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1 Introductlon

1.1 Whatis document DNA?

Developed by HOV Services, document DNA is an electronic solution for the storage, management and retrieval of
large volumes of documents: scanned images or computer-generated text. It is designed to provide companies
with value in three ways:

a. Areliable filing system (no misfiles or lost documents)

b. A secure, web-based document retrieval system
c. A setof electronic tools forperforming tasks onthe documents (i.e., viewing, faxing, emailing, printing,
and/or storing on local drives for later use)

1.2 How It Works

There are three stages to the document DNA process: Load, Manage and Access.

a. Load: Loaded into the HOV Services Information Vault

b. Manage: Organized into discrete andsecure databases (one per client), tracked, and audited
c. Access: Made accessible to user communities via customized web interfaces (one per dient)

DATA Capture
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Firewall HOV Servnces Management Server Flrewall (Cold)
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Scan Document

Information Vault

This manual, the document DNA User Guide, details the Access stage, how documents are organized and how to
use the document DNA web interface to find, retrieve and manipulate documents.
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2 Document Organization

Document organization in document DNA is structured to provide a secure environment at several levels: Client,
Report, Document (via Index Keys), and User

2.1 Clients

The first level of document organization and security in document DNA is segregation of data by client. BCERS is
provided a unique, password-protected FTP accountfor secure data transfers and a unique web interface for
protected access to their documents.

2.2 Reports

Documentsare sorted by reports asa means of separating them into logical categories. The reports that are
available for you to access are:

Benefits

Legacy

Administration
Accounting

Human Resources
Retirement Savings Plan

O 0O 0O 0 0 O
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2.3 Index Keys
The main role of index keys is to find stored documents quickly. Index keys can also be used to categorize
documents into sub-groups and may be used to limit access to one ormore sub-groups.

For the most part, index keys are words, phrases, or numbers found on documents (e.g., SSN, Last Name,
Pension Number, etc.). Thesamplebelowshows the index keys in the Benefits department. By specifying
one or more ofthese values, users can locatea specific document quickly ratherthan obtaininga broad range
of documents.

The Benefits report has been indexed Fension #

with the following keys. To search for

a key, fill in the search criteria and 55N

click on the Search button above
Last

Wildcard can only be used as suffic .

[i.e. William* and not *William ] First
DoB
[mm/ddiyyyy]
Document Type

To %

Sub Type

Effective Date
[mm/ddiyyyy]

Scan Date
[mm/ddiyyyy]
System Import Date
[mm/ddiyyyy]

Source Type FICHE

To

To

Eil [ B

To

Mamak<y

FProcessed By

Record Status v
DCN

DOCID

2.4 Users

e Thereare (2) different types of users: Super User and Complete User. Each user group has restricted
access to either one or more specific reports.

T he Superuser can web upload documents (the audit trail will showthe user that initiated the web
uploads) email and update indexes.

The Complete User can view documents, print, create worklists, and export documents.

Note: help desk administrators (HDA) are permitted to unlock user accounts and reset passwords.

Benefits HDA: Adrian Brown, Angela Jackson, Adrian Jones, Stacy Brown, Jonathan Pearce, and
Su Huang
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3 Document DNA Web Interface

Document organizationand security are tied into the document DNA web interface design.

BCERS Proprietary URL:
e Documentorganizationand security are tied into the document DNA web interface design.
e  BCERSlevel security and site organization is created through a unique URL
e Production: (https://dnal.documentdna.com/index.jsp?URL_CON TEXT=/bcers)

EMPLOYEES'

RETIREMENT _
SySTEM
User ID
Password

|:| Keep me signed in
m Forgot your password?

Help Desk Phone - (800) 733-7842

Login Page
The login procedure serves two purposes:
a. Validate users
b. Prepare subsequent website page formatsto reflect any access restrictions that apply to the user’s profile

9

document DNA Welcome - Please Sign In

User ID |
Password

[ Keep me signed in
s Rt sty

Help Desk Phone - (800) 733-7842
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3.1 Login Procedure

Step 1: The document DNA module resides onthe web and can be accessed through a browser such as Chrome

Double-click the IE icon —
on desktop, or..

Single-click the icon
from Start menu —'
toolbar

Step 2: Access client proprietary document DNA URL.

3 Windows Internet Explorer provided by HOV Services Ltd. EIES
Fe E Yew tes Took Hep .‘l
Back X B Pt Joromes @ 3 5
Enter client proprietary i =
document DNAURL i vBs > g B i
€] Dre @ Intemet

Step 3:Login
a. Enterlogin ID
b. Enter password
C. Submit login for validation

Company logo

¥
document DNA Welcome - Please Sign In

vserd | «——— a.Enter login ID
Password «—— b. Enter password

[ Keep me signedin

G sobnitioginfor ——_ [T

validation
Help Desk —— i Desk phone - (300) 733-7842
Contactinfo

Note: The initial password value for all usersis configured per the client ’s request. After successfullogin, the user wil be
prompted to change the temporary password to a confidential value before the system will grant access to the document
DNA website.

Note: When the ‘Keep me signed in’ check box is indicated the system will not completely log the user out from the
current session if idle too long. This option will take user back to the Report List page.
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3.2 My Profile

User Guide

i |ink. This will retain the

Users may update the fields displayed to change their profile, by clicking the
updated information.

link to remove user updates (only if used before clicking update).

Optional: Click the
s

W

Name| ]
o
e ]

Email * |

Email signature

Search results document count

Preferred default search | i

Index update view preference &) Top O Left O Right

Current password ]

Change password []

New password |

Confirmpassword| |

Powered by clacument DNA

Note: Secret question & secret answer must be completed to utilize the Forgot your password? Self-service

password reset utility.
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321 Mandatory Password Changes

The system forces a password change under two conditions:
a. During the first login
b. Everytime a password expires

p ~.{: -] =] 4
t } \ £ \\\‘\i\}“ (Y =
document DNA L TR Q) Ny “

Logout

Return to the Login Page

User ID |docdna
——
Name |Document DNA Generid

1. Select secret question question * LV e ol =)

2.Enter secret answer —————s  Secret answer * sosss |

3. Enter confirm answer —————  confirm answer * |essee |

Email * | Lason-Helpdesk@laso|

Email signature [0y services,

4. Enter email address

-
& - | «— 5. Enter email signature {optional)
wy, 3

Search results document count |25

Preferred default search | Simple search v |

Current password | «———— 6. Enter temporary or expired password
c (m] 7. Check box to change password
New password | «——— 8.Enter new password *
10. Click update to finalize changes Confirm password | J +«———— 9. Enter new password again
i o e g * See your Application Administrator for password rules

To update:

Note: User ID and Name data canonly be changed by an Administrator.
Step 1:Select a Secret question from the drop-down list

Step 2:Enter the Secret answer related to the secret question

Step 3:Confirm the secret answer by reentering it in Confirm answer field
Step 4: Enter Email address

Step 5: Enter Email signature (optional)

Step 6: Enter temporary or expired password in Current password field
Step 7:Enter New password

Step 8: Confirm the password by reentering it in Confirm password field
Step 9: Click on Update to finalize the changes

The Notification window informs the user when the changes have been completed. Users must acknowledge the
notification before the system can proceed to the next step. Click on the Continue button.

s ol s bowr ot Poase i crbru,

Powered by oA
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322 Optional Password Change

To change password or email information at any time, users may open the My Profile window from the document DNA
navigation bar.

@ERS

EMPLOYEES'
RETIREMENT

& g -
Workint View | Batch Downioed Status | My Profile  Web Uplosd | Users guide

These reports are avadatie for you to

Clek on # report name or select
reourty e s contre o
Semct smwen s

Uses 1D | dozdna

Name | Document DNA Generll

Secret question * | What s yeur taveita color? | «—— Optional: Revise secret question fields
Secret answes * | sesee

Confirm answer * [seses

Emal * | Laseon Helodesk@saso,
Emall signature 50y services, sl
Ay,

Search results docament count 25
Preferred delault search | Simpis ek ¥

Current password " +——— Required for all changes in the
User Profile
0 Check box to change password
New password

+————— Required if password is being changed

Click updates to finalize changes

To update:

Step 1: Enter current password in Current password field

Step 2: Enter a check mark in the Change password field Step

3:Enter New password

Step 4: Confirm the password by reentering it in Confirm password field Step
5: Click on Update to finalize the changes

The Notification window informs the user when the changes have been completed. Users must acknowledge the
notification before the system can proceed to the next step. Click on the Continue button.

s ot b o b ot P ko crtrun.

Powered by e ONA
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323 Forgot Password

In document DNA there is a troubleshooting procedure when usersare unable to login to the site: Forgot your
password? This self-service procedure will minimize down time to obtain a password reset.

To utilize the self-service password reset, the user must proceed as follows:

Forgot your password?
Step 1: Click the button. The Self Password Reset window will display

* 9
(®

secument DA

vserio |

[ Keep me
I [EEE—
ik sk .- (500 7oA |

» Cont

Fowered by cisexrnenst ONA

Step 2: Enter User ID

Step 3: Enter Eigi !D

Step 4:Click
If the information provided matches the database records; the user will receive an email within two minutes (as
displayed below).

Step 5: Click the link displayed in the email to continue.

Step 6:Enter User ID

Fram 0 repiesfianan

Sert: The 118 547
] Srie i

Gbrt S Fameoed Ret

TRLtores yom s

Self Password Reset

Secret question |

Fosered by cncument DA
Step 7: Enter Email ID

Step 8:Select Secret question

Step 9:Enter Secret answer
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Step 10:Clck

User will receive another email for the Password Reset request.
Self Password Reset

# system password has been generated and has been successfuly reset and an emal has been sent,
*tou will b Forced to change your password when vou login.

» Cancel

Powered By cocument ONA
Step 11:Click Cancel

Note: At login, the user will be forced to complete a mandatory password change (from temporary to a unique
user created password).

as0n-elpdesk Biasan.com Sent: Thu 12/11/2008 5:53 PM
To Sencees Dhulso
document DA Password Reset Request

Your password has been reset to
bHDCWIAR

You may login to your account using your current User ID and this password
After login, vou will be asked to select a new password

1f you did not initiate this request,please contact the following support center immediately
Help Desk Phone - (800) 733-7842

Note: Contact a benefit help desk administrator if your account is locked and unable to change the password.

Page 12
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3.3 Website Navigation

User Guide

Navigation within document DNA is best managed within the website by usingthe navigation bar
» Report Li » Search Page » Search Results

wser webpage navigation

# https.//dna documentdna.com/nde:

# document DNAv. 62

3| Actons | Pemsions 3 | Law 2

oon

3@ 0 24563.24500
3 & 2466324900
O8&a 2468324800
BE a 2088324900

EMPLOYEES' WorkSiat View | Baich Download Status | My Profile e Upload | Users guide.
RETIREMENT
SYSTEM

Search Resuits

Fi 3
PARTOY
PARTO2
PARTOY

PARTOL

Page(s) £,2.3,4,5.6,7,8,8,10 e )
sM% | DocumemTyps & SubType
ReELDOCS
ReeLDoCs
REELDOCS

REEL DOCS

Eftsctive Datn &

The document DNA navigation toolbar gives users direct access to any page that has been visited during session. If
ges (Report List, Search, and Search Results) the toolbar will list them all as shown:

a user has visited all the p
» Report List » Search Page

» Search Resulis

Scan Date 3
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4 Document DNA Basic User Procedures

The basic procedure for locating documents within document DNA consists of the following steps:
Step 1:Select one type of reports to search
Step 2: Click on the link

Step 3: Enter search criteria for the applicable index values, and click on them link Step
4: From the Search Results screen, act on retrieved documents: View, Export, or Save

@ERS

EMPLOYEES'
RETIREMENT

2. Click on continue

1. Select one ormore types ofreport to search

@ERS

EMPLOYEES'
RETIREMENT

WOkt View | Bt Downlosd Statis | My Profie | Web Upload | Uners guile

Site Navigation ) - Search Page

SYSTEM W Report List [Advanced sesrch] _ Logoat

Tive Benetts roport han been insexsa  Ponsion #
o tlloning b o for
o va
i 50 B Sah button above
Last
Widcand can only be used as e
{1 Wit and not “Aiam | Fit

008 p 2 . :
Immiodyyyy) @ ®| <3.Enters)arch criteria forindex values and clickon Search.
Document Type v
Sub Type vl
ool ierd i R ]
 https://dnal documentdna.com/der jsp TURL_CONTEXT=/beess - @C | Seach..

# document DNAV. 62

Worktiat View | Baich Download Siatus | My Profile | Web Upload

Site Navigation D

m} 3| Actioss  Pansion# $ Last 3 Fow 3 SN S Document Type $ Sub Type & Effective Date & 008 $ Scan Date $
Oaa 2468324500 PARTON ReELDoOCS
ORa 2466324900 PARTOZ AeeLDoCS
0Owea 2468324800 PARTOS REELDOCS
B & 2088320900 PARTOM REEL DOCS

4. Acton retrieved documents: View, Export, Fax or Save to local disk

Page 14



User Guide

4.1 ReportAccess

e Allthe reports that a user hasaccess to are shown below

o

O O 0 O O

Benefits

Legacy

Administration
Accounting

Human Resources
Retirement SavingsPlan

After a successful login, the Report List screen is displayed. All the reports that a user has access toare shown.

Reports that are restricted will not appear on the list.
Note: If the customer site has only one report, this screen will be omitted and users will be directed to the Search screen.

About Last Logins:
The last login dialog box displays the Last Successful login and Last Unsuccessful login:

Last Successful login: Last UnSuccessful login:

Last Successful login: Displays the day, date, time, and IP address of the user’s last successful login

Last Unsuccessful login: Displays the day, date, time and IP address of the user’s last unsuccessful login

Page 15



+
(®
document DNA yersion 5.1 User Guide

4.1.1 Report List

The Report List screen appears if there are multiple reports in the website. This page is the start of a document
DNA session. Here, the user decides the range of their document search.

Search options are:
a. Asingle report

b. A selected group of reports
c. Allreports

@ERS

EMPLOYEES'
RETIREMENT

These report are avatatie fx you 1o

Clck on # report name or seiect
e recorty e e Conbrue o
Somcty 3mach crmna

Single Report

To select a single report, click on the name. The nameis the hyperink to the report’s index keys.

v Benefits

Select Reports

Step 1:Click on the checkbox to select desired reports
v" Human Resources

v Admin

v Accounting
v Benefits

v Legacy

v

Retirement Savings Plan
Step 2: Clickonthe 4 link to proceed

Note: The checkboxes are toggle switches. To remove a checkmark, click on it again.

EERS

EMPLOYEES'
RETIREMENT

Report List

1. Click oncein the checkbox to make a selection 2. Click continue to proceed

Page 16
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5 Search

For each report in the Report List screen, there is a correspondingSearch screen.

The Search screen listsall the index keys that are available for the report. Index keys can be searched on
individually or collectively.

If a single report is selected, the user will see the index keys for only that report.

For Example: Click on Benefits

The user will view all indexes for the Benefits department only.
Click on Benefits and Legacy

The user will view all indexes forBenefitsand Legacy

@ERS

EMPLOYEES'
RETIREMENT
SYSTEM

These reports are avalai for you to
access.

Gtk on 2 report name or select
ulbche reports and cick contnue 1o
specily search crtens

@®ERS

EMPLOYEES"
RETIREMENT
SYSTEM

[Advanced search]  Logout

The Benems rport 1as been insexed  Pongion §

2 ke, 1 In e search criters and SN
ik o0 e Search button abore

Last
Widicard cam only be used a8 vl
[he Wit

- T @ |
Document Troe ~

Sub Type v

oo

ol | v @
o — 3 —

If multiple reports are selected, the user will see the combined index keys in a single Searchscreen.
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EMPLOYEES'

RETIREMENT .

SYSTEM ton D | w Report List Logoat
Report List Tools D |2 Continoe (7 Setect An [F) Clear M
Do we st ool o g .

Site Navigation D | feport List = Search Page (Advanced sesrch]

The Banstts Pension #
Aobowing beys. To seaich for
o ke, the semrch. ssN
ek o e Search
Last

008
(mevodyyyyl
Document Type
Sub Type
ENectve Date

(menadtyyyy|

Syciem ngon Date

(meniadryyyy]

Sousce Type

Processed By

Recaro tas ~
oon

Mgga<<y
HEE

Drop down lists are used in cases where there are multiple selectionsand may vary in length. If there are too many
values for the size of the window, a vertical scrollbar will support user navigation.

T polected 1opots have been Pension #
I

3

o v B fobowang ke
101 3 Ky, B I T s Ponsion ¥

soN

ard can only be used s st s8N
{10 Wilam and nol “Vatiam |

38
|

EE

EHE

n [ nEner
g
s Lk
e
Ducaniibe o
ganaseoio
i) [ T @
—
Scan Date [ENROLUMENT CARD To m
prouse
Scan Date e Y To m
Imnvadlyyyy) [MEDICAL BRIEr
o) ki a
(mmiddryyyy) [RETIRED MEMBER ELECTION fo
System import Date [RETIREMENT APPLICATION
(v TERMINATION TICKET To m
T o
Imavddyyyy) [ m
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5.1 Search Options

There are fourindex key data typesin document DNA: text, date, number and currency. Each type hasits own
search options.

Text
The most common index key used in reports is text. Text field accepts alpha/numeric values and trailing wildcards.

a. Tosearch fora text type index key, fill in the search criteria and click on the link.
Last Hayes

For more general searches, users may insert the string substitution asterisk “*” wildcard, however, the wildcard
can only be used as suffix, (e.g., W *).

Last H*

Example: meansthat the useris searching for every Member Name that begins with a “W” regardless of how many characters there might be in the name.

Thereportsthattheusers select havebeen indexed with keys. To search for akey, fillin the search criteriaand click on the
[Search button. Wildcard can only be used as a suffix.

Pension # 401319
SSN

e Type Pension #in the index box, the system will locate all documents withthat pension #

Ty pe W* (wildcard) in the index boxfor first name: the user is searching for every member that begins with a “W” regardless of how many characters in the name.
e  Type SSN in the index box, the system will locate all documents with the SSN
Ty pe DOB in theindex box, the system will locate alldocuments with the DOB

Date

When a datefield is formatted in the document DNA default of MM/DD/YYYY, there are two options:
a. Search on a specific date
b. Search on a range of dates

Users may type dates into the From and To fields from their keyboard or use the calendar tool.

Date [=: (=2
e ettar] w10 i
ﬁ = Calendar Tool

When using the Calendar Tool, a calendar window displays to help format the date. The default is the current date.

To change the year, click on H to decrease the value or ﬂ to increase it
1

@ To change the month, click on'to decrease the value or to increase it

15

22 =T
2a To picka day, click on the numbered titles, ie.
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Number and Currency

Searches on numbers and currency are assisted by a list of standard relational symbols. To see the list of operators,
click on the drop-down arrow next to the highlighted “equals” sign.

Check Amount | 7o | |

Greater than

Greater than or equal to

Less than

Less than or equal to

Equal to

Mot Bqual to

<~—— From - To range operator requires

2 values to search between Is” sign.

T

The operators listed onthe left side of the drop-down list only work with single numerical values. If a second number is entered

in the To field, it will be ignored. The only operator that needs two numbers is the From operator. From is the only operator that
searches for arange of values. The same relational operatorsare used for currency data

Error Message

Mo Documents Found

Pension # 1234

SSN

Last

First

DOE s
[mm/ddiyyyy] ﬁ

Document Type W

If no documents match the user’s search criteria, the message “No Documents Found” will appear above the index
keys.

The user can then modify the search criteria in the same screen and click Search again. If the new search is
successful, the error message will disappear, and results will be returned.

If the message persists, it means that there are no matches to therevised search criteria, or the user is attempting
to access restricted data.

Note: Users may exit this page by clicking the pHERortiCist link on the document DNA toolbar.
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5.2 Search Results

The Search Results screen contains documents returned from the search and the tools for working onthem. The

documents are displayed in a matrix of index values. All index keys are displayed. If there are too many columns for

the user’s display settings, a horizontal scrollbar is shown to provide access to all the columns.

EERS

EMPLOYEES'
RETIREMENT

Work

Dlighaying reswls 1420 0f 590+ PagR(s) 1,2.3,4,5,6,7.8.9,10 [wore - ] [ 500+ ]
3| Actoms | Pension# $ Last & Fust SSM $ Document Type $ Sub Type & Eftective Date & ‘oos &
3 & a 2057 YOUNG JACQUELINE 212002317 BUFF CARDS DOING MEMBEDSIAD.
—-’. 205673 Youso. JACQUELINE 202002317 BUFF CARDS
s 8 a 2087 YounG JACQUELINE 212002317 ENROLLMENT CARD oavy
@& o 287 Youne JACQUELINE 20802317 ENTRY TIOKET 102711900 oacfyroe2
s & o 2057 YOUNG JACQUELINE 212802317 ENTRY TICKET W9 L
B, 1 205673 Youns JACQUELINE 20002317 ENTRY TICKET 212007 oacfrsez
3 @ 0 207 YounG JACQUELINE 202802317 TERMINATION TICKET osnue oaehnos2
s & o 205673 YOUNG JACQUELINE 212002317 ACTIVE MEMBER ELECTION onhr1962
+ @& o 2057 YOUNG JACQUELINE 212002317 CORRESPONDENCE VARIOUS oanhnee2
fip s @ o s HOPKINS. DAVID 213684541 BUFF CARDS 2 T
4 & o 20588 HOPKINS. oaviD 213834541 ENROLLMENT CARD g o
s & 0 2058 'HOPKINS DAVID 213884541 ENTRY TICKET 100811979 g S
3@ o s Homans oo amsseser ENTRY TIOKET e cmnpser
s & G 20558 HOPKINS DAVID 213684541 CHANGE TICKET 100211999 orfset
P 5 @ 0 mes| oo P — p—— i -
s & 0 20558 'HOPKINS DAVID 213884541 CHANGE TICKET 02572004 g T
3 @ G 2058 HOPKINS oAviD 88541 CHANGE TICKET 10081994 ornprsst
s & 0 20558 HOPKINS DAVID 213634541 CHANGE TICKET 07012000 ornfjureet
3 @ o 208583 HOPKINS. 0AVID 213884541 CHANGE TICKET 10082009 onrifiset
- & 205583 'HOPKINS. DAVID CMAMOE NICKET. 100772010 g B
<
1. Document Operations Toolbar
P —
2. IndexKeyTitles™
3. Index Key Values
4. View Topic Information

View PDF Image Document
Add Document to a Worklist
Checkbox for selecting a document (View, Export, Fax, Email, etc.)

Document Access Tools:

The Search Results screen can accommodate 20 documents at a time (by default). If more than 20 documents are

retrieved, the first 20 are displayed, and links to the remaining groups of 20 are listed below the

. The default setting can be adjusted in the user’s My Profile screen to values between 10-500.
However, a value of no more than 250 is recommended as the user may experience a delay for returnresults.

Scan Date &

e Click onthe numberedPage(s): 1,2, 3,4, 5, 6, 7, 8 9, 10 to update the screen display to the desired documentsset.
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Click ona numbered hyperlink to update the screen display o the desired document set

Sorting the Search Results List:

An index key, noted by this icor T , is specified for default sorting at the time of report creation. A user can
resort the list on any index value by clicking on the arrows in the column header.

PEpEEs

PEEREREb b
ttittiiddd;

Page 22



o9
¥
document DNA Version 5.1 User Guide

6 AdvancedSearch

The Advanced Search allows the user to perform a search based on AND/OR criteria. The Advanced Search also
supports for IN, NOT IN, NOT EQUAL TO queries depending on the data and type of indices. It supports blank value
search, sort on multiple indices, and has the ability to save queries for future use. Users may also choose their
preferred screen, Simple Search [default search page] or the Advance Search page by updating their profile. To go
to the Advanced Search, follow the steps noted below:

Step 1:Select any report(s) from the Report List Eaie
Step 2: Click on the report name link and click ,the default Search screenl
@ERS
EMPLOYEES'
RETIREMENT N Vi S st Wie [T B
? Snte Navigation > | fuperttit
T -

Chck 0 8 gt mame o et
Lo ae—
roncty sewch roens

Step 3: The Advance Search option displays at the top right of the default Search screen

@ERS

EMPLOYEES'
RETIREMENT
SYSTEM

Pestie' 129v% votved | esre watte

» Search Page

Sitc Mavigation >

» fepart List

The Bansfis repor has been mdesed  Pension &
D the Kobowng by T search for
o ke, 6 the search crbenis and ssN
B 6n B Search button 4o

Last
Wascard Can ondy be used 38 st
(1€ Viiam® and nes “Wikarm | First

008
(menvodyyyy] .33
Document Type &)
SwType ™~
Enectve Date @
|
a
7]

[mmidayyyy]
Scan Date

e

Processed By

Recard Stats v
DCN

Doco

Step 4: Click on the Advance Search link, Advance Search page populates

@ERS

EMPLOYEES'

o o
i [CeaEer vl v

Report(s) in context
Benerts

BN sort by undetned
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Step 5: The Advance Search allows the user to perform a search based on AND/OR criteria. Search criteria can be

selected from the drop-down list

if [-seLecT- =~

-SELECT- -

Subscriber Name
Frovider Name

Claim Humber
Subseriber Number

Step 6: Advanced Search also supports for IN, NOT IN, NOT EQUALTO queries depending on the data and type of
indices. It supports blank value search, sort on multiple indices, and has the ability to save queries for future use.

=
i

Report(s) in context

Explanation of Benefits 3 — [ [reeceer = =il | 9
—a
m Sort by undefined

Powered by Socument DNA

To apply changes

To delete condition

To remove topic search definition
To add topic search definition

To add New query

To Save the query

To rename the existing query

To delete the query

O ® NOUEWN P

Go back to simple search
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Create aQuery:
Step 1:The default setting is set to create a new query; this is displayed in the drop-d own list. The default name s
"NEW QUERY 1°. If NEW QUERY 1 has already been used, then the number will be incremented to the next
available number.
Step 2:Select the required criteria fields.
o Indexkey (these will be the same default search)
o Relational symbols (=, <>, IN, NOT IN, LIKE, IS NULL, IS NOT NULL)
O Identify data from the documents to search, (e.g., Subscriber Name = Langston)

Step 3:Click on the button to apply

@ERS

EMPLOYEES'

- T
m——
= ‘

EZE 5o by undesined

Add a Sub-query:

To add additional criteria within the same sub-query on a different index key, click on the m button (theindex
keys that were not used in the previous sub-query will appear as choices).

e [OR] condition

| o= R

Add the [OR] condition:

N OR diti
Users can create a sub-query with an OR condition by usingthe button.
Step 1:Create a quer
A
Step 2:Click on the button

Step 3: Select the required criteria fields.
a. Index key (these will be the same default search)

b. Relational symbols (=, <>, IN, NOT IN, LIKE, IS NULL, ISNOT NULL)
c. Identify Wm the documents to search, (e.g., Subscriber Name = Langston)

Step 4:Click on the button to apply
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The example below displays a user looking for blank or $0.00 check amounts:Sub-
query 1

Index key (Check Amount)

Relational symbols (=)

Identify data from the documents to search (IS NULL)
Sub-query 2

Index key (Check Amount)

Relational symbols (=)

Identify data from the documentsto search (0.00)

Worklist View | Batch Download Status | llmeﬁle | Users Guide

Tools ) search [ Cear Al [T A IS Newauery Savequery Renamequery Delete

I8 == check Amount 1S NULL

Report(s) in context
EOP Vouchers

[OR]
28 == check Amount =000
m Sort by undefined

Edit a Query

Step 1:To edit the selected criteria, click the m button that describes the search criteria selected. In the
example below the selected parameters are:

a. Index key (Subscriber Name)

b. Relational symbols (=)

c. Data from the documents to search (Langston)

(3
122
docums-nr DNA

- m Subscriber Name =
Report(s) in context

Explanation of Benefits
Sortby undefined

Step 2: User will have access to the edit the query
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Step 3:To remove a sub-query, click on the icon. The current topic search condition will be removed, confirm

via the dialog pop-up box

“ m Mew SubQuery

i | Subsciber Name v|

NEW QUERY 3 v

Report{s) in context
Explanation of Benefts

[= v llangston

m Sortby undefined

Step 4: Click on the m button to remove any changes

Step 5: Click on the button to delete the current selected criteria in the sub-query
>
| o | SubQuery
Reportis) in content ﬁ‘“
Exglanaton of Berefts
o | Sebombertame v . v
| Aod |
2N 5oty inceteas
Save Query:

W hen the criteria for the query have beencompleted, click on the

Worklist View | Batch Download Status | My Profile | Users Guide

[Simple search] Logout

=
Site Navigation

0 [ subscriber Name ="LANGSTON'

Wy shared queries

Report(s) in context EOB Shared1
Explanation of Benefits New Query 1
New Query 2

New Query 3

TN cortby undefined Fiow Gt

test1
test2

Rename Query:

To rename the query, click on link. The highlighted field becomes activated; enter a unique name to

rename the query.

Note: A query cannot be renamed until after the sub-query has been created and saved.
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7 IextSearch

The Text Search function allows the user to search within text documents for specific patterns that are not
lalready designated as index keys. Text Search may be available on the entire document, or solely specific regions of
a document as specified during report configuration.

It is important to note that users must specify at least one search criteria (e.g., an index searchvalue) in order to
also specify a text search pattern. Use of a date or date range, whenever possible, will reduce query time and will
take search priority before the index key search criteria.

Text search (for text-based documents) enables users to search for text patterns acrossall documents:
a. Returned by search criteria for at least one index field
b. Archived in a given daterange
c.  On aspecific region of the text page (where a policy or region is defined)

To view the Text Search details follow the steps given below:

Step 1: On the Report list page the user must choose a report that has text documents loaded, and click Continue,
(the Search Page will display the Text Search option as noted in image below)

Step 2: Enter index key criteria to narrow the query of the document search

Step 3:Enter the Pattern based text search criteria (or date range)

Bubsurer Name
Provider Namo
Claim Number 27021391328300 —2

Substriber Nurmbet

2702139132830

Subseribr Number
Wascorh Con oty e Ubed 88 SuTlie
[ Vimten® art Pt Vihaen |

B Tox Search

Archive Oate .

i MY i
e & -
Patern based Reports — 3

Prmered by et DRA
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Step 4: Click on link

Step 5:Search results screen is displayed

Site Nevigation

Workist >

Search Resulls Tools

Displayngresits: 1101

0 & Adiens Report lime & Shbsarber llame $ Provider Iame $ Clawn lmnber & Subvnct beor
ID s H @ @ ExplanationofBenetis LANGSTON CLYDE FOOT ANKLE CTR_1 27021391378300 9’”9999014
bl =i
5
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8 Document Operations

User Guide

Document Details:

For each document, there is a list of properties or details. To see the properties, click the information icon

the line of the desired document.

O @& s0sars
O s @ 208673
O @& 205673
Oaa prs
0 @ @ 205673

vouna

vouno

vouno

Oivetaying revt: 116 20 o1 500+

acoueLmE
sAcauELE
scauUTLNE
sacaueLme

IAcauELE

@

on

o=

Paga(s) 1.2,3,4.5,6,7,8.9, 10

BurF caRDS PRIOR MEMBERS
BUFF CARDS

ENROUMENT CARD

ey nokeT ™

21200217

ENTRY TICKET "o

Document System ID ‘Report 1D Bcent
Application Name, Senclts
Report Version: 12/15/2020 12:02:37 4= Data doc. was downloaded in Doc DNA
Botch 1D "NORICE: 26338000081
o Bt n T i :
P Doc unique identifier(combination ofindex keys
Report Number, Date, or Currencymfiepart Type: e}
DocSize in pageoes: s
~

Pension 8 22520 [225280
ssn 219767053
Last s |uTTE
st SHELAE SHELLAE
oo e 117301958 [rimoross | 41
Document Type ACTIVE MEMBER FLECTION [AGTve vevee eiecrion v
Sub Type [ v
(fective Date T
(o d/yyvy] | ﬂ

Update the fields——| fonfitc [ |
-t 12/15/2020 [variszoz0 | B
Source Type PAPLR [PArin v]
Processed by oA [EXELA
Record Status ComPLETE [Cowmere v %
ocn 20203506CERS00000257

(BN -
Powersa by onia

8.1 View Documents

To view a single document present in the report list, users can click on the applicable view document icon in the
Actions field. Document types are represented by the following icons:

O Text Document (TXT, ASP, DJDE, EBCDIC)

Image Document (PDF, TIF, JPG)

Note: Text documentsare viewed in PDF format.

2 & 20sr3 vouns.
3 205673 vouno JAcauELIE
3 208673 Youna sacaueuNE
2 a osers vouna sncaueLme
s @ 205673 Youna JACQUELIE

Associated Documents (documents associated with MS Office, e.g., Word & Excel)

o

Paga(s) 1.2.3,4.5.0,7,8.9, 10

Burr canps PRIOR MEMBERS
BUFF CARDS

ENROUMENT CARD.

ENTRY TICKET o

212002397
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81.1 Adobe Acrobat Options /Viewing Documents

The View Selected Docs function makes it possible to review documents more efficiently by giving user the ability

to open several documents for viewing at onetime by:
a. Reviewing them as separate documents

b. Navigating through individual documents by groups of pages rather than one page at a time

Step 1:Select documents for viewing by clicking in the applicable check boxes

D Email [ B

Displaying resuts: 11015

O M Actions Report llame & Subscriber llame $ Provider llame $ Claim Hlumber Subseriber |
[0 @ B [ @ EplanationofBenefts  LANGSTON CLYDE FOOT ANKLE CTR_1 27021391328300 9999999010
@ B8 @ Explanation of Benefits  ERIC GOODMAN OCEANSHORE PEDIATRIC LLC 27021428130800  999999902(|
B Explanation of Benefits SHERWIN HALL G P HENDRICKS MD 27021418121600 9999999030}
@ |-8 Explanation of Benefits  SHANKA G GREENWICH HAINES OB AND GYNPA 2702180420400 9999999041
[3 Bl [ @ ExplanationofBenefts  SONNYW GODDARD OAKWOOD PEDIATRIC GROUPPA  26021433750800  9999999050)
OB @ @ Explanation of Benefts  EVERTON MORE COMPLETE MEDICALASSOCIATION ~ 28021422101200 9999999060

Powered by ciociment DNA

Step 2: Click the link to open the View Selected Documents — Options window
In the View as section users choose:
Step 3:Which data type to open the documents

In the Page Range section users choose:

Step 4: All pages inselected documents(s), (merges all docs selected into one PDF)
Step 5: Document view, (view each document as a separate PDF)

Stop every paWala is ona specific page in a group, select a reference page)

Step 6: Click button
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2 https:/fdemo. documentdna.com - View Selected Documents - Option... B

View Selected Documents - Options Yiew Selected Documents - Options
Select From the options below and dick on the Yiew button to download the documents

Select from the options below and dlick on the View button ko download the documerts
Viewing 4 selection(s). Total of Bpage(s). Viewing #selection(s). Tatal of Spag
viewas: () PDF

View as:| (3) PDF TF O Test
Show annatations [] Remove overlay

Show annotations

[] Remove overlay

Page ©) Allpages in selected document(s)

:2?\;9- O Al pages in selected document(s) Range:
() Document view

(& Document view
Stop every page(s)

CR T = Cancel

Powered by cocument ONA

Stop every page(s)

» Cancel

Powarad by cocument OMA

2] Dane 8 @ Intemet

€] bone S @ mternet

a https://demo. documenidna.com - View Selected Documents - Option... B&‘

View Selected Documents - Options

Select from the options below and dlick on the Yiew button to download the documents
Viewing 4 selection(s), Tatal of #pagels).

viewas: (5 PDF TIF

[] Remove overlay

Page | B |_>
Rogee: | O Mipages in selected document(s)

@ Document view

Stop every l:l page(s) -

ES TN » Cancel

Powered by document ONA

&) Done S @ intemet

Step 9: The first page of the first document is displayed. Click on the Next button to see the second page in the

first document.
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= Document Viewer See notes below these features

ront document ha Showing 1
L moeee [ mlt 1

] | @ @ [vow - BB &l Il -

s = Nast pans

CONSULIATION RECORD

Dictated by:

Patient name: Record No. 600100
Adamission date: Roam No.  EEE® 2o(0 -l
Date of consultation: 10/30/95

copiea: Medical Record

CONSULIING PHYSICIAN:
ATTENDING PHYSTICTAN:

HISTORY: The patient im a 68 year old male who has been admitted to the hospital

with chest pain. He was found to be remarkably hypertensive and with a significant
He was to the care unit for further evaluation and

treatment of these problems. His medical cave is cngoing.

On admission the patient was noted to have purulent drainage at the anal verge. He
gave a history of Crohns disease. became aware that I and my
partner,

Example of Document View with Stop Every 3 Pages:

Selected Document(s) Current document has 1 page(s) Showing page(s): 1
12343878300 w w
112 « Previous 3pages | » Mext Jpages  Goto Page D.‘ igw Pages Dto D.‘ Fax Email

Invoics llumber
Sales Rep Invoice Date

[mmvddyyyyl
Customer Name (Grey Gables Inn

Note: If the customer has requested the Fax or Email features to be enabled, users will be able to perform these
functions from this screen.

Customer Number

2] 4]

Document View Features

Selested Document(s) Current dosument has +page(s) Showing page(s): 1
1234

ihovasoe  pletpse  Gowpas[i M4 Vewreges [ Jw[t [T Esx Enal

o ) Select the document number to bring it into the viewer

R Click Previous page to view the page within the document

» Next page Click Next page to view the page within the document

GotoPage[1 |1 Type specific page within the document and click on the checkmark to execute

Vi Pages [ Jto[4 Type specific page from and to within the document and click on the checkmark to execute

Showing page(s) : 1 Shows pages after selecting View Pages
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Close All Open Documents

To closeall open documents, click on thel

'@ -
< o 2
(% e Worklist View | Batch Download Status | My Profile |
gocument DA

Worklist >

Search Resuits Tools

Displaying resuts: 11015

1, Export G Emal  [J] Batch Update

O G| Acions Report llame Subscriber llame & Provider llame & Claim lHumber Subscriber |
O@ [fl ® ExplanationofBenefts  LANGSTON CLYDE FOOT ANKLE CTR_1 27021391328300 9999999010
[m] @ Explanation of Benefits  ERIC GOODMAN OCEANSHORE PEDIATRIC LLC 27021428130800 9999999020
[m} @ Explanation of Benefits  SHERWIN HALL G P HENDRICKS MD 27021418121600 9999999030
m] @ Explanation of Benefits  SHANKA G GREENWICH HAINES 0B AND GYNPA 27021180420400 9999999040

Powered by cocument ONA
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8.2 Export Data

The Export tool provides two options for exporting document DNA data as CSV files and XML files:
a. Exportthe search results list (entire search results or selected documents)
b. Export data extracted from the documents (COLD data only, not scanned images)

Export Search Results List:

Step 1: Select the desired documents by indicating the check boxes and click on the

Displaying resuts: 1 to 15

O | Actions Report Hlame & Subscriber Hame & Provider lame & Claim Humber
= . Explanation of Benefits LANGSTON CLYDE FOOT ANKLE CTR_1 27021391328300
Explanation of Benefits ERIC GOODMAN OCEANSHORE PEDIATRIC LLC 27021428130800

Explanation of Benefits SHERWIN HALL G P HEMDRICKS MD 27021418121600

Explanation of Benefits SHANKA G GREEMWICH HAINES OB AND GYNPA 27021180420400

Explanation of Benefits SONNY W GODDARD QARKWOOD PEDIATRIC GROUP PA 26021433750800

Powered by cocument DNA I
Export this table

Step 2: Export - Options screen will populate.

Expol ptions

Select from the options below and dlick on the Export button to download the documents

Apply Policy:
Include column heading

Policy

o )

Options to export () SearchResults
search result
Include or omit Include column heading

column headers [Range:

Selected Document(s)

@ 1to1s

Al results {maximum of 10000)
Click Export to confirm —m » Cancel
action request

Powered by Secument ONA

Note: The Export option can accommodate a maximum of 10,000 documentsat atime.
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Step 3: Choose from Open, Save and Cancel

Do you want to open or save this file?

o] Name: isZ00964 7206860285797 7562.c5%
J Type: Mcrosoft Office Excel 57-2003 Workshest
Fiom damo. documaetdng, com

@ save Vi fle Wrbt's e k)

éonotopencx

= —— - - emets (X
o Ix = e wie B S E P
ey |muiE P-AESSER G (8% 06T 5

e T | Gy

Export COLD Document Data:

My

As

Savein | @ Deskion

JMy Documents

\_E) 3 My Conputer

MyRecsrt %My Netwark Flaces
Documens

@

Deskicp

=4
My Docunents

L)

My Compuser

Fil nans:

Newos,  Save astype:

User Guide

Mesoeeh Difice Swcel 972003 Wotsheet .

If available, this optional feature performs a second level search into documents selected from the search results

list and extracts pre-defined fields of text data. The data is then formatted as a CSV file and can be downloaded

using the same procedure as for the Search Results List.

The set of search rules for this option is called a policy. One or more policies can be defined per report. Each policy
contains instructions for identifying and reading different sets of data fields. For example, a bank report contains

documents that are formatted as shown below.

GLR223 NORTH ANERICAN BANKING CO PAGE 1
EFF-DATE 06-24-94 DAILY PENDING TRANSACTION RELEASE REFORT PRINTED ON 06-25-94
RUN TYPE - FIRST RUN TIME - 01136

€0 ACCT COST TRN TRAN| EFF  EMPL-VEND EXEC-EMPL EXTERNAL 8RC TRANSACTION TRANSACTION INTERNAL
NO  NUMBER  CENTER CDE|TYH DATE ~ NUMBER ~ NUMBER  DOC NER APP AMOUNT DESCRIPTION DOC NBR
10 180042 1089 01 062494 0 0 1760024 500 35.19 |PROM CL POSTING 941750001
10 242404 1099 02 062494 0 0 1760031 600 712.75 941750002
10 242537 1099 02 062494 0 0 1760023 200 79.68 941750003
10 411058 1095 02 062494 0 0 1760025 500 29.02 [PRON CL POSTING 941750004
10 411255 1095 02 062494 0 0 1760027 500 6.17 [PRON CL POSTING 941750005
10 620203 1085 0L 062494 0 0 1760032 200 79.68 |[INTEREST BARNED TODAY 000 03941750006
10 650804 1080 01 062494 0 0 1760028 600 271.50 941750007
10 652008 1080 0L 062494 0 0 1760029 600 77.95 941750008
10 653063 1080 0L 062494 ° 0 1760030 600 363.30 941750009

TOTALS DEBIT = 827.62 CREDIT = 827.62 RETRO-IR = .00 RETRO-CR = .00
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8.3 Email Documents

This feature is optional based on customer requirements, and may therefore not be available for all users.

There are 2 ways to email documents from document DNA:
a. Asanattachment with user’s email, or
b. Asalinkto the document

Attachments are sent as PDF files, one PDF file per email. If more than one document is selected, all the
documents are merged into one PDF file.

If there is an attachment size limit imposed on the email recipient, it is best to send URL links for documents that
may exceed the limit. If several documents are selected, each document will have its own link. The secure link
restricts the recipient to viewing only the document specified and provides no access to view any other documents
on the document DNA site.

Email Attachments:
Step 1: Select documents to be emailed

Step 2: Click the

[Csencronns o

Displaying resuts: 11015

O Ao Reportllame & Subseriber llame & Provider llame & Claim Number $ | Subscriber

[E) @ Explanation of Benefits LANGETON CLYDE FOOTANKLECTR_1 270213091328300 9990099010

3] @ Explanation of Benefts  ERIC GOODMAN OCEANSHORE PEDIATRIC LLC 7021428130800 9999999020

1.5elect [E] @ Explanation of Benefits  SHERWIN HALL G P HENDRICKS MD 27021418121600 9959939030
Document(s) B-a @ Explanation of Benefits  SHANKA G GREENWIGH HAINES OB AND GYNPA 2702180420400 9939999040
[E) @ Explanation of Benefits SONNY ¥ GODDARD 0AKWOOD PEDIATRIC GROUP PA 26021433750800 9990099050

[mUEEs) @ Explanation of Benefits  EVERTON MORE COMPLETE MEDICAL ASSOCIATION  78021422101200 9999939060

OB @ Eplanation of Benefts  WILLIAM GOMEZ HOPAIN FOOT ANKLE SURG P 6021423113800 9999993070

O0E-a @ Explanation of Benefits  DEYON KHEDLEY M A& HOPKING DPM 6021391969200 9999999080

O E @ Explanation of Benefits BRIAN STANDISH NJ DIAG IMAGING THERARY FC 27021390549400 9990999090
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Step 3: To set options for sending documents as attachments:

Email Selected Documents - Opt

Sender's e-mail address Select From the optiens below and dick on the Send butten to Emal the documents,
taken from "My Profile"

From Generic user (Ls
To [ | Address Book
Separate multiple « ‘ ]
recipients with
commas or semicolons | ‘ J
@ Use custom template  Use company template
Select to send the
Enter a subject line —— [Subject | T P_DFfauac?TJent in
zip format. Users
O Send url links (5 2ip format P
can also protect the
Link expires in 2 Password protect N N
Select to send I@—| zip file with a
—_— Send documents as attachments Pazsword I
attachment as password, (10

PDF file fomments characters or less).
Enter a message
[ add signature Optional: Add
e-mail signature
m » Cancel (taken from "My
Porered by cocument DA Profile")

For Address Book instructions click the link.

Optional: Select to sendthe PDF attachment in zip format. Users can also protect the zip file with a password, (10
characters or less).

Step 4: Click Send
Step 5: Close confirmation window

Email Sent Successfully
Powered by decument DNA

The recipient will receive an email as shown below with a PDF attachment. Use Adobe Acrobat to open the PDF
attachment for viewing.

From: Document DNA Generic user [autogenemai @documentdna. com] Sent: WWed 10/29/2008 2:31 FM
To: Richard Houston

ce

Subject: test

1 Message || T 1323 po (50 KE)

Test
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Email URL Links:

The procedure for emailing documents with URLlinks is the same as sending attachments, with the exception of
changing the delivery mode from attachment to URL link.

Step 1: Select documents to be emailed

Step 2: Click the L link

Step 3:To set options for sending documents as attachments:

Email Selected Document:

ptions

Sender's e-mail address
taken form "My Profile"

Select from the optians below and cick o the Send buttan to Emal the dacumentts.

Separate multiple From  Documen DA Generc user (LasorrHelpdesk@lasan, cor)
recipients with either To [ ] Address Book

commas or semicolons [ ]

BC [ ]

@ Use customtemplate  Use company template

Enter a subject line —l subject | | I
Select the URL link option === @ Send url links
Set the number of days
before the link expires.
(Default= 5 calendar days)

£ 2ip format

Link expires in 2 password protect

Password

Comments

Enter amessage —,_D Add Signature
Click Send to proceed _'m » Cancel

Powsred by cocument DNA

Step 4: Click Send
Step 5: Close confirmation window

Email Sent Successfully

Powered by cocument DNA

The recipient will receive an email with links to the documents in document DNA, one link per document.

From: Document DNA Generic user [autogenemail @documentdna. com] Sent: Wed 10/29/2008 231 PM
To: Richard Houston
Ce
Subject: test
Document ding to Claim Number=27021391328300
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8.4 Address Book

The Address Book feature allows the user to store frequently used email addresses and fax numbers.

Ema Selected Documents - Options

Seec rom e i ek cichcn the Sere akton to ol e decuserts,

From  Doouumcd DHA Gavmrc i (Lascer bt o, com)

T B rddescsest] el e the ot bk and ko the Sand st 0
arsreen Conmees
«
" Fanstu
ess ok
T m— |
© Wroms O fare
Sbect e || tndrage
S e [ p———
Lnk expresin 3 ¥ day(s) ) Password protect
ot
O send documents as ottachments pasmard [
Comments
Pomeredby o mece coun
) Add Signature
-
ooy e A

[RevEaTEY teaw x
e

Lostdame: ' DESK Phooe: (000.000-0000 o,
Pntiame:” HELP et Dl SeakGHOVSenKRs <& pes
et tame: e 0000000000 res
o s > Protie: [P v
I
Ciea " Clear
Aowared sy o e oria Pomarady s ot CHA

Create New Profile

To create a New contact, perform the following steps:

Step 1:Enter the contact information in the applicable fields

Step 2: Select the Profile Type (Public/Private) from the drop-down list
Step 3: Click New to add to the address book

HOUSTON, RICHARD
[ACKERLEY, DEREY

Last Name: Phone:
First Name: © Email: — 1. Populate the
contact
Middle Name: Fax: information
| Profile;

|=— 2. Select Profile Type,

+ - The fllowing speiel characters ars suppertsel . , * - “Private” user only
3.Click New to  ———————————————— B £ Edit i Delete 7] Save [ Clear review, "Public"allow all
add contact to list users in company account
to view

Powerad by decment GHA
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Edit Profile

To Edit a contact, perform the following steps:

Step 1:Select the contact from the list

Step 2:Click to the Edit button

Step 3:Edit the applicable information

Step 4: Edit the Profile Type if desired

1. Select the contact —
from the list

User Guide

ACKERLEY, DERBY.

ENE=Y

Last Name: T HOUSTON Phone: * [248-837-7255

First Name: T [RICHARD Email: " [Richard Houston@Hovseni | +— 3. Edit the required
information

Middle Name: Faw: [H48-837-7163

Profil

+—— 4. Selact Profile Type,
"Private" user only review,
"Public" allow all users in
company account to view

- The Felowing spacial cheracters are supported] | * - _]
K New 5 Edit fiDelete | [ Save

t

ClClear

2. Click Edit, to edit the

information Foweredby document ONA

Step 5: Click Save

Iress Bool

To:
o
BC:

Last Name: © | HOU!

t

STON Phone; T |248-837-7255
rosoft Internet Explorer FXH
RICHA ==chard Houston@Hovservi

First Name:
Middle Name: \?/ save the Changes. 1 3-837-7163
Click OK to save o oK Cancel e v
- The Fallowing special characters ars supported 1
¥ New &5 Edit fi Delete Save O clear

Click Save

t

Note: Users can click on the Clear button when creating a new profile or while editing an existing profile to remove

current updates.

Fomered by cdocument DA
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Delete Profile

To Delete contact information from the address list, perform the following steps:

Step 1:Select the contact name

Step 2:Click the Delete button

Step 3:Delete dialogue box will display, click Ok to confirm deletion

1. Select the — Al 1o
contact name FEARSALL, KEITHA

w

BL:

First

Middlg
3. Click OK to — |
K] fhile: | Fivate ~
delete e
* - The follawing spedial characters are supported]
¥ New £ Edil ave [ Clear
2. Click Delete
Powered by cocument DM
Email - Address Book Page
Address Bor
1. Select a contact
from the list | e
=
2. Then click on I
either the
To;, Cc;, or Bee:
Last Name: © Phone:
3. Then click Ok —
First Name: ¥ Email:
Middle Name: Fax:
¢ rroie:

+ - The Following special characters are supported] . | '

¥ New £ Edit

elete ] save [ Clear

Poweredby cocument DNA
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Fax— Address Book Page

1. Select a contact

from the list
[ACKERLEY. DEREY ~

RCAMS, 150L0A =

2.Then click on the

Fax:
fas - T
3.Then click Ok ——I_

Last Name: © Phone:
First Name: * Email:
Middle Name: Fax:

(E3

+- The Following specisl characters are supported]

K New 5 Edit

ave [ Clear

Powered by cocument ONA
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8.5.1 Batch Download

Users can download a maximum of 500 pages at one time. If users would like to view alarge number of images
(more than 500 pages) they will be processed through a batch download request so the user can continue workingin
document DNA while waiting for the batch to process.

Step 1: Select documents (more than 500 pages)
Step 2: View Selected Docs

:
workiat >
[Tools > B dDocs 1, Export B
Displaying resuts: 1 ta 110 of 163 Page(s} 1,2
TReport llme & Subscriber twoice llumber & | Reportid & | Patient llame $ Paye
Bank Reports GLR210
Bank Reports GLR216
© (@ 4 [ ® BankReports G6LR220
P @& ] B @ BankReports GLR223
[# 43 [ @ BankRepors GLR226
M| 43 [ & BankReports GLR240
[E| @ 3 [ @ BankRepors GLR260
[8 « [ @ BgankRepors GLR270
| 1 [ ® BankReports GLR27TIN
@] 49 W@ BankRevarts OLR272
= i ———
Powered by cecument GNA

Step 3:In the View Selected Documents- Option pop up, click onthe radio button for All Pages in Selected
documents

= Wiew
Step 4: Clickon the- button

2 https://deme. documentdna.com - View Selected Documents - Option...

View Selected Documents - Options

Select from the options below and diick on the View button to download the documents
Viewing 62selection(s). Total of 562page(s).

Viewas: (3 PDF TF O Tent

[ Remove overlay

Page
Range:

@ All pages in selected document(s) [ +—— 3

() Document view
Stopevery 502 page(s)

» Cancel

4

Fomered by ciocment DA
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Step 5: The Batch Download Notification window will display; enter a title in the Enter request description field.

Batch Download Notification

The maximum number of pages that can be downloaded interactively is limited to <500 pages.
Your request for 500 pages will be handled as a batch download request.

The request wil be processed and is estimated to be available in the next 3 minutes and & seconds.
Enter a description in the space below to assist you in locating your request once it is completed.

Once the batch download is completed, you can view the document by dicking on the "Batch Download Status” link
in the upper right hand corner of any document DMA screen. You will see the “request description” on that screen
to help in identification,

You may view this document any number of times the next 30 days without delay by didking the "Batch Download
Status” link and selecting the document.,

| Enter request description: | Test I
o

Powered by cocument ONA

Step 6: Users will receive a Batch Download Notification with a request ID at submission.

Batch Download Noti

Your request has been successfully submitted. Your request ID is “19617

Powered by cacurnent Ta

Step 7: The user must check on the status of the batch by clicking on the Batch Download Status link.

e [ Select Al () Cloar A0
These reparts are avallabie o youto
b ! i [J  Explanstion of Benefte []  BankReports

report hame or select s} Claims 5| Patient Records

e repora andl chck continua ta

“hacity seavoh crieria O involces O EoPvouchars

[ Proof of Delivery
Pl by ey SN
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Step 8: From the Batch Download Status screen, the Request Status will change from Pending to Available.

document DNA

Status. RequestID Request Status Request Time Extract Time Document ldentifier
This page wil autorefresh every 30 . y p:

‘seconds to display the latest status of a 5| 1961 5 ; T :
Jourreists), 3 |0 19 Pendng 01022009 085012 ot

; 5 W‘ ‘Hﬂ
2 ‘ e / %\ \\
L’ ) — ‘\\\ L‘\’
document DNA e b AR

Batch Download Status Tools >

Sttus | Requestld Request Status Request Time Extract Time Dosument Identifer
This page wil aorefresh every 30 : ! !

secandsio dspayihe etest stshusot | @ || || ] s Avaiable O10220090850124M 12009090013 AM  Test
yourreouests)

Step 9:Click on the PDF icon to open the documents in Adobe Viewer.

Site Navigation

Batch Downioad Status | Tools

Stat R st Pequest Status. Ry 5t Ti tract Time cument ientifies
This pogs wi sdrekesh every 2 e o p— = .
seconds1o Gspley he e s of

Aysise 0122003065112 2H OIRABOANCIIAN  Tet
yous requesi(s).

BSose co meecn

Note: If the user would like to view the details of the requested documents, they can click on the topic

information icon to display the Request Details window asshown below.
unq..n...,n.n...

These documents are part of the request "1961",

Report Name Report I Claim Number Paye
Bark Reparts aLR2z0 =
Claims 7021418121600
Clamz 27021180420900
Claims 2602193375080
Claims 8021422101200
Claims 2602142311380
Claims 6021391969200
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9 Worklist

This feature is optional based on customer requirements, and may therefore not be available for all users.

A Worklist is used to store references todocuments from the Search Results screen so that a user may return to
the documents later without the need to search for them again.

W orklists are created from the Search Results screen, and managed from the Worklist View.
Users can have up to 64 worklists and each worklist can have up to 500 documents.

All functionalities of Search Results are supported in Worklist

o Users can include all the documents ina worklist for batch operations such as View Selected Docs, Fax,
Email, etc.

o Users can copy some or all documents from a worklist to a new or an existing worklist

If a worklist has not been accessed for more than a year, then it will be purged automatically
Worklist are displayed in a drop-down list. Changing the worklist from the drop down will change the Worklist view
for the current session.

Note: Worklist icons show the status of documents in the search results as they relate to a worklist.

[

Add this document in current worklist

Checkmark indicates that the document is available in the current worklist

- = e
Worklist View | Batch Download Status | MyProfile | Users Guide
» Search Results

==
Site Navigation

Displaying resuts: 1t0 15
Actions Report llame & Subscriber Name & Provider llame & Claim Humber & Subscriber
=] @ Explanation of Benefits  LANGSTON CLYDE FOOT ANKLE CTR_1 27021391328300 9999999010
OB @ Explanation of Benefits  ERIC GOODMAN OCEANSHORE PEDIATRIC LLC 2702142813080 9999399020
@ Explanation of Benefits SHERWIN HALL G P HENDRICKS MD 27021418121600 9999999030
@ Explanation of Benefits SHANKA G GREENWICH HAINES OB AND GYNPA 27021180420400 9939993040
@ Explanation of Benefits  SONNY W GODDARD OAKWOOD PEDIATRIC GROUP PA  26021433750800 9999999050
O|v B @ Explanation of Benefits  EVERTON MORE COMPLETE MEDICAL ASSOCIATION  28021422101200 9999939060

Powered by Socument DNA
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Create a Worklist from the Search Results Screen:
Step 1: Click in the check boxes for the documents to add to the worklist.

Step 2: Click on them link. The default title is *Untitled 1'. If Untitled 1 hasalready beenused, the number

will be incremented to the next available number.

Step 3:Click on thelink and type in the text field to create a unique title for the newly created

worklist.

= link, will save ALL the search results returned from the index key criteria
search into the current worklist, NOT solely the checked items.

Note: Clicking on the

Add Documents to a Current Worklist
To add documents toa current Worklist, users must access from the Search Results Screen

Step 1: Clickon Add Document into current Worklist link

v

Note: If the document is already present in the Worklist, it is indicated by icon.

Dengtayrg rests 13015

08 Adem Pogort Rame $ Strsarties lame $ Provider Rame $ it vmndes $ Setrait e

O ¢ B D 0 eounsenctSemeds  UNOSTON CLYDE FOOT ANKLE CTR_1 MUWNENO N0
P"“‘ lentawiabk‘ c.: B @ Eelanssoncformeds  ERIC 0O00MAN OCEANSHORE PECITAIC LG A0
in current Worklist

O¢ B0 0 echntencBeretts  SHERMNHALL P HENDRIZKS MO ONONNEN 29299500

O 7 00 O EtinatencrBestts  SHRWAD CREENMIN HANES CBAND ONVPA VNG00 BIE9I00
Add Document in —— e

(s} B 0 0 EclanssencfSerefts  SONNYWGO00ARD OMAO00 PEDWTRIC GROUPPA. 0021430750300 9969399904
current Worklist

O0& BD 0 Eownavnciensts  EVERTONWRE COVPLETE MEDICAL ASSOCATION  Z80204221 08

08 4R 0 EcnsenoBensts  WLLANGOVEZ NOPANMFOOT ANWLE 1RGP G385

Framend by coxe et A
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Copy Documents:

From any screen click on the Worklist View link

Worklist View  Batch Download Status | My Profile | Users Guide

Worklist

Search Results Tools >

Displaying resutts: 1 to 15

| 4 W’g Actions Reportllame & Subscriber Hame Provider Hame & Claim Number Subscriber |
OB & @  Explanation of Benefits LANGSTON CLYDE FOOT ANKLE CTR_1 27021391328300 9999993010
OB @ Explanation of Benefits ERIC GOODMAN OCEANSHORE PEDIATRIC LLC 27021428130800 9999999020
OB E @ Explanation of Benefits SHERWIN HALL G P HENDRICKS MD 27021418121600 9999999030
0 @ Explanation of Benefits SHANKA G GREENWICH HAINES OB AND GYNPA 27021180420400 9993993040
0| @ @ Explanation of Benefits SONNY W GODDARD OAKWOOD PEDIATRIC GROUP PA 26021433750800 9999999050

Powersd by cocument DNA

The contents of worklist can be copied to another using the link.
Step 1: Click in the check boxes for the documents to be copied to the new worklist.

Step 2:Click

Site Navigation >
> | IO

Displaying documents: 1 o 13

O 1w Actions Report lame & Subscriber lame & Provider Hame Claim Humber Subscriber
O @ -E] @  Explanation of Benefits SHANKA G GREENWICH HAINES OB AND GYNPA 27021180420400 999999804(
O @ E] @  Explanation of Benefits SONNY W GODDARD OAKWOOD PEDIATRIC GROUP PA 26021433750800 899939905(
O i E @ | Explanation of Benefits EVERTON MORE COMPLETE MEDICAL ASSOCIATION ~ 28021422101200 9993998060
O @ -Elj @ Explanation of Benefits WILLIAM GOMEZ NOPAIN FOOT ANKLE SURG P 26021423113800 999999907(

Step 3: Choose from the existing worklists to move copies of the selected document into; or create a new worklist
to copy the documents into a default titled worklist.

Page 49



Web Page Dialog

Copy Work ltems

Either you can select a Worklist below to copy the selected documents into an existing
Worklist or you can add to a new Worklist UNTITLED 3

UNTITLED 2 E

FIRST WORKLIST
» Cancel UMTITLED 1

UNTITLED 2

Powarad by cocument o

https:/{dema.documentdna. com/jspf CopyWarkitems. jsp | @ Inkernet

Note: Using the Copy option returns the user back to original worklist
Step 5: If creation of a new worklist with a default title was chosen, the user can rename the worklist by clicking
on the Worklist dro u, andselecting the new worklist

Step 6: Click on the
worklist.

link and type in the text field to create a unique title for the newly created

document DNA Site Navigation

Worklist rest versions [
Worklist View

Displaying documents: 10 12

O i Actions Report llame & Subscriber llame $ Provider Hame Claim Humber & Subseriber
O i va @  Explanation of Benefits SHANKA G GREENWICH HAINES OB AND GYNPA 27021180420400 999999904(
] @ | Explanation of Benefits SONNY W GODDARD OAKWOOD PEDIATRIC GROUP PA 26021433750800 9999999050
a @ | Explanation of Benefits EVERTON MORE COMPLETE MEDICAL ASSOCIATION ~ 28021422101200 999999906(
O @  Explanation of Benefits WILLIAM GOMEZ NOPAIN FOOT ANKLE SURG P 26021423113800 999899807(
0 @  Explanation of Benefits DEYON K HEDLEY M A HOPKINS DPM 26021391969200 9999999080

Powered by ciocument DNA
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Delete Documents

Step 1: Click on the

Remove this Document icon

Step 2:The user will be asked to confirm the delete
Note: This will not delete the physical document from the document DNA system.

J Worklist View

Displaying documents: 1 to 12

0w A
O -8
ofa]s
0w @
O i |8
Om-aR

Report llame &
Explanation of Benefits
Explanation of Benefits
Explanation of Benefits
Explanation of Benefits

Explanation of Benefits

Powered by cocuiment DNA

Rename Worklists

Site Navigation >
Worklist

Subscriber llame &

SHANKA G GREENWICH

SONNY W GODDARD

EVERTON MORE

WILLIAM GOMEZ

DEVON K HEDLEY

User Guide

Provider lame &

HAINES OB AND GYNPA

OAKWOOD PEDIATRIC GROUP PA

COMPLETE MEDICAL ASSOCIATION

NOPAIN FOOT ANKLE SURG P

M AHOPKINS DPM

Claim Humber $

27021180420400

26021433750800

28021422101200

2602142313800

26021391969200

Current worklists may be renamed from either the Search Results screen orthe Worklist View.

Step 1:Click on the
Step 2: Enter data in the text field to create a unique title for the worklist

Delete Worklist

2 erene]

link

Step 1:Select the worklist from the Worklist drop down menu

Step 2:Click on the

link

Step 3:The user will be asked to confirm the delete

Note: This will not delete the E‘hysical do
A

docum

v

Worklist

Worklist View Tools

No documents present

I

;umem;rom the document DNA system.

A ety
\ \\\g‘?‘"

Microsoft Internet Explorer

)

Plea:

Current Worklist wil be remaved from the system,
e confirm.

Subscriber

999999904(

8999999050

9999999060

999999307(

9999999080
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