Excel Overpayment Worksheet Instructions

To begin the new process, the Claims Service Specialist, CSS will need to communicate the following information to the local data warehouse, DW user:

· Claim Number

· Paid Compensation Beginning Date

· Paid Compensation Ending Date (if compensation last payment is unknown or ongoing, enter 12/31/9999)

The CSS needs to request only the information including the payment dates in which the overpayment occurred (i.e., the dates contained in the last C84 submitted when a RTW occurred and compensation had been inadvertently continued).  It is not necessary to populate EVERY payment back to the beginning of the claim unless the overpayment pertains to the entire timeframe.  
The DW user will run the Claim:  Overpayment Merge Query found in the Service Office Repository using the limits provided by the CSS.  
The DW user will then access the Excel version of the OP Worksheet via the Field Operations/Claims website at the following link:  

http://ati-irpd1/divisions/field/Claims%20Information/Over%20Payments/Overpayment%20Worksheet.xls
Specific instructions for the use of the new tool are found in the first worksheet of the workbook.  Please review this instruction sheet carefully to identify the three shortcut keys designed to help the user (both the DW user and the CSS) navigate the workbook.  

· When prompted with an EXCEL pop-up box, the DW user should select "Enable Macros".
· The DW user will implement Ctrl+D to copy/paste the information from DW into the spreadsheet.
· The DW user will e-mail the spreadsheet results to the requesting CSS

· When prompted with an EXCEL pop-up box, the CSS should select "Enable Macros".
· The CSS will populate the "Compensation Entitled To" section to reflect the dates and amounts that the IW should have received.
· Enter the beginning date and ending date and the weekly rate.
· The Total Amount Due and the Total Weeks/Days will be calculated systematically.
· The CSS then implement Ctrl+G to enter the overpayment explanation and signature info.
· The CSS will implement Ctrl+P to print the final hard copy worksheet which can then be attached to the BWC Adjustment Order.
· The CSS should review the printed worksheet to ensure that all information contained in the printout is accurate.
· The CSS can also utilize RightFAX to send the document to the Service Office Imaging Fax Queue and have the electronic version indexed into the claim file.
· If the CSS would like to manually populate the Compensation Paid worksheet, he/she has the option to do so and can complete the process without DW intervention.
