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Providers Enrolled with Novitas Medicare = DE, MD, NJ, & PA
Novitas Medicare Electronic Professional Claims
Submitting Claims Through Novitasphere Portal

Novitasphere Portal Claims Submission Transition

If you have not enrolled for Novitasphere Portal, STOP, and enroll now. Providers in DC, DE, MD, NJ & PA can
sign up by clicking the following link: https://www.novitas-solutions.com/webcenter/portal/Medicare]L.

Look for the Novitasphere Sign up button:

Novitasphere @

[sionww |

Follow the directions on the webpage for enroliment. If you have any questions regarding the Novitasphere
enrollment process, you need to contact Novitas Medicare for assistance. 855-880-8424. Once you receive your

enrollment, continue with the next step.
If already enrolled with Novitasphere Portal, then continue to Practice Manger Configuration section below.
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Practice Manager Configuration

Configure the Billing Component Manager

Use the following steps to configure the Billing Component Manager for the Availity clearinghouse.
1. Click Add-Ins > Insurance Billing > Billing Component Manager.
2. Inthe Billing Component Manager screen, make sure the Medicare electronic billing programs are registered:

DE Medicare — DEMCR_P5
MD Medicare — MDMCR_P5
NJ Medicare — NJMCR_P5
PA Medicare — PAMCR_P5

If the applicable billing form is listed, click the OK button.

If the applicable billing form is NOT listed, click the Also Show Unused Component button to display all
the available Billing Forms, and then check the applicable billing form(s)

3. Click the OK button.

Configure the Insurance Information

Use the following steps to configure the insurance information for billing through Novitasphere.
1. Click Administration > Transaction Tables > Insurance.

2. Inthe IH Code field, enter the Medicare Insurance IH Code(s).

3. After the applicable insurance information has loaded, click the Billing Type button.

4. 1In the Billing Type dialog, create a new Billing Type by entering MCRN in the IH Code field.
5. In the Description field, enter Medicare through Novitasphere.

6. In the State field, enter the applicable State.

7. In the Primary and Secondary fields, select the proper Billing Form (DEMCR_P5, MDMCR_P5, NJMCR_P5,
or PAMCR_P5).

8. In the Default field, select MCRPPA.
9. Click the Save button.
10. In the Insurance dialog, click the Billing IDs button.
11. In the Insurance Billing Codes screen, click the New button.
12. In the Billing Form field, select the proper Billing Form (DEMCR_P5, MDMCR_P5, NJMCR_P5, or PAMCR_P5).
13. In the Override Data area - Payor Organization # field for:

e DEMCR_PS5 enter 12102.

MDMCR_P5 enter 12302.

]
e NIMCR_PS5 enter 12402.
e PAMCR_PS5 enter 12502.
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14. Click the Add To List button, and then dlick the Close button.

15. In the Insurance screen, click the Save button.

Configure Electronic Submitter Information

Use the following steps to configure the Electronic Submitter Information for Novitasphere claim submission.
1. Add-Ins > Insurance Billing > Electronic Submitter.
2. Check to see if the Medicare billing program is listed (DEMCR_P5, MDMCR_P5, NJMCR_P5, or PAMCR_P5).
If the billing form is already listed, highlight the Medicare billing form, and then click the Edit button.
3. Inthe Submitter ID field, enter the Submitter ID that you enrolled with for Novitasphere.
If you do not know your Submitter ID you enrolled with Novitasphere, go to the Novitasphere Portal and
it will be listed under "My Account Profile.”

4. Once added, click the Add to List button, and then click the Save All button.

5. If the Electronic Submitter Information is not listed for the Medicare billing program, you will need to add it.
Click the New button.

6. In the Billing Form field, select DEMCR_P5, MDMCR_P5, NJMCR_P5, or PAMCR_P5.
7. 1Inthe Practice field, select the Practice to which this submitter information applies.

8. In the Submitter ID field, enter your Submitter ID assigned by Novitasphere.

9. Enter your office information in the Name, Address, Contact, and Phone fields.

10. In the Receiver ID field, enter the applicable state assigned number: 12102 for DE Medicare; 12302 for
MD Medicare; 12402 for NJ Medicare; or 12502 for PA Medicare.

11. In the Receiver Name field, enter Medicare.
12. Check the Acknowledgement Request box.
13. Check the Medicare Participant box if your office participates with Medicare.

14. Click the Add to List button, and then click the Save All button.
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Configure or Edit the Billing Form Communication Setup

1.

2.

10.

11.

12.

Click Add-Ins > Insurance Billing > Communication Setup.

Check to see if the Medicare billing program is listed (DEMCR_P5, MDMCR_P5, NJMCR_P5, or PAMCR_P5).
If there is not a Medicare billing form listed, go to step 7.

If there is a Medicare billing form listed, highlight the Medicare billing form, and then click the Edit button.
In the Target Folder field, enter or browse to the path to the folder containing your preferred browser
application  (Edge, @ Chrome, Firefox, etc). For Edge it is: C:\Program Files
(x86)\Microsoft\Edge\Application.

In the Application Folder field, enter or browse to the path to your preferred browser application file. For Edge
it is: C:\Program Files (x86)\Microsoft\Edge\Application\msedge.exe.

In the Extra Command Parameters field, enter https://home.idm.cms.gov/signin/login.html.
When finished, click the Add To List button, and then click the Save All button.

If there is not a Billing Form Communications setup for for the Medicare billing program, you will need to add
it. Click the New button.

In the Billing Form field, select the applicable Medicare Billing Form (DEMCR_P5, MDMCR_P5, NJMCR_P5,
or PAMCR_P5).

In the Target Folder field, enter or browse to the path to the folder containing your preferred browser
application  (Edge, @ Chrome, Firefox, etc). For Edge it is: C:\Program Files
(x86) \Microsoft\Edge\Application.

In the Application Folder field, enter or browse to the path to your preferred browser application file. For Edge
it is: C:\Program Files (x86)\Microsoft\Edge\Application\msedge.exe.

In the Extra Command Parameters field, enter https://home.idm.cms.gov/signin/login.html.

When finished, click the Add To List button, and then click the Save All button.

Billing Ferm Communications X |

Billin Form '[ale! Path | Application |
PAMCR_P5  C\Program Files (x386)\ Microsoft\Edge\Application C:\Program Files (x&6)\Microsofi _i
< > |

Biling Foure:  |PAMCR_FS FAMCD_PS  Ehectronic Pennsytvaria Medicaid Prof 837 (8HS1 5010

Tasget Folder |change 1o this folder before executing the application)

|C:\Progran Filez (36 \MbcrosofisE dge\Application B |owse|

Application Folder and Program

|C:\Progfa'n Filers 486 \MicrosofisE doe'dpplication'meedge. exe B |nw;\e|

Extra Command Paamatens: [Tip: put quotes around parsmetars that have foldars with spaces in them)

| Hitps:/home.idm.crns. govdsigeinlogin himi

Dowrload Folder [where files being racened are pul] Blank = Use the def st Folder

! ]

Lipload Folder_[whera fle: being sent are found) Blank = Uze the defaul Folder

| Blwml I

Setup Diefault Foldess |

Add Tolist Cancel | | |
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Novitasphere Medicare Submission Instructions

Create the Billing File

1.

2.

9.

Click the Insurance Billing tab, and then click the Manual Billing subtab.

Select the DEMCR_P5 (for Delaware Medicare), MDMCR_P5 (for Maryland Medicare), NJIMCR_P5 (for
New Jersey Medicare), or PAMCR_P5 (for Pennsylvania Medicare) billing form.

Select the Practice(s) and Provider(s) that you would like to collect claims for.

Check the Print Forms and Reports after gathering claims option, and configure any other Batch Run
Options as needed.

Configure any Advanced Selections as needed.
Click the Start Now button.

Print the Bad Claims Report, if applicable. You can put this report to the side for now, as it can becorrected
after this transmission is completed.

Click the Print/Send Batch button.

* %k NOTE* **
Upper right corner has option to Sort List By: Date or Forms/Date.

Highlight the billing batch you wish to send, and then click the Send button.

10. Click the Make a file button. (Do Not select Zip the File). Save in the Upload folder.

e For Delaware Medicare, enter DEMCR.dat in the File Name field.

e For Maryland Medicare, enter MDMCR.dat in the File Name field.

e For New Jersey Medicare, enter NJMCR.dat in the File Name field.
e For Pennsylvania Medicare, enter PAMCR.dat in the File Name field.
*kkNOTE* **

If you are sending files for multiple practices, you should name the file accordingly. For example,
DEMCR1.dat for Practice 1, and DEMCR2.dat for Practice 2. You can use your practice IH Code.

11. Click the Save button after the file name has been entered. If you are asked to overwrite the existing file,

click the Yes button. A message will then appear on your screen “the file already exists, do you want to
replace it?” select Yes and then click the OK button.
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Claim Submission/ ERA Using TIBCO

The TIBCO PartnerExpress system is available in the Novitasphere Portal’s Claims submission/ERA feature. This
system allows you to submit electronic claims via batch files (837) and retrieve the electronic reports through the

TIBCO PartnerExpress EDI gateway.

The following provides instructions for the TIBCO system AFTER accessing it through Novitasphere. For
instructions on accessing Novitasphere, or utilizing any of the other features, refer to the Novitasphere User

Manual (Part A)(Part B).

Below is the home screen of TIBCO once accessed through the Claim submission/ERA feature in Novitasphere.

TIBC% PartnerExpress
m Inbox History REST Swagger Specification

~ Welcome. Please review the instructions below.

To upload a file:

Select the 'Inbox’ tab

Select the 'New” button

Click on “Interchange’ within the Create New Transaction window
Click on the 'Choose File' button to locate the file to upload
Select 'Upload’

[E A A A

To download a file:

% Select the 'Inbox’ tab

= Click on the desired report and then click 'Download’
To See Transaction History:

% Select the 'History' tab
% Use the calendar on the left to narrow down your search for a specific day

Use the following steps to submit an 837-claim file and retrieve reports.

1. Click on the Inbox tab.

TIBC% PartnerExpress
Home P  History

2. Click on the New button.

New

/Show:ng 0 of 0 Transactions

Action Host
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3. Select Interchange.

Create New Transaction x

QOperation:

EDI/Inbound/Interchange E.a

= All Operations
P Request/Response

- EZC
emm Notify

< BC
< 1.0
Notify

- X12

= EDI
< Inbound
Interchange

4. Click the Choose File option, and then navigate to the claim file. The location will depend on where your claim
creation software saves the file. If unable to locate the file, please contact your software vendor.

If you are using the PC-ACE software available through Novitas, navigate to the WINPCACE folder and look
for the file named TRANS.DAT for Part A and TRANSB.DAT for Part B files.

Create New Transaction x
Operation:
<Select an operation from the tree list below> “
= All Operations Request/Response
= EZComm Notify
= BC
= 1.0
Notify
= X12
= EDI
= Inbound
Interchange

Upload file: (
Choose File ‘ o file chosen

Upload Cancel
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5. Select the file(s) and click Open. The selected file will display in "Upload file” textbox.

6. Click Upload to submit the file.

Create New Transaction x

Operation:

EDI/Inbound/Interchange ()]

= All Operations
P Request/Response

< EZC
emm Notify

= BC
< 1.0
Notify

< X12
== EDI
= Inbound

Interchange

Upload file:

Choose File,

Upload Cancel

7. A new upload working pop-up message will be displayed briefly.

=7 Saved Searches

Pending Partner Response
Pending Server Response
Server Response Awaiting
Server Request Awaiting

7 A new upload working

ACTIVE UPLOADS {0}
ACTIVE DOWNLOADS (0

8. Retrieve the 999 Acknowledgement Report. This report will display in the Inbox a few minutes after
submitting an 837 claim file. This report will tell you if the file is initially accepted or rejected. If rejected, the
report will give the reason for rejection.

Click on the Inbox tab and look for the Transaction ID starting with 999.

New

Showing 3 of 3 Transactions

Action | Host Operation Status

GuideWell Source Server Request Awaiting

b ™ GuideWell Source EDI/Outbound/Interchange Server Request Awaiting

p ™ GuideWell Source EDI/Cutbound/interchange Server Request Awaiting
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9.

10.

Select the report from the Inbox list and click Download.

New Upload Download l

Showing 3 of 3 Transactions

Action | Host Operation Status

D= [ GuideWell Source EDI/Outbound/Interchange Server Request Awaiting

Protocol : X12  Transaction ID : 277CA BF7B815D-769C-4D44-8DB8-6C9287D16215
- = 1 GuideWell Source EDI/Outbound/Interchange Server Request Awaiting
Protocol : X12  Transaction ID : 999 BF7B815D-769C-4D44-8DB8-6C9287D16215

Status: Server Request Awaiting

Size: 291 Bytes

Host: GuideWell Source

ID: 999.BF7B815D-769C-4D44-8DB8-6C9287D16215
Operation: EDI/Outbound/Interchange

Protocol: X12

Date: 2022-01-14 14:35:40

_I.—h

The report will be downloaded to your Download folder on your PC. Browse to your Downloads folder, then

highlight the report, then right-click the highlighted report, and then click Copy to copy the report.

Open your Response Viewer in Practice Manger and Paste the report into your download folder.

Go to the Insurance Billing > Automatic Billing tab, then click the Response Viewer button. In the
Response Viewer, click the Open button (the yellow folder), and then in the Open dialog, right-click in the

Download folder file list and click Paste. Your reports will then be displayed in the Download folder.

You can now open and view the reports.

& Open x
Look in: I Download j = cf B~
* MNarme Date modified Type
Quick access View >
- Sort by >
Group b
Desktop i >
— Refresh
" Paste
Libraries
Paste chortcut
% Undo Copy Ctrl+Z
This PC Open in Visual Studio
@ Give access to
Network « ’
Mew
File name: I- ﬂ Open

[~ Open as read-only

Properties
Files of type: F J Cancel |
|
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