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Welcome to the Batching section of OneSource! This section will allow you
to enter multiple patients at one time to create a “batch.” Over the next few
pages we will explain the process for Eligibility batching.

To begin, simply choose the payer you desire as displayed below. For this
example we will choose Medi-Cal.
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Once you have chosen your desired payer your entry screen will appear as
displayed below.

Immediate response available.

Medi-Cal Eligibility

Provider: | PHC-Test(00c2893580) v |

Insured ID: | |

Patient Date of Birth: |:|
Card Issue Date: |:|
Date of Service: 04/27,/2008

=2

e patch |~y patches |y Sigies

Items in BOLD are required.

To begin your batch, simply click “New Batch.”

Immediate response available.

Medi-Cal Eligibility

Provider: | PHC-Test (00c239330) v

Insured ID: | |

Patient Date of Birth: |:|
Card Issue Date: |:|
Date of Service: 04/21/2008

@

“new patch |y patches |y singes

Items in BOLD are reguired.

>



Once you click “New Batch” a pop-up box will appear.

You will first notice a Batch ID number, in this case 001. This identifies the
number of batches you have run for that day.

EEIX

I= Passport OneSource - Windows Internet Explorer

Create New Medi-Cal Batch

1D- 001 Shared Batch? []
Batch Label (optional): ||

Next, you have the option to share your batch. By clicking the “Shared
Batch” box you will share your responses with everyone at your facility.

= Passport OneSource - Windows Internet Explorer |:||:,[z|

Create New Medi-Cal Batch

Batch ID- 001 Shared Batch? _

Batch Label {optional): | |




You will also have the option to label your batch. For this example we
labeled the batch “My Monday Medi-Cal Batch.”

Is Passport OneSource - Windows Internet Explorer, |Z||:,r>__(|

Create New Medi-Cal Batch

Batch ID: 001 Shared Batch?
Batch Label {optional): |f‘uf’lj-,-r Monday Medi-Cal Batch

Once you have completed this you are ready to hit the “Go!” button as
displayed below.

EEX]

= Passport OneSource - Windows Internet Explorer

Create New Medi-Cal Batch

Batch ID: 001 Shared Batch?
Batch Label {optional): |I"-£I3-,-r Monday Medi-Cal Batch




Once you click the “Go” button, your screen will refresh. You are now in
“Batch Mode.” The “Batch Box” shown below identifies the batch by the
batch number and title (if you chose to title the batch) and the “Last
Inquiry” which in this example is “None.”

Immediate response available.

Medi-Cal Eligibility

‘ 001: My Monday Medi-Cal Batch

Provider: | (00c239330) v

Insured ID: | |

Patient Date of Birth: |:|
Card Issue Date: |:|
Date of Service: 04/21/2008

@

Exit Batch Mode

ootch Rt ] New vatch ] iy batches |y simles |

Items in BOLD are regquired.




Next, begin by entering your first patient’s information and click the “Go”
button.

Immediate response available.

Medi-Cal Eligibility

oo0i: My Monday Medi-Cal Batch

Provider: | (00c239830) '
Required

Insured ID: | 123456784 | Search

Patient Date of Birth: | 06/13/1872 Criteria

Card Issue Date: |:|
Date of Service: 04/21/2008

— 2

Exit Batch Mode

" dotch Resutts | New patch |y potches |y stngles

Itermiz in BOLD are requiraed.



Once you have clicked the “Go” button your information will move from the
search fields into the “Batch Box” as shown below. Now, instead of
displaying “Last Inquiry: None”, you should see “Last Inquiry: #1” and the
search criteria that was input.

Immediate response available.

Medi-Cal Eligibility

001i: My Monday Medi-Cal Batch

=1: 00czeses0 123456789 0s&/12/1972 04/21/2008

Provider: (00289830 v

Insured ID: || |

Patient Date of Birth: |:|
Card Issue Date: |:|
Date of Service: 0472172008

@

Exit Batch Mode

Items in BOLD are regquired.




You are now ready to enter your second patient. Simply enter the patient’s
information as displayed below.

*NOTE: For this example we have entered the SAME patient twice.

Once you have entered your second patient click “Go.”

Immediate response available.

Medi-Cal Eligibility

001i: My Monday Medi-Cal Batch

=1: 00czE5880 123496739 06/13/1572 04/21i/2008

Provider: | (00c239330) v

Insured ID: | 1234567849 |

Patient Date of Birth: | 06121972
Card Issue Date: |:|
Date of Service: 0427172008

2 4=mm

Exit Batch Mode

" atch Results | New batch |y Botches |y simgles

Items in BOLD are required.




Once again, when you click the “Go” button your information will move
from the search fields into the “Batch Box” as displayed below. You
should now have 2 inquiries in the “Last Inquiry” section.

Immediate response available.

Medi-Cal Eligibility

001: My Monday Medi-Cal Batch

£2: 00c289880 1234567689 06/13/1972 04/21/2008

Provider: | (00c239330) v
Insured ID: | |

Patient Date of Birth: |:|
Card Issue Date: |:|
Date of Service: 04/21/2008

@

Exit Batch Mode
™ batch Results ] ooscn g Py Batches | My Singles |

Items in BOLD are regquired.

Once you have entered all of the patients in your batch, you can retrieve
the results by simply clicking “Batch Results.”



Once you have clicked “Batch Results” a new window will open and the
following information will be shown. This will be a summary view of the
eligibility results for the patients you entered.

PASSPORT ONESOURCE"

[Unread ] | My Batches | | My Single Inquiries | | Shared Batches |

E/TIME SEARCH CRITERIA RESPONSE STATUS | PAYER/DATA PROVIDER VIEW

1 04/21/2008  Provider ID: 00c289880 | Eligible Done Medi-Cal Not Viewed
06:14 PM | Insured ID: 123456783 | Name: SMITH, PATIENT Eligibility
Patient Date of Birth: 0s/13/1372 Insured ID: 3548153650 @
Date of Service: 04/21/2008  DOB: 8/13/1372 @ @
Sex: M
2 04/21/2008  Provider ID: 00c2859880 | Eligible Done Medi-Cal Not Viewed
06:15PM | Insured ID: 123456730 | Name: SMITH, PATIENT Eligibility
Patient Date of Birth: 05/13/1572 Insured ID: 545153650 @
Date of Service: 04/z1/2008  DOB: §/13/1572 @ @
Sex: M

[%ﬂ View/Frint &l Detailed Responzes

To view a particular response, simply click the envelopes under “View” on
the right hand side.
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PASSPORT ONESOURCE"

| Unread | | My Batches | | My Single Inuiries | | Shared Batches |

. SEARCH CRITERIA RESPONSE VIEW

1 04/21/2008 | Provider ID: 00c285880 | Eligible Done Medi-Cal Not Viewsd
06:14 PM | Insured ID: 123456789 Name: SMITH, PATIENT Eligibility

Patient Date of Birth: 06/13/1572 Insured ID: 545133830

Date of Service: 04/z1/z008 | DOB: 8/13/1872 @ @ @

Sex: M
2 04/21/2008 Provider ID: 00cz89820 | Eligible Done Medi- Cal Mot Viewsad
0815 PM Insured ID: 123456789 | Name: SMITH, PATIENT Eligibility

Patient Date of Birth: 06/13/1572 Insured ID: 545133830

Date of Service: 04/21/200g | DOB: 8/13/1572 @ @ @

Sex: M

E%ﬂ view/Print &ll Detailed Reszponzes

To view all of the responses at one time, simply click “View/Print All
Detailed Responses” at the bottom of the screen.

PASSPORT ONESOURCE"

| Unread | | My Batches | | My Single Inuiries | | Shared Batches |

IL: Y
. SEARCH CRITERIA RESPONSE VIEW

1 04/21/2008  Provider ID: 0o0c289820 | Eligible Cone Medi- Cal Mot Viewsed
06:14 PM | Insured 1D: 123456789  Name: SMITH, RATIENT Eligibility

Patient Date of Birth: 05/13/1572 Insured ID: 545133530

Date of Service: 04/21/z008 | DOB: 8/13/1572 @ @ @

Sex: M
2 04/21/20028  Provider ID: 00229220 | Eligible Done Medi- Cal Mot Viewsad
08:15 PM Insured I1D: 123456769 Name: SMITH, PATIENT Eligibility

Patient Date of Birth: 05/13/1572 Insured ID: 3545153650

Date of Service: 04/21/z00g | DOB: 8/13/1572 @ @ @

Sex: M

E%ﬂ view/Print &ll Detailed Reszponzes
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When you click “View/Print All Detailed Responses,” it will display a new
window containing each response you ran in that particular batch. They
will be identified by the response number at the top.

= Passport OneSource - Windows Internet Explorer,

iew / Print All Detail Page

Dhetail: for responze =1 —
Medi-Cal Eligibility This message will

be at the top of

WNOTICE: This infemation iz clazsifiad 2 individuslly identifisble hesltheses infemation snd iz each IndIVIdual
confidentizl vee of the suthorized raquestor. Any vnenthorizad vee or dizclosers of thizs infematiof

response
T included in this
Recipient is Eligible batch.
SEARCH CRITERIA
Provider 1D: 00c289880
Insured ID- 123456789

Patient Date of Birth: 06/13/1972
Date of Service: 04/21/2008

SUBSCRIBER
Name: SMITH, PATIENT

Member ID Number: 123456789

||<
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By clicking the printer icon you have the ability to print out every single
response in that batch with a single button.

*NOTE: There will be a page break in between each response.

£ Passport OneSource - Windows Internet Explorer

iew /Print All Detail Page

Dhetails for rezponze =1
Medi-Cal Eligibility

MNOTICE: Thiz information iz clzzsifiad 2z individually identifizbla heslthesrs information end iz intendad stictly for the
confidentisl vea of the suthorized requastor. Any vnsuthorized wee or dizclosure of this infbemstion iz prohibited.

Recipient is Eligible
SEARCH CRITERIA
Provider ID: 00c289880
Insured ID: 123456755

Patient Date of Birth: 06/13/1972
Date of Service: 04/21/2008

SUBSCRIBER
Name: SMITH, PATIEMT

Member ID Number; 123456783

|4
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Viewing My Batches and Shared Batches

As you learned before, you can view the transactions that you’ve ran for
the past 7 days. This is true for both your Batches and Shared Batches.
To access either your Batches or Shared Batches, simply click “My
Transactions” from the left side of your home screen.
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A new window will open, and the view will be of your “Single Transactions™.
Simply click “My Batches” to access your current batches.

PAS

RT ONESOURCE"

| Unread | | My Batches | | My Singlelnguiries | | Shared Batches |

RESPONSE

1| 04/18/2008 | NPI: 14357392904
10:37 AM Subscriber ID: TEEEEEEREE]
Date of Birth: 09/10/ 1944

Service Type Code: =0
Date of Service: o4/17/2008

Eligible

Name: SMITH, PATIEMT
Member ID: 1111111111
DOB: 9/10/1944

Sex: M

Viewed

&

CIGMNA
Eligibility

e

[§ﬁ View/Print All Detailed Responses

Your screen will refresh and a summary of your current batches will be

displayed.

PASSPORT ONESOURCE"

Unread | | My Batches | | My Single Inguiries | | Shared Batehes |

LABEL

MY B or IY

05:20:14 PM | 001-Wly Monday Medi-Cal Batch | 2 complete of 2

PAYER/DATA PROVIDER | VIEW
(Click for New Search)

IMedi-Cal Viswad
Eligibility

16




To view the details of a particular batch, simply click the “View” button.
Remember that you can switch the view to a different day by using the drop
down menu in the date field.

If you would like to view a listing of all “Shared Batches” for the facility,
simply click the tab labeled “Shared Batches.”

PASSPORT ONESOURCE"

Unread | | My Batches | | Wy Single Inguities | | Shared Batches |

MY BATCHES FOR [igiralpduy

05:20:14 PM | 001-My Monday Medi-Cal Batch | 2 complete of 2 IMedi-Cal

Eligibility

17



The “Shared Batches” tab will display every batch that has been shared by
anyone at your facility on that particular date. You will notice the name of
the user who has shared the batch along with any label or batch
description they entered.

PASSPORT ONESOURCE"

| Unread | My Batches | | My Single Inuiries | | Shared Batches |

SHARED BATCHES FOR [IR/PaTus ey

TIME LABEL USER NAME | BATCH STATUS | BY

05:20:14 PM | 001-My Maonday Medi-Cal Batch | Kristen Byrd | 2 complete of 2 [Medi-Cal Viswed

Eligibility

To view the results of a shared batch, simply click the envelope button
under “View.” The results will display exactly the same as they did before
in “My Batches.”
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