Ministry of Health
Assistive Devices Program

eSubmission — Quick Guide




What is eSubmission?

eSubmission is the process of submitting claims electronically using a secure online portal.

Why is eSubmission important?

Processing of claims submitted through the portal is faster.
Reporting of submitted and processed claims is faster.
Shorter time for corrections and/or updates to be applied.

More secure than mailing claims i.e. no “lost claim”.

Will assist ADP in the timely provision of devices to our growing number of Ontarians who require
personalized assistive devices.
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What you need to know
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There is no change in content required on the ADP Application Form for Funding. ADP application
forms now include the ability to accept electronic signatures and to export/import claim data for
eSubmission to facilitate the electronic process.

See the eSubmission implementation schedule to find out when you can submit claims through the
portal.

There is no change on client assessment and eligibility.

Attachments to the application form cannot be sent through eSubmission. Please maintain records and
provide to ADP only upon request.

If you have online access to your bi-weekly status report, you are set up to submit claims through the
portal. The main account owner must log into the portal and go to the Maintain Designee page to
authorize designees with the “Upload” claim function.

Reminder: information contained within the application contains personal health information. Please
follow all applicable requirements for the storage and retention of all related items (e.g. XMLs, PDFs,
attachments, etc.). These items should be made available if requested by the ADP.
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http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/electronic_claim_submission_schedule.pdf

Definition of Terms

eSignature (electronic or digital signature) — a signature in electronic/digital form with the same legal
standing as a handwritten signature.

eSubmission — the process of submitting claims electronically using a secure online portal.

Export Button — the button on the application form that converts (export) the claim data into an XML
file.

Import Button — the button on the application form that loads (import) the claim data from a
previously exported XML file.

Load & Validation — the process of checking the submitted XML for data format and content errors by
the ADP system.

PDF (Portable Document Format) — the file type of the application form that is exported to XML when
completed and ready to submit through the portal.

Portal — a general term for the website (a.k.a. Go Secure or EDT — Electronic Data Transfer) where
claims are uploaded. Upload status of XMLs are available through the portal.

XML (eXtensible Markup Language) — the file created after the PDF export. This is the file that is
uploaded through the portal.
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eSubmission Process Overview

The process of submitting claims through the portal is fairly similar to the current way of sending paper
claims with some notable differences and improvements. For the manual’s intended audience, the
eSubmission process has been simplified into 3 actions below.

UTILIZES NEW eSUBMISSION PROCESS
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1. Complete the Application Form
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Ensure that the application is complete and signed. Note, the order of completing and signing the
application does not matter.

The updated form supports eSignatures. When the form is electronically signed, the section will lock
for security reasons and can only be unlocked or cleared by the owner of the signature (see page 13 on
Signing with eSignatures).

Where electronic signature is not possible, a form copy must be printed and traditionally signed by the
respective signee.

Although the form copy with wet signature cannot be uploaded through the portal, it must be retained
and readily available if requested by the ADP (e.g. claim review or future audit).

Once all signatures have been collected, save the application form.

The form must be exported to an XML file (see steps 2 - 3, Electronic Claim Submission section on
exporting claims, and E-Claim File Format & Content Rules section of the Technical Specification for
Electronic Submission regarding XML file specification).

As eSignatures are not transmitted to the ADP, the PDF with digital signatures must be preserved and
kept in file.

Exported XMLs (and form copies with Personal Health Information) must be kept in a secure location
that is only accessible by authorized staff.

As attachments are not submitted through the portal, ensure that the “Pages and Attachments Being
Submitted” section is fully completed including confirmation of attachments as required.
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http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP_technical_specification_electronic_submissions.pdf

2. Submit the Application Form

Log into the portal and submit the XML (see steps 4 - 7, Electronic Claim Submission section of the
Technical Specification for Electronic Submission for details).

DO NOT send application form copies to the ADP of claims that have been sent through the portal
unless specifically requested by the Program.

After the XML file validation (within 3 business days), a report will be available on the portal’s
“Download” page showing status of the submitted XMLs (see eSubmission Status Report section of the
Technical Specification for Electronic Submission for details).

XML files that are rejected due to load and validation errors must be corrected and resubmitted
through the portal (see Electronic Claim File Load Rejection and Validation Errors sections of the
Technical Specification for Electronic Submission for details).

When correcting XMLs due to load and validation errors, always import the validated XML file into a
blank application form to ensure that the right XML is being reviewed.

Click on the form’s “Import” button and select the XML file.

Note that eSignatures are not transmitted to the ADP. It is important that the PDFs with digital
signatures are preserved and kept in file.

Review, correct & save the form (do not overwrite previous PDFs containing digital signatures).

The form must be exported again to XML file (see steps 2 - 3, Electronic Claim Submission section of the
Technical Specification for Electronic Submission for details). Resubmit the XML through the portal.
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http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP_technical_specification_electronic_submissions.pdf
http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP_technical_specification_electronic_submissions.pdf
http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP_technical_specification_electronic_submissions.pdf
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2. Submit the Application Form (continued)

XML files that are validated successfully will be processed immediately and status will be reported on
the bi-weekly report.

Tip 1: Consider keeping only the PDFs with digital signatures and the last updated/exported PDF for
easy file management.

Tip 2: Consider keeping only the last successfully validated XML file for easy file management.
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3. Correct the Application Form
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Claim errors are relayed through the usual error/denial letter or in some cases, your bi-weekly report.

If needed, work with the stakeholders to resolve the errors as it is highly recommended to send all
corrections through eSubmission (it will take longer if other stakeholders submit the updated form
through mediums other than the portal).

Corrections on the application form must always be approved by the person responsible for the data
change (e.g. authorizer initials on form copy if device type is changed).

Open a blank application form and import the XML file of the claim that needs to be updated. Click on
the form’s “Import” button and select the XML file.

Note that eSignatures will not be imported into the blank form as digital signatures were not
transmitted to the ADP. It is not necessary to re-sign the PDF form if all parties have previously signed
(see page 6 of this manual about acquiring signatures).

Apply all corrections and save the PDF form using a new filename. Do not overwrite previous PDFs
containing eSignatures.

Export the updated form to XML (see steps 2 - 3, Electronic Claim Submission section of the Technical
Specification for Electronic Submission for details).

Follow the steps on page 7 of this manual (i.e. Submitting the Application Form).
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http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP_technical_specification_electronic_submissions.pdf

3. Correct the Application Form (continued)

Note that a new claim number will be assigned to your resubmission if the prior status is Not
Approved.

Note that if you have initially submitted a claim with a health card number that is wrong or missing, a
new claim number will be assigned to your resubmission.

Consider keeping only the last successfully validated XML file for easy file management.
All application form copies must be kept in file as required.

Please keep all written corrections, additional information and justification from all parties and provide
to ADP only upon request.
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Application Submission Process Diagram
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Application Correction Process Diagram
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Signing With eSignatu res << Complete the Application Form

1. Complete the section and click on the signature area. A message box will appear about locking the
section once signed. Note that once locked, sections can be unlocked by the signer. Click on “Ok” to
proceed.

Vendor Information
| hereby certify that the applicant has received or will receive the item(s) as authorized and the information provided is true and

accurate.
Vendor Buginess Name ADP Vendor Registration Mumber
Il

ADP Vendor Warning: JavaScript Window - Signature @

Vendor Representative’s Lag

Doe

Sosion Til Please note that the Vendor's Information will be locked once you have signed
osifion TIHe ! % the form electronically. It is recommended that you save the completed form in

Client Representative

Vendor Location
Toronto

Vendor Representative’s Sigl
[

a different file name in case you want to make changes afterwards.

To continue with this action, select 'Ok

To cancel this action, select 'Cancel.’

Equipment Specifications
ADP Device Code Desc

" Ok l | Cancel F
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Signing With eSignatu res << Complete the Application Form

2. If you have an existing digital signature, select it now. Otherwise, create a new one.

Add Digital 1D =

Vendor Information Add or create a digital ID to sign and encrypt documents. The certificate that comes with your
| hereby certify that the appli digital ID is sent to others so that they can verify your signature. Add or create a digital ID using:

accurate. My existing digital ID from:

Vendor Business Name

ADP Vendor A file

Vendor Representative’s Last N& A roaming digital ID accessed via a server
Doe

A device connected to this computer

Posifion Title

Client Representative
Vendor Location
Toronto

Vendor Representative’s Signatu
[

@ A new digital ID I want to create now

Equipment Specifications
ADP Device Code Descripti

Cancel < Bac MNext =
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Signing with eSignatures

<< Complete the Application Form

3. Select the location you wish to store your digital signature. It is suggested to discuss this with your
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IT experts.

Vendor Information

| hereby cerify that the applicant has re

accurate.

Vendor Buginess Name
ADP Vendor

Vendor Representatives Last Name
Doe

Position Title:
Client Representative

Vendor Location
Toronto

Vendor Representative’s Signature
[

Equipment Specifications

ADP Device Code Description of |

eSubmission — How To Guide

Add Digital ID

Where would you like to store your self-signed digital ID?

@ New PKCS#12 digital ID file

X5

Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This commen digital ID file format is supported by most security software applications,
including major web browsers, PKC5#12 files have a .pfx or .pl2 file extension.

Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

Cancel

<Back | | Nea> |
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Signing with eSignatures

4. Fill in the window with your identity information.

16

Ll
Vendor Information

| hereby certify that the applicant
accurate.

Vendor Buginess Name
ADP Vendor

Vendor Representative’s Last Na
Doe

Position Title:
Client Representative

Vendor Location
Toronto

Vendor Representative’s Signatu
[

Equipment Specifications

ADP Device Code Descriptit

eSubmission — How To Guide

Add Digital ID

Enter your identity information to be used when generating the self-signed certificate.

Mame (e.g. Jehn Smith):
Organizational Unit:
Organization Mame:

Email Address:

Country/Region
Key Algorithm

Use digital ID for.

Cancel

<< Complete the Application Form

{CA - CANADA

{1024-bit RSA

\Digital Signatures and Data Encryption

< Back

| [ Net> |
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Signing With ESignatures << Complete the Application Form
5. Enter the location and password of your digital signature. Click on “Finish” and your eSignature is ready.

Add Digital ID |

¥
Vendor Information Enter a file location and password for your new digital ID file, You will need the password when

. . you use the digital ID te sign or decrypt decuments. You should make a note of the file lecation
! herer:ti" certify that the applicant ha so that you can copy this file for backup or other purpeses. You can later change options for this
accurate.

file using the Security Settings dialeg.
fendor Business Name

ADP Vendor

Vendor Representatives Last Name
Doe

Position Title:
Client Representative

Vendor Location
Toronto |

Vendor Representative’s Signature
I ot Rates

Confirm Password:

File Mame:

Browse...

Password:

Equipment Specifications
ADP Device Code | Description | |

<Back | | Finish |
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Signing With eSignatures << Complete the Application Form

6. You can change the appearance of your digital signature as you desire. Key in your password to confirm
your signature.

Sign Document @

4 [
Vendor Information Sign As: Jehn Dee (Jehn Dee) 20251202 v‘
| hereby cerify that the applicant has received or will rec nd

accurate. Issued by: John Doe Mare Details

Vendor Buginess Name
ADP Vendor

Vendor Representatives Last Name

Doe Appearance: Creah!{:l 202012.0 v‘
Position Title
Client Representative

Vendor Location
Toronto

Vendor Representative’s Signature ir

ber

Equipment Specifications

ADP Device Code Description of ltem (Make & Mot Document warnings have been reviewed Review... [3)

Enter certificate password and click the 'Sign’ button

I—
Tlp [ Sign ]I Cancel ‘
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Signing With eSignatu res << Complete the Application Form

7. Your digital signature is now in place. The section will lock as expected. Should you wish to unlock
the section, right click on the signature then choose “Clear” from the options.

Vendor Information
| hereby certify that the applicant has received or will receive the itemig) ag authorized and the information provided ig frue and

accurate.

Vendor Business Mame ADP Vendor Registration Number
ADP Vendor 12345

Vendor Representative’s Last Name Vendor Representative's First Name

Doe John

Position Title Business Telephone Number

Client Representative 416-327-8804 ext.
Vendor Location

Toronto

Vendor Representative’s Signature Date Signed {yyyy/mm/dd) YVendor Invoice Mumber

i{}iﬂﬁ 2020/12/01

Equipment Specifications
ADP Device Code Description of ltem (Make & Model) Serial Mumber ADP Portion (5) Client Portion ()
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Links

«  Technical Specification for Electronic Submission
http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP technical specification electro
nic submissions.pdf

« eSubmission Implementation Schedule
http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/electronic claim submission sched

ule.pdf

« Go Secure / EDT Portal
https://www.edt.health.gov.on.ca

«  ADP Website (Application Forms for Funding)
https://www.ontario.ca/page/assistive-devices-program

e Note: This document is technical in nature and is available in English only due to its limited targeted
audience. This publication has been exempted from translation under the French Language Services Act.

e Remarque : Ce document est de nature technique et est disponible en anglais uniguement en raison de

son public cible limité. Ce document a été exempté de la traduction en vertu de la Loi sur les services en
francais.
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http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/ADP_technical_specification_electronic_submissions.pdf
http://www.health.gov.on.ca/en/pro/programs/adp/memos/docs/electronic_claim_submission_schedule.pdf
https://www.edt.health.gov.on.ca/
https://www.ontario.ca/page/assistive-devices-program
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