1. Logging on

a. Userid

b. Password

2. NewMMIS Home Page

a. Messages on Home Page

b. Welcome <name> and Date

c. Tabs displayed  -  Based on Security

d. Field Level Help – question mark displayed

i. Click ‘x’ to close panel

e. Envelope button
i. Hand (pointer) cursor vs. arrow cursor

ii. Click ‘x’ to close panel

f. Home button

g. Logout

h. Print

i. Click ‘x’ to close panel

i. Audit

i. Click ‘x’ to close panel

j. About MMIS

i. Click ‘x’ to close panel

3. Click on Claims tab

a. Light Blue vs. Dark Blue

b. Second Home Button

c. Capital letters vs. Small letters

d. Orange Arrows

e. Underlined letters

f. Search vs. Information

g. Print button again

4. Click on Claims Search to view Search Criteria screen
a. Point out new capital letters and orange arrow

b. Search criteria fields

c. Field level help again – question mark
d. Search button

e. Clear button (do not use backspace or delete key)

f. Adv. Search button

g. Up/down arrow (minimize/maximize)

h. Top/bottom

i. Nav button

j. Check boxes

k. Select All

l. Records number field

m. Magnifier glass

i. Click on Member ID field magnifier glass

1. How to know it is ‘searching’
2. Search Results Panel

3. Pages of Information and how to view more

4. Sorting by Column Header

5. Press Clear Button,

6. Press ‘x’ to close the window

n. Click on Adv. Search

i. Search Criteria combinations

ii. Scrolling up and down

iii. Scrolling right and left

iv. Movement around the screen clicking with mouse vs. pressing tab key

v. Dropdown boxes (Warning:  mouse scroll button changes info in dropdown boxes)
vi. Press Adv. Search again = toggle

o. Search Best Practices

i. Wildcard searches (% sign)
ii. Cannot press Enter to Search

5. Click on Claims Home 

6. Click on Claims Information tab (‘mini-search’)

a. Type in ICN 2005061600022

b. Click Search

i. Data Correct 

ii. View

iii. Click on Data Correct button

1. Save all

2. Cancel all

c. Click on Claim Detail in the Navigation window
i. Go to

ii. New

d. Click on purple Saved link next to data
i. Update

ii. Delete

iii. Cancel

e. Click on Adjustment Information in the Navigation window

i. Notice both subpanels are open

ii. Notice both menu items are dark blue

f. Click on Claims Home

7. Click on Member tab

a. Click on Search

b. Search criteria combinations

c. Drop down box

d. ‘Sounds like’ field

8. Type in a Member ID number 100000091635
a. Click search (Again, notice single line search results = direct hit)
b. Click on member results to display 

9. Scroll up to Member Information (Discuss Member Maintenance Nav. Panel later)

a. Talk about the purple ‘i’

i. Click on Benefit Plan purple ‘i’

b. Talk about the red ‘d’

i. Click on red ‘d’

c. Look at other information displayed
10. Scroll down to Member Maintenance Navigation panel

a. Notice options are alpha horizontally

b. Save All

c. Cancel All

d. Scroll up and down to see all panel options

e. Member subpanel (Medicare)

f. Click on Medicare button to see difference

g. Click Member to return to original selections

h. Preferences button

i. Help button

11. Click on Patient Pay Amount

a. ‘Records Not Found’
b. Top

c. Bottom

d. Nav

e. Audit

f. Up/down arrow again

g. ‘x’ button

12. Click on New

a. Asterisks for required fields

b. Drop down box

c. Grayed-out box (info can’t be changed)
d. Add button

e. Cancel button

13. Click Add button

a. Click on results to open panel again

b. Update button

14. Click Cancel button

15. Click ‘x’ to close the panel

a. Error message

16. Click Cancel All

a. Scroll to top of screen

17. Click Claims Home button

18. Click on Member Information tab
a. ‘Mini – Search’
b. Type in Member ID:  100000091635
c. Click search

i. Panel is same ‘Search’ panel

ii. Scroll down to notice same line results

d. Click Clear

19. Click Main Home button
20. Click on Logout
