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Electronic Document Management System
(EDMS)
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Business Courses
Introduction to EDMS

Document Preparation, Scanning, and Manual IQC

Correction Processing – Completion: NEW

Quality Assurance – Completion: VERIFY

FileNet One Step Workflow

COLD Reports

Technical Courses

Orientation to FileNet System Administration

Orientation to Captiva System Administration

EDMS Catalog of Courses
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EDMS – Partial Glossary of Terms
Term Definition
COLD Reports Electronically stored business reports; stored in EDMS 

instead of being automatically printed
OCR Optical Character Recognition, whereby software ‘reads’

data from a scanned image
KFI Key From Image – the process where a person reads a 

just-scanned image and keys in data from it
‘Clean’ Claims Inbound claims with no attachments

Letter Generator 
(LG)

A subsystem within MITS that generates and mails out 
letters, using predefined formats

Coversheet EDMS’ predefined sheet that must precede certain 
documents to be scanned, for identifying the document and 
its index/key value

Workflow An automated feature whereby manual work is initiated as 
triggered by an event or by a document being stored
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1. Define EDMS’ role as the central document 
repository for MITS, and explain how EDMS supports 
the mission of MITS 

2. Explain the types of documents EDMS accepts and 
how EDMS receives them for scanning and 
validation, upload, and storage

3. Illustrate how the end user will access the 
documents and images that are stored within EDMS

Electronic Document Management 
System

Course Objectives
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• EDMS is OHP’s central document repository (file 
cabinet) for provider and/or recipient related 
documentation  

• EDMS is a technical process that allows paper 
documents to be captured and stored as electronic 
images, for online viewing by the business user 

• Document capture is done in part via a scanning 
process, which may include optical character 
recognition (OCR)

• OCR replaces the need for ‘heads down’ data entry

What is EDMS?

Electronic Document Management 
System
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What Does EDMS Store?

1. Images and index data from documents that are 
scanned:

a) Claims (only those with attachments)

b) Claims Adjustments  (6766, 6767, 6768)

c) Proprietary forms  (9400, 9401, 9402, 9405)

d) Supporting Documents for Claims

e) Paper attachments sent by the Provider to support:
o Claims
o Provider Enrollments (PE)
o Prior Authorizations (PA)

manually keyed 
into the Web Portal 
by the Provider.
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2. Provider enrollment (PE) attachments and prior 
authorization (PA) attachments that were uploaded
by providers on the Web Portal and stored directly 
into EDMS  (i.e. did not need to be scanned) 

3. COLD Reports that are created by the InterChange 
applications

4. Outbound letters and forms generated by MITS 
and/or the Business User, via the Letter Generator 
process  . . .

What Does EDMS Store? (continued)
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(continued)

Letter Generator, or LG, is the automated MITS 
process that creates and mails out letters to 
providers, recipients and third parties, on behalf of 
various MITS business applications which invoke the 
Letter Generator for this specific purpose.

What Does EDMS Store?

Note: Scanning of other documents, and other EDMS 
features such as Doc Upload, will be enabled after 
MITS Go-Live based on a timeframe established by the 
State
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Documents will be stored in 
these formats, as of Go Live:

Documents can be viewed via 
interChange application panels 
and COLD report search panels.

• GIF
• TIFF
• TIF
• BMP

• JPG
• PPT
• DOC
• XLS

• TXT
• PDF
• RTF

Q:  What Can Be Stored in EDMS?

A:

EDMS

Document Storage

After Go Live, other file 
formats will be added:

PNG, XML, MPP, PUB, HTM
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Overall Process 
Flow
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Sources of Inbound Documents

With Go-Live, documents received via US Mail 
will be scanned, and other documents (Portal, 
Letter Generator, and COLD Reports) will be 
directly loaded
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Sources of Inbound Documents

With Go-Live, these types of documents 
will be scanned within OHP:
1. Claims (only those with attachments)

2. Claims Adjustments  (6766, 6767, 6768)

3. Proprietary forms  (9400, 9401, 9402, 9405)

4. Supporting Documents for Claims

5. Paper attachments sent by the Provider to 
support Claims, Provider Enrollments (PE), and 
Prior Authorizations (PA) that were uploaded via 
Portal
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If EDMS is only scanning claims with 
attachments, how will ‘clean’ claims (with 
no attachments) get into the system?

OHP’s current vendor, Possitivity, will scan 
all claims with no attachments and send that 
information to JFS

Claim information from those clean claims 
will be accessed in interChange

Images from those clean claims will be 
accessible in JFS’ existing CISS system

( continued )

Sources of Inbound Documents
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Sources of Inbound Documents

The Web Portal will allow providers to 
upload the following information directly 
into interChange:

Claims
Provider Enrollments

Prior Authorizations

Electronic Attachments for any of the above 
may be uploaded via the Portal as well.
Images of the uploaded attachments will be 
accessed using EDMS’ Image Viewer.
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Sources of Inbound Documents

The Letter Generator function is utilized by 
many areas of MITS. It will route copies of 
all outbound documents to EDMS, to be 
stored, including:

• Letters

• Forms

• Any LG generated letters or 
documents from any MITS 
subsystem
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Sources of Inbound Documents

COLD Reports are business reports 
generated by the MITS application that have 
been designated for loading into EDMS, as 
opposed to being printed automatically or 
being routed elsewhere:
• COLD Reports can be either Standard 

operating reports, or Remittance Advice (RA) 
reports

• They are loaded as text files into EDMS, and 
are viewable via Search Panels in MITS

“Computer Output
to Laser Disc”



Data Capture: Scanning
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EDMS Components

1. Data Capture
a) Scanning (Captiva)

b) Web Portal

c) Letter Generator (LG)

d) COLD Reports

2. Data Storage: FileNet

3. Accessing EDMS Documents  
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Scanning Process 
Flow
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a. OHP Mailroom personnel will sort and batch all 
inbound paper documents, which are then 
scanned

b. “Captiva” software creates images of all scanned 
documents

Optical Character Recognition (OCR) reads 
the key information off the red claim forms -
Captiva is programmed to read this information

For black forms, data entry (Key From Image, 
or KFI) will capture key information

1.  Overview of the Scanning Process

Data Capture: Scanning
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c. “Manual IQC” personnel will analyze and deal 
with any unrecognizable documents

d. Completion New and Completion Verify operators 
will re-key some information, to correct critical 
scanning misinterpretations and for verification

1.  Overview of the Scanning Process

Data Capture: Scanning

e. Images of scanned documents and the 
keys/indexes for each are then saved in 
EDMS’ FileNet data repository, and are 
immediately accessible
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Examples of RED and BLACK claim forms

Data Capture: Scanning
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1. Claims will be scanned at Go-Live:
a) CMS 1500 – Health Insurance Claim form
b) UB04 – Institutional Claims form
c) ADA2006 – Dental Claim form

Data Capture: Scanning

Again, the above Claims forms will have
Attachments (only ‘unclean’ Claims will be scanned 
as of Go-Live).

Examples of attachments:
COB and/or OI (Other Insurance) forms – replacing 
Medicaid form 6780

6653 forms  (for claims > 365 days old)

HAS forms, or any other documents that may accompany 
a Claim



24 /  31 March 2010 v4.0   EDMS - Introduction

Data Capture: Scanning

2. Claim Adjustments will be scanned at Go-Live:
• 6766, 6767, and 6768 

3. Proprietary forms will also be scanned:
• 9400, 9401, 9402 and 9405 

4. Attachments from Provider entry of:
• Claims
• Provider Enrollments
• Prior Authorizations
on the Web Portal will be scanned.  The Provider will be 

directed by the portal to mail these attachments to a 
special PO box.
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Purpose
• Certain scanned documents require a pre-formatted 

EDMS coversheet, to help the Captiva software 
identify and index the document

• Captiva will capture two things from the coversheet:
1. What type of document is being scanned

2. What the keys or index values are – for example, 
the Provider ID, Recipient ID, ATN, etc., to which 
the document pertains 

Scanning Coversheet
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Purpose
• The coversheet that accompanies the 

inbound documents will include a 
barcode

• The barcode contains all the information 
that Captiva needs to identify the 
document and its key/index

• The coversheet is scanned and stored in 
EDMS along with the document

Scanning Coversheet
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What documents to be scanned at Go Live 
will require an EDMS Coversheet?

Supporting Documents for Claims
Provider Enrollment attachments
Prior Authorization attachments

Scanning Coversheet
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Rules for Processing Claims Attachments
1. A 6653 or a HAS form that is sent in to MITS with 

a claim will be processed as it should be. 

2. A 6653 or a HAS form sent in separately from the 
claim it is related to, such as coming in the mail 
with just a coversheet, will be imaged and stored 
as a claim attachment, but will not be processed as 
intended.  The claim will be denied (6653) or 
suspended (HAS), as if that form never came in.

3. These special attachment documents must be 
mailed to OHP/EDMS in paper form with the claim 
to which they belong.

Scanning Coversheet
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• How does a Provider or other outside entity 
get a coversheet to send in with a document?
1. Coversheets will accompany most letters sent by 

MITS to providers.  These are generated by the 
Letter Generator process, and are pre-populated 
with key values and barcodes.

2. Providers who key in a Claim, Provider Enrollment, 
or Prior Authorization on the Web Portal are given 
the option to print a pre-populated coversheet, to 
be used to mail in a paper attachment.

3. Internal to JFS, the coversheet will also be 
accessible via Forms Central.

Scanning Coversheet
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The top half 
(pictured) 
contains radio 
buttons that 
indicate what 
document 
type is being 
scanned
Only the 
document 
types shown 
(red bracket) 
can be 
scanned into 
EDMS

EDMS Coversheet  (top half)

Scanning Coversheet
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Prior 
Authorization 
documents 
have sub-
categories to 
further define 
the document

EDMS Coversheet  (top half)

Scanning Coversheet
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The bottom half 
of the 
coversheet will 
be populated 
with one or 
more key / 
index values, 
pertaining to 
the type of 
document 
being scanned

EDMS Coversheet  (bottom half)

Scanning Coversheet
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The barcode 
contains all the 
data Captiva 
needs to 
capture the 
document type 
and the 
key/index 
value(s)

EDMS Coversheet  (bottom half)

Scanning Coversheet
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• How is a coversheet with bad or missing data 
to be handled?
1. If Captiva reads the coversheet and interprets a 

key field to be missing or invalid, the Completion 
New operator will be notified of the error

2. That operator must re-key whatever they see on 
the coversheet, as will the Completion Verify 
operator

3. When the Completion Verify operator is done 
keying in the information, the document is 
accepted for storage into EDMS, even if it came in 
with invalid or missing information.

Scanning Coversheet
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1. Paper documents to be scanned are manually sorted by 
type, and put into batches of no more than 50 documents 
(maximum of 8000 pages) per batch

2. The batches are fed into high speed Kodak scanners

3. The batches are electronically routed to Completion New 
workers, who must now key in:

KFI data (Key From Image) for non-OCR documents, 
and 

OCR data that Captiva could not interpret or is 
questioning

Steps comprising the full scanning 
process:

Data Capture: Scanning



36 /  31 March 2010 v4.0   EDMS - Introduction

4. Completion Verify workers are in a QA role – they 
get the batch next, to re-key in all key/index values 
to verify their accuracy

5. Once the scanning process is completed and 
verified:
a) Images and key/index information is stored 

onto the FileNet repository and will be 
immediately available for viewing in 
interChange

b) Information from Claims just scanned is 
electronically routed by EDMS to interChange 
for further claims related processing

Data Capture: Scanning
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• Manual Image Quality Check is a human 
intervention to address a document that is not 
recognized by Captiva software

• A Manual IQC worker is alerted to the problem by 
Captiva immediately after the scan, and may have 
to rotate an upside down form, or identify an OCR 
readable form, to fix the error

• The document in error may then be re-scanned, or 
pulled and dealt with manually such as notifying 
the source of the document, to re-send.

6. Issue Resolution: Manual IQC

Data Capture: Scanning



Data Capture: 
Web Portal, COLD Reports, Letter Generator
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1. Data Capture
a) Scanning (Captiva)

b) Web Portal

c) COLD Reports 

d) Letter Generator (LG)

2. Data Storage: FileNet

3. Accessing EDMS Documents  

EDMS Components
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EDMS Process Flow
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Processing documents from these sources will involve no 
human validation:

Source Content How Accessed by 
EDMS

User Access

A. Web 
Portal

PA, PE, and 
Claims 
adjustments, incl. 
attachments

Documents will be sent 
from the Portal to EDMS 
automatically, real time

interChange 
panels will provide 
access

B. COLD 
Reports

Designated 
reports 
generated by 
MITS

EDMS will automatically 
retrieve and store the 
reports each day 

FileNet COLD 
Report Search 
panels, through 
interChange

C. Letter 
Generator 
(LG)

All outbound 
forms & letters 
generated by LG

Documents will be sent 
from Letter Generator to 
EDMS automatically, real 
time

interChange 
panels will provide 
access

Web Portal, COLD Reports, Letter 
Generator
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• Providers, when entering Provider Enrollment requests 
into the Portal, can also upload PE attachments into 
the Portal for storage into EDMS  (e.g., licenses)

• Providers, when entering Prior Authorization requests 
into the Portal, can also upload PA attachments into 
the Portal for storage into EDMS (medical records)

• Claims attachments of any type that the Provider has 
in electronic format can be uploaded to the Portal by 
the Provider and sent to EDMS (6653, HAS, COB/OI)

A.  Web Portal

Web Portal, COLD Reports, Letter 
Generator
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• For any of the Claims, PE, and PA requests for 
which providers have paper attachments only:

o Portal will enable the Provider to complete and 
print an EDMS coversheet, with instructions for 
mailing the coversheet and paper attachments to 
ODJFS

o Upon receipt, EDMS will scan the attachments 
and index the documents; they will be accessible 
through interChange and the Image Viewer.

A.  Web Portal  (continued)

Web Portal, COLD Reports, Letter 
Generator
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• Standardized MITS generated business reports will 
replace many of today’s Control-D reports; they will 
be stored in EDMS and accessed electronically by 
authorized users

• EDMS will pull the reports from a designated 
system folder each day and store them in text 
format, for user access and long term retention

• To index the report, information will be extracted 
from the first several lines of each COLD report

B.  COLD Reports

Web Portal, COLD Reports, Letter 
Generator
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• Reports stored in EDMS fall into two categories:
o Standard Reports (routine operational MITS 

reports)
o Remittance Advice (RA) Reports

• COLD Report search screens will allow users to select 
the report using various search criteria, and to view or 
to open it in different formats (PDF, Word, Excel)

B.  COLD Reports  (continued)

Web Portal, COLD Reports, Letter 
Generator
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Example of a COLD Report search panel, with results:

Web Portal, COLD Reports, Letter 
Generator

B.  COLD Reports  (continued)
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• Copies of all Outbound forms and letters generated from 
Letter Generator will be stored in EDMS

• These documents can be indexed by several different 
data values, and viewed using an LG search panel

C.  Letter Generator (LG)

Web Portal, COLD Reports, Letter 
Generator



2. Data Storage: FileNet
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1. Data Capture
a) Scanning (Captiva)

b) Web Portal

c) Letter Generator (LG)

d) COLD Reports

2. Data Storage: FileNet

3. Accessing EDMS Documents  

EDMS Components
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Data Repository
• FileNet is the document repository (the ‘file cabinet’)

• Viewing of EDMS-stored documents is restricted by 
role based security access, verifying the users’
authority to view any documents or images

• MITS data will be stored in several formats:
o TIF images (from scanning)
o PDF files (from Letter Generator)
o Various formats (from Web Portal)
o Character text (from COLD Reports)

Data Storage: FileNet
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Invoking Workflow 
Workflow is the automated routing of units of work by 
FileNet to specific business areas, which do further 
processing on the document that EDMS just stored.

Two different types of Workflow will be initiated by 
EDMS based on processing specific types of 
document:

1. Workflow #1 will be contacted to process:

o PA (Prior Authorization) attachment documents from 
either Portal upload or from scanning

o PE (Provider Enrollment) attachment documents 
from either Portal upload or from scanning

Data Storage: FileNet
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Invoking Workflow   (continued)

2. EDMS will contact the second Workflow, called 
FileNet One Step Workflow, to process:

o Claim Adjustments, as directed by forms 6766, 
6767, and 6768

o Proprietary forms 9400, 9401, 9402, and 9405, 
which are adjustment forms also used for Long 
Term Care (LTC)

Data Storage: FileNet



3. Accessing EDMS Documents
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1. Data Capture
a) Scanning (Captiva)

b) Web Portal

c) Letter Generator (LG)

d) COLD Reports

2. Data Storage: FileNet

3. Accessing EDMS Documents

EDMS Components
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Accessing EDMS Documents

At Go Live, two 
avenues for viewing 
documents stored on 
EDMS & FileNet will 
exist
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interChange panels provide 
access to images via the 
Image Display button, 
which invokes the FileNet 
Image Viewer

Stored Images includes 
Claims images, and all 
attachments for Claims, PA 
and PE documents

Accessing EDMS Documents
interChange: Stored Images and 
Letter Generator Documents
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Letter Generator (LG) documents are accessed 
through interChange’s Letter Search option

Accessing EDMS Documents
interChange: Stored Images and 
Letter Generator Documents
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COLD Reports are accessed via links on the MITS 
Home page

There are two EDMS panels used for accessing 
COLD Reports:

o Standard Reports search panel
o RA Reports search panel

COLD Report Search

Accessing EDMS Documents
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Accessing EDMS Documents
Standard Reports

RA Reports



Additional Information
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• EDMS requires special Administrator rights for both 
Captiva and the FileNet repository

• The Administrators will have very secured access to 
FileNet and Captiva processes and information, and 
are the sole authority to perform activities such as 
rerouting queues and other data management, ‘behind 
the scenes’

• Examples of the Administrators’ responsibilities:
• Manage Captiva and scanner settings
• Research and resolve FileNet issues 
• Address user issues

EDMS System Administrators



Questions
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