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1. INTRODUCTION 

1.1. Purpose 

This document covers standard functionality of the WITS Billing module. 

1.2. Audience 

The intended audience for this WITS User Guide is users tasked with generating and processing claims. 

Users must have the appropriate roles assigned to their WITS user accounts to perform the various 

functions in this guide. 

2. GETTING STARTED 

2.1. System Requirements 

WITS is a web-based application that is accessible through the most up-to-date versions of the following 

web browsers. 

¶ Google Chrome 

¶ Microsoft Edge 

¶ Apple Safari 

¶ Mozilla Firefox 

2.2. Pop-Up Blocker 

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window. 

Ensure the browser allows pop-ups for the WITS application to avoid functionality issues.  

For more information on how to disable the pop-up blocker for the web browser, reference the smart 

guide Disable Pop-Up Blocker. 

2.3. URL Links 

2.3.1. Testing/Training Environment 

NOTE:  It is recommended that the user bookmark the following links for quick access to the WITS 

environments. 

To access the testing/training environment, use the following link: 

https://al-uat.witsweb.org/ 

As with all training and testing environments, the following rules apply. 

¶ User account ŎǊŜŘŜƴǘƛŀƭǎ ƳŀǘŎƘ ǘƘŀǘ ƻŦ ǘƘŜ ǳǎŜǊΩǎ ŀŎǘǳŀƭ ǊƻƭŜ ǳƴƭŜǎǎ ƻǘƘŜǊǿƛǎŜ ǎǇŜŎƛŦƛŜŘΦ 

¶ Only fictitious data should be entered into the system. DO NOT use data from an actual client. 

¶ Keep all entered data professional. 

¶ If adding an email address to a fictitious account, set the domain to @test.com. 
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2.3.2. Production Environment 

To access the production environment, use the following link: 

https://al.witsweb.org/ 

3. CLAIM MANAGEMENT 

When a billable encounter is created for a client and released to billing, a claim is generated in WITS in 

the Released status. The type of claim that is created is dependent on ǘƘŜ ŎƭƛŜƴǘΩǎ ƎǊƻǳǇ ŜƴǊƻƭƭƳŜƴǘǎ 

(CGE).  

While billing responsibilities begin with the claim, it is important to understand how ŀ ŎƭƛŜƴǘΩǎ record, 

CGE, and the encounter affects the claim.  

3.1. Client Profile 

Data recorded in the client profile is required for Medicaid eligibility and claim submissions.  

To access a client's profile:  

1. From the left navigation menu, click Client List.  

 

Figure 1: Accessing Client List - CGE 

2. The Client Search screen will display. Use the search fields and the click Search to locate the client in 

question.  

https://al.witsweb.org/
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3. Under the Client List section, click the vertical ellipsis to the right of the client and then click Profile 

to display the Client Profile screen.  

 

Figure 2: Accessing Client Profile 

4. The Client Profile screen will display. Update fields as needed and click Save and Finish to finalize 

changes.  
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Figure 3: Client Profile 

3.2. Client Group Enrollment 

¢ƻ ŀŎŎŜǎǎ ǘƘŜ ŎƭƛŜƴǘΩǎ ƎǊƻǳǇ ŜƴǊƻƭƭƳŜƴǘǎ, the client record must be active. The client record can be made 

active by accessing the ŎƭƛŜƴǘΩǎ ǇǊƻŦƛƭŜΦ {ŜŜ Client Profile.  

Once the client record is active:  

1. From the Under the Client Profile submenu, click Client Group Enrollment.  
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Figure 4: Accessing CGE 

2. The Client Enrollment Search screen will display. Existing enrollments will be listed under the Client 

Enrollment List.  
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Figure 5: Existing Client Enrollments 

Enrollments will be generated automatically for a client when the clientΩǎ intake record is completed.  

¶ Government and state payor plans are added if the client meets the group requirements within 

those plans. 

o For example, clients under the age of 18 may be enrolled in a government/state payor 

plan group for adolescents.  

¶ ! aŜŘƛŎŀƛŘ Ǉƭŀƴ ƛǎ ŀŘŘŜŘ ǘƻ ŀ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ƛŦ ǘƘŜ ŎƭƛŜƴǘ ƛǎ ŜƭƛƎƛōƭŜ όǎŜŜ Medicaid CGE).  

3.2.1. Third Party Liability 

Only third-party liability (TPL) will need to be added to a client manually. To create a new enrollment: 

1. On the Client Enrollment Search screen, click +Add Benefit Plan Enrollment.  
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Figure 6: Add Client Group Enrollment 

2. Benefit Plan/Private Pay Billing Information will display under the Client Enrollment List. Complete 

the required and relevant fields, and then click Save.  
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Figure 7: Benefit Plan/Private Pay Billing Information 

Use the table below to complete add a benefit plan.  

Table 2: Benefit Plan/Private Pay Billing Information 

Field Description 

Payor-Type Group Insurance for TPL. 
Plan-Group The group is tied to the payor-type selected. 
Payor Priority Order Leave this blank.   
Policy # This field is not used. Use Subscriber # instead. 
Coverage Start and End Date ¢Ƙƛǎ ŘŜƴƻǘŜǎ ǿƘŜƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ŎƻǾŜǊŀƎŜ ōŜƎƛƴǎ ŀƴŘ 

ends. 
Payment Scale This is not used by ADMH.  

Eligibility Category This is not used by ADMH. 
Relationship to Subscriber/Responsible Party The owner of the policy (usually Self). 
Subscriber/Responsible Party This information is completed automatically if the 

responsible party is Self. Otherwise, the fields will need 
to be completed from the subscriber/responsible party 
perspective.  

Subscriber # The TPL subscriber number.  
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3.2.2. Government Contract CGE 

When WITS creates a CGE for a government contract, the end date will always be listed as the last day of 

ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ contract authorization period. When the new contract authorization period is created for 

the provider, a new CGE will be created for the client with the start and end dates matching the new 

authorization period.  

 

Figure 8: CGE - Government Contract Renewal 

The exception is Children First. A client is no longer eligible for this government contract when they turn 

18 years of age. However, eligibility for this government contract can be extended if the client is still in 

school. In this instance, the provider will need to manually add /ƘƛƭŘǊŜƴ CƛǊǎǘ ōŀŎƪ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ /D9Φ  

To add a government contract enrollment:  

1. From the Client Enrollment Search screen, click +Add Government Contract Enrollment.  

2. Government Contract Billing Information will display under the Client Enrollment List section. 

Complete the required and relevant fields.  

3. Click Save.  
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Figure 9: Add Government Contract Enrollment 

3.2.3. Medicaid CGE 

While this does not need to be added manually, ŀ ǇǊƻǾƛŘŜǊ Ŏŀƴ ŀŘŘ ƛǘ ǿƘŜƴ ŎǊŜŀǘƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ ǇǊƻŦƛƭŜΦ 

WITS will automatically contact Medicaid ǿƘŜƴ ǘƘŜ ŎƭƛŜƴǘΩǎ ƛƴǘŀƪŜ ǊŜŎƻǊŘ ƛǎ ŎƻƳǇƭŜǘŜŘ ŀƴŘ inquire about 

ǘƘŜ ŎƭƛŜƴǘΩǎ Medicaid eligibility using the following information:  

¶ If a CGE was created for Medicaid manually for the client, then WITS will use the Medicaid 

number recorded in the CGE.  

¶ If a CGE was not created, then WITS will use the ŎƭƛŜƴǘΩǎ {{b ŀƴŘ 5h. ƛƴ ǘƘŜ ƛƴǉǳƛǊȅ ǘƻ aŜŘƛŎŀƛŘΦ  

If the client is eligible for Medicaid, then a CGE record will be created in WITS for the client. Otherwise, a 

CGE record will not be created.  

Every month, a new request will be sent to Medicaid. As long as the client remains eligible, a new CGE 

record will be created each month for Medicaid.  
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Figure 10: Medicaid Enrollment 

3.3. Encounter 

NOTE: An encounter cannot be created for a client until the following has been created in the client 

record.  

¶ Client Profile 

¶ Intake 

¶ Screening 

¶ Assessment 

¶ Outcome Measure 

¶ Program Enrollment 

To create an encounter:   

1. From the left navigation menu, click Client List.  
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Figure 11: Accessing Client List 

2. The Client Search screen will display. Use the search fields and then click Search to locate the client 

in question.  

3. Under the Client List section, click the vertical ellipsis to the right of the client and then click Activity 

List.  

 

Figure 12: Client Search Screen 
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4. In the submenu for Client List, click Encounters.  

 

Figure 13: Accessing Encounters 

5. The Encounter Search screen will display. Under the Encounter List section, click +Add Encounter.  
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Figure 14: Add Encounter 

6. The Encounter screen will display. Complete the required and relevant fields.  
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Figure 15: Encounter Screen 

7. Click Next to display the Encounter Notes screen.  

8. Add comments regarding the service provided in the Unsigned Notes section, and then click Sign 

Note. 

9. Click Save at the bottom of the screen, and then click Release to Billing.  
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Figure 16: Encounter Notes 

Refer to the table below for information on the various fields.  

Table 3: Encounter Screen 

Field Description 
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Rendering Staff The person that delivered the service. 
NOTE: This field is not populated for encounters 
created from uploaded 837P files.   

Note Type The type of notes being entered for the encounter. 
This is linked to the Add Note button on the second 
page of the Encounter. The note type selected here will 
add a note template (if setup) when Add Note button is 
clicked.  

Billable This should be set to Yes for billable encounters. 
Program Name The ŎƭƛŜƴǘΩǎ ŜƴǊƻƭƭŜŘ ǇǊƻƎǊŀƳΦ 

Service The service delivered for the client.  
Start/End Date The date(s) the service was delivered. 
Start/End Time The time range that the service was delivered. 
Duration Enter a number and select the duration type (minutes, 

hours, etc.). 
NOTE: This is a required field for duration-based 
services. 

# of Service Units/Sessions The number of units/sessions offered. 
Service Location Where the service was delivered. 
Emergency Was the service an emergency. 
Diagnosis for this Service Any diagnosis recorded for the client will be listed 

here.  

Secondary Staff If a secondary staff member assisted with the service, 
capture that here.  

Supervising Staff If a staff member supervised the service delivery, 
identify them here.  

 

When an encounter is released to billing:  

1. WITS will check for a TPL rate and an active TPL CGE. If these items exist, the claim is created. If 

ƴƻǘΧ  

2. WITS will check for a Medicaid rate and an active Medicaid CGE. If these items exist, the claim is 

created. LŦ ƴƻǘΧ  

3. WITS will check for a contract rate and an active government contract CGE. If these items exist, the 

ŎƭŀƛƳ ƛǎ ŎǊŜŀǘŜŘΦ LŦ ƴƻǘΧ  

4. An error will display stating that the encounter cannot be released to billing.   

3.4. Claim Item List 

Claims are created automatically from a released encounter. The claim will be generated in the Released 

status.  

To view claims:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options and then click Claim Item List.  
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Figure 17: Accessing Claim Item List 

3. The Claim Item Search screen will display. Use the search fields and click Search to locate a specific 

claim.  

a. Setting the Item Status field to Released will display all claims in the Released status. 

4. If needed, a claim can be reviewed by clicking the vertical ellipsis to the right of the claim and then 

clicking Profile.  
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Figure 18: Claim Item Search Screen 

5. The Claim Item Profile will display.   

a. Ignore the Administrative Actions section of the profile. Claims will be automatically 

processed to the Batched status.  
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Figure 19: Claim Item Profile 

4. BILLING WORKFLOWS 

How the claims are processed at this point differs based on which CGEs the client is enrolled in.  

Any TPL the client has will always be billed first.  

If there is a ōŀƭŀƴŎŜ ŀŦǘŜǊ ǘƘŜ ŎƭŀƛƳ Ƙŀǎ ōŜŜƴ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ¢t[Σ ǘƘŜƴ ǘƘŜ ŎƭŀƛƳΩǎ ǊŜƳŀƛƴƛƴƎ 

balance is billed to Medicaid.  

If there is a balance after Medicaid has been billed, then the remaining balance is billed to a government 

contract depending on certain restrictions that must be met (See Government Contract). 

If the claim is paid in full after being billed to a payor, the claim does not bill to the next payor.  
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If the client does not have a TPL, Medicaid, or government contract CGE record, then the encounter 

cannot be released to billing.  

Details on how a claim processes through the different workflows are discussed in greater detail in the 

following sections.  

4.1. Third Party Liability 

If a client has third party liability coverage, then any claims for services a client receives will be billed 

against this payor plan, first.  

²ƘŜƴ ǘƘŜ ŜƴŎƻǳƴǘŜǊ ƛǎ ǊŜƭŜŀǎŜŘ ǘƻ ōƛƭƭƛƴƎΣ ǘƘŜ ŎƭŀƛƳ ǿƛƭƭ ōŜ ƎŜƴŜǊŀǘŜŘ ŀƎŀƛƴǎǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ¢t[ 

automatically.  

The claim will then need to be batched manually.  

4.1.1. Creating a Batch 

To create a claim batch:  

1. From the Claim Item Search screen, Search for claims in the Released status.  

a. While this step is not necessary to create a batch, there is no reason to create a batch if no 

claims are in the Released status.  

2. Under the Administrative Actions, click on one of the following:  

a. Create Agency Batches ς Use this option to create a batch containing all claims in the 

Released status under the current agency.  

b. Create Facility Batches ς Use this option to create a batch containing all claims in the 

Released status for the current facility.  
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Figure 20: Create Agency/Facility Batches 

3. The Choose Plan(s) for Batching screen will display. Click the payor from the Available Plans box. 

4. Click the right arrow icon to move the plan to the Selected Plans box.  

5. Click Go.  

 

Figure 21: Choose Plan for Batching 
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6. The user will be returned to the Claim Item Search screen and an informational message at the top 

will indicate that the claim items for the selected plan are being batched.  

 

Figure 22: Claim Item Informational Message 

When the claim batch is created, it will be in the Released status. 

4.1.2. Claim Batch List 

Once a claim batch has been created, it can be reviewed on the Claim Batch List screen.  

1. From the left navigation menu, click Agency.  

2. Under the Agency submenu, click Billing to expand its options.  

3. Click Claim Batch List.  

 

Figure 23: Accessing Claim Batch List 

4. The Provider Claim Batch List screen will display. Use Search to locate a specific claim batch.  
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Figure 24: Provider Claim Batch List 

5. To the right of the claim batch, click the vertical ellipsis to display two options.  

4.1.2.1. Provider Claim Batch List ς Claim Items 

This option will display the claims in the batch at the bottom of the screen under the Claim Item List 

section.  

In this section, claim items can be reviewed by clicking the vertical ellipsis to the right of the claim and 

then clicking Profile.  

If needed, claims can be removed from the batch by clicking the check box to the left of the claim and 

then clicking Remove from Claim Batch.  

 

Figure 25: Claim Item List Options 

4.1.2.2. Provider Claim Batch Profile 

TPL claim batches must be processed manually.  

1. Click the vertical ellipsis to the right of a claim batch, and then click Profile.  
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Figure 26: Accessing Claim Batch Profile 

2. The Provider Claim Batch Profile screen will display.  

a. If there were any errors in processing the batch, the Error List section will display those 

errors. 

3. Click Bill It.  
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Figure 27: Provider Claim Batch Profile 

4. ²L¢{ ǿƛƭƭ ŀǎƪΣ ά²ƻǳƭŘ ȅƻǳ ƭƛƴƪ ǘƻ ǇǊƛƴǘ ǘƘŜ ōŀŎƪƎǊƻǳƴŘ ƛƳŀƎŜ ƻŦ ǘƘŜ /a{ мрлл ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ 

ŘŀǘŀΚέ 

 

Figure 28: Print CMS 1500 Background Option 

a. Click Yes to generate a generic CMS 1500 form with the claim data prepopulated.  
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Figure 29: Generic CMS 1500 Template 

b. Click No to generate just the claim data without the CMS 1500 form template.  
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Figure 30: TPL Claim Data Only 

5. The claim batch will now be in the Billed status.  

a. To reprint the form, click Reprint. 

b. To exit the claim batch, click Finish. 



  
 

WITS Billing User Guide Page 38 
Version 1.0  

 

Figure 31: TPL Claim Batch - Billed 

Each client TPL claim will need to be sent to the appropriate TPL payor outside of WITS. Follow the 

ǇǊƻǾƛŘŜǊΩǎ ŜǎǘŀōƭƛǎƘŜŘ ǇǊƻŎŜǎǎŜǎ ŦƻǊ billing to a TPL payor.  

4.1.3. Claim Payments 

Once the TPL payor processes the claim and returns an explanation of benefits (EOB), the billing team 

will need to return to the Provider Claim Batch Profile and click the Administrative Actions button Billing 

Process Complete.  
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Figure 32: Provider Claim Batch - Billing Process Complete 

The status of the claim batch is set to Accepted. Click Finish to exit the Provider Claim Batch Profile 

screen.  
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Figure 33: Provider Claim Batch - Accepted 

After the claim batch status has been set to accepted, payment needs to be applied to the claim(s). 

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Payment List.  



  
 

WITS Billing User Guide Page 41 
Version 1.0  

 

Figure 34: Accessing Payment List 

4. The Payment Search screen will display. Under the Payment List section, click +Add Plan Payment.  
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Figure 35: Add TPL Plan Payment 

5. The Payment Profile screen will display.  

a. Plan Name field is set to Third Party Liability.  

b. Payment Amount is the total payment in the explanation of benefits (EOB).  

i. If the TPL payor rejected the claim, enter 0 for the payment amount.  

6. Click Save, and then click Apply Payment under the Administrative Actions.  
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Figure 36: TPL - Payment Profile Screen 

7. The Payment Application Claim Search screen will display.  

 

Figure 37: Payment Application Claim Search Screen 
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Depending on how much the TPL payor paid towards the claim, the claim will be processed as either:  

¶ Paid in Full 

¶ Partial Payment  

4.1.3.1. Paid in Full 

If the claim was paid in full by the TPL payor, check the box to the left of the claim, and then click Paid in 

Full just above the claim list. 

 

Figure 38: TPL - Paid in Full 

The Paid in Full Confirmation screen will display. Click Confirm to complete the payment. 
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Figure 39: Paid in Full Confirmation Screen 

See Billing History for information on how to review a summary on ǘƘŜ ŎƭŀƛƳΩǎ ōƛƭƭƛƴƎ ƭƛŦŜ ŎȅŎƭŜΦ  

4.1.3.2. Partial Claim Payment 

If the TPL payor rejected or only paid a portion of the claim, the user will not click Paid in Full in the 

Payment Application Claim List section. Instead, click the vertical ellipsis to the right of the claim, and 

then click Select.  
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Figure 40: Selecting Claim 

The Payment Application Claim Profile screen will display. To the right of the listed claim, click the 

vertical ellipsis and then click Select.  

 

Figure 41: Selecting Claim Item for Payment Application 
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The section EOB Transaction List will display at the bottom of the Payment Application Claim Profile 

screen. Click +Add EOB Transaction and the fields below it will become editable.  

 

Figure 42: Add EOB Transaction 

NOTE: When the field Type is set to Payment, additional fields become available for the EOB 

Transaction. 

Use the table below for completing the EOB Transaction.  

Table 4: EOB Transaction 

Field Description 
Amount How much was paid on the claim. For claim rejections, 

enter 0.  
Type Payment 
Allowed Amount Set equal to the Amount field. 
Paid Unit Count The number of units provided in the service.  
Procedure Code The procedure code used in the service. 
Procedure Modifier If there were any modifiers associated with the 

procedure code, they can be included in these fields.  
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Reason Leave blank when Type is Payment. 
Comment If needed, add comments regarding the payment.  

 

Click Save and Finish.  

For the remaining balance, click +Add EOB Transaction.  

1. Enter the remaining balance in the Amount field. 

2. Choose an option from the Type dropdown.  

a. If there are no other payors to bill the claim to, set Type to Patient Responsibility.  

b. If another payor is being billed, set Type to Contractual Obligations.  

3. Select a reason from the Reason dropdown field.  

4. Add notes to the Comment text box if needed.  

5. Click Save and Finish.  

 

Figure 43: Add EOB Transaction ς Remaining Balance 

If the client is responsible for the remaining balance, see Client Payments. 

4.1.3.3. Bill Another Payor 

If the ŎƭŀƛƳΩǎ remaining balance is being billed to another payor, click +Bill Another Payor.  
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Figure 44: Bill Another Payor 

The Bill Another Payor screen will display. 

 

Figure 45: Bill Another Payor Screen 

Use the table below to complete the fields. 
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Fields Description 

Order of Benefits Select one of the following:  

¶ Primary ς The first payor billed in the claim. 

¶ Secondary ς Select this if billing a second 
payor.  

¶ Tertiary ς Select this if billing a third payor. 

¶ >3 ς Select this for any payors billed after the 
third. 

Group Enrollment Select a payor 

Initial Status Set the status to Released. 

 

Click Save and Finish to be returned to the Payment Application Claim Profile screen. 

A new claim has been created and can be viewed on the Claim Item List screen. See Claim Item List.  

4.1.3.3.1. Bill Another Payor ς Medicaid 

For claims with a remaining balance and Medicaid is billed on the remainder, the workflow has a notable 

difference.  

1. On the Bill Another Payor screen, set the following:  

a. Group Enrollment ς Medicaid 

b. Initial Status ς Awaiting Review 

2. Click Save and Finish.   

 

Figure 46: Bill Another Payor ς Medicaid 

3. Navigate to the Claim Item List.  



  
 

WITS Billing User Guide Page 51 
Version 1.0  

 

Figure 47: Accessing Claim Item List - BAP Medicaid 

4. Search for claims in the Awaiting Review status.  

5. To the right of the claim, click the vertical ellipsis, and then click Profile.  
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Figure 48: Medicaid Claim - Awaiting Review 

6. Choose the Report Transmission Type. 

7. Enter the Attachment Control Number (ACN) in the Attachment Control Number field.  

a. The ACN is received from Medicaid by uploading the EOB from the TPL claim.  

i. NOTE: Receiving the ACN is done outside of the WITS software platform.  

8. Click Save, and then click Release under Administrative Actions.  
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Figure 49: Adding ACN to Medicaid Claim 

Once the claim is released, it will follow the process for Medicaid claims.  

4.2. Medicaid 

If a client has active Medicaid eligibility, then claims generated from billed encounters can be sent to 

Medicaid. There are a couple of rules to consider:  
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¶ If the client has active TPL eligibility, claims will be generated against those TPL entities, first.  

o If a balance remains after TPL is billed, then a claim is generated against Medicaid for 

the remaining balance.  

¶ If a client does not have active TPL eligibility, then Medicaid will be billed as the primary payor.  

4.2.1. Medicaid Eligibility 

Medicaid eligibility is determined automatically after the client intake record is completed. An inquiry is 

ƎŜƴŜǊŀǘŜŘ ŀƴŘ ǘǊŀƴǎƳƛǘǘŜŘ ǘƻ aŜŘƛŎŀƛŘ ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ŎƭƛŜƴǘΩǎ eligibility. This inquiry file is called the 

270. The information in the 270 depends on if the Client Group Enrollment (CGE) indicates Medicaid or 

not. 

¶ LŦ ǘƘŜ ŎƭƛŜƴǘ Ƙŀǎ aŜŘƛŎŀƛŘ ƭƛǎǘŜŘ ǳƴŘŜǊ ǘƘŜ /D9Σ ǘƘŜƴ ǘƘŜ нтл ƛƴǉǳƛǊȅ ǿƛƭƭ Ŏƻƴǘŀƛƴ ǘƘŜ ŎƭƛŜƴǘΩǎ 

recorded Medicaid number.  

¶ If the client does not have Medicaid listed under the CGE, then the 270 inquiry will contain the 

ŎƭƛŜƴǘΩǎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ bǳƳōŜǊ ό{{bύ ŀƴŘ ŘŀǘŜ ƻŦ ōƛǊǘƘ ό5h.ύΦ  

 

Figure 50: New Client Medicaid Eligibility Workflow 

Medicaid will return a response file (271) indicating whether the client is eligible for Medicaid or not.  

LŦ ǘƘŜ ŎƭƛŜƴǘ ƛǎ ŜƭƛƎƛōƭŜΣ ǘƘŜƴ ŀ ƴŜǿ /D9 ǊŜŎƻǊŘ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘ ǿƛǘƘ ǘƘŜ ŎǳǊǊŜƴǘ ƳƻƴǘƘ 

listed for the eligibility date range. Otherwise, no CGE record is created. See Medicaid CGE for more 

information ƻƴ ŀŎŎŜǎǎƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ /D9.  

At the start of each month, WITS will send a new inquiry to Medicaid asking if the client is still enrolled 

in Medicaid. If yes, WITS will create a new Medicaid CGE to the client record for the current month. If 

the client is no longer eligible for Medicaid, then a CGE for the current month is not created.  

4.2.1.1. H270 Management 

The 270 file that WITS generates is located on the H270 Management screen.  
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NOTE: Be aware that the files listed on this screen do not identify any clients. The user would need to be 

proficient in reading a 270 text file to know which client the 270 file is referencing.  

To view the 270 files:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click H270 Management.  
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Figure 51: Accessing H270 Management 

4. The H270 Management screen will display. Use Search to locate specific files. 

a. For example, files with a specific status. 

5. To download the 270 file, click the vertical ellipsis to the right of the file, and then click Profile.  
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Figure 52: H270 Management 

6. The H270 Management Profile screen will display. Click Download 270.  

 

Figure 53: Download 270 File 

7. The Save As window will open. Choose a location to save the file and then click Save.  
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Figure 54: 270 File Save 

4.2.1.2. H271 Management 

Medicaid will process the query and return a 271 file indicating whether the client has Medicaid 

eligibility or not. Clients with Medicaid eligibility will have the CGE created automatically. See Client 

Group Enrollment.  

To view the results of the 271 file:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click H271 Management.  
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Figure 55: Accessing H271 Management 

4. The H271 Management screen will display. Use Search to locate specific files. 

a. The H271 Management screen will list client names. 

b. The Response Date column has a timestamp of when the response was received from 

Medicaid.  
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5. To review the Medicaid response, click the vertical ellipsis to the right of the client, and then click 

Profile.  

 

Figure 56: H271 Management Screen 

6. The H271 Response Profile screen will display.  

a. The section H271 Response List identifies if the client has active coverage.  

b. The section Associated CGE List indicates whether a CGE record was created and, if so, 

the coverage dates.  

c. The Rejection List identifies if the client in the 270 was rejected by Medicaid.  
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Figure 57: H271 Response Profile 

4.2.2. Claim Workflow 

Medicaid claims will be generated in the Released status. When Medicaid batches are generated, claims 

are bundled together into a batch based on the date of service. For example, claims for the service 

month of May are bundled into the same batch. Claims with a service month of June would be bundled 

into a separate batch.  

 

Figure 58: Claim Batch Process - Medicaid 



  
 

WITS Billing User Guide Page 62 
Version 1.0  

NOTE: If a Medicaid batch needs to be created manually, see Creating a Batch.  

Once batched, ²L¢{ ǿƛƭƭ ά.ƛƭƭέ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ ŎƭŀƛƳ ōŀǘŎƘ to ADMH. The status of the claim batch will 

change to Billed.  

 

Figure 59:Provider Claim Batch Profile - Billed Status 

NOTE: ¢ƻ Ƴŀƴǳŀƭƭȅ ōƛƭƭ ŀ ǇǊƻǾƛŘŜǊΩǎ ŎƭŀƛƳ ōŀǘŎƘ ǘƻ !5aIΣ ǎŜŜ Claim Batch List.  

NOTE: The Administrative Action for sending a Medicaid claim batch to ADMH is Send to Clearing 

House.  
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Figure 60: Send Medicaid Claim Batch to ADMH 

WITS will batch provider claims received at the state level into batches. Again, batches contain claims for 

services rendered in the same month. After the batch is processed, an 837P file is generated with the 

batched claims and that file is transmitted to Medicaid.  

Medicaid will process the claim and return a response to ADMH in an 835 file. WITS will automatically 

receive and process the 835 and apply any payments that need to be made to claims.  

4.2.3. Medicaid Payments 

A provider can access the Payment List screen to review all payments made to the provider including 

those from Medicaid. This is done at the provider level.  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Payment List.  
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Figure 61: Accessing Payment List 

4. The Payment Search screen will display. Set the field Payor Plan to Medicaid and click Search. 

5. Under the section Payment List click the vertical ellipsis to the right of the payment, and then click 

Profile.  
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Figure 62: Payment Search Screen 

6. The Payment Profile screen will display. Click Show Payment Application.  
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Figure 63: Payment Profile 

7. The EOB Transaction Search screen will display, and the payments made will be listed in the EOB 

Transaction List.  

 

Figure 64: EOB Transaction List 
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NOTE: If a Medicaid payment needs to be manually entered into WITS, see Claim Payments.  

See Billing History ŦƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ Ƙƻǿ ǘƻ ǊŜǾƛŜǿ ŀ ǎǳƳƳŀǊȅ ƻƴ ǘƘŜ ŎƭŀƛƳΩǎ ōƛƭƭƛƴƎ ƭƛŦŜ ŎȅŎƭŜΦ  

4.2.3.1. Balance Remaining 

In the event that Medicaid pays the claim, and a balance remains, a new claim can be generated to bill 

against a government contract if certain criteria are met. See Bill Another Payor - Medicaid.  

If the remaining balance cannot be billed against a government contract, then that balance may need to 

be written off. See Claim Adjustments.  

4.2.3.2. Bill Another Payor 

LŦ ǘƘŜǊŜ ƛǎ ŀ ōŀƭŀƴŎŜ ƻƴ ŀ ŎƭƛŜƴǘΩǎ ŎƭŀƛƳ ŀŦǘŜǊ Medicaid returns the remittance (partial payment or claim 

denial), the remaining balance will be billed against a government contract if the following conditions 

are met. 

¶ Medicaid returns one of the following claim adjustment reason code (CARC) values in the 835Ωǎ 

claim adjustment segment (CAS): 

o 4 ς The procedure code is inconsistent with the modifier used or a required modifier is 

missing.  

o 5 ς The procedure code/bill type is inconsistent with the place of service.  

o 16 ς Claim/service lacks information which is needed for adjudication, and at least one 

remark code is provided (may be comprised of either the NCPDP Reject Reason Code or 

Remittance Advice Remark Code that is not an ALERT).  

o A1 ς Claim/Service denied, and at least one remark code must be provided (may be 

comprised of either the NCPDP Reject Reason Code, or Remittance Advice Remark Code 

that is not an ALERT.) 

¶ The unpaid service has a Contract Service Rate setup with a rate type Standard or Contract. 

¶ The client has a CGE that matches the Contract Service RateΩs set group (adolescent, special 

women, adult, etc.). 

If these conditions are met, then a new claim will be automatically generated for the remaining balance 

against the government contract.  

If a balance remains after Medicaid pays the claim, and the claim balance does not meet the 

requirements to bill to the government contract, then the remaining balance may need to be written 

off. See Claim Adjustments.  

4.3. Government Contract 

Government contract claims will be generated in the Released status. At set intervals, WITS will process 

ŀƭƭ ƻŦ ŀ ǇǊƻǾƛŘŜǊΩǎ ƎƻǾŜǊƴƳŜƴǘ ŎƻƴǘǊŀŎǘ ŎƭŀƛƳǎ ƛƴǘƻ ŀ ǎƛƴƎƭŜ ōŀǘŎƘΦ  
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Figure 65: Claim Batch - Government Contract 

NOTE: If a government contract batch needs to be created manually, see Creating a Batch.  

hƴŎŜ ōŀǘŎƘŜŘΣ ²L¢{ ǿƛƭƭ ά.ƛƭƭέ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ ŎƭŀƛƳ ōŀǘŎƘ ǘƻ !5aIΦ ¢ƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ ŎƭŀƛƳ ōŀǘŎƘ ǿƛƭƭ 

change to Billed. 

 

Figure 66: Claim Batch - Government Contract 

After the batch is transmitted to the state contracting agency, the status of the batch will change to 

Accepted.  

NOTE: An accepted batch does not mean that the claims passed adjudication.  
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Figure 67: Government Contract - Batch Accepted 

After the batch is accepted, WITS will adjudicate the claims.  

4.3.1. Payor Adjudication 

Payor adjudication occurs in the ADMH contractor agency for billed government contract claims.  

NOTE: Government contract payments are made from the highest priority tier that has available 

funding.  
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Figure 68: Payor Adjudication Overview 

Claims are adjudicated automatically at set intervals determined by ADMH.  

Adjudication rules are set to Deny the claim. This means if the claim does not trigger a rule, then the 

claim will be paid. If a rule is triggered, the claim will be denied. Denials and their reasons will show on 

ǘƘŜ ŎƭƛŜƴǘΩǎ ōƛƭƭƛƴƎ ƘƛǎǘƻǊȅ ǳƴŘŜǊ ǘƘŜ 9h. ¢ǊŀƴǎŀŎǘƛƻƴ [ƛǎǘΦ  

CƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ŀŎŎŜǎǎƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ ōƛƭƭƛƴƎ ƘƛǎǘƻǊȅΣ ǎŜŜ Billing History.  
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Figure 69: Billing History with Claim Denial and Reason 

The Adjudication Results report will identify any government contract claims that were denied. See 

Adjudication Results under the Reports section of the guide for more information.  

NOTE: Government contract claims created in WITS will only fail adjudication if the claim is a duplicate 

or if the government contract does not have available funds.  

4.3.2. Government Contract Payments 

Once the claim has been adjudicated successfully, payment will be applied to the claim item.  

A provider can access the Payment List screen to review all payments made to the provider including 

those from government contracts.  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Payment List.  
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Figure 70: Accessing Payment List - Government Contract 

4. The Payment Search screen will display. If needed, clear all search fields and click Search. 

a. The Payment List section displays all payments. Government Contract payments will have a 

Payor Name matching the government contracts set by the state. 

5. Under the section Payment List click the vertical ellipsis to the right of the payment, and then click 

Profile.  
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Figure 71: Government Contract Payment List 

6. The Payment Profile screen will display. Click Show Payment Application.  
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Figure 72: Payment Profile - Government Contract 

7. The EOB Transaction Search screen will display, and the payments made will be listed in the EOB 

Transaction List.  
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Figure 73: EOB Transaction List - Government Contract 

4.3.2.1. Government Contract Manual Payment 

If a government contract ever needs to be applied manually, follow the steps below: 

1. From the Payment Search Screen, click +Add Contract Payment under the Payment List screen.  

2. The Payment Profile screen will display. Complete the required and relevant fields.  

3. Click Save, and then click Apply Payment under the Administrative Actions.  

4. The Payment Application Claim Search screen will display. If needed, complete search fields and click 

Search to locate the claim.  

5. Check the box to the left of the claim, and then click Paid in Full.  
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Figure 74: Paid in Full - Government Contract 

6. The Paid in Full Confirmation screen will display. Click Confirm at the bottom of the screen.  

 

Figure 75: Paid in Full Confirmation 
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If a balance remains after a claim is processed through a government contract, the remaining balance 

Ŏŀƴ ōŜ ŀŘƧǳǎǘŜŘ ƻŦŦ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀŎŎƻǳƴǘΦ {ŜŜ Claim Adjustments for more information.  

4.4. Voids and Replacements 

Sometimes a claim will need to be voided or replaced. 

4.4.1. Voids 

Paid claim items can be voided if the claim should not have been billed. Some reasons for voiding a 

payment include:  

¶ Client ineligible to receive service. 

¶ Client did not receive the billed service. 

¶ Clinical information was insufficient to support billing.  

¶ Claim was billed under the wrong client.  

¶ Encounter was invalid.  

NOTE: A request to void a Medicaid claim cannot be generated until the 835 is received from Medicaid 

on the original claim. 

To void a claim:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Claim Item List.  
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Figure 76: Accessing Claim Item List - Void 

4. The Claim Item Search screen will display. Use search fields and click Search to locate the claim.  

5. Click the vertical ellipsis to the right of the claim and then click Profile.  
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Figure 77: Claim Item Search - Void 

6. The Profile for Claim Item screen will display. Click Reverse under the Administrative Actions.  
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Figure 78: Claim Reversal (Void) 

7. A confirmation screen will display. Click Yes.  
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Figure 79: Confirm Reversal 

8. A new claim to reverse the payment will be created for the client in the Released status.  
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Figure 80: Reversal (Void) Claim 



  
 

WITS Billing User Guide Page 83 
Version 1.0  

At this point, the claim will follow the billing workflow process based on the type of claim.  

¶ Government contract and Medicaid claims will be processed automatically. 

¶ TPL claims will need to be manually sent to the third-party liability payor. 

NOTE: aŜŘƛŎŀƛŘ ǿƛƭƭ ǊŜǘǳǊƴ ŀƴ уорΣ ŀƴŘ ǘƘŜ ŎƭŀƛƳ ǇŀȅƳŜƴǘ ǿƛƭƭ ōŜ ǊŜǾŜǊǎŜŘ όǾƻƛŘŜŘύ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ 

account.  

¢ƻ ǊŜǾƛŜǿ ǘƘŜ ŎƭŀƛƳ ǊŜǾŜǊǎŀƭΣ ŀŎŎŜǎǎ ǘƘŜ ǇŀȅƳŜƴǘΩǎ ǇǊƻŦƛƭŜ ŦǊƻƳ ǘƘŜ tŀȅƳŜƴǘ [ƛǎǘ ǎŎǊŜŜƴΦ ¢ƘŜ tŀȅƳŜƴǘ 

Amount field will have a negative dollar amount.  

NOTE: For information on accessing the Payment List and Payment Profile screens, see Claim Payments.  

 

Figure 81: Payment Profile - Reversal (Void) 

4.4.2. Claim Replacements 

Adjustments can occur if the claim should have been billed but had incorrect information. For example, 

one of the following fields needs to be corrected: 

¶ Billing Units 

¶ Service  

¶ Encounter location is invalid 
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¶ Subscriber Information ς In this instance, the client profile and/or CGE information must be 

corrected before creation of the claim replacement. See Client Group Enrollment for more 

information on changing the TPL and Medicaid subscriber information.  

NOTE: For Medicaid claims, a replacement claim cannot be generated until the 835 is received from 

Medicaid on the original claim.  

To replace a claim:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Claim Item List.  



  
 

WITS Billing User Guide Page 85 
Version 1.0  

 

Figure 82: Accessing Claim Item List - Replacement 

4. The Claim Item Search screen will display. Use search fields and click Search to locate the claim.  

5. Click the vertical ellipsis to the right of the claim and then click Profile.  
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Figure 83: Claim Item Search - Replacement 

6. The Profile for Claim Item screen will display. Click Adjust under the Administrative Actions.  
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Figure 84: Claim Adjustment (Replacement) 

7. A confirmation screen will display. Click Yes.  
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Figure 85: Confirm Adjustment Request  

8. A new claim to replace (adjust) the payment will be created for the client in the Released status.  

a. Make the needed edits, and then click Save and Finish.  
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Figure 86: Reversal (Void) Claim 
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Two claims will be created.  

¶ The first claim item is a Reversal of the original claim.  

o This claim item has a negative charge and is only used to update the encounter balance.  

o This is not sent to the payor. 

¶ The second claim item is the Adjustment of the original claim.  

o This is the claim that needs to be sent to the payor. 

 

Figure 87: Reversal and Adjustment Claim 

At this point, the claims will follow the billing workflow process based on the type of claim.  

¶ Government contract and Medicaid claims will be processed automatically. 

¶ TPL claims will need to be manually sent to the third-party liability entity. 
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NOTE: aŜŘƛŎŀƛŘ ǿƛƭƭ ǊŜǘǳǊƴ ŀƴ уорΣ ŀƴŘ ǘƘŜ ŎƭŀƛƳ ǇŀȅƳŜƴǘ ǿƛƭƭ ōŜ ǊŜǇƭŀŎŜŘ ŀŘƧǳǎǘƛƴƎ ǘƘŜ ŎƭƛŜƴǘΩǎ 

account.  

¢ƻ ǊŜǾƛŜǿ ǘƘŜ ǊŜǇƭŀŎŜŘ ŎƭŀƛƳΣ ŀŎŎŜǎǎ ǘƘŜ ǇŀȅƳŜƴǘΩǎ ǇǊƻŦƛƭŜ ŦǊƻƳ ǘƘŜ tŀȅƳŜƴǘ [ƛǎǘ ǎŎǊŜŜƴΦ ¢ƘŜ tŀȅƳŜƴǘ 

Amount field will have a negative dollar amount.  

NOTE: For information on accessing the Payment List and Payment Profile screens, see Claim Payments.  

 

Figure 88: Payment Profile ς Replacement 

Clicking on Show Payment Application ǿƛƭƭ ŘƛǎǇƭŀȅ ōƻǘƘ ŎƭŀƛƳǎ ŀǎ ǇŀȅƳŜƴǘǎ ŀƎŀƛƴǎǘ ǘƘŜ ŎƭƛŜƴǘΩǎ ŀŎŎƻǳƴǘΦ  
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Figure 89: EOB Transaction List - Replacement Claims 

4.5. Client Payments 

To record a client payment:  

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Payment List.  
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Figure 90: Accessing Payment List - Client Payment 

4. The Payment Search screen will display. Click +Add Client Payment under the Payment List section.  
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Figure 91: Add Client Payment 

5. The Selection for Payment screen will display. Search for the client in question.  

6. To the right of the client, click the vertical ellipsis and then click Select.  
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Figure 92: Select Client for Payment 

7. The Payment Profile screen will display. Complete the required and relevant fields.  

8. Click Save, and then click Apply Payment.  
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Figure 93: Client Payment Profile 

9. The Payment Application Encounter Search screen will display. Use Search to locate the encounter 

being paid.  
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Figure 94: Payment Application Encounter Screen 

4.5.1. Paid in Full 

For payments being paid in full, click the box to the left of the encounter being paid, and then click Paid 

in Full just above the encounter list.  

The Paid in Full Confirmation screen will display. Click Confirm.  
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Figure 95: Paid in Full Confirmation 

4.5.2. Partial Payment 

To make a partial payment, click the vertical ellipsis to the right of the encounter, and then click Select.  
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Figure 96: Making Partial Payment 

The Payment Application Profile screen will display. Click +Add EOB Transaction.  

Complete the required and relevant fields. Click Save and Finish.  
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Figure 97: EOB Transaction - Client Payment 

4.5.3. Payments Through Client Record 

!ƴƻǘƘŜǊ ǿŀȅ ǘƻ ƳŀƪŜ ŀ ŎƭƛŜƴǘ ǇŀȅƳŜƴǘ ƛǎ ǘƘǊƻǳƎƘ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜŎƻǊŘΦ  

1. From the left navigation menu, click Client List.  
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Figure 98: Accessing Client List - Client Payment 

2. The Client Search screen will display. Use Search to locate the client record.  

3. To the right of the client record, click the vertical ellipsis and then click Activity List.  

 

4. From the Client List submenu, click Payments. 
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Figure 99: Accessing Payments 

5. The Client Payment List screen will display. Click +Add New.  
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Figure 100: Client Payment List 

6. The Payment Profile screen will display. Complete the required and relevant fields.  

7. Click Save and Finish.  

 

Figure 101: Payment Profile 

8. The payment needs to be applied to a claim. From the left navigation menu, click Agency.  

9. In the submenu, click Billing to expand its options, and then click Payment List.  
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Figure 102: Accessing Payment List - Client Payments 

10. The Payment Search screen will display. Use Search to locate the payment.  

11. To the right of the payment click the vertical ellipsis and then click Profile. 
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Figure 103: Locate Existing Payment 

12. The Payment Profile screen will display. Click Apply Payment under Administrative Actions.  
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Figure 104: Payment Profile 

13. The Payment Application Encounter screen will display.  

a. To pay a claim in full, see Paid in Full.  

b. To make a partial payment on a claim, see Partial Payment.  
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Figure 105: Payment Application Encounter Screen 

4.6. Claim Adjustments 

If a claim balance needs to be written off: 

1. From the left navigation menu, click Agency.  

2. In the submenu, click Billing to expand its options.  

3. Click Billing Transaction List.  
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