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« CHAMPS exports data to excel as text.

e The standard cell formatting option does not always work
with older versions of excel.

 If the data is not properly formatted, excel formulas will not
return the desired results.

e These instructions provide an alternative way to reformat
the data extracted from CHAMPS so that excel formulas
can be applied.

« There may be other alternative ways to reformat CHAMPS
data from text to numbers that are equally effective.
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ms/CNSIControlSerylet - Microsoft Internet Explorer - |D|ﬂ
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Welcome Dutreach, Training. You have logged-in with HOSPITAL 2 0000000000y 41y and CHAMPS Full Access profile, Links: BEEEES

Path: Provider Partalf Inquire Claims

2/

Menu 3

Inquire Claim:
Filter By : |Paid Date = | |pevznszo0 D5/20/2008 And |Patient Account humber = | |% And | =l With Status | -] Get
Al .

r TCH From Date To Date Submitted Charges Claim Status Approved Amount Paid Date Patient Account Humlbrer

Ay Ay Ay Ay hw aw Ay 4w

|- 2103124 10111516000 02/08/2003 02/06/2003 $1,782.00(Paid $227. 20082062009 267447300

|- [210318410111727000 D2/07/2003 020772003 $3,376.00( Paid $631.67(|0820¢2009 S2ETTE3500

[T [|z10818410111723000 1211852008 1218/2008 $603.00Faid $11?.1EI|DSJEEIJEDDS G267TE3900

|- 21031841011 1732000 12/111/2008 121172008 $609.00(Faid $8EI.4E||08.|‘2EIIZDDB 267734300

|- [210312410111816000 02/08/2003 020772003 $1509.39| Paid $115.52{|08:20¢2009 S2ETTES500

|- [210312410111877000 D2/07/2003 020772003 $1,006.00( Paid $143.76[|08:20¢2009 S2ETTEI400

[T [|z10818410112486000 01/23/72008 01/23/72008 $1.062.00{Faid $EI.EIEI|DS."2EI."ZDDS S2E3B27401

[T [|210318410112476000 01/05/2009 0172672009 $2 427.00{Paid $EI.EIEI|DSJ‘2EIJ‘20IJB 2263855401

|- 21031841011 2625000 01/2142003 01/21/2003 $318.00||Paid $EI.EIEI|DSI2EIIZDDB S2EE230201

|- 21031841011 2623000 020342003 02/03/2003 $667.00|Paid $EI.EIEI|DSI2EIIZDDB S2EEE29201

a5 Prev |h‘iewing Page] MNextz» IE Gol Fage Count | SaveToALS I

Page I0 palngu i idatlist(Claimz) Environrnent: B2E

&] Dane |_ @ |_ |_ ré_ @) Trusted sies Y

e e T T S R — Y - - - o wmw



2 0000000000

Welcome Dutreach, Training. ou have logged-in with HOSPITAL ) domain and CHAMPS Full Access profile,

Path: Provider Partall Inquire Claims

Menu 3

Close

Inquire Claim:
Filter By : |Paid Date = joarz0iz00 [oer20i2008 And |Patient Account humber = | |% And | =l With Statusl - Get

Al -

File Download X - -
P "ahttps:,.-",.-"sso.state.n1i.us,.n"dch-chpuutreach,.n"ecam o -|D|ﬂ -
r e Do you want o open o save (s 7
3109124101115480
I leosza01447270 @ Mame: paInquireClaimsProviderList.xls
ol Type: Microsoft Excel Warksheet
From: sso.stabe.mius
[T [310312410114782¢ | Your request is being processed. Please wait...
™ 0134101118160 Open | Save | Cancel I
|- 3109184 101449770
|- 3109184 101124680 v . .
"While filez from the Internet can be useful, some files can potentialy
I bos1as101124760 harm yaur .cnmpule[. If yau do nat trust the source, do not open or
save this file, What's the risk?
I- 31091841011 26260
|- 3109184 101126230
24 Pray |'u'iewingPag

> Dovrloning o st g s stemusiachponeatiensisions. o HICK 1€ Save to XLS button and then two
popups will come up. Click Open on the second
popup and wait for your excel spreadsheet to
automatically open. Large amounts of data may
take longer to complete.
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Fd Microsoft Excel - pgInquireClaimsProviderList[1] - |5 |ﬂ
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A
rial -0 - BIUEEEE S %, NN EE A
File Edt ‘“iew Insert Format Tools Data  ‘Window  Help Type aquestion for belp =/ 2 & X

Ath%hdS R By (=1 | weReply with Changes... EndReview... |
A1 - B TCN

A B | ¢ | 0o | E | F | 6 | H o s Kk [ LM N 0T
1 [TCH Fram Date To Date | Submitted Charges |Claim Status Approved Amaount |Paid Date  Patient Account Mumber I
| 2 [J1038410111516000 0206/2009 020672009 (3 78200 Paid 5227 20 08/20/2009 267447900
i310918410111?2mﬂﬂ 02/07£2009 02/07,/2009 '$3,3?E.DEI Paid 5531 67 08/20/2009 8267783800
4 F10918410111733000 1241872008 12418/2008 5509 00 Paid 517 10 08/202009 267783900
| 5 | 310919410111762000 12¢1/2008 12/11/2008 "$509.00 Paid 80,49 08/20/2009 ‘5267784900
i7310918ﬂ11tl111 16000 02/06/2009 02072009 51 A09.39 Paid 511552 08/202009 267785500
L731091B41EI11 977000 02/07/2009 02407/2009 51 J06.00 Paid 143,75 08/20/2009 ‘5267789400
i'31091841011211EIEDDD 01/23/2009 (01/23/2009 51 [Oe2.00 Paid %50.00 08/20/2009 8263827401
i731091841tl1 12476000 |01,05/2009 01/26f2009 r$2,:12F".I]EI Paid '$D.DD 0R/20/2009 B263585401
10 310918410112625000 |01/31/2009 01/31/2009 [5318.00 Paid 50,00 08/20/2009 8266230801
11 "310918410112629000 024032009 024032009 %667 00 Paid %50.00 0R/20/2009 B266629201
| 12| 310918410112633000 01/29/2009 01/30/2009 '$4,EEEE.D? Paid 50,00 08/20/2009 265424601
13| B10918410112670000 0R/29/2008 0R/29/2008 %1 JBE.00 Paid %50.00 08/202008 220608503
14
15
= Here, | want to use the Approved Amount
% column as numbers that | can apply a SUM or
19, AVG formula. Formatting tools at the top of the
20 .
e page and the formatting tools that you access by
% right-clicking on the mouse do not always
24 reformat text to numbers.
25
|26 |
|77 |
El
79
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M 4 b M[Sheeto 4] i B
Draw= |3  Autoshapes™ ™ ' DD.A][ e 0] [ &vﬁvévf_ =0 .
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Fd Microsoft Excel - pgInquireClaimsProviderList[1] - |5 |ﬂ

Dy 8LV BRI @z 8 b -0,
Arial -0 - BIUEEEE S %, NN EE A
Fle Edt ‘iew Insert Format Tools [Data  ‘Window Help Type a question for help =0 & X
3 T =l .
F2 > B 522720
A | B | ¢ | o | E [ F | &6 | H o s Kk [ LM N 0T
1 |TCN Fram Date To Date | Submitted Charges |Claim Status Approved Amaount |Paid Date  Patient Account Mumber =
1'310918410111516000 02/06/2009 024052009 51 78200 Paid 270 08/20/2008 ‘5267447900
iﬁ10918410111?2?000 020072009 0200772009 '$3,3?E.DEI Paid 531 67 08/20/2009 'B267783800
4| 10918410111733000 12418/2008 1241872008 560900 Paid 5117.10 08/20/2008 ‘52677583900
| 5 | [310918410111782000 12411/2008 12/11/2008 '$E|39.EID Paid '$8III.49 08/20/2009 B267784900
i'310918ﬂ11tl111 16000 02/0R/2009 02407/2009 51 A09.39 Paid 511552 08/20/2008 ‘5267785500
L@WEHBMEIH 9Y7000 024072009 02072009 '$1 J06.00 Paid '$143.?E 08/20/2009 5267789400
i'31091841011211EEEDDD 01/23/2009 017232009 751 [Oe2.00 Paid 5000 08/20/2008 ‘8263827401
i731091841tl1 12476000 | D1/05/2009 01,26/2009 r$2,:12F".I]EI Paid r$D.DI] 08/20/2009 ‘5263555401
10 [10918410112626000 01/31/2009 0143152009 §318.00 Paid %000 08/20/2009 'B266230801
l 310918410112629000 02/03/2009 0240372009 '$EE?.EID Paid r$D.DI] 08/20/2009 ‘5266629201
| 12 [310918410112633000 01/29/2009 0143052009 '$4,BEE.D? Paid %000 08/20/2009 'B265424601
ﬂ 310918410112670000 0R/29/2008 08/29/2008 51 JBE.00 Paid 50,00 8/20/2008 ‘5220508503
14
15|
% To convert the formatting from text to numbers
% you must choose all of the contiguous cells that
0] need to be converted. You cannot choose an
21 " -
7 entire column or an entire row. Be careful not to
e autofill the other boxes you choose. Here | left-
% clicked on the box F2 and held the mouse’s left
] .
7 click down as | dragged the mouse down
= through the other boxes. You can also drag .
30 across to cells in other columns. N
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Fd Microsoft Excel - pgInquireClaimsProviderList[1] - |5 |ﬂ

Z
A
rial -0 - BIUEEEE S %, NN EE A
File Edt ‘“iew Insert Format Tools Data  ‘Window  Help Type aquestion for belp =/ 2 & X

Ath%hdS R By (=1 | weReply with Changes... EndReview... |
F2 - B 3220

A | B | ¢ | o | E [ F | &6 | H o s Kk [ LM N 0T
1 |TCN Fram Date To Date | Submitted Charges |Claim Status Approved Amaount |Paid Date  Patient Account Mumber =
| 2 [310918410111516000 02/06/2009 02/06/2009 51 782.00 Paid G +[3227.20 [8/20/2009 ‘5267447900
| 3 [310918410111727000 02407/2009 02/07/2009 53 376.00 Paid e gt B2677E3B00
[ 4 [310918410111733000 12A18/2008 12/18/2008 [§609.00 Paid T e e 0 /5267783900
| 5 [310918410111762000 12¢11/2008 12/11/2005 '5609.00 Paid || ConverttoMurber Io 257784000
| B [310918410111816000 02/06/2009 02/07/2009 51 509.39 Paid e 5 ‘5267785500
| 7 [310918410111977000 02407/2009 02/07/2009 51 006.00 Paid 9 ‘5267789400
| B [310918410112466000 01/23/2009 01/23/2009 '§1 062.00 Paid Lonore Error 5 ‘5063827401
| 9 [310918410112476000 01/05/2009 01/26/2009 52 427 00 Paid 5 ‘5263355401
|10 [310918410112625000 01/31/2009 01/31/2009 531500 Paid S — 5 5266230801
|1 [310918410112629000 (024032009 02/03/2009 5667 00 Paid 5 ‘5266629201
[ 12 [310918410112633000 01/29/2009 0143072009 "$4 566,07 Paid Shows Formula Audting Tookar 19 oRE4 24501

F . F
% [310918410112670000 05/29/2008 05/29/2005 51 065,00 Paid [0 0672072008 5220608503
15
16
17
18
19
20
21
)

d Once boxes are selected, put the mouse’s
E cursor over the little exclamation point near the
% .
o1 upper-most cell, then click on the downward
26
iz arrow that appears next to it, then choose
El “Convert to Number”. -
30 v
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File Edt ‘“iew Insert Format Tools Data  ‘Window  Help Type aquestion for belp =/ 2 & X

Ath%hdS R By (=1 | weReply with Changes... EndReview... |

F1 M f Approved Amount
A | B | ¢ | b | E F G | H o s Kk [ LM N 0T
1 |TCN Fram Date To Date | Submitted Charges | Claim Status [Approved Amaunt IPaid Date  Patient Account Mumber =
1’310918410111516000 02/06/2009 024052009 51 78200 Paid 5237 20 0B/20/2009 'B267447900
i7310918410111?2?DDD 0240772009 02072009 '$3,3?E.DEI Paid %531 67 0B/20/2009 B267783800
4 S10918410111733000 12418/2008 1241872008 560900 Paid $117.10 0B/20/2009 'B267783900
| 5 | 310918410111782000 12411/2008 12/11/2008 '$E|39.EID Paid $80.49 08/20/2009 067784900
i'310918t11tl111 16000 02/0R/2009 02407/2009 51 A09.39 Paid $115.52 0B/20/2009 B267785500
L31091B41D11 9Y7000 024072009 02072009 '$1 J06.00 Paid §143.76 0872052009 B067789400
i’310918d10112dEEDDD 01/23/2009 017232009 751 [Oe2.00 Paid §0.00 0B/20/2008 B263827401
i@109184101124?EDDD 010552009 01/26/20049 '$2,42?.DEI Paid §0.00 08/2052009 263355401
10 S10918410112626000 01/31/2009 0143172009 531800 Paid $0.00 0B/20/2009 B26E230801
l 310918410112629000 02/03/2009 02403/2009 '$EE?.EID Paid §0.00 08/2052009 26RR29201
| 12| F10918410112633000 01/29/2009 01/30/2009 '$f-1,EiEE.D? Paid §0.00 DB/20/2009 B2E5424601
ﬂ 310918410112670000 0R/29/2008 08429/2008 51 JBE.00 Paid $0.00 08/20/2009 B220500503
14
15
16 |
17
15|
19
20
21| .
% Here, you can see that the little green corner
] (which indicated an error) is gone from the
25 0 0 o
53 boxes and there is no exclamation point next to
% them. These boxes are now formatted like
El numbers. -
30 b
4 4 » H|"Sheetd |'| | HJJ
Draw= |3  Autoshapes™ ™ ' DD.A][ e 0] [ &vﬁvévf == B .

Ready UM
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E|Ie Edt Yew [nsert Format Tools Data  Window

@ @ '@ o B @ % @ ¥#Reply with Changes... End Review..,
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Type & question For help

UM * X F& =cUMFZF13)
A B | ¢ | D E | F | 6 |

1 [TEN From Date ToDate  Submitted Charges Claim Status Approved Amount Paid Date  Patient Account Number
| 2 [310918410111516000 02/06/2009 0206/2009 §1782.00 Paid ?’ $2270 fDBD.EIQEIDQ 5267447900
| 3 [310918410111727000 02/07/2009 02/07/2009 53 376.00 Paid ! HB31. 5,7' *DBQDQDUQ 5267753800
| 4 [310918410111733000 12A8/2008 1211872008 "$609.00 Paid ! w17 “DBD.EIQEIDQ 5267753900
5 [310918410111762000 12/11/2008 12/11/2005 $609.00 Paid | $8|II.49 'DBEDEDUQ 8267754900
| B [310918410111816000 02/06/2009 02/07/2009 51 609 39 Paid | 1442 $DBD_EIQEIDQ 5267785500
| 7 [310918410111977000 02/07/2009 02/07/2009 "§1,006.00 Paid | §143.76 |06/20/2009 267789400
| 8 [310918410112486000 01/23/2009 01/23/2009 "§1,062.00 Paid | 0,00 {08/20/2009 ‘5263827401
E’ammaamﬂza?mun 01/06/2009 01/26/2009 52 427.00 Paid E $0.00 EDBQDQDUQ 5263856401
10 (310918410112626000 01/31/2009 01/31/2008 "$318.00 Paid 1 30.00 {08/20/2009 5266230801
[ 11 (310918410112629000 02/03/2009 0200372009 "$667 00 Paid | $0.00 fDBQDQDUQ 5266529201
12 [310918410112633000 01/29/2009 01/30/2009 "84 866,07 Paid | $0.00 “DBQDQDUQ 5265424501
13 [310918410112670000 D8/29/2006 08/29/2005 "$1,086.00 Paid e $0.00 JDBQEIQEIDQ 5220608403
14 =5UM |
ﬂ SUMinumber1, [rumberz], ...}
| 16 |
| 17 |
18|
19|
20|
21 |
| 22|
|23 |
24 |
|25 |
| 26 |
| 27 |
28 |
K top of the screen.
30
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Now that the numbers are formatted correctly
formulas like “SUM” and “AVG” can be applied
to the cells. Here, the SUM formula is being
applied by using the auto-formula button at the

HUM



