet Amount Due 50.00
Current Suspense §0.00
Latest Bill
Due Date End Date

| Created 12/01/2006  12/31/2016 |

Approved

Eonsidered Paid in Tolerance  12/01/2016 12/31/2016 I

With Payments  12/01/2016 12/31/2016

Note: Check for a Final Billed Processing Status.

Processing Status Final Billed

Continued next page
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Reviewing Billing and Payment History, continued

Step Action

21 Click Transfer > Billing Summary.

Transferl Window Help

AFA Invoice Summary
APTC Status Override
Audit Information

Bank Data

Billing Message Definition

Billing Summary

Result: The Billing Summary Return Criteria dialog box will display.

22 Click the OK button to display all invoices and close the Billing Summary Return Criteria
dialog box.

Billing Summmary Return Criteria @

(0]'4
Mumber of Due Dates to Return _

Continued on next page
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el ke

23

Verify that the most recent invoices in the Billing Summary are paid in full.

04/01/2016  04/30/2016

12/01/2016  {12/31/2016  {11/05/2016
11/01/2016  11/30/2016  10/05/2016
10/01/2016  10/31/2016  :09/05/2016
09/01/2016  09/30/2016  08/05/2016
08/01/2016  108/31/2016  107/05/2016
7/01/2016  107/31/2016  106/05/2016
D6/01/2016  06/30/2016  05/05/2016
D5/01/2016  05/31/2016  :04/05/2016
03/05/2016
03/01/2016  103/31/2016  02/05/2016

Printer
Printer
Printer
Printer
Printer
Printer
Printer
Printer
Printer
Printer

Indicative Contract Subtotals Plan Totals Component Totals Component Information Fees/Discoy

Total Billed Amount §
Total Received Amount S
Total Subsidy Amount $0.00
Pai

Full

Bill Type Individual Direct
Number of Active Subscribers

1

Note: For On-Exchange policies, take note of the Total Subsidy Amount. It may need to be

verified later.

CareFirst
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Reviewing Billing and Payment History, continued

Step Action

24 Click Transfer > Receipt History.

Transferf| Window Help
AFA Invoice Summary
APTC Status Override
Audit Information
Bank Data
Billing Message Definition
Billing Surmmary
Cemmission Arrangerment
Delinguency Definition
Discount Calculation
Fee Calculation

Individual Billing Periods

| Receipt History R I

25 Enter 01/01/2000 in the Earliest date to return field and click the OK button.

01,/01/2000
Cancel

[
Earliest date to return

Result: The Receipt History screen displays.

Continued on next page
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Reviewing Billing and Payment History, continued

e e

26 Click the Receipt Tracking tab.
Indicative [Receipt Tracking]
06/15/2015 iSuspense
07/05/2016 Suspense {Unspecified
07/05/2016 iContract Unspecified
Note: Under the Type column, note that the payments are being applied to either the
Contract or to Suspense. If applied to the contract, the date in the To column informs users
what month the payment was applied to.
27 Verify that the payment Amounts match the Total Billed Amount from the Billing Summary.
Indicative iReceipt Tracking! Manual Allocations Motes
06/15/2015 [Suspense [Unspecified
07/05/2016 Suspense Unspecified
07/05/2016 Contract 08/01/2016 Unspecified |
28 Proceed based on the chart below:
If... Then...
The policy is On-Exchange Subsidy validation is needed. Continue to Step 29.
The policy is not On-Exchange Continue to Step 37.
Continued on next page
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Reviewing Subsidy and 834 Files - On-Exchange Only

Follow the steps below to review the subsidy and recent 834 files for an On-Exchange policy in

Facets and CDWF.

Step

Action

29 Double-click Members in the Navigation Tree in Facets.

_] Subscriber
_] Memb
| Addresses

Result: The Members screen displays with the subscriber’s Indicative tab.

Birth Date

Name

|Wife
{Daughter

Terminate Member Cancel Coverage

Medicare Interface Medicare Retiree Subsidy
ITS Miscellaneous Info. Debit Card

d dress Select PCP

Medicare Carrier/Intermediary Medicare Facilitator Medicaid Provider Rela

Process Exception User Warning Messages Communication Pref
Eligibility HRA Accum Condit. Elig. Rating Override COB Othe

30

Click the Subsidy Billing tab to display the subscriber’s current subsidy information in Facets.

Communication Pref

Medicaid Provider Relationship Risk Score

verride COB Other Carrier

Immun./Health Screening Lifesty

Enrollment Source Subsidy Billin Motes
Handicap Student Respon.Person I

CareFirst

Continued on next page
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Reviewing Subsidy and 834 Files - On-Exchange Only, continued

Step Action

31 Verify the APTC amount(s). It/they should match the Total Subsidy Amount of the
corresponding months’ invoices in the Billing Summary.

Name Relationship Birth Date
‘Subscriber

Terminate Member Cancel Coverage

Medicare Interface Medicare Retiree Subsidy Medicare Carrier/Intermediary Medicare Facilitator Medicaid Provider Rel

Indicative Address Select PCP Eligibility HRA Accum Condit. Elig. Rating Override COB Ot
ITS Miscellaneous Info. Debit Card Process Exception User Warning Messages Communication Pref
Category Type Effective Termination Subsidy Amount ] Billing Group | Family Ind | ~
= |M PTC 01/01/2017 S0.00JTCCF N Lo
2 M CSR 01/01/2017 50,00 N

32 Proceed based on the chart below:

If... Then...

There are any discrepancies between | The Tech must check CDWF to verify if any 834

the invoice amounts, payment files were received in the last 24 hours that

amounts, and subsidies would change the premium. Continue to Step
33.

There are no discrepancies between
the invoice amounts, payment
amounts, and subsidies

Continue to Step 51.

Continued on next page
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Reviewing Subsidy and 834 Files - On-Exchange Only, continued

Standard Operating Procedures

Step Action
33 | Access Consumer Direct Workflow (CDWF) via the Associate Landing Page.
BN
s
Consumer Direct Workflow (CDWF)
Result: the CDWF Home Page will display.
Carehitst 0@ Consumer Direct Work Flow B switch Application: [CD Enoliment[]
Home
LR Recent | search | Rate Remmieval |
Select Work Type [ALL ~] Status [ALL[v|
34 Click the Search tab.

Carehitst €@ Consumer Direct Work Flow

Home

My Work  BEE T Search ate Retrieval

CareFirst

Continued on next page
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Reviewing Subsidy and 834 Files - On-Exchange Only, continued

Step Action

35 Search for the subscriber’s Work Objects (WOs) by entering the First Name, Last Name, HIX
ID, SSN, and/or SID in the corresponding fields and clicking the Search button.

m Search Rate Retrieval

| First Name | Middle Init [Last Name ] HIXID

DCN I SSN I ApplicationlD SID

s [seacn|  [Resel]

Result: The subscriber’s 834 files with the IEA- prefix) will display below the search box in the
order of creation date/time.

IEA- ACS Pending-Contract Creation 11/14/2015 3:24 AM
IEC- Resolved-LetterGenCompleted 07M13/2015 412 PM
IEA- EHEALTH Awailing-LOEPProofResponse 07/11/2015 4.14 PM

36 Proceed based on the chart below:

If... Then...
Any 834 files were received in Review the 834 files for any changes that may have
the last 24 hours changed the premium and verify the changes in

Facets. Then continue to Step 37.

There were no 834 files received | Continue to Step 37.
in the last 24 hours

Continued on next page
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Reviewing DBIs, Rebills, and Rating Inquiry

Follow the steps below to check for Unprocessed DBIs and Rebill requests in Facets and to check
the Rating Inquiry.

Step Action

37 Click Transfer > Discretionary Billing Items.

ITransﬁer I Window Help

APTC Status Override
Bill Adjustments

Billing Entity

I Discretionary Billing tems I},

38 Click the OK button to close the Facets warning box.

Facets @

Mote: If you change any data for a processed item the status of that

l % itern will update to unprocessed,
The previously processed data is no longer available for viewing on this
application,

w— o]

Continued on next page
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Reviewing DBIs, Rebills, and Rating Inquiry, continued

Step Action

39 Review the Discretionary Billing Items screen for any Unprocessed DBls.

Due Date Last Update User ID Request Status
01/01,2014 12/19/2013 12:25:17.240 Processed

2/01/2016 i01,/01,/1753 00:00:00.000

Type

Premium Fee @ Discount Disposition

Description |

.
[ ] | 5000]
[ | | [ 5000
Fee/Discount ID I:l : :
Jependent
Amount [ | -

40 Proceed based on the chart below:

If... Then...

Unprocessed DBIs exist Allow 24 hours for the DBI to process. Proceed to Step
51 to suppress the DBI in the BIPS system.

No Unprocessed DBIs exist Continue to Step 41.

Continued on next page
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Reviewing DBIs, Rebills, and Rating Inquiry, continued

e wee

41 Double-click Request under the Billing Entity in the Navigation Tree.

4 Eii Billing Entity
4 =

L] Indicative
Billing Definition

_] Billing
Billing Messages

_] Billing Messag

|j Address

_] Payment Info.

L] Request | o

| 1 Contracts

42 Check for any Unprocessed Rebill requests.

11/13/2017  iReBill New 12/01/2016 12/31/2016  iUnProcessed

Delinquency Indicator Continue Delinquency Period
Entered by User

Route To

Continued on next page
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Reviewing DBIs, Rebills, and Rating Inquiry, continued
Step Action
43 Proceed based on the chart below:
If... Then...
Unprocessed Rebills exist Allow 24 hours for the rebill to process. Proceed to Step

51 to suppress the rebill in the BIPS system.

No Unprocessed Rebills exist Continue to Step 44.

44 Double-click Subscriber under Subscriber/Family in the Navigation Tree.

4 4 Subscriber/Family

‘I—dlr-

L] Subscriber _

| Members

45 Click Transfer > Rating Inquiry.

Window Help

Amendment Request

Appeals »

Prospective UM

Rating Inquiry

Request for Disclosures Acct

Result: The Open dialog box will display with the Rating Inquiry Range.

Continued on next page
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Reviewing DBIs, Rebills, and Rating Inquiry, continued
Step Action
46 Enter a date range in From and Through fields of the Rating Inquiry Range section to display
the rates for that time period.
Open D
Subscrib[ 3D 999999999|
Cancel
Rating Inquiry Range
From | 01/01/2000 Through | 12/31/2017 | Search |
Rate Display Format
@ Menthly Semi-Annual
Quarterly Annual
Note: The Subscriber ID field will already be populated.
47 . ;
Click the OK button to close the dialog box.
48
Proceed based on the chart below:
If... Then...
The subscriber has multiple groups | Select the correct group in the Subscriber Search
window and click OK. Continue to Step 49.
The subscriber only has one group | The Rating Inquiry screen will automatically
display. Continue to Step 49.
Continued on next page
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Reviewing DBIs, Rebills, and Rating Inquiry, continued

49

Click the From tab on the Rating Inquiry screen to display the monthly premium rates in
order from newest to oldest.

il £ Subscriber/Family - : 4 Rating Inquiry - E

Group ID Subscriber ID From Through Rate Display
01,/01/2000 12/31/2017 Monthly

Plan ID

12/01/2017
12/01/2017
12/01/2016
12/01/2016
12/01/2015
12/01/2015
12/01/2014
12/01/2014
12/01/2013
12/01/2013
04/01/2013
04/01/2013

11/30/2013

Plan Totals Component Details

Plan Description
Subscriber Dependent

Premium Amount

50

Verify that the rate amounts for each recent month match the invoice amounts in the
Billing Summary.

CareFirst

Continued on next page
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Suppressing or Releasing Invoices in BIPS

Follow the steps below to suppress or release Zero Amount or Final Bill Invoices using BIPS.

Step Action
1 Click the Invoice No. link/dropdown for more information on a particular invoice, including
any notes that have been entered into the system. Check the Reviewed box after invoice
validation is complete.
Invoice Count SubscriberID ¢ | Group No ¢ | Total Amount %
Invoices-Need 06/05/2018
Validation
Market Seg| APTC Indi Coverage Start Coverage End Term Code Billing Missing Value
Date Date Cycle Details
ON-Exchange Y 04/01/2018 04/30/2018 Monthly
First Name MI Name Last Name Sub Category Paper Flag Bill Final Bill
Generation  Indicator
Value
Zeroes Yes 8 N
2

Delinquency Suspense Amt Paid Through Reviewed m

Indicator Date

N $0.00 06/01/2017

52 L
Check the box(es) under the All column next to the invoice(s) to be supressed or released
on the Invoice Listing page.
v > Invoices-Need
Validation
Important: Check boxes only exist for invoices with the Categories: Good Invoices-Pending
Release and Invoices-Need Validation
Continued on next page
CareFirst
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Suppressing/Releasing Invoices, continued
Step Action
53
Proceed based on the chart below:
If... Then...

No invoice discrepancies were found Select Release from the Select an Action
dropdown and click the Submit button.

Y
Release _

Suppress

Select an action:

Invoice discrepancies were found Select Suppress from the Select an Action
dropdown, click the Submit button, and send an
email to a SME for further analysis.

Select an action:

Release
Suppress

Result: An Alert window will pop up, prompting the user to enter notes to continue.

Continued on next page
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Suppressing/Releasing Invoices, continued

5 Enter the appropriate notes into the field below and click the Submit button.

Alert

Please Enter Notes to Continue the Action on the appropriate invoices.

Vax 200 chars

Do you wish to Release the Selected Invoice(S)?

— N =N

Continued on next page
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Suppressing/Releasing Invoices, continued

If...

Then...

Invoice(s) were
released

An Alert window will pop up, informing the user how many invoices
were marked as Good to Release.

Alert

Action Successfully Completed!

- Invoices were marked as Good to Release.

Kindly note that the Good to be Released Invoices will be send out of the system at 7 p.m.
Today.

Note: Invoices marked as Good to Release will be sent out of the
system at 7pm the same day.

Invoice(s) were
suppressed

An Alert window will pop up, informing the user how many invoices
were Suppressed.

Alert

Action Successiully Completed!

Invoices were Suppressed

CareFirst

Stop here.
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Appendix

This section provides a list of documents used or referenced in the construction of this
document.

1 [Redacted] 1.0/ Workflows for 4 [Redacted] /
10/16/2017 Invoice Validation Enrollment and
Processes Billing
2
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