DOWNLOAD Q

Select the Download Q from the menu

Put a check in the box of the file you want to open then click on the Download button.

If you do not see any files contact the help desk because Alpha does not have a mail box
assigned to you.



Partners Behavioral H -

File Name
Current_Auths_1042_alphamcs_pbhm.txt
Current_Claims_1042_zlphamecs_pbhm.txt

Current_Client_1042_alphames_pbhm.txt

Windows Internet

Are you sure you want to navigate away from this page?
Do you really want to dose the application?

Press OK to continue, or Cancel to stay on the current page.

Click OK Button

Partners Behavioral H

File Nama
Current_Auths_1042_alphamcs_pbhm.txt
Current_Claims_1042_alphamecs_pbhm.txt

Current_Client_1042_alphamecs_pbhm.txt

Do you want to open or save this file?

Mame: Current_Claims_1042_alphamcs_pbhm. txt
J Type: TextDocument
From: login.alphamcs.com

/

COpen

harm your computer. f you do not trust the source, do not open or

| w While fileg from the Intemet can be ussful, some files can potentially
= save this file. What's the risk?

Then click the Open Button



The file will open. If the file does not open then contact the help desk this is either an issue

where the Silverlight needs to be updated or the trusted site need to be changed.

l Current_Claims_1042_alphamcs_pbhm[1] - Notepad

File Edik

Forrnak

Wigw  Help

prov_id|Provider_name|biTling_npi|renderi

1042 |ELITE
1042 |ELITE
1042 |ELITE
1042 |ELITE
1042 |ELITE

COMMUNITY
COMMUNITY
COMMUNITY
COMMUNITY
COMMUNITY

HEALTH
HEALTH
HEALTH
HEALTH
HEALTH

INC 139605188
INC 139605188
INC|139605188
INC 139605188
INC 1296051886

From the menu bar click File — Save AS and save the file to your computer.

Open Excel and then
Select File open

Change the type to All Files

| B aatest 10/8/2012 3:05 PM Microsoft Excel 97-... 650 KB
| @ EXCEPTIONS080312Z 9f20/2012 1:49 PM Microsoft Excel Mac... 47 KB LI
iame: I j IAII Excel Files j
Tools - Open |v| Cancel |
A
1 \EE|IT STAFF 11/15/2012 10:18 AM  Microsoft Excel War... 12KB
ﬂ %_\]aaaaatest 11/14/2012 411 FPM Microsoft Excel 97-... 938 KB LI
L name: I j IAII Files V j
Tools - Open |v| Cancel |
4
Double click on the file and the following screen opens.
. WINDOWS 6/27/2012 10:39 AM File folder
|| AA Current_Claim 2142013 9:38 AM Text Document 2KB



Click on Delimited

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If thig is correct, choose Mext, or choose the data type that best describes your data.
riginal data type
Choose the file type that best describes your data:
' Delimited - Characters such as commas or tabs separate each field.

" Fixed width - Fields are aligned in columng with spaces between each field.

Start impart at row: I:l 5‘ File arigin: 437 : OEM United States

Preview of file Z:\AA Current_Claim. tit.

lProv_id|Provider name|billing npilrendering npi|Patient_id|Pat
201042 |ELITE COMMUNITY HERALTH INC|13596051884|135960518B84]374984|(
31042 |ELITE COMMUNITY HEATLTH INC|1356051884|135960518E84|386223]1
4 1042 |ELITE COMMUNITY HEALTH INC|1358051884|135605128E54|308730]2
5042 |ELITE COMMUNITY HERLTH INC|1356051884|13560518B84|27681 |El
A

Cancel = Back | Mext =

Then click the Next Button



Click on TAB and Other and enter the delimiter. In this case it is a pipe.

This is the shift \ which is just above the ENTER key.

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affe
below,

~Delimiters
v Tab
[T Semicolon [ Treat consecutive delimiters as one
[~ Comma
- Text qualifier: |© j
[ Space
v oOther: ||
—Data preview
rov_id Provider name illing npi rendering npi
o4z LITE COMMUONITY HEALTH INC Q356051584 359g0518E4
04z LITE COMMUONITY HEALTH INC [133&051884 39e0518E4
04z LITE COMMUNITY HEALTH INC [1338051884 3838051884
04z LITE COMMUNITY HEALTH INC [133€051884 39e051884
JEN I
Cancel | = Back | Mext

Then Click Next Button



This screen lets you select each column and set the Data Format.

—Column data format

™ Do not import column {skip)

&+ General . . )

I~ General' converts numeric values to numbers, date values to dates, and all
Text remaining values to text,

" Date: |MDY - Advanced... |

—Data preview

E COMMUNITY HEALTH INC [13%80512584 [1338051284
E COMMUNITY HEALTH INC [13%€051884 [13368051884
E COMMUNITY HEALTH INC [1353&051284 [33&80518:84
E COMMUNITY HEALTH INC [1359&051284 [133&8051224

Cancel < Back Mext = | Einish I

This screen will let you format columns if you need to.

Then click Finish

BB AA Current_Claim
A B C D E
1 Prov_id Provider name billing_npi rendering_npiPatient_ic
2 1042 ELITE COMMUMNITY HEALTH INC 1396051884 1396051884 374984
3 1042 ELITE COMMUMNITY HEALTH INC 1396051884 1396051884 386223
4 1042 ELITE COMMUMNITY HEALTH INC 1396051884 1396051884 308730
5 1042 ELITE COMMUMNITY HEALTH INC 1396051884 13960515884 27681
6 1042 ELITE COMMUMNITY HEALTH INC 1396051884 1396051884 30445




The file will then open in Excel and you can save as Excel Format.

M Metwork ol DI | | H]
File name: I AA Current_Claim j
Save as type: IText (Tab delimited) j

“  Hide Fuldersl Tools - Save | Cancel |

[, PR /

L

Change the SAVE AS TYPE to one of the Excel format and Click the SAVE Button/

Du

File name: I AA Current_Claim

=Ry o=t [Focel 97-2003 Workbook

[T save Thumbnai

+  Hide Fuldersl Tools - Save Cancel




