Instructions for Filling out Paper Claims

ND Medicaid use a process called Optical Character Recognition to scan claims received and process them through to
the ND Health Enterprise MMIS. The items below will help ensure that the claims are processed more accruately .

& Allinformation should be typed or printed.
& Alpha characters (letters) should be capitalized.
& Numbers should be written as close to the example below as possible:

1 23 4 5 6 7 8 90

& Circles (the letter O, the number 0) must be closed.
& Avoid unfinished characters. See the example below:

Written As Intended As Interpreted As

60D 6.00 6. |6 |0 y Zero interpreted as six

&  When typing or printing, stay within the box provided; ensure that no characters (letters or numbers) touch the
claim form lines. See the example below.

Written As Intended As Interpreted As

>  Twointerpreted as seven

HH

[, ]
[.] 3

»  Threeinterpreted as two

& Characters should not touch each other as seen below.

Written As Intended As Interpreted As

= Entry cannot be
23 illegible *  interpreted properly

% Do not write between lines.

% Do not use arrows or quotation marks to duplicate information.

& Do not use the dollar sign ($) to indicate dollar amounts; do not use commas to separate thousands. For
example, three thousand should be entered as 3000, not as 3,000.

& For writing, it is best to use a felt tip pen with a fine point. Avoid ballpoint pens that skip; do not use pencils,
highlighters, or markers. Only blue or black ink is acceptable.

& If filling in information through a computer, ensure that all information is aligned properly, and that the printer
ink is dark enough to provide clear legibility.
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Do not submit claim forms with corrections, such as information written over correction fluid or crossed out
information. If mistakes are made, a new form should be used.

Do not fold the claim forms.

Do not use adhesive labels (for example for address); do not place stickers on the form.

Do not write or use staples on the bar-code area.

Do not submit 2 sided documents.
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Do not use dashes or slashes in Member ID.
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