DESK GUIDE

DELETING TCM UNITS

Deleting TCM Units

Deleting TCM units ensures that all TCM unit reversals are properly transmitted to the
department and applied to TCM claims. This process should be used to delete a large
number of TCM units or TCM units that are no longer accessible due to purged data.

1. Create a spreadsheet in Excel with the following columns of information (data

regarding the TCM records to be deleted):

A.UCI

B. Service Month
C. Service Year

D. Service Type

E. Number of units
F. Service Day

A B C D E F
1 udl Service Month Service Year Service Type Number of Units Service Day
2 16101968 1 2013 D -003 24
3 16101969 08 2013 D -001 27
4 6101370 08 2013 D -001 4
5 6101971 12 2013 T -001 28
6 16101972 1 2013 T -001 28
7 16101973 12 2013 T -001 2
8 16101974 1 2013 D -001 24
9 16101975 12 2013 D -001 20
10 6101976 1 2014 D -001 1
11 6101977 1 2014 D -001 12
12 6101978 12 2014 D -001 23
13 16101979 12 2014 T -001 4
14 6101380 12 2014 D -001 23

2. Remove any headings that you may have used to organize information by

deleting row 1.

3. Highlight all of column B (Service Month), right click, and select ‘Format Cells’

from the menu that appears.
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tab, select ‘Custom.’ In the field under the word “Type,’ input two
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5. Highlight all of column E (Number of Units), right click, and select ‘Format Cells’
from the menu that appears. On the ‘Number’ tab, select ‘Custom.’ In the field

under the word ‘Type,’ input three zeros, and select ‘OK.’
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6. Highlight all of column F (Service Day), right click, and select ‘Format Cells’ from
the menu that appears. On the ‘Number’ tab, select ‘Custom.’ In the field under
the word ‘Type,’ input two zeros, and select ‘OK.’

7. On the file tab of the Excel sheet, select ‘File/Save As.” Name the file TCM
Deletions.

8. In the ‘Save As Type’ field, use the drop down to select ‘Text (Tab
Delimited)(*.txt)’.

File name;  TCM Deletions.dsx .
Save as type: | Excel Workbook (*xlsx) -
Excel Workbook (*xlsx)

Excel Macro-Enabled Workbook (*xdsm)
Excel Binary Workbook (*xlsh)
Excel 97-2003 Workbook (*xls)
AML Data (*xml)
Single File Web Page (*.mht;* mhtml)
le Folders Web Page (*.htm;* html)
Excel Template (*xitg
P bxcel Macro-Enabled Template (*xttm)

Excel 97-2003 Template {*x/t)

Text (Tab delimited) (*.o4) 2
Unicode Text (*.bxt)

XML Spreadsheet 2003 (*.xml)
Microsoft Excel 5.0/95 Workbook (*.xls)
C5V (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*tx)

Text (MS-DOS) (*.bet)

CSV (Macintosh) [".csv)

CSV (MS-DOS) (".csv)

DIF (Data Interchange Format) (*.dif)
SYLK {Symbelic Link) (*.slk)

Excel Add-In (“dam)

Excel 97-2003 Add-In (*.xla)

Authors:

9. Your text file should look like the figure below.

File Edit Format WView Help

5101988 01 2012 C 003 24
5101989 02 2012 C -001 27
5101970 04 2012 C -001 o4
5101971 11 2012 T -001 28
5101972 09 2012 T -001 28
5101972 10 2012 T -001 o2
5101974 11 2012 C -001 24
5101975 12 2012 C -001 20
8101976 12 2012 C -001 11
8101977 08 2012 C -001 12
8101978 OF 2014 C -001 29
5101979 06 2014 T -001 o4
£101980 05 2014 C -001 23

Provide the formatted TCM Deletions text file to the system operator at your center
to be uploaded into the BRTCM file.
FOR SYSTEM OPERATORS:
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Verify that the text file is in the appropriate format. Then load it into the BRTCM file
using client access.

After the file is loaded, type CALL JBR101 to run the program that uploads it into
the TCMFLE file.
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