DOL Image Search Profile

Quick Reference Guide

This Quick Reference Guide outlines the DOL Image Search Profile functions.
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DOL Image Search Profile

Welcome to the Workers" Compensation Medical Bill Process System

1. Select the DOL Image Search profile from the eCAMS
Profile drop-down menu. | l
2. Select the Go button. V’

Powwrsd by CNSI

The WCMBP SyStem Home page WI” open. Select a profile to use during this*‘ﬁ:
Profile: DOL Image Search v
Favorite; | Select Favarite v/ ® eo 4—9

Legacy Documents Search List Option
Documents that providers submitted in the legacy system or generated by the legacy system are referred to as legacy

documents.
Providers enrolled with the legacy system and migrated to the WCMBP System are referred to as legacy providers.

This section outlines the process to search and view such legacy documents.

sy | M | aimn- | <— @
1. From the top of the WCMBP System page, il MAILROOM MAINTENANCE
select the Admin tab. % Mylnbox Legacy Documents Search List
2. Select the Legacy Documents Search List | Mailroom Documents Search List 7 |
option from the Admin menu. Initially, the O Close || @ Manage Alerts CaseFile Documents Search List 4
system doesn’t display any records. # My Reminders
Filter By : L - Read Status
The remainder of this section will #  Legacy Documents Search List
highlight a search for RVs for a specific _
. Filter By : | hO T— And v
provider. _
Authorization 1 Received Jn | Al v || @ce
Claimant ID
DCN
DCN File Name WOQMEBP Provider ID Claimant ID TCN File N
3. Select the Filter By drop-down menu to AT | Image Title o & B o
. . . . . Parent DCMN
select a filter criteria option. For this example, Program Name No Records Found !
H H Provider Tax 1D
we will select the WCMBP Provider Rorotrad Date
ID filter option. TCN _
WCMEP Provider ID
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4. Enter the WCMBP Provider ID in the
blank field to the right of the selected
filter option.

Legacy Documents Search List »
Filter By : 'WCMBP Provider ID v 117 h e v
And v Received In| Al v | @ Go
@ Clear Filter [ Save Filter | ¥ My Filters ~

DCN Program Name WOCMBP Provider ID ClaimantID TCN File Name Image Title Received Date Provider Tax ID
AY AY AY AY AT AT AY AV AY

Ne Records Found !

5. Inthe next drop-down field, select the
Image Title filter option.

Legacy Documents Search List

Filter By : | WCMEF Provider ID v | 117

And v
Claimant ID
DCN

File Name
Image Title
Parent DCN
Program Name
Provider Tax ID
Received Date

TCN

WCMBP Provider ID

DCN Program Name WCMBP Provider ID ClaimantID TCN File Nam Date

AT AY AY AY AT AY AY

No Records Found !

And v 4 9
Authorization 1D Go

Y My Filters v

Provider Tax ID

6. Enter the Image Title as Remit% in the
blank field to the right of the selected
filter option.

Note: The percent symbol (%) is a “wildcard”
character that allows you to substitute one or
more characters in your search. In

this case, the use of the percent symbol at the
end of “Remit” will search for all Image Titles
that begin with Remit. This

wildcard character is especially useful if you
are unsure of the full search term. The
percent symbol can also be used in the
beginning or middle of typed characters.

Legacy Documents Search List 1 »~
Filter By : | WCMEP Provider ID v || 117 And  Image Title ~ || Remit%
And v Received In Al v || ®cGo
@® Clear Filter  [&) Save Filter = Y My Filters v

DCN Program Name WCMBP ProviderID ClaimantID TCN File Name Image Title Received Date
AY AY AY AY AY AY AT AT AY

No Records Found !

Provider Tax 1D

7. By default, the system retrieves all
documents received. In order to view
document received within the last 6, 12,
or 24 montbhs, select a different value for
the Received In filter.

8. Select the Go button.

Legacy Documents Search List

rovider
Tax ID

Filter By :  WCMBP Provider ID ~ | 117 And | Image Title ~ || Remit%
And v Received In| Al \{
OG0 | e ® ClearFilter | [y £7) 5242 months
Last 24 months
Last 6 months
Program WCMBEP Claimant . -
DCN Name Provider ID D TCN File Name Image Title Date
AY AY AY AY

AT AY AY AT

AY
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Legacy Documents Search List -~
Filter By : | WCMEP Provider ID | 117 And | Image Title v || Remit%
And v ReceivedIn | ast 12 months v
. . ® Go ® Clear Filter | [ Save Filter ¥ My Filters v
9. Select the DCN hyperlink to view the RV.
Program  WCMBP  Claimant - - Received Provider
e Name ProviderD D N et e BE0 L Pl v i ID
AW re AT AV AT
Remittance
202004260002671 DFEC ) 1172032001120200430010.pdf Vouch 04/30/2020
ouchers

Mailroom Documents Search List Option
This section describes the process of using the Mailroom Documents Search List option to search and view

documents processed through the mailroom.

eCANS Mylnbox ~  Admin ~

O

celectthe aaminte. susoonmrcwc: [

2. Select Mailroom Documents Search List > Mylnbox . regsey Documents Searen List ot
option from the Admin menu. The system Mailroom Documents Search List <= Q
will display mailroom documents that are
available to you.

© Close | (& Manage Alerts

e

CaseFile Documents Search List

& My Reminders

Filter By : w - Read Status

Mailroom Documents Search List ”~
Filter By : v And v And
‘Application ID Received In  All v ©®Go
Case Number
Case System DCN @ ClearFilter | [ Save Filter ¥ My Filters v
3. You will utilize the filters if you need to Claimant Firs: Name
Claimant Last Name PA
H H Created Date < DO Case WCMBP Received  Created
na rrOW the ||St Of FESU|tS. FOF thIS DC:‘ DCM - pe Ng Name  Number ProviderID TC'N ?‘?‘?‘,:"Ses: Scanl]ﬂte Date Date
. Y re . District Office Cods v av Av Av av + av 4 av AV
example, we will utilize the Created Date Distict Office Name
Document Group FECA -
H H Document Type
filter option. 13230201 Griginated Fax P1500 DFEC  National 3000 05/12/2021 0912772021 0912772021
PA Request Number Office
Program Name
Provider Name (A==
126600699 Provider Tax ID P1500 DFEC Mational 09/23/2021 09/23/2021 09/27/2021
Received Date Office
Received Fax
Scan Date - FECA-

1266006968 BILLDocuments OWCP1500 DFEC ~ National 09/23/2021 09/23/2021 0912772021
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Office

Mailroom Documents Search List L
4. Enter date or date range in the blank
. . . Filter By : Created Date v 09/24/2021 *| 0912772021 And b And
fields to the right of the selected filter . L v|[@a
0pt|0n. e ’ @ ClearFilter | [ Save Filter ¥ My Filters ~
5. Once all filter choices are selected, select =
DCN Document Document Program DO Case WC_MBP TCN Request Scan Date Received Created
Gi T N Ni Numb Provider ID Dats Dats
the Go button. PO O e el s by PR £ o v 0 .
Mailroom Documents Search List ~
Filter By : 08/24/2021 *| 092712021 And - And
6. Select the DCN hyperlink to view the v Receivedin 41 MICE @ Clear Fiker | By Sove Fiter | ¥ by Fiers >
Mailroom Document Imaging Search :
ging e gy DGO PO 00 Cot WOMED o e 0w WSSl
Summary. o . av AT avoav av o umber| 4 av av
/ FECA-
1180302619 BlILLDocuments OWCP1500 DFEC National ] 50000 05/06/0197 09/26/2021 09/26/2021

The Mailroom Document Imaging Search
Summary displays. It lists the Source, Form
Name, Program Name, District Office, TCN
number, Attachment Image name, Case
Number, Page Count, Scan Date, Received
Date, WCMBP Provider ID, Applicant ID,
Provider Name, Claimant Name, PA Request
Number, and Image Meta Data.

7. Select the Attachment Image blue
hyperlink to open the scanned image.

8. Select the WMBP Provider ID blue
hyperlink to view the provider details.

Mailroom Document Imaging Search Summary

Source: PAPER
Program Name: DFEC
TCN: 50000
Case Number: .

Scan Date:  05/06/0197

WCMBP Provider ID:

Fﬁider Name:
eiimant Name:

PA Request Number:

CaseFile Documents Search List Option
This section describes the process of using the CaseFile Documents Search List option to search and view Case Create

or Case Supporting documents.

Form Name: 10001-0WCP1500

District Office: 52-FECA - National Office
Attachment Image: 9.TIF
Page Count:

0 Received Date:

Application ID

09/26/2021

Provider Tax ID:
Claimant Last Name:

Image Meta Data:

1. From the top of the WCMBP System page,
select the Admin tab.

2. Select the CaseFile Documents Search
List option from the Admin menu. The
system will display CaseFile Documents
that are available to you.

eCf;I:ﬂS' My Inbox ~
@ v’ f
»  Mylnbox
€ Cloze | (& Manage Alerts

My Reminders

Bl MAILROOM MAINTENANCE

Legacy Documents Search List W

Mailroom Documents Search List k.1

CaseFile Documents Search List < uein e

Filter By : L

Read Status
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i CaseFile Documents Search List el
. . . . Filter By : And w And
3. You will utilize the filters if you need to =
Case Number ®co @ Clear Fitter | [ Save Filter Y My Filters v
narrow the list of results. For this Catsgory
ategory Code
. HR " =3 Workflow Category Subject Received Created
example, we will utilize the Scan Date DCN | CrestedDele  Program  Coonory Code | SOV Coge  Sublect  ScanDate T oo
. . Program AY AY AT AT AT
filter option. o Dt S
Sca.n Date 4—— Q Mo Action
012458129 Subject DFEC espondence & AND 633 09/23/2021 09/23/2021 09/27/2021
Subject Code SOAF Reqossd
CaseFile Documents Search List »~
. Filter By : Scan Date ~ * And ~ And
4. Enter a date or date range in the blank \ 7
. . . hd ®co @ Clear Filter  [&) Save Filter ¥ My Filters »
fields to the right of the selected filter ﬂ
i Case Office flow Category Subject _ Received Created
Optlon : DCH Number Code P9 Catenory Code Category “ro,. Subject ScanDate ", . Date
AY - - AT - . AY - AY AT . —
CaseFile Documents Search List el
Filter By : Scan Date v 081212021 * And And
hd Oco Case Number ilta 95 Filter | Y My Filters ~
5. Next, we will use the Case Number filter Categony o
v
. Case Office Workflow Category Created Date L Received Created
option. DN number code PTO9P™  Caegory  coge o o o ibject ScanDate e Date
AT AT AT AY Fmgram AY AT
Received Date
0002391267 DEM DEEQIC Comrespondence 9 Meq scan Date e 09/21/2021 09/21/2021 0972472021
0002741267 CLE DEEOIC Comespondence 9 Meg Subject e 09/21/2021 09/21/2021 0972472021
Subject Code
ARRRATI9ET ¢ REM REEAIS  Aaracnandanen 6 WA AT o ARFAAATE AYERATE ARA AR
. - CaseFile Documents Search List »
6. Enter the Case Number in the blank field /e
to the right of the selected filter. Filter By : | ScanDate v 09212021 | * And Case Number v = And
7. Once all filter choices are selected, select v 0% | o B ey
the Go button : . ;
. Case Office Workflow Category Subject . Received Created
DCN Number Caode Program Cafenorv Coda Category Code Subject | Scan Date Nata Nata
#  CaseFile Documents Search List »~
Filter By : Scan Date v || 0972172021 * And | Case Number ~ * And
v ® Go @ Clear Filter [ Save Filter | Y My Filters v
8- SeIeCt the DCN hyperllnk to Open the DCN Office Program Workflow Category Catego Subject Subject Scan Date Received Created
v mber Code ﬂ' Category Code E D Code ]' . Date Date
document. . av vy av av . iyt . av av
0002531267 CLE DEEQIC Comrespondence 9 Medical 0 Mone  09/21/2021 0921/2021 0%/24/2021
0002511267 CLE DEEQIC Cormrespondence 9 Medical 0 Mone  09/21/2021 0%/21/2021 00/24/2021
0002541267 CLE DEEOQIC | Correspondence 9 Medical 0 Mone  09/21/2021 0%/21/2021 09/24/2021
0002521267 CLE  DEEDIC Comespondence 9 Medical 0 None  09/21/2021 09/21/2021 09/24/2021
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