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1. Getting Started 

Welcome to the Claims Administration application. The Claims Administration application 
contains a set of optional, extendable features that allow Plans to create, process, and manage 
Inter-Plan claim inventory. Claims Administration will provide the equivalent functionality that is 
presently available through the Online Entry and Correction (OEC) and Home Plan Aid (HPA) 
Workstation, as these ITS functionalities will be sunsetted. 

1.1 About This Manual 

This user manual explains how to use the features within the Claims Administration application 
that are available for Release 17.5. Functions and features that are new for Release 17.5 are 
indicated by the phrase “New for Release 17.5” in bold face type throughout this manual.  

Starting with Release 17.5, any mention of the term “Alpha Prefix” in prior releases will now be 
defined and documented as “Prefix”.  

Sections in This Manual 

Chapter Description 
Chapter 2: Navigation and 
Basic Features 

This chapter explains how to navigate the Claims Administration 
application and how to perform several basic features. 

Chapter 3: Managing SFs This chapter describes how to manage SFs. 
Chapter 4: Managing DFs This chapter describes how to manage DFs. 

Reference Documents 

Find supporting documentation for the Claims Administration application on BlueWeb. 

Document Description 
Blue2 User Manual Reference this manual to learn how to use the Blue2 application. 
Blue² Demos Reference these to learn how to perform functions within the Blue² 

application (posted to BlueWeb R17.5 Metadata page). 
Claims Administration Demos Reference these to learn how to perform functions within Blue² Claims 

Administration application (posted to BlueWeb R17.5 Metadata page). 

1.2 Permissions 

This manual describes all the features available in the Claims Administration application. If you 
do not have access to some of the available features, please contact your Plan’s Blue2 System 
Administrator to determine if you should have permission to access the feature. 
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If a feature has been disabled, the Main Menu item will either appear faded or not appear at all 
like the screenshot below. 

 
Claims Administration Main Menu Page  

1.3 Starting the Claims Administration Application 

Access the Claims Administration application from Blue2. To learn how to access or log on to 
Blue2, see the Blue2 User Manual. 

1.3.1. Log On to the Claims Administration Application 

From Blue2, select the Claims Admin button on the Application Header. 

 
Blue2 Main Page 

The Claims Administration application will appear.  Either the Host or Home tab will appear 
depending on what tab is active in Blue² when the Claims Administration button was selected. 
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Claims Administration Main Menu Page (Host)  

 
Claims Administration Main Menu Page (Home) 

Single Sign On capability – Along with Blue2, users are provided with the option to log in to a 
local application and access the following Claims Administration screens without being required 
to log in to Claims Administration separately: 
- Claims Administration SF: 
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o Main Menu 
o Update SF 
o Create SF 
o Create Adjustment SF 

- Claims Administration DF: 
o Main Menu 
o Create DF 
o Create Adjustment DF 
o Create Payment Override DF 
o Update DF 

To learn more about Single Sign On functionality for Claims Administration refer to Release 15.5 
BlueWeb page where the Single Sign On Business Requirements and Functional 
Specifications/Use Case documents are posted. (BlueWeb Doc ID: 7464195) 

1.4 Time-Out 

The Claims Administration application will automatically time-out users according to the 
Lightweight Third Party Authentication (LTPA) expiration time that each Plan has configured on 
their Web Sphere Administration Console. By default, LTPA expiration time is 120 minutes. The 
user will be timed out at the defined expiration time, whether or not the user is actively using 
Claims Admin and any work in progress will be lost. To change your Plan’s expiration time, 
please contact your local Claims Admin System Administrator. 

2. Navigation and Basic Features 

The following chapter describes how to navigate the Claims Administrative application and how 
to perform several basic features. It also explains common features for managing SFs and DFs. 

2.1 Navigate Claims Administration Application 

Use the Main Menu page to navigate through the Claims Administration application. The 
application contains two panels: Header and Workspace. 
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Host Main Menu Page 

The Application Header displays on every page of the application. It contains the Header Menu, 
Breadcrumbs, Host and Home tabs, and the software version number. 

Application Header 

Header Item Description 

Host tab Use the Host tab to perform Host Plan functions, for example, 
creating an SF. Also, when in the Host tab, you’re working Host 
Plan inventory. 

Home tab Use the Home tab to perform Home Plan functions, for example, 
creating a DF. Also, when in the Home tab, you’re working 
Home Plan inventory.  

Header Menu 

Change BOID Select the Change BOID button to change the BOID (Business 
Owner ID). See Section 2.2.1. 

Blue2 Select the Blue2 button to bring the Blue2 window back into 
focus. See Section 2.2.2. 

Info Select the Info button to access the Inter-Plan Data Model 
Documentation. See Section 2.2.3. 

Help Select the Help button to access the Claims Administration 
online help. See Section 2.2.3. 

Breadcrumbs 

Main Menu > Search The Breadcrumbs will change depending on where you are in 

Header 
Panel 

Workspace 
Panel 

Header 
Breadcrumb

Main Menu 
Items 



Blue2 Claims Administration Project Documentation Page: 10 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

Application Header 

Header Item Description 

the application. At any location, you can return to the previous 
screen or to the Main Menu page by selecting the appropriate 
link in the Breadcrumbs. See Section 2.2.4. 

Use the Main Menu items in the Workspace panel to navigate to different areas of the 
application to perform specific tasks. 

Workspace 

Host Main Menu Items Description 

Search Suspense Select Search Suspense to search for SFs that are on the 
Suspense database. 

Update SF Select Update SF to update SF that is on Suspense database. 
Create SF Select Create SF to create a new SF. 
Create Adjustment SF Select the Create Adjustment SF to create an Adjustment SF. 
Copy SF Select Copy SF to create a new SF by copying an existing SF 

that is on the Suspense database or the Formats database. 
Resubmit SF Select Resubmit SF to resubmit SF that is on Formats database. 
Purge SF Select Purge SF to delete SF that is on the Suspense database. 
Unlock SF Select Unlock SF to unlock an SF that is currently locked. (This 

is an administrative function.) 

Home Main Menu Items Description 

Search Suspense Select Search Suspense to search for DFs that are on the 
Suspense database. 

Create DF Select Create DF to create a new DF. 
Create Adjustment DF Select Create Adjustment DF to create an Adjustment DF(s).  

Note:  This feature will replicate the automated adjustment 
process that was used in the Home Plan Aid Workstation. 

Create Payment Override DF Select Create Payment Override DF to utilize the override 
process in order to create new Original DF or Adjustment DF(s). 

Update DF Select Update DF to update DF that is on Suspense database. 
Delete DF Select Delete DF to delete a DF that is on the Suspense 

database.  Note that this will be deleted in real-time, not through 
a batch process unlike SF. 

Unlock DF Select Unlock DF to unlock a DF that is currently locked. (This is 
an administrative function.) 

 

2.1.1. Navigate Using the TAB Key 

Use the mouse to navigate through the Claims Administration application, or simply navigate 
through the application by using the TAB key on your keyboard. 
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Press TAB from any screen within the Claims Administration application to navigate to a menu 
option, field, or button. Once at the menu option or button, press ENTER. Once at the field, 
enter the data.  Once you have entered the maximum number of characters for a given field, 
you will be auto-tabbed to the next field. 

For amount fields, the auto-tab will now occur after you have entered the second position 
following the decimal point. 

2.1.2. Navigate Using Keyboard Shortcuts 

The table below describes the supported keyboard shortcuts that provide an alternate means of 
performing various actions without using a mouse. It also describes where and when the 
shortcut key combination may be used. 

Action Key Combination Action Availability 
Switch BOID CTRL + SHIFT + B Header menu item; action always 

available 
Help CTRL + SHIFT + ? Header menu item; action always 

available 
Info CTRL + ? Header menu item; action always 

available 
Back to Blue² CTRL + SHIFT + ~ Header menu item; action always 

available 

SF Action Key Combination Action Availability 

Host Tab Ctrl+Alt+1 Main menu and SF detail pages 
Home Tab Ctrl+Alt+2 Main menu and SF detail pages 
Search Suspense CTRL + SHIFT + \ Main menu only 
Create SF CTRL + [ Main menu only 
Resubmit SF CTRL + SHIFT + R Main menu only 
Create Adjustment SF CTRL + ] Main menu only 
Purge SF CTRL + SHIFT + `  Main menu and SF detail pages 
Update SF CTRL + SHIFT + U Main menu and SF detail pages 
Copy SF CTRL + SHIFT + + Main menu and SF detail pages 
Unlock SF CTRL + SHIFT + O Main menu only 
Next Tab CTRL + SHIFT + > SF detail pages only 
Previous Tab CTRL + SHIFT + < SF detail pages only 
Field Level Info Button CTRL + ; SF detail pages only 
Member CTRL + SHIFT + 1 SF detail pages only 
Provider CTRL + SHIFT + 2 SF detail pages only 
Claim CTRL + SHIFT + 3 SF detail pages only 
OPL CTRL + SHIFT + 4 SF detail pages only 
Line of Service CTRL + SHIFT + 5 SF detail pages only 
Line of Service – Summary Tab CTRL + SHIFT + { SF detail pages only 
Line of Service – Pricing Tab CTRL + SHIFT + } SF detail pages only 
Line of Service – OPL Tab CTRL + SHIFT + _ SF detail pages only 



Blue2 Claims Administration Project Documentation Page: 12 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

Line of Service – Provider  CTRL + SHIFT + “ SF detail pages only (Professional only) 
Show/Hide Line of Service 
Table/Details 

CTRL + SHIFT + W SF detail pages only 

Add New Line of Service CTRL + SHIFT + ‘+’ SF detail pages only 
Control CTRL + SHIFT + 6 SF detail pages only 
Special Notations CTRL + SHIFT + 7 SF detail pages only 
Audit History CTRL + SHIFT + 8 SF detail pages only 
Invoke Non-Authoritative Edits 
for the current Tab/Sub-Tab 

CTRL + SHIFT + E SF detail pages only 

Reject CTRL + SHIFT + O SF detail pages only 
Print CTRL + P SF detail pages only 
Exit CTRL + SHIFT + Y SF detail pages only 
Save CTRL + SHIFT + S SF detail pages only 
Release CTRL + SHIFT + R SF detail pages only 

DF Action Key Combination Action Availability 

Host Tab Ctrl+Alt+1 Main menu and DF detail pages 
Home Tab Ctrl+Alt+2 Main menu and DF detail pages 
Search Suspense CTRL + SHIFT + \ Main menu only 
Create DF CTRL + [ Main menu only 
Create Payment Override DF CTRL + \ Main menu only 
Create Adjustment DF CTRL + ] Main menu only 
Delete DF CTRL + SHIFT + ` Main menu and DF detail pages 
Update DF CTRL + SHIFT + U Main menu and DF detail pages 
Unlock SF CTRL + SHIFT + O Main menu only 
Save CTRL + SHIFT + S DF detail pages only 
Next Tab CTRL + SHIFT + > DF detail pages only 
Previous Tab CTRL + SHIFT + < DF detail pages only 
Field Level Info Button CTRL + ; DF detail pages only 
Adjudication Input Tab CTRL + SHIFT + 9 DF detail pages only 
Adjudication Input Claim Tab CTRL + SHIFT + 9 DF detail pages only 
Adjudication Input Line Tab CTRL + SHIFT + : DF detail pages only 
Calculated Results Tab CTRL + SHIFT + “ DF detail pages only 
DF Details Tab CTRL + SHIFT + 1 DF detail pages only 
Member CTRL + SHIFT + 1 DF detail pages only 
Provider CTRL + SHIFT + 2 DF detail pages only 
Claim CTRL + SHIFT + 3 DF detail pages only 
Line of Service CTRL + SHIFT + 5 DF detail pages only 
Show/Hide Line of Service 
Table/Details 

CTRL + SHIFT + W DF detail pages only 

Control CTRL + SHIFT + 6 DF detail pages only 
Special Notations CTRL + SHIFT + 7 DF detail pages only 
Audit History CTRL + SHIFT + 8 DF detail pages only 
Invoke Non-Authoritative Edits 
for the current Tab/Sub-Tab 

CTRL + SHIFT + E DF detail pages only 
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Print CTRL + P DF detail pages only 
Exit CTRL + SHIFT + Y DF detail pages only 
Save CTRL + SHIFT + S DF detail pages only 
Calculate CTRL + , (comma) DF detail pages only 
Release CTRL + SHIFT + R DF detail pages only 
Compare Totals CTRL +. (period) DF detail pages only 
 
2.2 Basic Features 

The following section describes several basic features to the Claims Administration application. 

2.2.1. Update the BOID 

The BOID in the Claims Administration application and Blue2 are mutually exclusive. The Claims 
Administration application will default to the Blue2 BOID; however, you can change the BOID in 
the Claims Administration application without changing or affecting the BOID in Blue2. The 
Claims Administration application will automatically default to the Blue2 BOID setting each time 
you start up the application. The Change BOID button is only available for multi-BOID 
installations. 

1. From the Claims Administration main page, select Change BOID from the 
Header Menu. The Choose BOID dialog box will appear. 

 
Choose BOID Dialog Box 

2. Click the Choose BOID drop-down field and select a BOID. 

3. Click Submit. The BOID is now updated. 

2.2.2. Toggle between the Blue2 and Claims Administration Application 

1. To bring the Blue2 application into focus when in the Claims Administration 
application, select the Blue2 button on the Header Menu. 

2. To bring the Claims Administration application into focus when in Blue2, select 
the Claims Admin button on the Header Menu. 

Note: If at any time you close the Blue2 application or the Claim Administration application, 
simply click the Blue2 button or the Claims Admin button on the Header Menu within the 
respective application. The application will re-open with its defaults settings. 
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2.2.3. Access Info and the Online Help 

1. Select the Info button on the Header Menu to access the Inter-Plan Data Model 
Documentation Web page. 

2. The Inter-Plan Data Model Documentation provides release-specific technical 
information, for example, find information related to the data elements and error 
messages. 

3. Select the Help button on the Header Menu to access the Online Help. 

4. Online Help provides an online version of the Claims Administration user manual. 

2.2.4. Return to a Previous Screen or the Main Menu Page 

 
Breadcrumbs 

1. Select a link in the Breadcrumbs to return to a previous location within 
application. 

2.2.5. Print 

Use the Print capability when the Print icon is available. 

1. Select Print from the applicable page. The Print dialog box will appear. 
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Print Dialog Box 

2. Click Print. The application will print. 

2.2.6. Technical Error Handling 

Technical errors can be encountered while creating/updating SFs and DFs in Claims 
Administration.  These errors are received due to various reasons, including but not limited to:  
database exceptions, web service errors and system time outs.  Depending on the type of 
technical error that is encountered, Claims Administration will display these to the user in one of 
two ways.  

The technical error code and description will be returned in the top right portion of the user 
interface in bold red font. 
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Claims Administration Technical Errors (Applicatoin Header) 

Some of the errors returned in this way can be resolved by reviewing the error code and/or 
description. If you are unable to determine the correct resolution steps by reviewing the error 
code and/or description then you should contact the appropriate area internally in order to 
determine the next steps. A pop up window will display to the user with a general message 
indicating that a technical error was encountered along with a Details hyperlink.   
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Claims Administration Technical Errors (Time Out Pop up Window without Details Displayed) 

When time out errors are received, please attempt the action that you invoked again.  If this 
error continues to be received then contact the appropriate area internally in order to determine 
the next steps. 
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Claims Administration Technical Errors (Unknow Error  Pop up Window without Details Displayed) 

When unknown errors are received, please attempt the action that you invoked again.  If this 
error continues to be received then contact the appropriate area internally in order to determine 
the next steps. 
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Claims Administration Technical Errors (Pop up Window with Details Displayed) 

If you are unable to resolve the issue causing either the timeout or unknown error pop up, then 
you can select the Show Details link.  The technical details that are causing the error will be 
displayed.  You may use this information to share it with your local area(s) to troubleshoot the 
cause of the error.  These details will enable local staff to identify the root cause for the error 
more timely so that it can be resolved. 

2.3 Basic Field Information 

All fields marked with the red asterisk     are required fields and require data. 

Fields that contain the Information button     have multiple valid values applicable to the field. 
Use the Information button to view the list of valid values and to select a value. The Information 
button valid value lists will be updated on an as needed basis in support of changes for a given 
release.  

2.3.1. Use the Information Button to Select a Field Value 

1. Click the Information button. 

o A list of values will appear. 
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Example List of Values 

2. Click one of the valid values. The field will populate with the selected value. 

2.4 Common Features for SFs 

The following section describes the features that are common to creating and updating SFs. 

2.4.1. Get Provider 

The Get Provider feature is available on several screens within the application for creating a SF. 
Use the Get Provider feature to quickly pull up provider information. This feature is customizable 
and uses one of the following fields to search for provider information: BCBS Provider Number, 
National Provider ID, or Federal Tax ID. 

Note: Please ask your Blue2 Business Owner to learn which field your Plan uses for Get 
Provider. This is an optional feature and may not be used by all Plans. If your Plan does not use 
this feature then the user must manually enter all applicable provider fields. 

1. Enter either the BCBS Provider Number, National Provider ID, or Federal 
Tax ID. 

2. Click Get Provider. 
o The provider fields will populate with the provider’s information, or if there 

are multiple providers, the Select a Provider screen will appear. 
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Select a Provider Screen 

3. Click the appropriate provider. The provider fields will automatically populate 
with the selected provider’s information. 

2.4.2. Line of Service Summary Tables 

The Line of Service Summary tables are found on the Line of Service tab for creating and 
updating an SF. Quickly enter key pieces of claim information using the Line of Service 
summary tables. 

The Line of Service tab has been modified to add three new sub-tabs; Summary, Pricing and 
OPL.  Each new sub-tab will provide a summary table that can be used to quickly enter data 
and the sub-sub tabs have been reordered to correspond to the fields in each summary table. 

Note: Data entered in the Line of Service summary table will automatically update the 
corresponding fields in the corresponding sub-tab. 
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Line of Service Summary Table 

1. From the Line of Service summary table, enter the appropriate data elements. 
Use your mouse or the TAB key to navigate through the fields on the summary 
table. See Section 2.1.1 to learn how to use the TAB key to navigate through 
the application. 

Hide/Show Details 

By default the Line of Service sub-tabs will be hidden. 

1. To show the Line of Service sub-tabs, click the Show Details button. The sub-
tabs will re-appear. 

2. To hide the Line of Service sub-tabs, click the Hide Details button. The sub-
tabs will disappear, and the Line of Service Summary table will expand. 

Create a New Line in the Line of Service Summary Table 

1. To create a new line, click Add or press TAB from the Perf Prov Taxonomy 
field in the Line of Service summary table. 

2. For Institutional SFs, when the new line is added, the data in the Rev Code and 
Svc Date fields will be automatically populated with the same data from those 
same fields in the previous line. 
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3. For Professional SFs, when the new line is added, the data in the Svc Date 
From, Svc Date To, POS and Type of Service fields will be automatically 
populated with the same data from those same fields in the previous line. 

Insert a New Line in the Line of Service Summary Table 

1. To insert a line, select Insert. The Insert Line of Service dialog box will appear. 

 
Insert Line of Service Dialog Box 

2. Type the liner number in the Provide the line number to insert field. There is 
no need to type the preceding zeros. Just type the appropriate number (1, 2, 
etc.). The row will be inserted into the summary table with the designated line 
number. 

Copy a Line in the Line of Service Summary Table 

1. Select a line to copy. 
2. Click Copy. The Copy Line of Service dialog box will appear. 

 
Copy Line of Service Dialog Box 

3. Type the line number in the Provide the line number to insert field. There is 
no need to type the preceding zeros. Just type the appropriate number (1, 2, 
etc.). 

4. Click OK. The line will be inserted into the summary table with the designated 
line number and populated with the same information as the row that you 
selected to copy. 

Move a Line in the Line of Service Summary Table 

1. Select a line to move. 
2. Click Move. The Move Line of Service dialog box will appear. 
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Move Line of Service Dialog Box 

3. Type the line number to where you would like to move the selected line in the 
Provide the destination line number field. 

4. Click OK. The summary table will update with the selected line in the specified 
line destination. 

Delete a Line 

1. Select a line to delete. 

2. Click Delete. The line will be deleted. 

2.4.3. Audit History Tab for SF 

The Audit History tab in the SF Data Entry pages displays all the actions that have occurred to 
the SF while on the Claims Administration Suspense database. If the SF is purged, the audit 
history is also deleted. Once the SF is released, the audit history will be available in Blue2.  

 
Audit History Tab 

2.4.4. Exit an SF 

Exit from creating or updating a SF. 
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1. Select Exit. The Exit SF dialog box will appear. 

 
Exit SF Dialog Box 

2. Enter a Remark Code in the Remark Code field. (This is optional.) 

3. Select Yes to exit and save the SF to the Suspense database with a held Invalid 
status (Status Code = I, Action Code = H). 

4. Select No to exit without saving any updates. 

5. Select Cancel to cancel the exit and return. 

2.4.5. Save an SF 

Save updates made to a SF. 

1. Select Save. The Save SF dialog box will appear. 

 
Save SF Dialog Box 

2. Enter a Remark Code in the Remark Code field. (This is optional.) 

3. Click OK.   

4. Select Cancel to cancel the exit and return. The SF is saved to the Suspense 
database with a held Invalid status (Status Code = I, Action Code = H). 

2.4.6. Release an SF 

Submit a SF for final validation against the Standard ITS Edits and/or Plan-defined local edits. 
Plan-defined local edits are applied prior to the Standard ITS Edits. 
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1. Select Release. 

o If the SF passes validation, the message SF [SCCF number] 
successfully released will display. 

o If the SF does not pass validation, up to five ITS Edits may display. See 
Section 2.4.7 for more information about ITS Edits. 

o Based on the Transmission Mode Code, if the Transmission Mode Code 
= 1 (Batch/NDM), then the SF will be saved to the Suspense database 
with Status Code = V, Action Code = E. 

o If the Transmission Mode Code = 4 (Real-time Transport), then the SF 
will not be saved to the Suspense database, and it will be sent to the Plan 
in real-time. 

o If the SF does not pass validation, the ITS Edit Results panel will display 
edits that need to be corrected. Make the corrections and release the SF 
again. 

2.4.7. Correct ITS Edits 
1. Select the ITS Edit in the ITS Edit Results panel. 

2. Review fields in error and make corrections. 

 
ITS Edit Results 

o The first field in error relative to the ITS Edit will appear, along with a 
description of the error in a red caption. All the fields in error are 
highlighted. 

o A maximum of five ITS Edit errors can be displayed in the ITS Edit 
Results panel. 
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o The grey arrow indicates that the error occurs multiple times. The red 
circle shows the number of times the error occurs. Click the arrow to 
expand the field to show the errors. 

3. Select the Information button    to view a description of the error and all of the 
data elements associated with the edit.  

2.4.8. Reject a SF 

1. Select Reject. The Reject SF dialog box will appear. 

 
Reject SF Dialog Box 

2. Enter a Remark Code in the Remark Code field. 

3. Click OK. The SF will save to the Suspense database with Status Code = R, 
Action Code = E. 

2.5 Common Features for DFs 

The following section describes the features that are common to creating and updating DFs. 

2.5.1. Exit a DF 

Exit from creating or updating a DF. 

1. Select Exit. 

 
Exit DF Dialog Box 
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o The Exit DF dialog box will appear.  The message displayed in the dialog 
box will be customized based on whether you are exiting from the 
Adjudication Input page(s) or the DF Detail page(s). 

2. Select Yes to exit and save the DF to the Suspense database.  Adjudication 
Input will be saved with a blank Status Code and an Action Code of ‘I’ (In 
Progress).  DFs will be saved with a held Invalid status (Status Code = I, Action 
Code = H). 

3. Select No to exit without saving any updates. 

4. Select Cancel to cancel the exit and return. 

2.5.2. Save a DF 

Save updates made to a DF. 

1. Select Save. The Save DF dialog box will appear. 

 
Save DF Dialog Box 

2. Click OK. 

3. Select Cancel to cancel the exit and return. 

2.5.3. Release a DF 

1. Submit Adjudication Input/DF for final validation against the UPF, HPA and 
Standard ITS DF Edits and/or Plan-defined local edits. Plan-defined local edits 
are applied prior to the Standard ITS Edits.  For Payment Override Adjudication 
Input, only applicable UPF/HPA validations will be performed.  The Release 
button is available on the Adjudication Input tab/sub-tabs, Calculated Results 
tab/sub-tabs and DF Details tab/sub-tabs.   

2. Select Release from the Adjudication Input tab/sub-tabs or the Calculated 
Results tab/sub-tabs 

o The information entered in all of the Adjudication Input tab/sub-tabs will 
be submitted for UPF/HPA calculation/validation.  

o If there are errors found in the Adjudication Input and it does not pass 
HPA/UPF validations, the UPF/HPA/ITS DF Edit Results panel will 
display edits that need to be corrected.  Make the corrections and 
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calculate the Adjudication Input again.  See the Section 2.5.7 for more 
information about correcting UPF, HPA and ITS Edits. 

o If no errors are found, then the DF will be created and submitted for final 
ITS edit validation. 

o If the DF does not pass validation, the UPF/HPA/ITS DF Edit Results 
panel will display edits that need to be corrected. Make the corrections 
and release the DF again.  See the Section 2.5.7 for more information 
about correcting UPF, HPA and ITS Edits. 

o If the DF passes validation, the message DF [SCCF number] 
successfully released will display. 

o Based on the Transmission Mode Code, if the Transmission Mode Code 
= 1 (Batch/NDM), then the DF will be saved to the Suspense database 
with Status Code = V, Action Code = E. 

o If the Transmission Mode Code = 4 (Real-time Transport), then the DF 
will not be saved to the Suspense database, and it will be sent to the Plan 
in real-time. 

3. Select Release from the DF Details tab 

o The DF will be submitted for final ITS DF and/or local edit validation. 

o If the DF passes validation, the message DF [SCCF number] 
successfully released will display. 

o If the DF does not pass validation, the UPF/HPA/ITS DF Edit Results 
panel will display edits that need to be corrected. Make the corrections 
and release the DF again.  See the Section 2.5.7 for more information 
about correcting UPF, HPA and ITS Edits. 

o Based on the Transmission Mode Code, if the Transmission Mode Code 
= 1 (Batch/NDM), then the DF will be saved to the Suspense database 
with Status Code = V, Action Code = E. 

o If the Transmission Mode Code = 4 (Real-time Transport), then the DF 
will not be saved to the Suspense database, and it will be sent to the Plan 
in real-time. 

2.5.4. Calculate Adjudication Input 

1. Submit Adjudication Input for UPF/HPA calculations/validations and receive the 
results of the calculations/validations in real-time.  For Payment Override 
Adjudication Input, only applicable UPF/HPA validations will be performed.  The 
Calculate button is only enabled on the Adjudication Input tab/sub-tabs and 
Calculated Results tab/sub-tabs.   

2. Select Calculate from the Adjudication Input tab/sub-tabs or the Calculated 
Results tab/sub-tabs 
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o The information entered in all of the Adjudication Input tab/sub-tabs will 
be submitted for UPF/HPA calculation/validation. 

o If no errors are found in the Adjudication Input, the user will be advanced 
to the Calculated Results tab/sub-tabs in order to view the results.     

o If there are errors found in the Adjudication Input and it does not pass 
HPA/UPF validations, the UPF/HPA/ITS DF Edit Results panel will 
display edits that need to be corrected.  Make the corrections and 
calculate the Adjudication Input again.  See the Section 2.5.7 for more 
information about correcting UPF, HPA and ITS Edits. 

o Once the Calculated results are acceptable and are deemed eligible for 
DF creation, then the Adjudication Input can be submitted for release. 

2.5.5. Compare Payment Override Entry Totals 

The Compare Totals feature will allow the user to, at a glance, compare claim level and line 
level amount fields that are used to balance Adjudication Input.  The purpose of this feature is to 
provide the user with a way to identify balancing issues quickly without having to manually 
determine what is causing the out of balance situation.  The window will display the claim level 
totals and the sum for each of the line level fields used in balancing.  This is especially important 
when using the Payment Override process to build a DF, which is why this button is only 
available on these pages.  If there is a discrepancy between the claim level total and the line 
level total for a particular field(s), then the font will be red (see example below).   
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Compare Claim and Line Totals Page (No Discrepancies) 
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Compare Claim and Line Totals Page (With Discrepancies) 

2.5.6. Clear Adjudication Input Fields 

The Adjudication Input entry pages provide two buttons, the Clear and Clear All buttons.  This 
will allow users to clear certain Adjudication Input entry fields automatically without having to 
manually remove this information.  Fields excluded from this feature are fields that are non-
editable and fields that are system-generated or pre-populated.  

1. Select the Clear button from the Adjudication Input entry page. 

o All entry fields on the sub-tab will be cleared or initialized of data. 
2. Select the Clear All button from the Adjudication Input entry page. 

o All entry fields under the Claim or Line tab (including all sub-tabs), 
dependent upon where the button is selected, will be cleared or initialized 
of data. 

2.5.7. Correct UPF / HPA / ITS Edits 

1. Select the UPF, HPA or ITS Edit in the UPF/HPA/ITS DF Edit Results panel. 
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2. Review fields in error and make corrections. 

 
UPF/HPA/ITS DF Edit Errors 

o The first field in error relative to the UPF, HPA or ITS Edit will appear, 
along with a description of the error in a red caption. All the fields in error 
are highlighted. 

o If a grey arrow is present it indicates that the error occurs multiple times. 
The red circle shows the number of times the error occurs. Click the 
arrow to expand the field to show the errors. 

3. Select the Information button    to view a description of the error and all of the 
data elements associated with the edit. 

3. Managing SFs 

The following chapter describes Host Plan functions available for managing SFs. These 
functions include searching the Suspense database, updating, creating, copying, resubmitting, 
purging, and unlocking SFs. 

3.1 Searching for Suspense SFs 

The Suspense database contains all the SFs that have not yet been sent to the Home Plan. 
These SFs include those that have been loaded or created by the Host Plan in the Claims 
Administration application. 
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3.1.1. Search Suspense SFs 

Use the Search capability within the Claims Administration application to find SFs that meet a 
certain criteria. By entering Search criteria, you limit your Search results to specific SFs. 

This capability allows you to search for SFs by using multiple search criteria at a time. For 
example, search the Suspense database by Subscriber ID, Local Plan Receipt Date From and 
Local Plan Receipt Date To.  However, there are certain search fields that cannot be used in 
conjunction with other search fields when searching the Suspense database.  Those fields are 
the SCCF # and the Error Code. 

1. From the main menu page, select Search Suspense. The Search workspace 
will appear. 

 
Main Menu Page 
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Search Workspace 

New for Release 17.5 XREF SCCF # search field added to Search SF screen.  

2. Enter the criteria in the Search field. Please note the following information about 
the Search fields: 

Search Field Required Field Details Expected Search Results 

SCCF # No  Only accepts numeric 
characters. 

 Up to 17 characters 
allowed (required for 
non-wildcard 
searches). 

 Minimum of three 
characters are 
required. 

 Wildcard searches 
accepted and are 
indicated by use of an 
asterisk * (must be the 
right-most character). 

 Wildcard searches 
with an embedded or 
beginning asterisk * 
are not allowed. 

 Non wildcard search results will 
yield any SF(s) on the suspense 
database with an exact match 
SCCF number as entered by the 
user. 

 Wildcard search results will yield 
any SF(s) on the Suspense 
database with exact matching 
characters for characters that 
precede the asterisk. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number.  

Subscriber ID (Prefix) No  Only accepts alpha  Search results will yield any 
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Search Field Required Field Details Expected Search Results 

characters. 
 Minimum of three 

characters are 
required. 

 Embedded spaces are 
not allowed. 

 Wildcard searches 
accepted and 
assumed if the search 
does not include a 
value in the 
Subscriber ID Suffix 
field. 

SF(s) on the suspense database 
with an exact match Subscriber 
ID Prefix as entered by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Subscriber ID (Suffix) No  Allows alpha, numeric 
and special 
characters. 

 A minimum of one 
character is required 
(in addition to the 
wildcard character for 
wildcard searches) in 
order to use this 
search field 

 Embedded spaces are 
not allowed. 

 Wildcard searches 
accepted and are 
indicated by use of an 
asterisk * (must be 
right most character). 

 Wildcard searches 
with an embedded 
asterisk * are not 
allowed. 

 Non wildcard search results will 
yield any DF(s) on the suspense 
database with an exact match 
Subscriber ID Suffix as entered 
by the user. 

 Wildcard search results will yield 
any SF(s) on the Suspense 
database with exact matching 
characters for characters that 
precede the asterisk. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Clerk # No  Allows alpha, numeric 
and special characters 

 Wildcard searches are 
not allowed 

 Search results will yield any 
SF(s) on the Suspense 
database with an exact match 
Clerk # as entered by the user 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Blue² User ID No  Allows alpha, numeric 
and special 
characters. 

 Wildcard searches are 
not allowed. 

 Search results will yield any 
SF(s) on the Suspense 
database with an exact match 
Blue² User ID as entered by the 
user. 

 Search results will be displayed 
in ascending order (oldest to 
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Search Field Required Field Details Expected Search Results 

newest) by the SCCF number. 
Local Plan Receipt 
Date From 

No  Auto format 
MM/DD/YYYY. 

 Note: Both a Local 
Plan From and To 
Date are required 
when either field is 
used for searching. 

 From Date must be 
less than or equal to 
the To Date. 

 Search results will yield any 
SF(s) on the Suspense 
database with a Local Plan 
Receipt Data that is equal to or 
falls within the Date From and 
Date To entered by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the Local Plan 
Receipt Date. 

Local Plan Receipt 
Date To 

No  Auto format 
MM/DD/YYYY. 

 Note: Both a Local 
Plan From and To 
Date are required 
when either field is 
used for searching. 

 To Date must be 
equal to or greater 
than the From Date. 

 Search results will yield any 
SF(s) on the suspense database 
with a Local Plan Receipt Data 
that is equal to or falls within the 
Date From and Date To entered 
by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the Local Plan 
Receipt Date. 

BCBS Provider Number No  Allows alpha, numeric 
and special 
characters. 

 Wildcard searches are 
not allowed. 

 Search results will yield any 
SF(s) on the suspense database 
with an exact match BCBS 
Provider Number as entered by 
the user 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Error Code No  Allows alpha, numeric 
and special 
characters. 

 Minimum of five 
characters required. 

 Wildcard searches are 
not allowed. 

 Search results will yield any 
SF(s) on the suspense database 
with an exact match Error Code 
as entered by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Remark Code No  Allows alpha, numeric 
and special 
characters. 

 Wildcard searches are 
not allowed. 

 Search results will yield any 
SF(s) on the suspense database 
with an exact match Remark 
Code as entered by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

No search criteria N/A N/A  Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

 



Blue2 Claims Administration Project Documentation Page: 38 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

Note: None of the fields in the Search workspace are required fields. If you would like to view 
all the SFs (up to the maximum number allowed per the defined number decided by your Plan) 
on the Suspense database, leave the Search fields blank. 

3. Click Search. The Search workspace will populate with the appropriate results. 

 
Search Results 

o Search results will display differently based on the Search criteria. All 
Search results will return in ascending order (oldest to newest) by SCCF 
# except when you search by Local Plan Receipt Date. When you 
perform this search, it will return results in ascending order (oldest to 
newest) by Local Plan Receipt Date.  

o Plans may customize the number of records that are returned through 
searches on the Suspense database. 

o New for Release 17.5 XREF SCCF # search field added to Search 
Results table.  

3.1.2. Clear Search Criteria and/or Search Results 

1. To clear the entries in the Search fields or to clear the Search results, select 
Clear. 

3.1.3. Customize the Search Results 

You can customize the Search results by resizing columns, moving columns from one location 
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to another, or by sorting the results. 

1. To resize a column, select the column border. When the pointer   becomes the 
arrow keys , use the arrows to drag the column border and resize the column. 

 
Resize a Column 

2. To move a column from one location to another, select the column header and 
drag-and-drop the column into a new location. 

 
Move a Column 

3. To sort a column, click the column header. The arrow will indicate that the 
results are sorted in ascending  order. To sort the results in descending  
order, click the column header once more. 

 
Sort a Column (descending sort in SCCF # column pictured) 
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3.1.4. Select a SF from the Search Results 

1. To select an SF from the Search Results, Click the SF row. 

 
SF Row in Search Results 

o The SF details will appear in the Workspace. 

 
SF Patient Tab 
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3.1.5. Export Search Results to Excel 

Note: Customized Search results will now export. The Search results will open in the 
customized formatting in the Excel file. 

1. Click the Export button        at the bottom of the Search Workspace.  

o The Download dialog box will appear. 

 
Download Dialog Box 

2. Select a location from the Save In drop-down field to save the Excel .csv file. 

3. Click Save. The file will save. 

3.2 Creating an SF 

Create two types of SFs: Institutional and Professional. 

Note: The ICD-10 fields have been added and are now enabled; users may now enter 
information in these new fields since the ICD-10 compliance date was Oct. 1, 2015. 

Note: The new HIPPA 50-10 fields have been added and are now enabled. 

3.2.1. Create an Institutional SF 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
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message. 

1. From the Claims Administration main menu page, select Create SF. 

 
Claims Administration Main Menu Page 

o The Create SF – Enter Plan Profile Retrieval Info screen will appear. 

 
Create SF – Enter Plan Profile Retrieval Info Screen 
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2. Enter the appropriate data in the Create SF – Enter Plan Profile Retrieval Info 
screen. See Section 2.3.1 to learn how to use the Information button. The 
Claim Type, the Local Plan Code, and the Payment Disposition fields are 
configured according to your system’s configuration settings. 

3. Click OK. The Patient tab will open. 

 
Patient Tab 

4. Enter the appropriate data in the Patient tab. The value entered in the Other 
Carrier Indicator field will determine whether or not OPL is required for this SF. 

5. Click the Subscriber tab. The Subscriber tab will open. 
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Subscriber Tab 

6. Enter the appropriate data in the Subscriber tab. Check the Patient is 
Subscriber checkbox to automatically populate this tab with the patient data 
entered in the Patient tab. Check the Same as Patient Address checkbox to 
automatically populate the patient address information from the Patient tab.  

Note: The Source of Payment field is system generated with a value of ‘BL’ and is protected. 

7. Click the Provider tab. The Billing Provider tab will open. 

 
Billing Provider Tab 
New for Release 17.5 Flex Net Cost Grp field.  



Blue2 Claims Administration Project Documentation Page: 45 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

8. Enter the appropriate data in the Billing Provider tab. See Section 2.4.1 to 
learn how to use the Get Provider button. 

9. Select the Other Physician tab. The Other Physician tab will open. 

 
Other Physician Tab 

10. Enter the appropriate data in the Other Physician tab. 

11. Select the Claim tab. The Details tab will open. 

 
Details Tab 
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12. Enter the appropriate data in the Details tab. The Claim Type and Admission 
Date fields are populated with the data that was entered in the Create SF – 
Enter Plan Profile Retrieval Info screen. 

Note: The grayed-out fields are system generated. You cannot enter data in these fields. 

13. Click the Condition tab. The Condition tab will open. 

 
Condition Tab 

14. Enter the appropriate data in the Conditions tab. 

15. Select the Occurrence tab. The Occurrence Codes tab will open. 



Blue2 Claims Administration Project Documentation Page: 47 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

 
Occurrence Codes Tab 

16. Enter the appropriate data in the Occurrence Codes tab. 

17. Select the Occurrence Span Codes tab. The Occurrence Span Codes tab will 
open. 

 
Occurrence Span Codes Tab 

18. Enter the appropriate data in the Occurrence Span Codes tab. 

19. Select the Value Cd tab. The Value Cd tab will open. 
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Value Cd Tab 

20. Enter the appropriate data in the Value Cd tab. 

21. Select the Diagnosis tab. The Diagnosis Codes tab will open. 

 
Diagnosis Codes Tab 

22. Enter the appropriate data in the Diagnosis Codes tab. The ICD-10 column is 
disabled. It will be available once it has been released. 

23. Select the External Cause of Injury Codes tab. The External Cause of Injury 
Codes tab will open. 
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External Cause of Injury Codes Tab 

24. Enter the appropriate data in the External Cause of Injury Codes tab. 

25. Select the Patient Reason for visit tab. The Patient Reason for visit tab will 
open. 

 
Patient Reason for Visit Tab 

26. Select the Procedure tab. The Procedure tab will open. 
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Procedure Tab 

27. Enter the appropriate data in the Procedure tab. 

28. Select the Claim Pricing tab. The Claim Pricing tab will open. 

 
Claim Pricing Tab 

29. Enter the appropriate data in the Claim Pricing tab. The Administrative 
Expense Allowance field is system generated and will automatically populate 
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with the value of zero. The Access Fee Percentage field is system generated 
but may be edited. 

Note: The fields on this tab may be system generated through your local pricing system. When 
you select Release, the fields will automatically populate with system generated values. 

30. Select the SF Message Codes tab. The SF Message Codes tab will open. 

 
SF Message Codes Tab 

31. Enter the appropriate data in the SF Message Codes tab. 

32. Select the SF Info Only Message Codes tab. The SF Info Only Message 
Codes tab will open. 
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SF Info Only Message Codes Tab 

33. Enter the appropriate data in the SF Info Only Message Codes tab. 

34. Select the Special Pricing tab. The Special Pricing tab will open. 

 
Special Pricing Tab 

35. Enter the appropriate data in the Special Pricing tab. Based on the value 
selected in the Code field, the fields, Amount, Percent, or Days will activate. 
For example, if you select code 004, the Amount field will activate. 
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Note: If on the Patient tab, the Other Carrier Indicator is marked N, the application will skip 
the OPL tab and open the Lines of Service tab. This only occurs when you are using the TAB 
key to navigate through the screens. 

36. Select the OPL tab if you selected Y or I for the Other Carrier Indicator field on 
the Patient tab. The Details tab will open. 

 

 
Details Tab 
 

37. Enter the appropriate data in the Details tab. The ITS Payer Indicator field is 
system generated. The SPPQ, MPPQ Code Assigned, MPPQ Code 
Unassigned and Other Carrier Financial Code fields are auto-populated 
based off the data entered in the Subscriber tab. The following fields are 
required fields for this tab if OPL information is available for the SF: Last Name, 
Patient Relationship to Sub, Source of Payment Code, SPPQ, MPPQ Code 
Assigned, and MPPQ Code Unassigned. 

38. Select the Claim Adjustment tab. The Claim Adjustment tab opens. 
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Claim Adjustment Tab 

39. Enter the appropriate data in the Claim Adjustment tab. 

40. Select the Payer B tab. The Details tab will open. 

 
Details Tab 

41. Enter the appropriate data in the Details tab. The ITS Payer Indicator field is 
system generated. The SPPQ, MPPQ Code Assigned, MPPQ Code 
Unassigned and Other Carrier Financial Code fields are auto-populated 
based off the data entered in the Subscriber tab. The following fields are 
required fields for this tab if OPL information is available for the SF: Last Name, 
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Patient Relationship to Sub, Source of Payment Code, SPPQ, MPPQ Code 
Assigned, and MPPQ Code Unassigned. 

 
Subscriber Tab 

42. Select the Claim Adjustment tab. The Claim Adjustment tab opens. 

 
Claim Adjustment Tab 

43. Enter the appropriate data in the Claim Adjustment tab. 
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44. Select the OPL Value Codes tab. 

 
OPL Value Codes Tab 

45. Enter the appropriate data in the OPL Value Codes tab. Note: The Value 
Amount field(s) will no longer be initialized to 0.00 if a value is not entered.  
Users must enter the amount although the amount may be 0.00. 

46. Select the Line of Service tab. 

o The Line of Service summary table will appear and the Summary tab 
will open.  The Line of Service Summary Table details will be shown by 
default.  If you wish to view the hidden sub-tabs, you must select the 
Show Details button.  New sub-tabs have been added Summary, 
Pricing and OPL. 
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Line of Service Summary Table  

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 

47. Enter the appropriate data in the Summary table. Use the Details sub-tab to 
edit the Line of Service summary table. The Line of Service summary table 
will update when a corresponding field in the Details sub-tab is updated. 

48. Select the Details tab. The Details tab will open. 

 
Details Tab 
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49. Enter the appropriate data in the Details sub-tab. 

50. Select the Point of Service tab. The Point of Service tab will open. 

 
Point of Service Tab 

51. Enter the appropriate data in the Point of Service tab. 

52. Select the Pricing tab. 

o The Pricing tab will open.  The Line of Service Pricing Table details will 
be shown by default.  If you wish to view the hidden sub-tabs, you must 
select the Show Details button. 
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Line of Service Pricing Table  

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 

53. Enter the appropriate data in the Pricing Summary table. Use the Pricing, SF 
Message Codes and Special Pricing sub-tabs to edit the Pricing Summary 
Table. The Pricing Summary Table will update when a corresponding field in 
the sub-tabs is updated. 

Note: Pricing fields may be system generated through your local pricing system. 
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54. Select the Pricing sub-tab. The Pricing tab will open. 

    
Line of Service Pricing Table  

55. Enter the appropriate data in the Pricing tab. 

56. Select the SF Message Codes tab. The SF Message Codes tab will open. 

 
SF Message Codes Tab 
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57. Enter the appropriate data in the SF Message Codes tab. 

58. Select the Special Pricing tab. The Special Pricing tab will open. 

 
Special Pricing Tab 

59. Enter the appropriate data in the Special Pricing tab. 

60. Select the OPL tab. 

o The OPL tab will open.  The Line of Service OPL Table details will be 
shown by default.  If you wish to view the hidden sub-tabs, you must 
select the Show Details button. 
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Line of Service OPL Table  

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 

61. Enter the appropriate data in the OPL Summary table. Use the OPL and Claim 
Adjustment sub-tabs to edit the OPL Summary Table. The OPL Summary 
Table will update when a corresponding field in the sub-tabs is updated. 

62. Select the OPL sub-tab. The OPL tab will open. 
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OPL Tab 

63. Enter the appropriate data in the OPL tab. 

64. Select the Claim Adjustment tab. The Payer A tab will open. 

 
Payer A Tab 

65. Enter the appropriate data in the Payer A tab. 
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66. Select the Payer B tab. The Payer B tab will open. 

 
Payer B Tab 

67. Enter the appropriate data in the Payer B tab. 

68. Select the Control tab. The Control Data tab will open. 

 
Control Data Tab 
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69. Enter the appropriate data in the Control Data tab. The SCCF Number, Host 
Plan Code, Home Plan Code, Processing Site Plan Code, FDB Posting 
Date, Type of Submission, Release Number, Initial Transmission Mode 
Code, Transaction Indicator, UPF Pricing Edit Code, Delivery Method, 
Remark Code, Recycle Counter, Estimate Indicator, Clerk Number, Status 
Code, Edit Date, Blue2 User ID, System Creator Code, System Updater 
Code fields are grayed out and system generated. The Processing Site 
Station Code, Host Plan Receipt Date, Transmission Mode Code, Plan 
Payer Code, and Payment Disposition Code are auto-populated fields but 
may be edited. The BlueCard Program Product Type field is system 
generated but may be edited. 

70. Select the Special Notations tab. The Special Notations tab will open. 

 
Special Notations Tab 

71. Enter the appropriate data in the Special Notations tab. 

72. Select Release. The SF has been sent. 

3.2.2. Create a Professional SF 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu page, select Create SF. 
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Claims Administration Main Menu Page 

o The Create SF – Enter Plan Profile Retrieval Info screen will appear. 

 
Create SF – Enter Plan Profile Retrieval Info Screen 
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2. Enter the appropriate data in the Create SF – Enter Plan Profile Retrieval Info 
screen. See Section 2.3.1 to learn how to use the Information button. The 
Claim Type, the Local Plan Code, and the Payment Disposition fields are 
configured according to your system’s configuration settings. 

3. Click OK. The Patient tab will open. 

 
Patient Tab 

4. Enter the appropriate data in the Patient tab. The value entered in the Other 
Carrier Indicator field will determine whether or not OPL is required for the SF. 

5. Click the Subscriber tab. The Subscriber tab will open. 
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Subscriber Tab 

6. Enter the appropriate data in the Subscriber tab. Check the Patient is 
Subscriber checkbox to automatically populate this tab with the patient data 
entered in the Patient tab. Check the Same as Patient Address checkbox to 
automatically populate the patient address information from the Patient tab. 

7. Click the Provider tab. The Billing Provider tab will open. 

 
Billing Provider Tab 
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8. Enter the appropriate data in the Billing Provider tab. See Section 2.4.1 to 
learn how to use the Get Provider button. 

9. Select the Performing Provider tab. The Performing Provider tab will open. 

 
Performing Provider Tab 

10. Enter the appropriate data in the Performing Provider tab. 

11. Select the Referring / Other Provider tab. The Referring / Other Provider tab 
will open. 
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Referring / Other Provider Tab 

12. Enter the appropriate data in the Referring / Other Provider tab. 

13. Select the Service Facility tab. The Service Facility tab will open. 

 
Service Facility Tab 

14. Enter the appropriate data in the Service Facility tab. The Ambulance Pick-Up 
and Drop-Off fields will be available once ICD-10 has been released. 

15. Select the Claim tab. The Details tab will open. 
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Details Tab 

16. Enter the appropriate data in the Details tab. The Claim Type and Admission 
Date fields are populated with the data that was entered in the Create SF – 
Enter Plan Profile Retrieval Info screen. 

17. Select the Diagnosis tab. The Diagnosis Codes tab will open. 

 
Diagnosis Codes 

18. Enter the appropriate data in the Diagnosis Codes tab. The ICD-10 column is 
disabled. It will be available once it has been released. 
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19. Select the Claim Pricing tab. The Claim Pricing tab will open. 

 
Claim Pricing Tab 

20. Enter the appropriate data in the Claim Pricing tab. The Administrative 
Expense Allowance field is system generated and will automatically populate 
with the value of zero. The Access Fee Percentage field is system generated 
but may be edited. 

Note: The fields on this tab may be system generated through your local pricing system. When 
you select Release, the fields will automatically populate with system generated values. 

21. Select the SF Message Codes tab. The SF Message Codes tab will open. 



Blue2 Claims Administration Project Documentation Page: 73 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

 
SF Message Codes Tab 

22. Enter the appropriate data in the SF Message Codes tab. 

23. Select the Special Pricing tab. The Special Pricing tab will open. 

 
Special Pricing Tab 

24. Enter the appropriate data in the Special Pricing tab. Based on the value 
selected in the Code field, the fields, Amount, Percent, or Days will activate. 
For example, if you select code 004, the Amount field will activate. 



Blue2 Claims Administration Project Documentation Page: 74 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

Note: If on the Patient tab, the Other Carrier Indicator is marked N, the application will skip 
the OPL tab and open the Lines of Service tab. This only occurs when you are using the TAB 
key to navigate through the screens. 

25. Select the Condition tab. The Condition tab will appear. 

 
Condition Tab 

26. Enter the appropriate data in the Condition tab. 

27. Select the OPL tab if you selected Y or I for the Other Carrier Indicator field on 
the Patient tab. The Details tab will open. 

 
Details Tab 

28. Enter the appropriate data in the Details tab. The following fields are required 
fields for this tab if OPL information is available for the SF: Other Insured Last 
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Name, Patient Relationship to Other Insured, Source of Payment and Other 
Carrier Financial Code.  

29. Select the Claim Adjustment tab. The Claim Adjustment tab opens. 

 
Claim Adjustment Tab 

30. Enter the appropriate data in the Claim Adjustment tab. 

31. Select the Payer B tab. The Details tab will open. 

 
Details Tab 

32. Enter the appropriate data in the Details tab. The following fields are required 
fields for this tab if OPL information is available for the SF: Other Insured Last 
Name, Patient Relationship to Other Insured, Source of Payment, and 
Other Carrier Financial Code. 
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33. Select the Claim Adjustment tab. The Claim Adjustment tab opens. 

 
Claim Adjustment Tab 

34. Enter the appropriate data in the Claim Adjustment tab. 

35. Select the OPL Value Codes tab. 

 
OPL Value Codes Tab 

36. Enter the appropriate data in the OPL Value Codes tab. The Value Amount 
field(s) will no longer be initialized to 0.00 if a value is not entered.  Users must 
enter the amount although the amount may be 0.00 
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37. Select the Line of Service tab. 

o The Line of Service summary table will appear and the Summary tab 
will open.  The Line of Service Summary Table details will be shown by 
default.  If you wish to view the hidden sub-tabs, you must select the 
Show Details button.  A new Provider sub-tab has been added 

 
Line of Service Summary Table  

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 

38. Enter the appropriate data in the Summary table. Use the Details sub-tab to 
edit the Line of Service summary table. The Line of Service summary table 
will update when a corresponding field in the Details sub-tab is updated. 

39. Select the Details tab. The Details tab will open. 
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Details Tab 

40. Enter the appropriate data in the Details tab. 

41. Select the Point of Service tab. The Point of Service tab will open. 

 
Point of Service Tab 

42. Select the Pricing tab. 
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o The Pricing tab will open.  The Line of Service Pricing Table details will 
be shown by default.  If you wish to view the hidden sub-tabs, you must 
select the Show Details button. 

 
Line of Service Pricing Summary Table 

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 

43. Enter the appropriate data in the Pricing Summary table. Use the Pricing, SF 
Message Codes and Special Pricing sub-tabs to edit the Pricing Summary 
Table. The Pricing Summary Table will update when a corresponding field in 
the sub-tabs is updated. 

Note: These fields may be system generated through your local pricing system. 

44. Select the Pricing tab. The Pricing tab will open. 
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45. Enter the appropriate data in the Pricing tab. 

46. Select the SF Message Codes tab. The SF Message Codes tab will open. 

 
SF Message Codes Tab 

47. Select the Special Pricing tab. The Special Pricing tab will open. 



Blue2 Claims Administration Project Documentation Page: 81 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

 
Special Pricing Tab 

48. Enter the appropriate data in the Special Pricing tab. 

49. Select the Provider tab. 

o The Provider tab will open.  The Line of Service Provider Table details 
will be shown by default.  If you wish to view the hidden sub-tabs, you 
must select the Show Details button. 
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Line of Service Provider Summary Table 

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 

50. Enter the appropriate data in the Pricing Summary table. Use the Performing 
Provider and Service Facility sub-tabs to edit the Pricing Summary Table. 
The Pricing Summary Table will update when a corresponding field in the sub-
tabs is updated. 

51. Select the Performing Provider sub-tab. The Performing Provider sub-tab will 
open. 

 
Performing Provider Tab 

52. Enter the appropriate data in the Performing Provider tab. 

53. Select the Service Facility tab. The Service Facility tab will open. 
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Service Facility Tab 

54. Enter the appropriate data in the Service Facility tab. 

55. Select the OPL tab. The OPL tab will open. 

    
Line of Service OPL Tab 

o See Section 2.4.2 for more information about how to use the Line of 
Service Summary table. 
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56. Enter the appropriate data in the OPL Summary table. Use the OPL and Claim 
Adjustment sub-tabs to edit the OPL Summary Table. The OPL Summary 
Table will update when a corresponding field in the sub-tabs is updated. 

57. Select the OPL sub-tab. 

    
OPL Tab 

58. Enter the appropriate data in the OPL tab. 

59. Select the Claim Adjustment tab. The Payer A tab will open. 
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Payer A Tab 

60. Enter the appropriate data in the Payer A tab. 

61. Select the Payer B tab. The Payer B tab will open. 

 
Payer B Tab 

62. Enter the appropriate data in the Payer B tab. 

63. Select the Control tab. The Control Data tab will open. 



Blue2 Claims Administration Project Documentation Page: 86 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

 
Control Data Tab 

64. Enter the appropriate data in the Control Data tab. The SCCF Number, Host 
Plan Code, Home Plan Code, Processing Site Plan Code, FDB Posting 
Date, Type of Submission, Release Number, Initial Transmission Mode 
Code, Transaction Indicator, UPF Pricing Edit Code, Delivery Method, 
Remark Code, Recycle Counter, Estimate Indicator, Clerk Number, Status 
Code, Edit Date, Blue2 User ID, System Creator Code, System Updater 
Code fields are grayed out and system generated. The Processing Site 
Station Code, Host Plan Receipt Date, Transmission Mode Code, Plan 
Payer Code, and Payment Disposition Code are auto-populated fields but 
may be edited. The BlueCard Program Product Type field is system 
generated but may be edited. 

65. Select the Special Notations tab. The Special Notations tab will open. 
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Special Notations Tab 

66. Enter the appropriate data in the Special Notations tab.  

o To create a Special Notation, you must complete the Number column.  

67. Select Release. The SF has been sent. 

3.3 Adjusting an SF 

Note: The ICD-10 fields have been added and are now enabled; users may now enter 
information in these new fields since the ICD-10 compliance date was Oct. 1, 2015. 

Note: The new HIPPA 50-10 fields have been added and are now enabled. 

Adjust an SF when changes to the claim are necessary, for example, a Host Plan receives a 
corrected claim that impacts pricing information, claim information, provider information, 
member information, etc. 

3.3.1. Create an Adjustment SF 

All the functions for creating an SF (Exit, Save, Release, and Reject) are available when 
updating an SF. Adjustment SFs can now be sent as Real-Time Transport, Transmission 
Mode Code (TMC) 4. 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 
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1. From the Claim Administration main menu page, select Create Adjustment 
SF. 

 
Claims Administration Main Menu Page 

o The Create Adjustment SF – Enter SCCF # of DF to be Adjusted 
dialog box will appear. 

 
Create Adjustment SF – Enter SCCF # of DF to be Adjusted Dialog Box 

2. Enter the SCCF number of the DF that you would like to adjust in the SCCF # 
field. 

3. Click OK. 

o The system performs validations to ensure that the DF is in an adjustable 
state.  

Note: All of the edits that are performed on an NF06 adjustment request is performed to ensure 
that the DF can be adjusted prior to creating an adjustment SF.  
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o The Create Adjustment SF – Enter Plan Profile Retrieval Info screen 
will appear. Some fields are pre-populated with the information from the 
most recent SF. The most recent SF may be the original SF or the most 
recent cross-reference SF. The grayed-out fields are system generated 
and cannot be modified. 

 
Create Adjustment SF – Enter Plan Profile Retrieval Info Screen 

4. Enter or modify the data in the fields. 
5. Click OK. The SF Data Entry pages will appear. 

 
SF Data Entry Pages 
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o Some fields are pre-populated with the information from the most recent 
SF. A new SCCF number is assigned. 

6. Navigate through pages and modify the data. See Section 3.2 to learn more 
about the fields in the SF Data Entry pages. 

Note: On the Control tab, the Cross Ref SCCF # and the Home Plan Control # fields are 
required and pre-populated with the information on the DF. The Adjustment Receipt Date field 
is also required. 

7. Select Release. 

3.4 Updating an SF 

Note: The ICD-10 fields have been added and are now enabled; users may now enter 
information in these new fields since the ICD-10 compliance date was Oct. 1, 2015. 

Note: The new HIPPA 50-10 fields have been added and are now enabled. 

Use the update SF feature to update a claim on the Suspense database. 

3.4.1. Update an SF 

All the functions for creating an SF (Exit, Save, Release, and Reject) are available when 
updating an SF. 

There are two ways to access the SF Data Entry pages to update an SF. 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. Select an SF from the Search results. See the Section 3.1 for more information 
about searching for SFs. The SF Data Entry pages will appear. 
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SF Data Entry Pages in View Only Mode 

2. Select Update. The SF Data Entry pages will be an Update mode. 

OR 

3. From the Claims Administration main menu, select Create Update SF. 

 
Claim Administration Main Menu Page 
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o The Update SF – Enter SCCF # of SF to Update dialog box will appear. 

 
Update SF – Enter SCCF # of SF to Update Dialog Box 

4. Enter the SCCF number of the SF you would like to update in the SCCF # field. 

5. Click OK. The SF Data Entry pages will appear. 

6. Update the SF. See Section 3.2 to learn more about the fields in the SF Data 
Entry pages. 

3.5 Copying an SF 

Note: The ICD-10 fields have been added and are now enabled; users may now enter 
information in these new fields since the ICD-10 compliance date was Oct. 1, 2015. 

Note: The new HIPPA 50-10 fields have been added and are now enabled. 

Use the Copy SF feature to create a new SF from a previously created SF on the Suspense or 
Formats database. 

3.5.1. Copy an SF 

All the functions for creating an SF (Exit, Save, Release, and Reject) are available when 
updating an SF. 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu, select Copy SF. 
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Claim Administration Main Menu Items 

o The Copy SF – Enter SCCF # of SF to Copy dialog box will appear. 

 
Copy SF – Enter SCCF # of SF to Copy Dialog Box 

2. Enter the SCCF number of the SF you would like to copy in the SCCF # field. 

3. Click OK. 

o The Copy SF – Enter Plan Retrieval Info screen will appear with details 
pre-populated from the SF you would like to copy. 
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Copy SF – Enter Plan Profile Retrieval Info Screen 

4. Enter or modify the data in the fields. 

5. Click OK. The SF Data Entry pages will appear with a new SCCF number. 

6. Edit/create the SF. See Section 3.2 to learn more about the fields in the SF Data 
Entry pages. 

3.6 Purging an SF 

Only SFs from the Suspense database can be purged. 

3.6.1. Purge an SF 

There are two ways to access the SF you would like to purge. 

1. From the Claims Administration main menu, select Purge SF. 
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Claim Administration Main Menu Page 

o The Purge SF – Enter # of SF to Purge dialog box will appear. 

 
Purge SF – Enter SCCF # of SF to Purge Dialog Box 

2. Enter the SCCF number of the SF you would like to purge in the SCCF # field. 

3. Click OK. The SF Data Entry pages appear. 
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SF Data Entry Pages 

4. Review the SF to make sure this is the correct SF that you would like to purge. 
5. Select Purge. The Purge SF dialog box will appear. 

 
Purge SF Dialog Box 

6. Click OK. 

o The SF is saved to the suspense database with an Action Code equal to 
P. The SF will be available for update in the suspense database until it is 
extracted. 

OR 

1. Select an SF from the Search results. See the Section 3.1 for more information 
about searching for SFs. 

o The SF Data Entry pages will appear. 
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SF Data Entry Pages 

2. Select Purge. The Purge SF dialog box will appear. 

 
Purge SF Dialog Box 

3. Click OK. 

o The SF is saved to the suspense database with an Action Code equal to 
P. The SF will be available for update in the suspense database until it is 
extracted. 

3.7 Resubmitting an SF 

Note: The ICD-10 fields have been added and are now enabled; users may now enter 
information in these new fields since the ICD-10 compliance date was Oct. 1, 2015. 

Note: The new HIPPA 50-10 fields have been added and are now enabled. 
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Use the Resubmit SF feature as a Host Plan to make changes to the SF that was originally 
submitted to the Home Plan. 

3.7.1. Resubmit an SF 

All the functions for creating an SF (Exit, Save, Release, and Reject) are available when 
updating an SF. 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu, select Resubmit SF. 

 
Claim Administration Main Menu Page 

o The Resubmit SF – Enter SCCF # of SF to Resubmit dialog box will 
appear. 
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Resubmit SF – Enter SCCF # of SF to Resubmit Dialog Box 

2. Enter the SCCF number of the SF you would like to resubmit in the SCCF # 
field. 

3. Click OK. 

o The Resubmit SF – Enter Plan Profile Retrieval Info screen appears. 
The fields are pre-populated with the information from the SF. 

 
Resubmit SF – Enter Plan Profile Retrieval Info Screen 

4. Enter or modify the data in the fields. 
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5. Click OK. The SF Data Entry fields will appear. 

6. Update the SF. See Section 3.2 to learn more about the fields in the SF Data 
Entry pages. 

3.8 Unlocking an SF 

Note: This is an administrative function. 

An SF may be locked if a user is currently updating an SF or if a user incorrectly closed an SF 
upon exiting the application (for example, a user closes out of the Claims Administration 
application by shutting down the Web browser instead of exiting the SF and logging out of the 
application). 

3.8.1. Unlock an SF 

1. From the Claims Administration main menu, select Unlock SF. 

 
Claims Administration Main Menu Page 

o The Unlock SF – Enter SCCF # of SF to Unlock dialog box will appear. 
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Unlock SF – Enter SCCF # of SF to Unlock Dialog Box 

2. Enter the SCCF number of the SF you would like to unlock in the SCCF # field. 

3. Click OK. The SF is unlocked. 

4. Managing DFs 

Claims Administration DF and all of its features were available beginning in Release 13.5.   

The following chapter describes Home Plan functions available for managing DFs. These 
functions include searching the Suspense database, creating (through payment override and 
non-payment override paths) original and adjustment DFs, deleting and unlocking DFs. 

4.1 DF Entry Pages Overview 

Claims Administration DF allows users to create DFs (original, adjustment, non-payment 
override and payment override) through entry of adjudication input, which results in a DF being 
created.  It also allows for DFs to be loaded to the suspense database for update or correction.  
This section describes the different entry pages and how they work based on what information 
is present on the Suspense database for a given DF. 

4.1.1. Adjudication Input Pages 

The Adjudication Input pages are available to allow users to enter adjudication information in 
order to create a DF.  You can enter claim level and line level information.  Also under the 
Adjudication Input pages, you may review calculation results to ensure the information entered 
is accurate before creating the DF.  See Section 2.5.4 for more information about calculating 
adjudication input.  These pages provide equivalent capabilities that can be achieved through 
the Home Plan Aid Workstation.  The Adjudication Input tab will only be accessible if there is 
Adjudication Input available on the Suspense database for the DF. 
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Adjudication Input Claim Page 

The DF Type (located in the Header Panel) will identify the type of DF being created/viewed; 
Original, Reissue, and Closeout, Void Only, Void/Reissue, Streamlined or 
Void/Reissue/Closeout. The top section contains fields used to verify that you are creating a DF 
for the correct SF. The bottom section, with the sub-tabs, contains all claim level adjudication 
entry fields. 

 
Adjudication Input Line Page 

This Line tab displays the line of service summary table. This table lists line level information 
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needed to enter your line level adjudication information. The bottom sub-tabs contain all line 
level adjudication entry fields. 

 
Calculated Results Claim Page 

This is the Calculated Results tab.  This tab will display claim and line level results of the 
UPF/HPA calculations in real-time.  It will only be accessible if there are results available. 

 
Calculated Results Line Page 

4.1.2. DF Detail Pages 

The DF Details pages represent the actual DF that was either created in Claims Administration 
or loaded to the Suspense database for update or correction.  These pages provide equivalent 
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capabilities that can be achieved through the Online Entry and Correction (DF portion) 
application.  The DF Details tab will only be accessible if there is a DF present on the suspense 
database for the DF. 

 
 DF Details Page 

The tabs and sub-tabs under the DF Details tab represent all the information that can be sent on 
a DF. It will also contain results of the adjudication input if the DF was created in Claims 
Administration. 

4.2 Searching for Suspense DFs 

4.2.1. Search Suspense DFs 

Use the Search capability within the Claims Administration application to find DFs that meet a 
certain criteria. By entering Search criteria, you limit your Search results to specific DFs.  This 
capability allows you to search for DFs by using multiple search criteria at a time. For example, 
search the Suspense database by Subscriber ID, Service Date From and Service Date To. 
However, there are certain search fields that cannot be used in conjunction with other search 
fields when searching the Suspense database.  Those fields are the SCCF # and the Error 
Code. 

Claims Administration is used to save Adjudication Input, as well as, DFs.  Therefore, search 
results may include both Adjudication Input and DFs.  In situations where there is Adjudication 
Input and a DF present for a given SCCF Number, the information for the DF will display in the 
search results, not the Adjudication Input information. 

1. From the Claims Administration main menu, select Search Suspense. 
o The Search workspace will appear. 
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Main Menu Page 

 
Search Workspace 

2. Enter the search criteria in the Search field(s).  Please note the following 
information about the search fields: 

Search Field Required Field Details Expected Search Results 

SCCF # No  Only accepts numeric 
characters. 

 Non wildcard search results will 
yield any DF(s) on the suspense 
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Search Field Required Field Details Expected Search Results 

 Up to 15 characters 
allowed (required for 
non-wildcard 
searches). 

 Minimum of three 
characters are 
required. 

 Wildcard searches 
accepted and are 
indicated by use of an 
asterisk * (must be the 
right-most character). 

 Wildcard searches 
with an embedded or 
beginning asterisk * 
are not allowed. 

database with an exact match 
SCCF number as entered by the 
user. 

 Wildcard search results will yield 
any DF(s) on the Suspense 
database with exact matching 
characters for characters that 
precede the asterisk. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number.  

Subscriber ID (Prefix) No  Only accepts alpha 
characters. 

 Minimum of three 
characters are 
required. 

 Embedded spaces are 
not allowed. 

 Wildcard searches 
accepted and 
assumed if the search 
does not include a 
value in the 
Subscriber ID Suffix 
field. 

 Search results will yield any 
DF(s) on the suspense 
database with an exact match 
Subscriber ID Prefix as entered 
by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Subscriber ID (Suffix) No  Allows alpha, numeric 
and special 
characters. 

 A minimum of one 
character is required 
(in addition to the 
wildcard character for 
wildcard searches) in 
order to use this 
search field 

 Embedded spaces are 
not allowed. 

 Wildcard searches 
accepted and are 
indicated by use of an 
asterisk * (must be 
right most character). 

 Wildcard searches 

 Non wildcard search results will 
yield any DF(s) on the suspense 
database with an exact match 
Subscriber ID Suffix as entered 
by the user. 

 Wildcard search results will yield 
any DF(s) on the Suspense 
database with exact matching 
characters for characters that 
precede the asterisk. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 
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Search Field Required Field Details Expected Search Results 

with an embedded 
asterisk * are not 
allowed. 

Clerk # No  Allows alpha, numeric 
and special characters 

 Wildcard searches are 
not allowed 

 Search results will yield any 
DF(s) on the Suspense 
database with an exact match 
Clerk # as entered by the user 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Blue² User ID No  Allows alpha, numeric 
and special 
characters. 

 Wildcard searches are 
not allowed. 

 Search results will yield any 
DF(s) on the Suspense 
database with an exact match 
Blue² User ID as entered by the 
user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Service Date From  No  Auto format 
MM/DD/YYYY. 

 Note: Both a Service 
Date From and To 
Date are required 
when either field is 
used for searching. 

 From Date must be 
less than or equal to 
the To Date. 

 Search results will yield any 
DF(s) on the Suspense 
database with a Service Date 
From that is equal to or falls 
within the Date From and Date 
To entered by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the Date of Service 
column in the search results. 

Service Date To No  Auto format 
MM/DD/YYYY. 

 Note: Both a Service 
Date From and To 
Date are required 
when either field is 
used for searching. 

 To Date must be 
equal to or greater 
than the From Date. 

 Search results will yield any 
DF(s) on the suspense 
database with a Service Date To 
that is equal to or falls within the 
Date From and Date To entered 
by the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the Date of Service 
column in the search results. 

Error Code No  Allows alpha, numeric 
and special 
characters. 

 Minimum of five 
characters required. 

 Wildcard searches are 
not allowed. 

 Search results will yield any 
DF(s) on the suspense 
database with an exact match 
Error Code as entered by the 
user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

Disposition Code No  Allows alpha, numeric 
and special 

 Search results will yield any 
DF(s) on the suspense 
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Search Field Required Field Details Expected Search Results 

characters. 
 Valid values:  1 

(Original or Reissue), 
4 (Void) 

 

database with an exact match 
Disposition Code as entered by 
the user. 

 Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

No search criteria N/A N/A  Search results will be displayed 
in ascending order (oldest to 
newest) by the SCCF number. 

 

Note: None of the fields in the Search workspace are required fields. If you would like to view 
all the DFs (up to the maximum number allowed per the defined number decided by your Plan) 
on the Suspense database, leave the Search fields blank. 

3. Click Search. The Search workspace will populate with the appropriate results. 

 
 Search Results 

o Search results will display differently based on the Search criteria. All 
Search results will return in ascending order (oldest to newest) by SCCF 
# except when you search by Service Date From/To. When you perform 
this search, it will return results in ascending order (oldest to newest) by 
the Date of Service column.  

o Plans may customize the number of records that are returned through 
searches on the Suspense database. 
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4.2.2. Clear Search Criteria and/or Search Results 

To clear the entries in the Search fields or to clear the Search results, select Clear. 

4.2.3. Customize Search Results 

You can customize the Search results by resizing columns, moving columns from one location 
to another, or by sorting the results. 

1. To resize a column, select the column border. When the pointer   becomes the 
arrow keys , use the arrows to drag the column border and resize the column. 

 
Resize a Column 

2. To move a column from one location to another, select the column header and 
drag-and-drop the column into a new location. 
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Move a Column 

3. To sort a column, click the column header. The arrow will indicate that the 
results are sorted in ascending  order. To sort the results in descending  
order, click the column header once more. 

 
Sort a Column  
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4.2.4. Select a DF From The Search Results 

1. To select a DF from the Search Results, Click the DF row. 

 
DF Row in Search Results 

o The DF details will appear in the Workspace. 

 
DF Detail Pages 
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4.2.5. Export Search Results to Excel 

1. Click the Export button       at the bottom of the Search Workspace. The 
Download dialog box will appear. 

 
Download Dialog Box 

2. Select a location from the Save In drop-down field to save the Excel .csv file. 

3. Click Save. The file will save. 

4.3 Creating a DF 

Use the Create DF capability within the Claims Administration application to create a new 
Original DF. 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu page, select Create DF. 
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Claims Administration Main Menu Page 

o The Create DF - Enter SCCF # dialogue box appears. 

 
Create DF – Enter SCCF # Dialogue Box 

2. Enter the 15 character SCCF number of the SF that you would like to create a 
DF for in the SCCF # field. 

3. Click Ok. 

Note: After clicking OK, all validations will occur to ensure that the SCCF number is eligible for 
a new Original DF to be created.   For example: The SF must be a valid SF, there must not be a 
valid DF with the same SCCF number present, there must not be another DF with the same 
SCCF Number present on the Suspense Database etc. 

o The Adjudication Input Entry pages will appear.  The Claim tab and 
Details tab will open.  
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Claim Tab and Details Tab 

4. Enter the appropriate data in the Claim tab & Details tab.  You must minimally 
enter the Approval Code, Processing Site Ctrl # and Transmission Mode 
Code (this field will be system-generated, however users with the appropriate 
security may modify the system-generated value).   The Approval Code (value 
‘L’) will indicate that you need to enter line level adjudication information.  If you 
update the Approval Code to an ‘L’ and then change it to another value, you will 
receive a confirmation message.  

5. Click the Cost Sharing & Payment Maximum tab. The Cost Sharing & 
Payment Maximum tab will open.   
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Cost Sharing & Payment Maximum Tab 

6. Enter the appropriate data in the Cost Sharing & Payment Maximum tab. 

7. Click the OPL tab. The OPL tab will open. 

 
OPL Tab 

8. Enter the appropriate data in the OPL tab. 
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o If there is no need to enter line level adjudication information, then you 
may skip to Step 15. 

9. Click the Line tab. 

o The Line tab and Details tab will open. 

o By default, the user will view the first line of service.  You may only 
access the Line tab and sub-tabs if the Approval Code entered at the 
claim level is ‘L’ (Limited Approval). 

 
Line Tab and Details Tab 

10. Enter the appropriate data in the Details tab. 

11. Click the Managed Care tab. The Managed Care tab will open. 
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Managed Care Tab 

12.  Enter the appropriate data in the Managed Care tab. 

13. Click the Healthcare Policy IDs tab. The Healthcare Policy IDs tab will open. 

 
Healthcare Policy IDs Tab 

14. Enter the appropriate data in the Healthcare Policy IDs tab. 
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15. Click the Calculate button. 

o The Calculated Results will appear.  The Claim tab will open. See 
Section 2.5.4 for more information about calculating adjudication input. 

Note: If you do not wish to review the UPF/HPA calculation results, skip to Step 18. 

 
Calculated Results Tab (Claim) 

16. Review the results under the Claim tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

17. Click the Line tab. 
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Calculated Results (Line) 

18. Review the results under the Line tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

19. Click the Release button. 

o The DF has been sent.  See Section 2.5.3 for more information about 
releasing a DF. 

4.4 Creating an Adjustment DF 

Use the Create Adjustment DF capability within the Claims Administration application to create 
Adjustment DFs, which include Void Only DFs, Void/Reissue DFs, Streamlined Adjustment 
DFs and Void/Reissue/Close-out DFs. Adjustment DFs can be sent as Real-Time 
Transport, Transmission Mode Code (TMC) 4. 

This feature will provide equivalent capabilities that are available through the automated 
adjustment process in the Home Plan Aid Workstation.  The ability to create separate void, 
reissue and close-out DFs is not supported in Claims Administration. The application will 
determine the type of adjustment that needs to be performed based on the information present 
on the Formats Database.  
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4.4.1. Create a Void Only Adjustment DF 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu page, select Create Adjustment 
DF. 

 
Claims Administration Main Menu Page 

o The Create Adjustment DF - Enter SCCF # dialogue box appears. 

 
Create Adjustment DF – Enter SCCF # Dialogue Box 
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2. Enter the 15 character SCCF number of the SF that you would like to perform a 
Void DF Adjustment for in the SCCF # field. 

3. Click OK. 

o The Adjudication Input entry pages appear.  Information from the most 
recent SF is retrieved and displayed on various entry pages.  The pages 
are read only as you cannot make changes to a Void DF.  The 
Adjustment Reason Code is retrieved from the Adjustment 
Request/Response from the Formats Database.  The Adjustment 
Receipt Date has been added to Adjudication Input.  The Adjustment 
Receipt Date is retrieved from the Adjustment Request Message. 

 
Adjudication Input Entry Pages 

4. Review the information to ensure you want to proceed with creating the Void 
DF. 

5. Select the Release button. 

o The Void DF has been sent.  See Section 2.5.3 for more information 
about releasing a DF. 

4.4.2. Create Void/Reissue DFs 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 
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1. From the Claims Administration main menu page, select Create Adjustment 
DF.  

 
Claims Administration Main Menu Page 

o The Create Adjustment DF - Enter SCCF # dialogue box appears. 

 
Create Adjustment DF – Enter SCCF # Diaglogue Box 

2. Enter the 15 character SCCF number of the SF that you would like to perform a 
Void/Reissue Adjustment for in the SCCF # field. 

3. Click OK. 

o The Adjudication Input entry pages appear.  Information from the most 
recent SF is retrieved and displayed on various entry pages.  The 
Adjustment Reason Code field is pre-populated and protected as it is 
retrieved from the Adjustment Request/Response from the Formats 
Database. The Adjustment Receipt Date has been added to 
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Adjudication Input.  The Adjustment Receipt Date is retrieved from the 
Adjustment Request Message. 

 
Claim Tab and Details Tab 

4. Enter the appropriate data in the Claim tab & Details tab.  You must minimally 
enter the Approval Code, Processing Site Ctrl # and Transmission Mode 
Code.  The Approval Code (value ‘L’) will indicate that you need to enter line 
level adjudication information.  If you update the Approval Code to an ‘L’ and 
then change it to another value, you will receive a confirmation message. 

5. Click the Cost Sharing & Payment Maximum tab. The Cost Sharing & 
Payment Maximum tab will open. 
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Cost Sharing & Payment Maximum Tab 

6. Enter the appropriate data in the Cost Sharing & Payment Maximum tab. 

7. Click the OPL tab. The OPL tab will open. 

 
OPL Tab 

8. Enter the appropriate data in the OPL tab. 
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o If there is no need to enter line level adjudication information, then you 
may skip to Step 15. 

9. Click the Line tab. 

o The Line tab and Details tab will open. 

o By default, the user will view the first line of service.  You may only 
access the Line tab and sub-tabs if the Approval Code entered at the 
claim level is ‘L’ (Limited Approval). 

 
Line Tab and Details Tab 

10. Enter the appropriate data in the Details tab. 

11. Click the Managed Care tab. The Managed Care tab will open. 
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Managed Care Tab 

12. Enter the appropriate data in the Managed Care tab. 

13. Click the Healthcare Policy IDs tab. The Healthcare Policy IDs tab will open. 

 
Healthcare Policy IDs Tab 

14. Enter the appropriate data in the Healthcare Policy IDs tab. 
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15. Click the Calculate button. 

o The Calculated Results will appear.  The Claim tab will open.  See 
Section 2.5.4 for more information about calculating adjudication input. 

Note: If you do not wish to review the UPF/HPA calculation results, skip to Step 19. 

 
Calculated Results Tab (Claim) 

16. Review the results under the Claim tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

17. Click the Line tab. 



Blue2 Claims Administration Project Documentation Page: 128 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

 
Calculated Results (Line) 

18. Review the results under the Line tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

19. Click the Release button. 

o The DF has been sent.  See Section 2.5.3 for more information about 
releasing a DF.  Both the Void DF and the Reissue DF have been 
created and saved to the suspense database.  However, you can only 
view the Reissue DF through the Claims Administration user interface.   

4.4.3. Create Streamlined Adjustment DFs 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu page, select Create Adjustment 
DF. 
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Claims Administration Main Menu Page 

o The Create Adjustment DF - Enter SCCF # dialogue box appears. 

 
Create Adjustment DF – Enter SCCF # Diaglogue Box 

2. Enter the 15 character SCCF number of the SF that you would like to perform a 
Streamlined Adjustment for in the SCCF # field. 

3. Click OK.  

o The Adjudication Input entry pages appear.  Information from the most 
recent SF is retrieved and displayed on various entry pages.  The 
Adjustment Reason Code field is NOT pre-populated and is editable. 
The Adjustment Receipt Date has been added to Adjudication Input.  
The Adjustment Receipt Date is NOT pre-populated and is editable. 
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Claim Tab and Details Tab 

4. Enter the appropriate data in the Claim tab & Details tab.  You must minimally 
enter the Adjustment Reason Code, Approval Code, Processing Site Ctrl # 
and Transmission Mode Code.  The Approval Code (value ‘L’) will indicate 
that you need to enter line level adjudication information.  If you update the 
Approval Code to an ‘L’ and then change it to another value, you will receive a 
confirmation message. 

5. Click the Cost Sharing & Payment Maximum tab. The Cost Sharing & 
Payment Maximum tab will open. 
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Cost Sharing & Payment Maximum Tab 

6. Enter the appropriate data in the Cost Sharing & Payment Maximum tab. 

7. Click the OPL tab. The OPL tab will open. 

 
OPL Tab 

8. Enter the appropriate data in the OPL tab. 
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o If there is no need to enter line level adjudication information, then you 
may skip to Step 15. 

9. Click the Line tab. 

o The Line tab and Details tab will open. 

o By default, the user will view the first line of service.  You may only 
access the Line tab and sub-tabs if the Approval Code entered at the 
claim level is ‘L’ (Limited Approval). 

 
Line Tab and Details Tab 

10. Enter the appropriate data in the Details tab. 

11. Click the Managed Care tab. The Managed Care tab will open. 
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Managed Care Tab 

12. Enter the appropriate data in the Managed Care tab. 

13. Click the Healthcare Policy IDs tab. The Healthcare Policy IDs tab will open. 

 
Healthcare Policy IDs Tab 

14. Enter the appropriate data in the Healthcare Policy IDs tab. 
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15. Click the Calculate button. 

o The Calculated Results will appear.  The Claim tab will open.  See 
Section 2.5.4 for more information about calculating adjudication input. 

Note: If you do not wish to review the UPF/HPA calculation results, skip to Step 19. 

 
Calculated Results Tab (Claim) 

16. Review the results under the Claim tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

17. Click the Line tab. 
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Calculated Results Tab (Line) 

18. Review the results under the Line tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

19. Click the Release button. 

o The DF has been sent.  See Section 2.5.3 for more information about 
releasing a DF.  Both the Void DF and the Reissue DF have been 
created and saved to the suspense database.  However, you can only 
view the Reissue DF through the Claims Administration user interface. 

4.4.4. Create Void/Reissue/Closeout DFs 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 

1. From the Claims Administration main menu page, select Create Adjustment 
DF. 
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Claims Administration Main Menu Page 

o The Create Adjustment DF - Enter SCCF # dialogue box appears. 

 
Create Adjustment DF – Enter SCCF # Diaglogue Box 

2. Enter the 15 character SCCF number of the SF that you would like to perform a 
Void/Reissue/Closeout Adjustment for in the SCCF # field. 

3. Click OK. 

o The Adjudication Input entry pages appear.  Information from the most 
recent SF is retrieved and displayed on various entry pages.  The 
Adjustment Reason Code is retrieved from the Adjustment 
Request/Response from the Formats Database. The Adjustment 
Receipt Date has been added to Adjudication Input.  The Adjustment 
Receipt Date is retrieved from the Adjustment Request Message. 
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Claim Tab and Details Tab 

4. Enter the appropriate data in the Claim tab & Details tab.  You must minimally 
enter the Approval Code, Processing Site Ctrl # and Transmission Mode 
Code.  The Approval Code (value ‘L’) will indicate that you need to enter line 
level adjudication information.  If you update the Approval Code to an ‘L’ and 
then change it to another value, you will receive a confirmation message. 

5. Click the Cost Sharing & Payment Maximum tab. The Cost Sharing & 
Payment Maximum tab will open. 
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Cost Sharing & Payment Maximum Tab 

6. Enter the appropriate data in the Cost Sharing & Payment Maximum tab. 

7. Click the OPL tab. The OPL tab will open. 

 
OPL Tab 
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8. Enter the appropriate data in the OPL tab. 

o If there is no need to enter line level adjudication information, then you 
may skip to Step 15. 

9. Click the Line tab. 
o The Line tab and Details tab will open. 

o By default, the user will view the first line of service.  You may only 
access the Line tab and sub-tabs if the Approval Code entered at the 
claim level is ‘L’ (Limited Approval). 

 
Line Tab and Details 

10. Enter the appropriate data in the Details tab. 

11. Click the Managed Care tab. The Managed Care tab will open. 
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Managed Care Tab 

12. Enter the appropriate data in the Managed Care tab. 

13. Click the Healthcare Policy IDs tab. The Healthcare Policy IDs tab will open. 

 
Healthcare Policy IDs Tab 
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14. Enter the appropriate data in the Healthcare Policy IDs tab. 

15. Click the Calculate button. 

o The Calculated Results will appear.  The Claim tab will open.  See 
Section 2.5.4 for more information about calculating adjudication input. 

Note: If you do not wish to review the UPF/HPA calculation results, skip to Step 19. 

 
Calculated Results Tab (Claim) 

16. Review the results under the Claim tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

17. Click the Line tab. 
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Calculated Results (Line) 

18. Review the results under the Line tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

19. Click the Release button. 

o The DF has been sent.  See Section 2.5.3 for more information about 
releasing a DF.  The Void DF, Reissue DF and Closeout DF have been 
created and saved to the suspense database.  However, you can only 
view the Reissue and Closeout DFs through the Claims Administration 
user interface. 

4.5 Creating a Payment Override DF 

Use the Create Payment Override DF capability within the Claims Administration application to 
utilize the payment override process to create new original or adjustment DFs. 

Note: Once you are finished populating a screen, press CTRL + SHIFT + E to validate that all 
the fields have been populated properly. If there is an error with a field, the field will be 
highlighted in red. Simply place your mouse over the field or tab to the field to view the error 
message. 
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1. From the Claims Administration main menu, select Create Payment Override 
DF.  

 
Claims Administration Main Menu 

o The Payment Override DF - Enter SCCF dialogue box appears. 

 
2. Enter the 15 character SCCF number of the SF that you would like to create a 

new original DF or adjustment DF through the Payment Override process in the 
SCCF # field. 

3. Click Ok. 

Note: After clicking OK, all validations will occur to ensure that the SCCF number is eligible for a 
new Original DF or Adjustment DF to be created.   For example: For Original DFs, The SF must 
be a valid SF, there must not be a valid DF with the same SCCF number present, etc.  For 
Adjustment DFs, the SCCF must meet certain criteria before it can be adjusted, the proper 
Adjustment Request/Response must be present, etc. 
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o The Payment Override Adjudication Input Entry pages will appear.  
The Claim tab will open. The Payment Override claim tab is a single 
scrollable entry page consisting of sections, unlike the claim non-Payment 
Override page layout. 

 
Payment Override Claim SF Verification Fields Section 

4. Review the information within this section to ensure you are creating a DF for 
the correct SF.  Enter or update appropriate data in this section. 

5. Navigate to the Details section 

o See Section 2.1 for more information about navigating in Claims 
Administration.  When creating adjustment DFs through this process, the 
Adjustment Reason Code will be pre-populated and protected for all 
scenarios excluding streamlined adjustment DFs.  For streamlined 
adjustment DFs, this field will be enabled. 

 
Payment Override Details Section 

6. Enter the appropriate data in the Details section. 

7. Navigate to the Cost Sharing section. 
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Payment Override Cost Sharing Section 

8. Enter the appropriate data in the Cost Sharing section. 

9. Navigate to the Payment Reduction section. 

 
Payment Override Payment Reduction Section 

10. Enter the appropriate data in the Payment Reduction section. 

11. Navigate to the OPL section. 

 
Payment Override OPL Section 

12. Enter the appropriate data in the OPL section. 

13. Click the Line tab. The Line tab and the Details tab will open. 
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Payment Override Line Tab and Details Tab 

14. Enter the appropriate data in the Details tab. 

15. Click the Payment Reduction tab. The Payment Reduction tab will open. 

 
Payment Override Payment Reduction Tab 

16. Enter the appropriate data in the Payment Reduction tab. 
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17. Click the Managed Care tab. The Managed Care tab will open. 

 
Payment Override Managed Care Tab 

18. Enter the appropriate data in the Managed Care tab. 

19. Click the Healthcare Policy IDs tab. The Healthcare Policy IDs tab will open. 
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20. Enter the appropriate data in the Healthcare Policy IDs tab. 

21. Click the Calculate button. 

o The Calculated Results will appear.  The Claim tab will open.  See 
Section 2.5.4 for more information about calculating adjudication input.  

Note: If you do not wish to review the UPF/HPA calculation results, skip to Step 25.  Only 
applicable edits/calculations occur when creating DFs through the override process. 

 
Calculated Results Tab (Claim) 

22. Review the results under the Claim tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

23. Click the Line tab. 
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Calculated Results (Line) 

24. Review the results under the Line tab to ensure it is accurate. 

o If the Calculated Results are not correct, then you may return to the 
Adjudication Input pages to make corrections and select the Calculate 
button again.  You can continue to do this until the results are deemed 
acceptable. 

25. Click the Release button. 

o The DF has been sent.  See Section 2.5.3 for more information about 
releasing a DF. 

4.6 Updating a DF 

Use the Update DF capability within the Claims Administration application to update 
Adjudication Input that has been saved to the suspense database or update a DF that was 
loaded to the suspense database. 

4.6.1. Update Adjudication Input 

1. From the Claims Administration main menu, select Update DF. 
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Claims Administration Main Menu 

o The Update DF – Enter SCCF # dialogue box will appear. 

 
Update DF – Enter SCCF # Dialogue Box 

2. Enter the 15 character SCCF number of the DF that you would like to update in 
the SCCF # field. 

3. Click OK. 
o The Adjudication Input entry pages appear with the most recent 

information presented on the screen. 

4. Update the Adjudication Input.  See Section 4.1.1 to learn more about the fields 
in the Adjudication Input entry pages. 
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4.6.2. Update Payment Override Adjudication Input 

1. From the Claims Administration main menu, select Update DF. 

 
Claims Administration Main Menu 

o The Update DF – Enter SCCF # dialogue box will appear. 

 
Update DF – Enter SCCF # Dialogue Box 

2. Enter the 15 character SCCF number of the DF that you would like to update in 
the SCCF # field. 

3. Click OK. 
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o The Payment Override Adjudication Input entry pages appear with the 
most recent information presented on the screen. 

4. Update the Payment Override Adjudication Input.  See Section 4.5 to learn more 
about the fields in the Payment Override Adjudication Input entry pages. 

4.6.3. Update DF Details 

1. From the Claims Administration main menu, select Update DF. 

 
Claims Administration Main Menu 

o The Update DF – Enter SCCF # dialogue box will appear. 

 
Update DF – Enter SCCF # Dialogue Box 
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2. Enter the 15 character SCCF number of the DF that you would like to update in 
the SCCF # field. 

3. Click OK. 

o The DF Details Pages will appear.  Make the appropriate changes to any 
of the DF Detail pages.  The following steps will provide the screens for 
the DF Details and their ordering.  Once your updates are complete 
proceed to Step 23. 

 
Patient Tab 
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4. Click the Subscriber tab. The Subscriber tab will open. 

 
Subscriber Tab 

5. Click the Other Carrier tab. The Other Carrier tab will open. 

 
Other Carrier Tab 
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6. Click the Provider tab. The Billing Provider tab will open. 

 
Billing Provider Tab 

7. Click the Other Provider tab. The Other Provider tab will open. 

 
Other Provider Tab 
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8. Click the Representative Payee tab. The Representative Payee tab will open. 

 
Representative Payee Tab 

9. Click the Claim tab. The Details tab will open. 

 
Details Tab 
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10. Click the Adjudication tab. The Adjudication tab will open. 

 
Adjudication Tab 

11. Click the Pricing tab. The Pricing tab will open. 

 
Pricing Tab 
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12. Click the Payment Reduction tab. The Payment Reduction tab will open. 

 
Payment Reduction Tab 

13. Click the DF Message Codes tab. The DF Message Codes tab will open. 

 
DF Message Codes Tab 
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14. Click the Payer tab. The Payer tab will open. 

 
Payer Tab 

15. Click the Line of Service tab. The Details tab will open. 

o By default, the user will view the first line of service. 

 
Details Tab 
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16. Click the Adjudication tab. The Adjudication tab will open. 

 
Adjudication Tab 

17. Click the Pricing tab. The Pricing tab will open. 

 
Pricing Tab 
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18. Click the Payment Reduction tab. The Payment Reduction tab will open. 

 
Payment Reduction Tab 

19. Click the Point of Service tab. The Point of Service tab will open. 

 
Point of Service Tab 
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20. Click the Control tab. The Control Data tab will open. 

 
Control Data Tab 

21. Click the Plan Profile tab. The Plan Profile tab will open. 

 
Plan Profile Tab 
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22. Click the Special Notations tab. The Special Notations tab will open. 

 
Special Notations Tab 

23. Click the Release button. 

o The DF has been sent.  See Section 2.5.3 for more information about 
releasing a DF. 

4.7 Deleting a DF 

Use the Delete DF capability within the Claims Administration application to delete Adjudication 
Input and/or DF Details from the suspense database.  When Adjudication Input and/or DF 
Details are deleted from Claims Administration, these will be deleted in real-time.  Unlike Claims 
Administration SF, deletes will not occur through a batch process. 

There are three scenarios possible when deleting from the Claims Administration suspense 
database.  The DF could contain Adjudication Input only, DF Details only or both 
Adjudication Input and DF Details. 

There are two ways to access a DF you would like to delete, from the Claims Administration 
Main Menu or through the results of a search on the suspense database. 

4.7.1. Delete Adjudication Input Only 

1. From the Claims Administration main menu, select Delete DF. 
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Claims Administration Main Menu Page 

o The Delete DF – Enter SCCF # of DF to Delete dialogue box will appear. 

 
Delete DF – Enter SCCF # of DF to Delete Dialogue Box 

2. Enter the 15 character SCCF number of the Adjudication Input you would like to 
delete in the SCCF # field. 

3. Click OK. The Adjudication Input pages appear. 
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Adjudication Input Entry Pages 

o This DF only contains Adjudication Input information. 

4. Review the Adjudication Input to make sure this is the correct item that you 
would like to delete. 

5. Select Delete. The Delete DF dialogue box will appear. 

 
Delete DF Diaglogue Box 

6. Click OK. You are returned to the Claims Administration Main Menu. 
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Claims Administratin Main Menu 

o The Adjudication Input has been permanently deleted from the suspense 
database. 

4.7.2. Delete DF Details Only 

1. From the Claims Administration main menu, select Delete DF. 

 
Claims Administration Main Menu Page 

o The Delete DF – Enter SCCF # of DF to Delete dialogue box will 
appear.  
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Delete DF – Enter SCCF # of DF to Delete Diaglogue Box 

2. Enter the 15 character SCCF number of the DF you would like to delete in the 
SCCF # field. 

3. Click Ok. The DF Details pages appear. 

 
DF Details Pages 

o The DF only contains DF Details information. 

4. Review the DF Details to make sure this is the correct item that you would like 
to delete. 

5. Select Delete. The Delete DF dialogue box will appear. 
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Delete DF Dialogue Box 

6. Click Ok. You are returned to the Claims Administration Main Menu. 

 
Claims Administration Main Menu 

o The DF Details have been permanently deleted from the suspense 
database. 

4.7.3. Delete Adjudication Input and DF Details 

1. From the Claims Administration main menu, select Delete DF. 



Blue2 Claims Administration Project Documentation Page: 169 of 177 

Title: Blue² Claims Administration User Manual Initial Publication Date: 06/23//2017 

Version: 1.0 Revised Publication Date:  N/A 

 

 
For technical support, contact the IPPT 
Help Desk. 

BCBSA, 2017 This material is a trade secret. Please 
refer to the confidentiality reminder in the 
front of the document. 

 

 
Claims Administration Main Menu Page 

o The Delete DF – Enter SCCF # of DF to Delete dialogue box will 
appear. 

 
Delete DF – Enter SCCF # of DF to Delete Dialogue Box 

2. Enter the 15 character SCCF number of the Adjudication Input/DF Details you 
would like to delete in the SCCF # field. 

3. Click Ok. The Adjudication Input and DF Details pages appear. 
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Adjudication Input/DF Entry Pages 

o The DF contains both Adjudication Input and DF Details information. 

4. Review the Adjudication Input and DF Details to make sure this is the correct 
item that you would like to delete. 

5. Select Delete. The Delete DF dialogue box will appear. 

 
Delete DF Dialogue Box (Adjudication Input and DF) 

o For DFs on the suspense database which contain both Adjudication 
Input and DF Details, you will have the option to either delete the DF 
Details only or to delete both the DF Details and Adjudication Input.  If 
you choose to delete the DF Details only, then the Adjudication Input will 
remain available for updating.  If you choose to delete both the DF Details 
and Adjudication Input, then both will be deleted from the suspense 
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database simultaneously.  If you wish to only delete the DF Details, then 
proceed to Step 6 and disregard Step 7.  If you wish to delete both the DF 
Details and Adjudication Input, then disregard Step 6 and skip to Step 7. 

6. Select DF Only. The Adjudication Input pages will display. 

 
Adjudication Input Entry Pages 

o The DF Details have now been deleted.  The Adjudication Input is still 
available on the suspense database for updating. 

7. Select DF & Adjudication Input.  
o You will be returned to the Claims Administration Main Menu. 
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Claims Administration Main Menu Page 

o The Adjudication Input and DF have now been deleted permanently from 
the suspense database.  

4.7.4. Delete Adjudication and/or DF Details from Search Results 

1. Select a DF from the Suspense Search results. See Section 4.1 for more 
information about searching for DFs. 

o If the DF contains Adjudication Input only refer to Section 4.7.1, Step 4. 

o If the DF contains DF Details only, refer to Section 4.7.2, Step 4. 

o If the DF contains both Adjudication Input and DF Details, refer to Section 
4.7.3, Step 4.  

2. Complete all steps in each section to permanently delete the Adjudication 
Input and/or DF Details from the suspense database. 

4.8 Unlocking a DF 

Note: This is an administrative function. 

A DF may be locked if a user is currently updating a DF or if a user incorrectly closed a DF upon 
exiting the application (for example, a user closes out of the Claims Administration application 
by shutting down the Web browser instead of exiting the DF and logging out of the application). 
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4.8.1. Unlock a DF 

1. From the Claims Administration main menu, select Unlock DF. 

 
Claims Administration Main Menu Page 

o The Unlock DF – Enter SCCF # of SF to Unlock dialog box will appear. 

 
Unlock DF – Enter SCCF # of DF to Unlock Dialog Box 

2. Enter the 15 character SCCF number of the DF you would like to unlock in the 
SCCF # field. 

3. Click OK. 

o You will be returned to the Claims Administration Main Menu. 
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o The DF is unlocked. 

5. Appendix A: Summary of Known System Issues 

 Link to the Release 17.5 Test and Production Defects 
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