Deaconess Health
Prepayment Requests -
Anthem & Humana

Process Definition Document

Purpose: The Process Definition Document (PDD) formalizes the final
design of an automation solution. It functions as an approval artifact
for automation and operations teams, enabling the transition from
design to development once approved.
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AUTOMATION OVERVIEW

1.1 Objectives

The automation will achieve

e Fulfillment of additional documentation requests from Anthem and Humana via Availity
o Downloading documentation in Epic
o Uploading documentation into Availity
o Notation of upload into Epic

1.2 Operational metrics
The automation will impact the following operational metrics

¢ [additional metrics to be determined]

1.3 Design Team

The following individuals contributed to the automation design, must be informed of changes, and
agree to support the maintenance of this automation
Contact

Name Role / Title ‘

Polly Masterson

Operational Owner

Polly.Masterson@hcrsolutions.com

Sharla Ahrens

Operational SME(s)

Sharla.Ahrens@hcrsolutions.com

Michael Bordador

Solution Architect

Michael.Bordador@tarponhealth.com

Manmohit Luthra

Developer

Manmohit.Luthra@tarponhealth.com

AUTOMATION DETAILS

2.1 Automation Overview

Item Description

Area / Department

Revenue Cycle

Automation Name

Prepayment Requests

Automation Description

Bot will fulfill documentation requests from Anthem and Humana via

Availity

2.2 Applications

The table below lists the applications being utilized by automation.




Application Comments / Access Needs
Require ability to retrieve document requests

Availity
Epic Require ability to download documents and notate accounts

2.3 Global Process Map

The diagram below contains the steps the automation will take (the ‘to-be’ process map)

Prepayment Requests (Anthem/ Humana) - High Level
e Y
g Extract Upload
g work queue records to
< Payer
[
ke M:rr;uaclrpu:l Print records Notate quick
o
w ot medica to PDF disclosure
records
S

2.4 Detailed Process

2.4.1 Assumptions

Process will leverage a Dispatcher — Performer architecture
Process will be limited to inbound requests from Anthem and Humana in Availity

- Bot schedule
Process will be run off hours (5PM - 5AM Eastern Time) to ensure that BOT does

O
not collide with normal workflow

2.4.2 Steps below outline the future state process:

2.4.2.1 UiPath Dispatcher

1.1 Login to Availity storefront with stored credentials
https://essentials.availity.com/static/public/onb/onboarding-ui-apps/availity-fr-

1.1.1
ui/?_gl=1*ai2t2j*_gcl_au*MTY4MTMxMzM10S4xNzYT1NDAyMDUx*_ga*MzgyMTMwODQy
LjE3NjUOMDIWNTE.*_ga_E2R9S4EQP7*czE3NjUOMDIWNTEkbzEkZzAKkdDE3NjUOMDIWNT

EkajYwJGwwJGgw#/login
1.2 Complete multi factor authentication




1.3 If login is successful, then proceed to (2.1)

1.4 If login is not successful, retry login with stored credentials 3 times

1.5 If retry is successful, then proceed to (2.1)

1.6 If retry is not successful, log the following system exception (SI1)

1.6.1 Message: Cannot login to Availity

1.6.2 Action: Email notification to Operations team, terminate automation
1.6.3 Log: Failure

2.1 Export Anthem worklist
2.2 Click ‘Claims and Payments’ and select ‘Attachments-New’

) Availity ) cpppndinl tions 1 & My Favorites

Patient Registration ! N y Providers Payer Spaces More Reporting

Claim Status & Payments EDI Clearinghouse Claims
Q Claim Status Q Payer List Attachments - New
<  Appeals &  Transaction Enroliment < Quick Claims
v Remittance Viewer @  View Essentials Plans
&  Overpayments @  Claims & Encounters
| — 4 | E— |

2.3 Select ‘Reporting’
Attachments Dashboard

Search by Search Term

B ]
Y Filter List

Inboxfl  Sent  History

2.4 Select ‘Inbox’ from ‘Select a work’ drop down



7 Availity “essentials i Home £ Notifications

Patient Registration Claims & Payments My Provid
Home > Provider Work Queue

Attachments Dashboard
Inbox Sent History  Reporting®

Export Data
Select your report options below

Select a workqueue

Select -

Inbox
Sent

History

2.5 Select ‘Export CSV'

Attachments Dashboard

Inbox Sent History Reporting

Export Data

Select your report options below

Select a workqueue

[ Inbox v

Export CSV

2.6 Filter output report

2.6.1 Patient Account Number to contain only the following prefixes:
2.6.1.1 PB
2.6.1.2 SP
2.6.1.3 FH
2.6.1.4 BD
2.6.1.5 PD
2.6.1.6 JP

2.6.2  TIN to contain the following values:
2.6.2.1 350593390
2.6.2.2 263083364
2.6.2.3 352062016
2.6.2.4 350877575
2.6.2.5 351870378
2.6.2.6 610461753
2.6.2.7 862614124



2.6.2.8 350985964
2.6.2.9 824503095

2.6.2.10 201244058
2.6.2.11 863269008
2.6.2.12 920574205
2.6.2.13 920904755
2.6.2.14 610482973

2.6.3  For records with account prefix BD
2.6.3.1 Include ONLY records > 10/1/2024

2.6.4  For records with account prefix PD
2.6.4.1 Include ONLY records >4/1/2023

2.6.5 Forrecords with account prefix JP
2.6.5.1 Include ONLY records > 10/1/2025

2.7 Capture the following columns for the UiPath queue
2.7.1  Availity Request ID

2.7.2 Patient Name

2.7.3  Patient Account Number

2.7.4  Service From

2.7.5 Provider Name

2.7.6 TIN

2.7.7  Status

3.1 Export Humana Worklist
3.1.1  Click 'Payer Spaces' and select 'Humana'

%7 Availity essent # Home £ Notifications 1 QO My Favorites

Patient Registration Ciaims & Payments My Providers Payer Spaces More

Filter
[ a

n Notification Center

Review your open Attachment's re

Please review your work queue and Geisinger Health Plan ©

g . ‘ Health Services for Children o
My Top Applications with Special

swarien | Healthfirst (New York) Q@ |
“"%‘"“ HealthLink V)

Appeals ity ¢
[ althS Inc
Health$ adic
L'dl”\ﬁprvllh? Medicare ©
Advantage™
News and Announcements
% UL R

MAGELLAN HEALTH - Multiple Trahsac

Due to scheduled maintenance Eligitflity ¢ dces
A Humana AV




3.1.2  Select 'Medical Records Management'

Qo

Authorization Question and
Response

IHWA PCP Summary Batch
Request In-home Health and Well-being
Assessment (IHWA) for muitiple
members

Documentation and Coding
Review Results

Rewview Dx codes that have been added
or removed based on medical record
review

Join Our Network

Access to Humana Confracting and
Credentialing Portal

© Humana Learning Center

Access Humana specific webinars,
training, compliance matenals. and
resources.

¥ Medical Reﬁgrds Management

Share medical records information
between healthcare providers and
Humana

3.1.3  Click Checkboxes in 'Organizations' drop down and select all facilities

Medical Records Management

Fiakis wilth a red astansk (") are requinad

* Organization(s)

|Search

we
=

Baplrst Health Deaconess Medical Group

Baptist Health Madisonlls

Boston IWF at The Woman's Hospital

3.1.4 Enterin scope TaxIDs into TaxID(s)' field

Tax ID Numbers:

- 263083364 Deaconess Clinic
+ 350593390 Deaconess Hospital/Deaconess Care Group
- 610461753 Methodist Hospital
+ 271432205 Merral Lewis

- 351870378 Midwest Internal Medicine

- 824503095 Deaconess Specialty Physicians

- 350877575 Gibson General Hospital
- 352062016 The Women's Hospital
- 920574205 Deaconess lllinois Clinic

- 920904755 Deaconess Care Group lllinois

- 920904755 Deaconess lllinois Specialty Clinic

+ 920904755 Deaconess lllinois ER Physician's

- 863269008 Baptist Health Deaconess Madisonville
+ 201244058 Ferrell Hospital

- 610482973 Jennie Stuart Health System
- 862614124 Deaconess Union County

- 350985964 Deaconess Memorial Medical Center

3.1.5 Click 'Search’

Medical Records Management




3.1.6
3.1.7
3.1.7.1 Availity Request ID

3.1.7.2 Patient Name

3.1.7.3

3.1.7.4 Service From
3.1.7.5 Provider Name
3.1.7.6 TIN

3.1.7.7 Status

Click 'Export Requests to Excel'

Capture the following columns for the UiPath queue

Patient Account Number

4.1 Collect data into UiPath work with the mappings below:

UiPath Queue

Anthem Extract Value

Humana Extract Value

Request ID Availity Request ID Request ID

Patient Name Patient Name Member Name
Account Number Patient Account Number Patient Account #
DOS Service From Date of Service Start
Provider Name Provider Name Provider Name

TIN TIN Provider Tax ID
Status Status Status

Epic Pt ID

CPT

Provider

5.1 End Dispatcher

2.4.2.2 UiPath Performer

1
1
1
1

_ e A A

.1 Launch Applications

1.1 Availity (2.4.2.1,1.1)

1.2 Epic

.1.2.1 Launch from Citrix storefront

.1.2.2 Login with stored credentials

.1.2.2.1  If login is not successful, retry login with stored credentials 3 times
.1.2.3 If retry is not successful, log the following system exception (SI2)

.1.2.3.1  Message: Cannot login to Availity

.1.2.3.2  Action: Email notification to Operations team, terminate automation

.1.2.3.3  Log: Failure

.2 Connect to UiPath work from Dispatcher activity



1.3 Search for Patient in Epic
1.3.1  Launch Guarantor Account Lookup

Guarsntor Lookup b 4

Searchby: | Gusrantor Bmmtl M| TaReF# | SubscriberiD | Submet
L

FFuh«mmis invei

T Filters

Show Guarantors

LR wwith Balance/actie Visits

-_— e Automaticall a
%o Solectad Guarantors | @ Recent O atically reopan lackup

Use the options above to select guarantors

K Cancel
A
1.3.2  Enter Patient Account Number from UiPath queue into Invoice # search
1.3.2.1 If no results, create business exception (BI1)
1.3.2.1.1  Message: Account lookup in Epic produced null results
1.3.2.1.2  Action: Move to next record in processing queue
1.3.2.1.3  Result: Failure
1.3.2.2 If results are generated, click ‘Accept’ to open record
Guarantor Lookup »
Search by Guarantor Eatient Ty Ref # Subscriber 1D Supset
|I [ Fittes to this imvoi
T Filters
Show Guarantors
Al
% Selected Guarantors (1] | @ Recent L] Autematicall reopen lookup
= Remoye t Remaove All
Guar ID MName Ty.. Service Area  SSN DOB Address Primary Pho... Last SP... 5P Ba Tot Ba

=

" Accept | X Cancel
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1.4 Extract Medical Records
1.4.1  Select 'Prof Tx Inquiry' tab

FUMD Summary Report

FUWO Payor 139 Tems Repon Qucr ecemre |3 Ree3ts

o ) summary (@ Prof Teinguiry | (i) Accounts Oh,..m enm; etters | © |History |satioms | coverages | o »
L= - _
Prof T« Inquiry - 1 of 1 Guarantors @5
o LT E Furctioms | @ Gelos o/ Erch | []Hade Quek Filers ¥ AllFtlers
DEACDHESS HEMTH Quick Filters L Service Dute Bating Posder
SYSTEM .
Inchude Zero-Balance = o Filters Applied
Paperless Billing Declined
A 24/ 20206 ELIZABETH A HATCHER
) unt 1051439053

Canlas, Judith R, MD and Neahring, lames M, MO in...

wsURANCE

= e J-Eeg Rauting Eeg W/Lsast 12 o

e 3
86379 2 e
284 99213 (CPT ¥ )-Office/Outpatient Establish
SELF-PaY I
040 B o ELIZABEIH A HAICHER
a o Martin, Christophe

1.4.2

. MDin DC MOB2 URCLOGY

Enter 'DOS' from UiPath queue into 'Service Date' filter and click 'Apply’

l Prof Tx Inquiry - 1 of 1 Guarantors ® 8
d C Lst - JGuaf:mnrAcpvmas & View Motes T, Queries ancuons‘ # GoTov + Fmizh | [ ] Hide Quick Filters ¥ All Filters Pre
~
Quick Filters ™e Service Date ling Provider £ Clear All ~
i Include Zero-Balance Filters Applied
£ Visit Accounts M Invaices [ Transactions ¥ Sortby VisitMumber ¥ Expand All & Collapse All  BJ &
. 2/20/2026 l | nsurance Seli-pay g
Visit Account 1051345780 Martin, Christopher, MD in DC MOE2 UROLOGY 369.00 0.00
x# Description Bill Out Code Bill Out Rate Meodifiers  Status Amaount Insurance... Seli-Pay .. Service Date Department .
283 99204 (CPT®)-PR 99244=Conversion-»99... 369.00 369.00 000 02/20/2026 DC MOB2 UROLD... Tt
IZE:
1.4.3 If no results are returned, create business exception (BI1)
1.4.3.1 Message: No records available for DOS
1.4.3.2 Action: Move to next record in processing queue
1.4.3.3 Result: Failure
1 . 1 .
1.4.4  Collect 'Provider' and CPT and add to UiPath queue
yg ) summary @ prot ™ inauiry &) Accounts (@) Payments () statements /Letters © History patiet . Coverages - = 2§
Prof Tx Inquiry - 1 of 1 Guarantors ®B r|C
Is] = st ~ | & Guarantor Acivites [ ViewNotes [ Queries = Funcions | & GoTo~ v Einish | [] Hide Quick Fiters ¥ All Fiflrs )
Quick Filters ™= Service Date Billing Provider & Clgar All i
Include Zero-Balance  ~ Filters Applied 1
*
) B Visit Accounts W Invoices &3 Transa ¥ Sortby: Visit Number ¥ ExpandAll A Collapse All §5 &
3 2/20/2026
~ o 2 BB Mertin, Christopher, MD in DC MOB2 UROLOGY l
N Te# Description Bill OutCode  Bil OutRate  Modifers Status Amount ins te Department I
I283 99204 (CPT®)-PR 99244=Conversion->99... 369.00 369.00 000 02/20/2026 DC MOB2 UROLO...

»

99204)(CPT®) - PR 99244=CONVERSION->99204 [12267] riginak 369.00 insurance: 369.00 Self-pay: 0.00

History EOB Encounter Related invoices Functions | Write Off Ins | Write Off SP | NRP

Summary
| £-cuicer, Martin, Christopher, D |
Urology

. Martin, Christopher, MD

ent: DC MOB2 UROLOGY
cation: DEACONESS MEDICAL OFFICE BUILDING 2

1) E27.8 - Other specified disorders of adrenal gland [Active]

None

1 Post date: 2/23/2026
e: EpicCare Ambulatory

1.4.5 Click 'GoTo' button and select ' Chart'
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1.4.6

@Summiry °Pror‘r:|nqulry |®|Amaunts o:vuymems @mmu;ms ) History Pstient

Prof Tx Inquiry - 1 of 1 Guarantors

1.4.7  Apply 'Date' filter from DOS in UiPath WQ

12

= = List v | = Guarantor Acivities [5) View Notes O3 Queriss = Functiong | # GoTov | Einien | [ Hige Quick Fille
- . . L] VEN
Quick Filters T # Service Date Billing
[E Cineal Encounter Revisw Repart
Include Zero-Balance = | || Filte
“p Encounter
B Visit Accounts M Invoices ¥ Transactions EF Registraton - ysn Mumbe
Patient I
2/20/2026 |y éppoinimant Dask
Visit Account 1051345780 Martin, Christopher, MD in DC MOFZ 2
B Chart
Te# Description Bill Qut Code  Bill Qut Rate Modil ™ Fabisnt Station fance...
Izna. 99204 [CPTE)-PR 99244=Conversion->39... A Referel Lookug [359,00
&% E=gistration - Patient
Salf-Pay
& Communicaticn Preferences
(#3! Financial Assistance Summary
Account Malntenance
[l
- i= Entzrprise Guarantor Summary
@ 99204 (CPT®) - PR 99244=CONVERSION->99204 [1Z267) [7, Hespital Account COrigi
Summary | History EOB Encounter  Related Invoices & Lisbility Buckets F
. 1 . 1 1 1 H
Click 'Chart Review' tab and select 'Notes' section
2| == Snapih§t @ Chart Review | lorder Inquiry Specimen inquiry  Results Review  |dentity Manager
r | Chart Review
|
" Encountsrgl MNotes | Meds Labs Imaging Procedures Card Proc  ECG  Other Orders Episodes Letters Feferrals =
W] Braview | £ Refrash | =, Route | U1p Encounter | Lagacy EMRs
T Fifters | [[] Deaceonass Patiant Fi... | [] Admissions
-
] Vihen CEN Type Department Spedalty Frovider Description
Upcoming Visits
IFI 03124/2026 847291855 X Surgery GHOR Urology Robotic  Martin, Christopher, MD ROBOTIC-ASSISTE. ..
03/24/2026 847291945 @& Pro_admit GWORTSDS SURGICAL SER Martin. Christopher, MD
Recent Visits
03/11/2026 843358822 L Results Follow-Up DFM Fam Med Simpson, Hannah E, DO LIPID PROFILE
0 0310/2026 843943748 &  Office Visit DFM Fam Mead Simpson, Hannah E, D0 Altention deficit hyper...
B 03032026 B4TE50346 5 Patient Mezsage DSPOTENDO Enda Akabogu, Nwamaka, MO lab orders?

Protc



1.4.8

1.4.9

1.4.91
1.49.2
1.49.3

1.4.10

« SnapShot

Chart Review
P  Encounters | Notes

(W] Preview | %2 Refresh

@ Chart Review

ui; Route |

Order Inquiry S

Meds Labs Imaging

Edit Note

T Filters | Default fiter | [OmMe [] Deaconess Patient Fi...

Department Specialty Auther Type
Encounter Date Servica
Encounter Departmant Tags
Encounter Type Taqg Creator
Type Diagnosis
Episocde Author Specialty
Status Author or Note Action
Author
m Exclude A
Author Count Last Date

[] Akabogu, Nwamaka, MD 2 0212372026

] Burnley John Michael MD 1 06/03/2008
[] Byrn, Nicolette M, CMA 1 11/28/2018
[] Canlas, Judith R, MD 1 02/24/2026
] Chou, Mike, MD 1 05/30/2018
[] Cummins, Madelyn 2 1212772025
[] Dalton, Joseph G, MD 4 09/28/2010
[] Edi, Transcription Convers... 2 05/04/2009
[ Fouts. James P. MD 1 10/08/2018
] Fugquay, Melissa, NP 1 07/16/2019

@ Save this Filter for Quick Access Later

Select filter criteria or apply a quick filter for options to
save.

Show notes with service dates:
From:| ‘ Tu:| |

_ —
Filter by ‘Author’ with ‘Provider’ value in UiPath queue

**Minor change: when searching for Author, Epic automatically selects other boxes named
“contains”. These need to be un-checked to not pull unnecessary data. Make sure only
provider's name is checked. Approved by Sharla, 4/27/2026. See example below:

 Author Research Study

[UEIEEY Exclude

Contains "Anwar” 03/30/2026

Contains "Karim" 03/30/2026
04/02/2026

[} Adeoye, Onade K, MD 03/11/2026

[] Al Ghoula, Faysal, MD 04/012026

[[] Aberto, Marcos A, MD 03/23/2026

[] Altstadt, Alexis, RN

5

5
Contains "MD" 68

1

4

1

1 03/23/2026

6

[] Amin, Kirtan, MD 03/30/2026

r‘ M Anwar, Karim, MD 5 03/30/2026 I

If no data is returned, then create Business Exception (BI2)
Message: No data returned for PT DOS
Action: Move on to next record

Log: Failure

Select notes applicable to DOS
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<« SnapShot @Cﬂan Review Order Inquiry Specmen Inquiry  Results Review  Identity Manager - &

Chart Review @ X
PN  Encounters MNotes Meds Labs Imaging Procedures CardProc ECG  OtherOrders  Episodes  Lemers  Referrals v Pr]nt Button

) DOs

[ Preview | £3 Reftesh | w2 Route Edit Note

@ Filters [IMe []Deaconess Fafient Fi < ClearFilters
Department Specialty Author Type n Encounter [ o & =11 W ENCECE
Encounter Date Service
Encounter Dapariment Tags — < . -
Enconntor Tona Ton Crastor s Manlp. Christopher, MD (3 Progress No

» g Martin - Physician Signed

Type Diagnosis il 02/20/2026 12:57 02/20/2026) Specialty: Urology

Episode Author Spedialty Encounter Date: 2/20/2026

Siatus Author or Note Action

Authi
caliron Expand Al Callapse Al
Y excue February 20, 2026

Author * Count  Last Date The patient was referred by Dr. Akabogu for the foll
reason(s): Left Adrenal Mass

[] Heerdt, Howard, DO 3 01/1772015 - .

12/17/2025 CT: Atypical appearance upper pole left

[] Hindahl, Nerma, MD 3 04/28/2010 of the abdomen and pelvis per renal mags protocol

warranted for additicnal evaluation. Findings are su

[] Kocher, Jared, ND -3 01/27/2015 amass.

‘ ) 12/27/2025 CT. Probable lefl adrenal myelolipoma.

[ Lodica, Peter J, MD 3 0171572012 \ mildly increased since October 2018,

Martin, Christopher, MO 1 0272012026 Dr. Akabogu HPI 2/16/26:

. History of Present liiness:
[] Mariz, Joseph D, DO 4 181082025 Patient is a 64-year-old female with hypothyroidism
. Hashimoto's thyroiditis, Meniere's disease, PTSD, &

[ Mayes, Megan E, N° ! virnei201s major depression, ADHD, referred to endocrinclogy

] McMullin, Juleann M, RN 1 1000812018 adrenal mass consuttation

] Moran, John E, MD B 02/26/2012 Patient had CT low-dosa lung screaning on 12/17/2

was incidentally found to have a possible left renal |
- AnnEmALn Quiheaniant °T shraman an 13271095 chawad 2

1.4.11 Click ‘Print’ to uncover Print to PDF function
1.4.12 Save file with designated naming convention to shared folder
1.4.12.1.1 [Patient Name][DOS]

ex. MamaBear03192026

1.4.13 Click ‘Quick Disclosure’ and click patient in ‘currently open’ box

OoeeEe - o
- Releases F]l* @ &SPint » Crlogout ~

SUPPORT] Al

E] FUWQ Summary Feport ] FUWQ Fayor Lag Time Repor: Ousck

o snapshat OCMI’! Review  Orderinquiry Specimen Inquiry  Results Review  Kdentity Man.

Chart Review

ECG ther Orders Letters  Referrals =

P Encounters  Notes Meds Labs  Imaging  Procedures

A Prevew | 3 Reresn

SOCIAL DRIVERS (I Eimers (| Data [ me & Clgar Fie

m & " ?spanmsn‘.sue: alty »:w?r Type [ Fin Encounter [ s AN TN ] S@s-pH
Encounter Date Service

iz Encounter Department Tog tNates — L. Martin, Christopher, MD L& pragress No
Encounter Typs Tag Creator . fs ic) Physician S
Type Diagnosis 2 022002026 1257 0212012026 Specialne Unsloay

solation: Nane e - i - ay

1.4.14 Anthem Quick Disclosure
1.4.14.1 Type 'Anthem’ and select 'Anthem [8100000485]' in ‘Recipient’ field

14
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Quick Disclosure

Relation
]
Address: Nong
Purpase

o
Info Released

] + Add
[ Authorization received

=+ Add Cgmment

Disclosed by BACKGROUND, AL

1.4.14.2
Released'

1.4.14.3 Click ‘Accept’

1.4.15 Humana Quick Disclosure
Type 'Humana' and select 'Humana [810003303] from drop down into ‘Recipient’

1.4.15.1
field

Diate af birth -

Provider

Defauit

Date: 31902026 -

Cancel

Select 'Billing/ Claims Additional Info' for 'Purpose’ and 'Progress Notes' for 'Info

Quick Disclosure

Ralation

Infa Releazed

[: ] + Add

[ Authorization received

=+ Add Cgmment

Disclosed by BACKGROUND, AL

1.4.15.2
Released'

1.4.15.3 Click ‘Accept’

Diat= af birth -

Provider

Defauit

Date: 31122026

x
Cancel

Select 'Billing/ Claims Additional Info' for 'Purpose’ and 'Progress Notes' for 'Info

1.5 Attach medical records into Availity
1.5.1  Launch Availity

1.5.2 Attach records for Anthem

15



1.5.2.1 Click 'Claims & Payments' and select 'Attachments-New'

::i'.‘? Ruaillity et - 0 roterations 1 & My Favorites

Patient Registration | Claims & Paymenls -~ N y Providers Payer Spaces More Repaorting

Claim Status & Payments EDI Clearinghouse Claims

2 Claim Status @ Payer List @ Aftachments - New

@ Appeals @ Transaction Enralimant @ Quick Glaims

7 Remittance Viewer 7 View Essentials Plans

& Cverpayments ' Claims & Encounters
| | E— ] |

1.5.2.2 Search for record using 'Patient Account Number' from UiPath s and click 'Search'’

Attéchments Dashboard

Search by Search Term

v Search Q

1.5.2.3 Click 'Upload Attachments'

r Leam about attachments Inbox
Provider Details

ESS HENDERSON HOSPITA

o o
1.5.2.4 Click ‘Add File’

Attachments Detail

ADDING ATTACHMENTS:
+This Health Plan supports file types including [peg. Jjpg. .pdf, M and 8L

sFile namos cannol contain Spacial CRaractorns With e exception of “spaces” and *_* and -~

Attachment nfo

11503-0 - Medical records © Add Fie

1.5.2.5 Navigate to shared folder and identify file [Patient Name][DOS]
1.5.2.5.1  Shared folder path

Networkk > deaconesscom > Shares » Departments » Patient Financial Service > Buffer > Insurance Follow-up >

1.5.2.6 Click ‘Submit

1.5.3 Attach records for Humana

16
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1.5.3.1

1.5.3.2
1.56.3.3
1.5.34
1.56.3.5

1.5.3.6
1.5.3.7
1.5.3.8
1.56.3.9

Select 'Organization’ from 'Provider Name' in UiPath

Medical Records Management

na

Enter 'TIN' from UiPath into 'Tax ID' field

Enter 'Patient Account Number' from UiPath into 'Patient account # field
Click 'Search’

Click 3 bars under 'Action' field and select 'Upload’

o o (o E— e— e

Under 'Document Type' select Medical Record

Click 'Browse Files'

Navigate to shared folder and identify file [Patient Name][DOS]
Click 'Submit'

1.6 Terminate all applications

1.7 End Performer

NOTE and Bl Enhancement

Adding Billing Indicator:

1. From UiPath queue

1.1 Pull patient acct number

1.2 Pull date of service

2. Go back to Epic

3. Select Prof TX Inquiry tab

4. Select Go To

5. Select Hospital Account

17
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p? |[[#BoTo~  Finish | ONBASE MRN

Visit

Patient
R Appointment Desk froro
5 Chant
"84 §2 Patient Station
00 3r Referral Lookup
E', Registration - Patent
Self-Pay
«§ Communication Preferences
9% & Financial Assistance Summary
it Account Maintenance

> | @ Hospita
B Lablity B

Go to Hospital Account (H)

6. Click the acct summary tab and account activities

Acct SuUmmary  Guar Summary Doc Review Prof Tx Inquiry Liability Buckets Coverages Codir

__,’ Acct Summary - 1 of 67 Accounts

3 = Ele‘ﬂAccoum vities ~

# GoTo~ « Finish ONBASE HAR ONBASE

Perform account activities on the current account only (Alt+ \/‘»J

| % Account Overview

7. Account activities will appear on right side of screen

8. In search box enter set billing indicator [299]

| Account Activity

b Other - BILLED
A Dt Acsiis

Favorites

¥r 1 Send SmartText Letter [298)

7 2 Set Billing Indicator [299] “

9. In Note area enter:
9.1 PB Pat Acct #__ DOS ___ Set billing indicator
9.2 Select Insurance
9.3 Select billing indicator: 1167
9.4 Select the add button

9.5 Select accept in bottom right or screen
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Bermrt Acv,

-

S0 88 it mer [799] o At Aty

¥ Add Mote

me - = _]®

¥ Update Bdlng Induaton

|-un.- "

®
| — ==
Add Note
10. From UiPath queue
10.1 Pull date of service
10.2 Pull provider name
10.3 Humana or Anthem
11. While in patient’s account in Epic, Go to Prof TX Inquiry tab

12. Select guarantor activities

@Sunmuy .meTXlany (illmmts ’hymems @M

Prof Tx Inquiry - 1 of 1 Guarantors

e Est v g%wamAmns (5 View Notes [ Queries = Fynctions
¥

Quick Filters ¢ Launch guarantor activities for the current guarantor AkaT) |

5
—

Include Voided/Reversed v

13. In the right-side pop-up panel
13.1 Enter Add guarantor account note [480]
14. In note area enter for Humana:
14.1 PB DOS___, Name of provider ____ (last, first, credential, however listed in Availity)

Humana requested medical records. Submitted on Availity through Medical Records
Management with progress note for DOS.
Select Insurance in type

See Example for Humana
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Guarantor Activity

= PersonalFamiy - Sel "

Add Guarantor Account Note [480) Choose Ancther Activity

[ Add Guarantor Note

D% |6 O &> B0

PB DOS 12/02/25 Ali, Amjad MD. Humana Medicare requested medical records. Submitted
on Availity through Medical Records Management with progress note for both DOS.

OR:

14.2 In Note area enter for ANTHEM:

PB DOS ____, name of provider (last, first, credential, however listed in Availity)

Anthem requested medical records. Submitted progress notes for DOS via attachment on
Availity.

Select Insurance in type

See Example for Anthem

Guarantor Activity

L] PersonalFamiy - Sair
Add Guarantor Account Note [480] Chooge Ancther Activity

 Add Guarantor Note

> ) B 10
|HVB DOS 12/02/25 Ali, Amjad MD. Anthem requested medical records. Submitted plogrcss ’l

notes for both DOS via attachment on Availity

Visit Account

15. Click accept at the bottom right

16. Go back to main process, step

2.4 Toolkit documentation

The table below provides a list of toolkits and links to the completed RO, planning toolkits, and
any additional design documentation
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Toolkit Link to documentation Comments

Plan Toolkit Detailed description of input and output
fields

2.5 Out of scope

The table below provides a list of automation scenarios or account populations that are out of
scope or unobtainable

Scenario / Population ‘ Rationale Comments
Exclude Select Current workflow requires manual These items will fall as
Specialty and outreach (fax or secure email), often exceptions for manual
Encompass locations | taking up to 14 days. 15-20% of the intervention.
volume
Exclude Skilled Scanned document dates won't These items will fall as
Nursing Facilities match the date of service. Could be exceptions for manual
up to 1 month date difference intervention.

APPROVAL

3.1 Approval

Upon review and approval of this Process Definition Document (PDD), |, on hereby
approve this plan for development.

| acknowledge that while this automation will experience downtime, the ultimate responsibility for
the process remains with my department. | commit to collaborating with the automation team to
maintain the automation and meet our uptime goal. This commitment extends to ongoing
responsibilities, including but not limited to: testing, implementing enhancements, handling break-
fix scenarios, managing application upgrades, and supporting process changes or improvements
as required.

3.2 Future Initiatives

Below is a list of future operational, technical, or known application changes that may impact the
automation

e Epic currently at Version: February 2025. There are 2 planned upgrades in 2026:

1. The first Epic Upgrade project is already underway and involves a double upgrade,
bringing us to versions May 2025 and August 2025. We plan to upgrade our Epic
production environment on Sunday, April 12, 2026.



2. Following that, in early May, we'll kick off our next Epic Upgrade project. This will
also be a double upgrade, taking us to versions November 2025 and February 2026. The
upgrade for this project is scheduled for Sunday, July 12, 2026.

3.3 Downtime Plans

Below are the actions the operational team will take in the event of automation downtime

Scenario Action (taken by operations) Contact

Level 1
Downtime = 1-2 days
Level 2
Downtime = 2-7 days
Level 3
Downtime = 7-14 days
Level 4

Downtime = Indefinitely

3.4 Revisions

Complete the table below for any document revisions

Section/page Revision summary Author
1 3/19/2026 All Added detailed prose Michael
Bordador
2 4/3/2026 3.2 Added Epic upgrades for 2026 Kim Anderson
3 4/7/2026 2.5 Added out of scope items Kim Anderson
4/17/2026 Approved Business Team
4/27/2026 1.4.8 Clarification, approved by business Kim Anderson
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