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FNF2 - Financial Setup/Selection - Refunds Narrative

Updated:  CA0299EC 07/28/05
Purpose

Authorized users access the Financial Setup/Selection - Refunds (FNF2) screen to set up and disposition refund financial transactions.

Access

Authorized users access FNF2 from the FNSS screen, which is accessed through the Financial sub-menu under MMIS on the main menu title bar. This is the only way to access this screen. 

The FNSS screen displays a list of possible financial transaction types. When the user selects a valid transaction type for FNF2, the user enters the FNF2 screen for processing the transaction. Selecting any of the following transaction types on FNSS accesses FNF2:

· ARF - Setup A/R and Apply Refund

· PLR - Provider Lien Refund

· PTN - Partial Refund

· REF - Full Refund

To process transactions for more than one financial transaction type, the user must exit FNF2, return to FNSS, and select another financial transaction type. 

This screen displays in query mode upon access. Once the user enters information into the key field(s) and clicks the Retrieve button, the screen mode changes to:

· Update mode, providing the user has update authorization, or

· View mode, if the user does not have update authorization.

Authorized users access the screen in add mode by clicking on the Add button. If the user does not have update authorization, the Add button is grayed out.

Contents

Refunds are the only types of transactions that may be entered on this screen. Refund transactions are cash transactions that disposition incoming payments against outstanding accounts receivable. All incoming payments are refunds. If a provider or other account owes money to the State and writes a check for payment, a refund transaction must be created to track the activity. Refunds must be processed directly against outstanding accounts receivable in terms of outstanding balance and funding source. An incoming refund may be accompanied by a letter stating the accounts receivable for the payment. 

The financial clerk enters claim disposition transactions for returned transactions that are claim-specific in the detail area of the screen. Non-claim-specific transactions cannot be tied to claims, so this portion of the screen is used for specifying the category of service and disposition amount for these transactions. 

Once the necessary financial data is successfully entered, the system logs the cash disposition transaction(s) online real-time and the transaction is immediately viewable on the CLFN screen. This information is not available on summary tables or reports until the weekly financial payment processing cycle runs. The system also maintains the accounts payable or accounts receivable data as required based on the transaction code.

FNF2 Layout

Updated:  CA0299EC  07/28/05
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FNF2 Field Descriptions

Updated:  08/10/04

	Screen Field
	Description

	Account Type
	Type of financial account. 

	Account #
	Account ID displayed will be based on the account type of the particular transaction.

	CCN
	System-generated number of a financial transaction. 

	Name
	Account name based on the account type of the transaction.

	C/R #
	Cash Receipt Master Control number. It is the CCN assigned to the cash receipt setup transaction.

	Xref
	Indicates the adjustment or claim correction form control number and is used for documentation purposes only.

	Comment
	Comment area populated when a financial transaction is entered.

	Transaction Amt
	Total setup amount of the financial transaction.

	Taxable Indicator
	Used to determine whether the corresponding accounts receivable is only to recoup from claims with taxable procedures. Taxable codes could apply to adjusted claims or financial transactions related to taxable claims paid previously.

	Account Ledger #
	External display format of the Account Ledger Number for an accounts payable or accounts receivable.

	Transaction
	Financial transaction code describes the transaction as TPR Carrier, Drug Rebate, Insurance Premium, Lien Holder, Provider, Client or Tax Assessment. It also describes the type of transaction.

	None
	Description of the financial transaction code. 

	Financial Reason
	Financial reason code used for financial transactions and adjustments. Valid values can be found in the Tables Manual.

	None
	Description for the financial reason codes.

	Funding Source
	Funding source code representing the State funding source responsible for reimbursement of the claim. Valid values are in the Tables Manual.

	CCN Status
	Status of a financial transaction. Valid values are: A - active (not yet processed through financial cycle); C - complete (processed in financial); and D - delete (can be done by user on-line when record still in A status).

	Rec Type
	Used as an audit trail for the transaction. Valid values are: 'A' added to cash table, 'C' record was changed by the user at some point, 'D' user deleted the record by keying a D in the FN TXN STAT CDE field.

	Error
	The error code generated from edits.

	Status
	Determines the status of a detail line on file. Valid values: A = active; I = inactive; E = in error.

	Sequence
	Sequential number to identify the logical order number of a cash transaction detail within a CCN. 

	Claim Type
	Claim type code identifies the claim as Dental, Hospice, Inpatient, Professional, Nursing Home, Outpatient, Home Health, Institutional Part A Crossover, Institutional Part B Crossover or Professional Crossover.

	ICN
	Internal Control Number (ICN) is a unique control number assigned by the system to each claim received.

	Version
	The header version number indicates the version of the claim being viewed. 

	Detail Number
	This field contains the detail number. Claims consisting of single or multiple details will have a unique code to identify the detail number being viewed. Each detail number will be in ascending order from the top of the claim to the bottom. 

	MID
	Client's Medicaid ID number from the claim form.

	Disposition Amt
	Disposition amount of the financial transaction.

	Category of Service
	State category of service for services provided on a claim. The state can cover additional services other than the ones required by the Federal government. Valid values are in the Tables Manual.

	Changed
	Date the affected data or record segment was last changed. 

	Clerk
	Internal ID for a clerk. Assigned by EDS at the time the user is added to the security system. Identifies clerk who made the last change, addition, or information request.

	Add
	Add date of the financial transaction.

	Changed
	Date the affected data or record segment was last changed. 

	Clerk
	Internal ID for a clerk. Assigned by EDS at the time the user is added to the security system. Identifies clerk who made the last change, addition, or information request.


FNF2 Query/View Mode Description
Updated :  CA0299EC  07/28/05
Query Mode

Users access FNF2 in query mode. To access the financial transaction information, the user enters a valid Cash Control Number (CCN) and clicks the Retrieve button. The system displays the results of the query in update mode for authorized users, or view mode for users without authorization. The system displays an error message if the search does not return a match, or if the key field is invalid. 

View Mode

The user may view, but not update the information requested in query mode. In this mode, transaction setup information is displayed along with the selection criteria. Transaction setup information includes:

· Account type

· Account number

· CCN

· Account name

· C/R (cash receipt) number

· Transaction (setup) amount

· Accounts ledger number

· Taxable indicator

· Transaction code

· Financial reason code

· Funding source

· (CCN) transaction status

· Record type

· Image Control # (Xref #)

· Comment field

Transaction Detail includes the disposition status, disposition sequence number, claim type, ICN, detail number, MID, disposition amount, MARS category of service, last changed date, and clerk.

FNF2 Add Mode Description

Updated:  09/19/03

Authorized users access FNF2 in add mode by clicking on the Add button. If the user does not have update authority, the Add button will be grayed out.  The system provides a blank screen for entering new information. The user must add valid information to required fields; all other updateable fields are optional. The system indicates a field is updateable by its color. Refer to the PowerBuilder Appendix for more information on color standards.

The user must enter information in the fields necessary for the type of transaction. Financial transaction codes indicate the type of transaction being performed for a particular CCN. The transactions performed on this screen are lien refunds, partial refunds, and full refunds.

Refunds must be entered to include the accounts ledger number and the funding source of the debt being repaid, which default to Medicaid. This ensures that the accounts ledger is balanced properly. In the event that an incoming payment is made for more than one outstanding receivable, the user must enter a refund transaction for each account ledger number satisfied. If there is no statement supplied stating which debt is being repaid, the oldest outstanding accounts receivable is satisfied first. 

Understanding Setup A/R and Apply Refund (ARF) Transactions

If the refund is for an accounts receivable that does not yet exist, the user must enter a Setup A/R and Apply Refund (ARF) transaction. For example, a provider may send a refund with a letter stating that three claims were paid in error. Since the refund is not payment for any current receivable, the user must create a new receivable to disposition the refund. 

The Apply Refund (ARF) transaction is a one-step transaction that establishes an accounts receivable for the amount of the transaction and applies the refund against the newly established receivable. This transaction can be either claim or non-claim-specific. For claim-specific transactions, the user must enter the ICN, the detail number, the Medicaid ID, and the disposition amount. The category of service is generated by the system from the corresponding claim detail. The sequence number and the last changed date are generated by the system and cannot be entered by the user. Upon successful completion of the transaction, the transaction is linked to claims history and the claim status is updated. 

Refunds/Partial Refunds

This transaction is used to record incoming check information for money owed to the State. A refund is any incoming payment. Refunds are one of the methods used to satisfy outstanding balances on accounts receivable.

To set up a refund, the user must enter the account type, account number, C/R number, accounts ledger number, transaction amount, transaction code, financial reason, funding source, and the CCN status. The record type is assigned by the system. The accounts ledger number is the accounts ledger number of the outstanding accounts receivable to be satisfied with the incoming payment. If more than one accounts receivable is being satisfied with the same payment, then a refund transaction must be created for each one. The transaction description must indicate a refund. The transaction amount is equal to the total amount of the refund. 

Claim refunds may only be processed for providers and clients. Performing a claim refund changes the claim status from a regular paid claim (36) or adjusted paid claim (46) to a fully refunded claim (66) or a partial refunded claim (76). This status has the same effect as voiding the claim (audit processing does not take them into consideration). The transaction description must be PROVIDER REFUND CLAIM SPECIFIC (132), PROVIDER REFUND NON-CLAIM SPECIFIC (131), CLIENT REFUND CLAIM SPECIFIC (166), CLIENT REFUND NON-CLAIM SPECIFIC (166).

Partial Refunds (PTN)

To set up a partial refund, the user must enter the account type, account number, C/R number, accounts ledger number, transaction amount, transaction code, financial reason, funding source, CCN status and taxable status. The record type is assigned by the system. The transaction code must indicate a partial refund. The disposition amount should be equal to the transaction amount and must be less than the paid amount of the claim detail/AR balance. 

To disposition a full or partial refund, the user must enter the claim type, the ICN, the detail number, the Medicaid ID, and the disposition amount. The category of service is generated by the system from the corresponding claim detail. The sequence number and the last changed date are generated by the system and cannot be entered by the user. Upon successful completion of the transaction, the transaction is linked to claims history and the claim status is updated. 

For partial refunds, the claim information is applied at a detail level and the user must enter the appropriate detail number and amounts. For full refunds, the user enters 00 as the detail number to indicate that the information is to be applied at the claim level.

Lien Refunds (PLR)

This transaction may be used to apply a check coming in from a provider to the reduction of the owed lien amount. If a refund is made against an outstanding lien, all or part of the lien balance is nullified and no longer owed. The adjustment to the lien balance is made by the system. 

To set up a lien refund, the user must enter the account type, account number, C/R #, transaction code, transaction amount, financial reason, accounts ledger number, funding source, and CCN status. The record type is assigned by the system. The transaction description must be PROVIDER LIEN REFUND (125). The transaction amount of the refund must be less than or equal to the balance amount of the lien. 

Claim disposition is not available for these transactions.

All refunds applied to existing accounts receivable apply money against the categories of service established at accounts receivable setup. For the one step Setup A/R and Apply Refund transactions, the system assigns the categories of service if the transaction is claim specific. For non-claim-specific transactions, the user must specify the category of service to be used. 

Invalid Data

The system prompts the user if validation problems exist with the data entered on a field-by-field basis. If the user entered the data in error, the system displays a message explaining the nature of the error and does not advance the cursor to the next field until the user corrects the error. Field validation errors are only one type of error; the user may encounter other errors when saving the information.

Saving the Request

The user clicks the Save button to save the information. The system may alert the user if errors other than field validation errors are present. The system may provide:

· A cross-edit error message, which occurs when information in one field conflicts with information entered in another field. The system displays an error message. The user clicks OK, the error message clears, and the system positions the cursor in one of the fields containing the error.

· A detail segment error indicator, which occurs when information conflicts in multiple detail segments. The system displays an error message. The user clicks OK, the error message clears, and the system displays an asterisk (*) in the error column of the first detail segment containing an error.

When the save completes without errors, the system updates the appropriate tables. The system returns the screen to update mode after the record is saved.

Default Values 

	Screen Field
	Default Value

	CCN Status 
	A

	Taxable Ind
	N

	Rec Type 
	A

	Status (Transaction Detail)
	A

	Sequence
	Detail sequence

	Claim type
	Claim type from keyed ICN

	Category of Service
	Defaults from DOS on ICN

	Changed
	System Date

	Clerk
	Clerk ID

	Add
	System Date

	Changed
	System Date

	Clerk
	Clerk ID


FNF2 Update Mode Description

Updated:  CA0299EC  07/28/05
Authorized users access FNF2 in update mode after performing a successful query. The only updateable field on the FNF2 screen is the CCN Status. . The system indicates a field is updateable by its color. Refer to the PowerBuilder Appendix for more information on color standards.

Transactions may be deleted by updating the CCN Status field. To delete a financial transaction, the user changes the status from ACTIVE to DELETE prior to the weekly financial cycle. The deletes are logical deletes, not physical deletes meaning the transactions are still present on the tables for audit trail purposes.

Invalid Data

The system prompts the user if validation problems exist with the data entered on a field-by-field basis. If the user entered the data in error, the system displays a message explaining the nature of the error and does not advance the cursor to the next field until the user corrects the error. Field validation errors are only one type of error; the user may encounter other errors when saving the information.

Saving the Request

The user clicks the Save button to save the information. The system may alert the user if errors other than field validation errors are present. The system may provide:

· A cross-edit error message, which occurs when information in one field conflicts with information entered in another field. The system displays an error message. The user clicks OK, the error message clears, and the system positions the cursor in one of the fields containing the error.

· A detail segment error indicator, which occurs when information conflicts in multiple detail segments. The system displays an error message. The user clicks OK, the error message clears, and the system displays an asterisk (*) in the error column of the first detail segment containing an error.

When the save completes without errors, the system updates the appropriate tables. The system returns the screen to update mode after the record is saved.

FNF2 Special Features

Updated:  FN0242PP  09/21/05
Edits

	Screen Field
	Query Mode Edit Criteria 
	Add Mode Edit Criteria
	Update Mode Edit Criteria 
	Error Message Number 

	CCN 
	CCN is blank.
	
	
	FN000047 



	CCN
	
	
	Not found
	FN000074

	CCN
	
	
	Invalid for screen
	FN000075

	Account type
	
	Invalid Acct type
	
	FN000039

	Account #
	
	Invalid acct #
	
	FN000026

	C/R Number
	
	Invalid not found
	
	FNF10003

	Account Ledger #
	
	Not found on A/R table.

PLR screen: Not found on Accounts table with a matching carrier code.

REF screen: REF txn cannot be used to refund against a PLS txn.
	
	FN000077

FN000014

FNF20007

	Account Ledger #
	
	Not found on A/R table.

Not found on Accounts table with a matching carrier code.
	
	FN000077

FN000014

	Transaction Amt
	
	Cannot be set zero or negative.
	Cannot be set zero or negative.
	FN000049

	Taxable Indicator
	
	Invalid Value
	
	FN000165


Cross Edits

	Screen Fields
	Description

	Transaction
	The screen may only process transactions for the financial transaction type selected on the FNSS screen. The transactions include Setup A/R and Apply Refund (ARF), Full Refund (REF), Partial Refund (PTN), and Provider Lien Refund (PLR).( FN000075)

	Transaction
	The setup amount cannot exceed the remaining amount left to refund on the claim. (FNF20006)

	Transaction
	ARF transactions entered into this screen may be processed only for claims in status 6, and only claims that have not been voided or refunded.  (FN000085)

	CCN Status
	Transaction information may only be updated if the transaction status is ACTIVE.( SYS00017)

	Account #
	The account number must be on file (provider, carrier, drug mfg, or client), however the account number present for the cash receipt does not have to match the account number of the accounts receivable. (FN000026)

	Account Type/ Account # /  Transaction
	When Account Type of ‘PROVIDER’ is added, the provider number entered in Account # must match the billing-provider-number on the claim when the transaction is 139 or 140. (FNF20008) 

	Transaction Amt
	The amount of the refund transaction cannot exceed the remaining balance of the corresponding cash receipt.

	Funding Source, Taxable Indicator
	If the refund transaction is claim-specific, the funding source of each claim listed must match the funding source of the refund transaction, which must also match the funding source of the accounts receivable the money is being applied to. For claim specific refunds, all claims must either be taxable or non-taxable and match the refund transaction taxable indicator which must also match the taxable indicator of the A/R the money is being applied to. 

	Detail Records
	For non-ARF transactions, the system populates all the detail data from the Account Ledger # entered. The user is unable to access the detail fields in add or update mode.

	Detail Records
	For full refund claim-specific ARF transactions, the user enters 00 in the detail number field. The total paid amount for the claim must match the transaction amount of the transaction. The disposition amount and category of service will be populated based on the ICN entered.

	Detail Records
	For partial refund transactions, each claim detail number and disposition amount is entered by the user. A partial refund or series of partial refunds cannot exceed the claim detail paid amount. 

	Disposition Amt
	The sum of the disposition amounts for all claims listed must be equal to the transaction amount for the transaction.


Action Buttons

None

Double Click Fields

ICN - CLFC screen 

Tabbed Screens

None

Other Information 

The user is allowed to inactivate multiple segments. When the user clicks on the Save button, the screen displays a message that new details must be added that sum to the dollar amount of the inactivated details. The screen automatically goes to Add Detail mode and the user enters as many details as desired. The user again selects Save, and an edit verifies that the amount of the added details equals the amount of the inactivated details. 

If the two dollar amounts are equal, the system saves the value to the database, and the user is returned to the screen in update mode. If the two dollar values are not equal, an error message displays telling the user that the amount of the added details must equal the amount of the inactivated details. The user is returned to the Add Detail screen upon clearing the message.

For partial refund claim-specific Setup A/R and Apply Refund (ARF) transactions, each claim detail number and disposition amount is entered by the user. A partial refund or series of partial refunds cannot exceed the claim detail paid amount. The category of service is populated based on the ICN entered.

Setup A/R and Apply Refund (ARF) claim transactions must be dispositioned to individual claims using the bottom portion of the screen. 

Claim transactions must be dispositioned to individual claims using the bottom portion of the screen. 

When all of the details on a claim are fully refunded, whether through a series of ARF partial refunds or an ARF full refund transaction. The claim header and all details will be set to a fully refunded status (66).

The ARF transaction will also cause co-pay amounts (if any) to be reduced from the client’s annual co-pay responsibility for the year(s) of service on the claim.  Co-Pay will also be reduced from the client’s annual co-pay responsibility when partial refunds (using ARF) equal the details bill amount. 

Non-claim transactions cannot be dispositioned to individual claims. They are dispositioned against the entire amount of the accounts receivable.

If multiple users are setting up transactions against the same cash receipt at the same time, the transaction of the user who hits ‘Save’ first will be saved. The other transactions will receive error message SYS00012 (“A row from the table field was not updated. This indicates that the data you have displayed on the screen was no longer current. “Save” operation was not performed. Please obtain a fresh copy of this data and select “Save” again.”). The users who receive this message will need to re-add their transactions and hit ‘Save’ again.

FNF2 Field Mapping

Updated:  08/10/04

	Screen Field
	Database Field
	Query Mode
	Add Mode
	Update Mode
	Field Length
	Format

	Account Type
	acct_typ_cde
	
	R, L
	
	1
	Alpha-numeric

	Account #
	zfn_acct_id
	
	R
	
	11
	Alpha-numeric

	CCN
	cash_ctrl_num
	K
	
	
	15
	Alpha-numeric

	Name
	zfn_acct_nam
	
	
	
	39
	Alpha-numeric

	C/R #
	cash_receipt_num
	
	R
	
	
	

	Xref
	microfilm_ctrl_num
	
	O
	O
	15
	Numeric

	Comment
	txn_cmmnt
	
	O
	O
	15
	Alpha-numeric

	Transaction Amt
	txn_setup_amt
	
	R
	
	12
	Numeric

	Taxable Indicator
	txn_taxable
	
	R, L
	
	1
	Alpha-numeric

	Account Ledger #
	cash_ref_num
	
	R
	
	15
	Alpha-numeric

	Transaction
	fn_txn_cde
	
	R, L
	
	3
	Alpha-numeric

	None
	fn_txn_desc
	
	 
	
	40
	Alpha-numeric

	Financial Reason
	fn_rsn_cde
	
	R, L
	
	3
	Alpha-numeric

	None
	fn_rsn_desc
	
	 
	
	40
	Alpha-numeric

	Funding Source
	fund_src_cde
	
	R, L
	
	1
	Alpha-numeric

	CCN Status
	fn_txn_stat_cde
	
	R, L
	O, L
	1
	Alpha-numeric

	Rec Type
	txn_rcd_typ
	
	
	
	1
	Alpha-numeric

	Error
	zsr_err_cde
	
	
	
	1
	Alpha-numeric

	Status
	dtl_status
	
	R, L
	O, L
	1
	Alpha-numeric

	Sequence
	disp_seq
	
	
	
	3
	Numeric

	Claim Type
	cl_typ_cde
	
	 
	
	1
	Alpha-numeric

	ICN
	icn
	
	R
	
	15
	Alpha-numeric

	Version
	cl_hdr_ver_num
	
	R
	
	2
	Numeric

	Detail Number
	cl_dtl_num
	
	R
	
	3
	Numeric

	MID
	cl_re_medcd_id_no
	
	R
	
	10
	Alpha-numeric

	Disposition Amt
	txn_disp_amt
	
	R
	
	12
	Numeric

	Category of Service
	ctg_of_svc
	
	
	
	4
	Numeric

	Changed
	lst_chg_dte
	
	
	
	8
	Numeric

	Clerk
	clerk_num
	
	
	
	3
	Alpha-numeric

	Add
	txn_add_dte
	
	
	
	8
	Numeric

	Changed
	lst_chg_dte
	
	
	
	8
	Numeric

	Clerk
	clerk_num
	
	
	
	3
	Alpha-numeric
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