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1. INTRODUCTION
1.1.Purpose

This documentovers standardunctionality of theWITS Billingnodule

1.2. Audience

The intended audience for thWITS User Guidguserstasked withgenerating and procssingclaims
Users mushave the appropriate@oles assigned to their WITS user accouatgerform the various
functions in this guide

2. GETTING STARTED

2.1. System Requirements

WITS is a webased application that is accessible through the mostatdate versions of the following
web browsers.

Google Chrome
Microsoft Edge
Apple Safari
Mozilla Firefox

2.2.PopUp Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window.
Ensurethe browser allows posups for the WITS application to avoid functionality issues.

=A =4 =4 4

For more information on how to disable the pop blocker foithe web browser, reference the smart
guideDisable PofJp Blocker

2.3.URL Links

2.3.1.Testing/Training Environment

NOTE:It is recommended thathe userbookmark the following links for quick access to the WITS
environments.

To accesthe testing/training environment, use the following link:
https://al-uat.witsweb.org/

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

 UseraccounDNBRSY (Al f & YIGOK GKIFEG 2F GKS dzaSNRa

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

1
1 Keep all entered data professional.
9 If adding an email address to a fictitious account,teetdomainto @test.com.

WITS Billingser Guide Pagel0
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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
the Released statu3he type of claim that is created is dependentbkK S Of A Sy 1 Qa 3INR dzLJ Sy
(CGE)

While billingresponsibilitiesbeginwith the claim it is importantto understand how O f ecsrd, i Q &
CGEand theencounteraffectsthe claim.

3.1.Client Profile
Data recordedn the client profileisrequired for Medicaid eligibility and claim submissions
To access a clientsofile:

1. From the left navigation menu, cli€Kient List

@ Client List

Home Page

> Client Profile

E:é Linked Consents

State Waitlist
Non-Episode Contact

> Activity List
Agency
Episode List
00
(==}

Group List

4
Clinical
Dashboard

5|

Client List

&

System
Administration

(&

Reports

Figurel: Accessing Client LiSESGE

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

WITS Billingser Guide Pagell
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3. Under the Client List section, click thertical ellipsisto the right of the client and then clidRrofile

to display the Client Profile screen

Client Search
Facility First Name Last Name Unique Client Number
v drake

Advanced Search v X Clear
s N

Client List

<+ Add Client /> Export

Full Name Unique Client # SSN
DRAKE, Tim
! Q253355VH552544 1
@ 8/1/1989 Male H
_ Activity List ]
Linked Consents
Figure2: Accessing Client Profile
4. TheClient Profile screen will displaypdatefields as needed and cliSave and Finisto finalize
changes.
Pagel?2
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Client Profile
 Hide Context Information
Unique Client Number State Client ID External Record ID
Q253355VH552544
Created By Created Date Updated By Updated Date
Wilson, Scott 2/5/2024 8:42 AM Wilson, Scott 2/20/2024 5:26 PM
First Name Middle Name Last Name
l Tim l Drake
Mother's Maiden Name Suffix Sex at Birth
l Male -
Gender |dentity DOB SSN
hd l8/1/1989 [ lHHl—HH
Provider Client ID Driver's License Has paper file
v @ Yes O No
Upload Profile Image
No File Selected... Browse Upload
Next » E Save and Finish x Cancel
s N
Alternate Names
+ Add
Currently, there are no results to display for Alternate Names.
A vy
e ™
Addresses
+ Add
Address Type Address Confidential Created Updated
Client Home 131 Gotham Way, Montgomery, AL 36043 No 2/5/2024 2/5/2024
- J

Figure3: Client Profile

3.2.Client Grougenrollment

¢2 | O00Saa (KS Of Athelliett fecor NistielacBwEheRliertt récdrd ¢ad be made
activeby accessingth®f A Sy (i Qa CledNRdilk t S { SS

Once the client record is active

1. From theUnder the Client Profile submenu, clickent Group Enroliment

WITS Billingser Guide Pagel3
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@ Client List

Home Page

v Client Profile

Eg Alternate Names

State Waitlist
Additional Information

Contact Info

Agency
Collateral Contacts

00
(== Other Numbers
Group List
Histo
o ry
=
Clinical Client Group Enroliment
Dashboard
@ Employment
Client List Linked Consents
{g} Non-Episode Contact

System
Administration

Episode List
|_D p

Reports

> Activity List

Figured: Accessing CGE

2. The Client Enrollment Search screen will display. Existirgiments will be listed under the Client
Enrollment List.

WITS Billingser Guide Pagel4d
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Client Enrollment Search
Plan Type Contract

Plan Group

L4 v

Active Enrollments During Date Range
From To

B B

* Clear

Client Enrollment List

-+ Add Benefit Plan Enroliment =~ Add Government Contract Enroliment

Priority Plan Group Subscriber/ Acct# Subscriber/ Resp Party Start Date End Date

1 Alabama Medicaid Medicaid 16984354 VanDyne, Janet 5/1/2024 5/31/2024
Block Grant Adult J053752EZ870544 5/15/2024 9/30/2024
Block Grant General J053752EZ870544 5/15/2024 9/30/2024
Block Grant Special Womens J053752EZ870544 5/15/2024 9/30/2024

Figure5: Existing Client Enrollments
Enrolliments will bgeneratedautomatically for a client whethe clientQ idtakerecordis completed

1 Government and statpayor plansare added if the client meet$ie group requirements within
those plans.
o For exampleglients under the age df8 maybe enrolled ira government/state payor
plangroupfor adolescents.
T !' aSRAOIFIAR LXIyYy A& I RRSR (2 | M@itaddSEHI Q& NBO2NR

3.2.1.Third Party Liability
Onlythird-party liability (TPLvill need to be added to a client manuallyo create a new enrollment

1. On the Client Enrollment Search sanedick+Add Benefit Plan Enroliment

WITS Billingser Guide Pagel5
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Client Enrollment Search

Plan Type Contract

Plan Group

L4 v

Active Enrollments During Date Range

From To
B B
e A
Client Enrollment List
| -+ Add Benefit Plan Enroliment I - Add Government Contract Enrollment
Priority Plan Group Subscriber/ Acct# Subscriber/ Resp Party Start Date End Date
1 Alabama Medicaid Medicaid 16984354 VanDyne, Janet 5/1/2024 5/31/2024
Block Grant Adult J053752EZ870544 5/15/2024 9/30/2024
Block Grant General J053752EZ870544 5/15/2024 9/30/2024
Block Grant Special Womens J053752EZ2870544 5/15/2024 9/30/2024
. J

Figure6: Add Client Group Enrollment

2. Benefit Plan/Private Pay Billing Information wiliplay under the Client Enrollment List. Complete
the required and relevant fieldsnd then cliciSave

WITS Billingser Guide Pagel6
Version 1.0



SFFEI Systems

Benefit Plan/Private Pay Billing Information
Payor-Type

Payor Priority Order

2 v

Coverage Start End

B B

Eligibility Category

Relationship to Subscriber/Responsible Party

Subscriber/Responsible Party
First Name Middle Name
Birthdate Gender
B
Address 1
Address 2
City State
Zip
I

Last Name

Subscriber #

m " Cance'

Figure7: Benefit Plan/Private Pay Billing Information

Use the table below to complete addbanefit plan.

Table2: Benefit Plan/Private Pay Billing Information

Field Description

PayorType Group Insurancéor TPL.

PlanGroup The group is tied to the paytype selected.
PayorPriority Order Leave this blank

Policy # This field is not usedJse Subscriber # instead.

Coverage Start and End Date

Payment Scale
Eligibility Category

Relationship to Subscriber/Responsible Party

Subscriber/ResponsibRarty

Subscriber #

¢tKAada RSy2iSa ¢gKSy GKS O
ends.

This is not usebdy ADMH.

This is not usedy ADMH.

The owner of theolicy(usually Self).

This information is completeaitomatically if the
responsible party is Seltherwise the fieldswill need
to be completed from the subscriber/responsible pa
perspective.

The TPL subscriber number.

WITS Billingser Guide
Version 1.0
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3.2.2.Government Contract CGE

When WITS creates@GE for a government contract, the end date will always be listed as the last day of
0 KS LIN®o@radRaSthakzation period. When the newontractauthorization period is created for

the provider,a new CGE will be created for the client with gtart and end dates matching the new
authorization period.

Client Enrollment Search

Plan Type Contract

Plan Group

v L4

Active Enroliments During Date Range
From To

5/15/2023 [5) 5/15/2024 [

m * Clear

Client Enrollment List

-+ Add Benefit Plan Enrollment -~ Add Government Contract Enrollment

Priority Plan Group Subscriber/ Acct# Subscriber/ Resp Party Start Date End Date
Block Grant Adult J053752EZ870544 5/15/2023 9/30/2023
Block Grant Adult J053752EZ870544 10/1/2023 9/30/2024 -

Figure8: CGE Government Contract Renewal

The exception is Children Firgtclient is no longer eligible for this government contract when they turn
18 years of age. Howevegligibility for this government contract can be extendethd client is still in
school In this instancethe provider will need to manually addK A f RNBY CANBRG ol O1 G2

To add aggovernment contract enroliment:

1. From the Client Enrollment Search screen, clislld Government Contract Enrollment

2. Government Contract Billing Information will display under the Client Enrollment List section.
Complete the required and relevant fields.

3. ClickSave

WITS Billingser Guide Pagel8
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Client Enrollment Search
Plan Type Contract

Plan Group

v

Active Enroliments During Date Range
From To

] B

m x Clear

Client Enrollment List

~} Add Benefit Plan Enrollment I ~ Add Government Contract Enrollment I

Priority Plan Group Subscriber/ Acctff Subscriber/ Resp Party Start Date End Date
Block Grant Children First J053752E7870544 5/15/2024 9/30/2024

Block Grant Special Womens J053752E7870544 5/15/2024 9/30/2024

Government Contract Billing Information

Plan Type Payor Priority Order
Government Contract 3 hd
Contract Start Date End Date
| 16584731, Titan's Treatment - l [ @]
Plan-Group Subscriber #

- l J053752E2870544

E  caneel

Figure9: Add Government Contract Enrollment

3.2.3.Medicaid CGE

While this does not need to be added manually, LIN2 @A RSNJ OFy T RR Al 6KSy ONE
WITS will automaticallgontact Medicaidds KSy G KS Of ASyd Qa Ay induieBbott5 02 NR .
0 KS OMetli&iddligibdity using the following information:

1 If a CGE was created for Medicaid manually for the client, WEFS will use the Medicaid

number recorded in the CGE.
f If a CGE was not created, then WITS willuséxieA Sy 6§ Q& {{b FTyR 5h. Ay {K:

If the client is eligible for Medicaithen a CGEecordwill be created in WITS for the client. Otherwise, a

CGHecordwill not be created.
Every month, a new request will be sent to Medicaid. As long as the client remains eligible, a new CGE

recordwill be created each month for Medicaid.

WITS Billingser Guide Pagel9
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Client Enrollment Search

Plan Type Contract
Plan Group
Active Enrollments During Date Range
From To
5/15/2023 [ 5/15/2024 [
ﬁ X Clear
( ™
Client Enrollment List
=} Add Benefit Plan Enroliment == Add Government Contract Enrollment
Priority Plan Group Subsecriber/ Acct# Subscriber/ Resp Party Start Date End Date
1 Third Party Liability TPL 23456798 Drake, Tim 2/1/2024
Alabama Medicaid Medicaid 2546584 Drake, Tim 2/1/2024 2/29/2024
Alabama Medicaid Medicaid 2546584 Drake, Tim 3/1/2024 3/31/2024
Alabama Medicaid Medicaid 2546584 Drake, Tim 4/1/2024 4/30/2024
~ S
Figurel0: Medicaid Enrollment
3.3. Encounter
NOTEAnN encounter cannot be created for a client until the following has l¥eated in the client
record.
9 Client Profile
1 Intake
1 Screening
 Assessment
 Outcome Measure
1 Program Enrollment
To create an encounter:
1. From the left navigation menu, cli€dient List
WITS Billingser Guide Page20
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@ Client List

Home Page

> Client Profile

E:J: Linked Consents

State Waitlist
Non-Episcde Contact

> Activity List

Agency

Episode List
00
—

Group List

1§
Clinical
Dashboard

&

Client List

&

System
Administration

(]

Reports

Figurell: Accessing Client List

2. The ClienSearch screen will display. Use the search fields amildlekSearchto locate the client

in question.
3. Under the Client Listection clickthe vertical ellipsisto the right of the client and then cliokctivity
List
Client Search
Facility First Name Last Name Unigue Client Number
- drake
Advanced Search v X Clear
'd ™
Client List
+ Addclient /> Export
Full Name Unique Client # SSN
DRAKE, Tim
@ o108 . Q253355VH552544 1 orofle E
\ )
Linked Consents

Figurel2: Client Search Screen

WITS Billingser Guide
Version 1.0
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4. In the submenu for Client LjstlickEncounters

@ Client List

Home Page

> Client Profile

E:é Linked Consents

State Waitlist
Non-Episode Contact

~ Activity List

Agency
Intake
00 )
(== » Drug Testing
Group List
Tx Team
=4
Clinical > Screening

Dashboard

5|

Client List > Outcome Measures

> Assessments

{g} Program Enroll

System
Administration

Encounters
|_D v

Diagnosis List

Reports Profile

Encounter Note

Services

Figurel3: Accessing Encounters

5. TheEncounter Search screen will display. Under the Encounter List sectior;AdidkiEncounter

WITS Billingser Guide Page22
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Encounter Search

Start Date

Service

Program

Rendering Staff

Allow Disclosure of Note

End Date

Encounter Status

O Yes O No
X Clear
(" ™
Encounter List

Svc Date Service ENC ID Rendering Staff Program Name Status
5/15/2024 Case Management Adult (HO006) 36 Wilson, Scott Intensive Outpatient Released
3/4/2024 Case Management Adult (H0006) 11 Wilson, Scott Intensive Qutpatient Released

A S

Figurel4: Add Encounter

6. The Encounter screen will display.

Complete the required and relevant fields.

WITS Billingser Guide
Version 1.0
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Encounter
W Show Context Information

Rendering Staff

Wilson, Scott hd
Note Type Billable
- | @ ves O o
Program Name
I Titan Treatment/Intensive Outpatient : 2/20/2024 - -

Service

l hd

Start Date End Date Start Time End Time

| al al

Duration # of Service Units / Sessions

M l

Service Location Emergency

- O Yes O No

Pregnant

Diagnoses for this Service
Primary
Secondary
A
Tertiary
A
Secondary Staff Supervising Staff

Next » m Save and Finish x Cancel

Figurel5: Encounter Screen

7. ClickNextto displaythe Encounter Notes screen.

8. Add comments regarding the service provided in the Unsigned Notes section, and theSigiick
Note.

9. ClickSaveat the bottom of the screen, and then cli€lelease to Billing

WITS Billingser Guide Page24
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Encounter Notes

Goal Progress

e N

Add Goals

—+ Add Goals

Currently, there are no results to display for Add Goals.

- J

e N

Add Objectives

- Add Objectives

Currently, there are no results to display for Add Objectives.

Add Interventions

= Add Interventions

Currently, there are no results to display for Add Interventions.

nsigned Notes

Allow Disclosure

S -] - |

Signed Notes

< Back Next > E Save and Finish X Cancel

Administrative Actions

Release to Billing

Figurel6: Encounter Notes

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

Table3: Encounter Screen

Field Description

WITS Billingser Guide Page25
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Rendering Staff

Note Type

Billable
Program Name
Service
Start/End Date
Start/End Time
Duration

# of Service Units/Sessions
Service Location
Emergency

Diagnosis for this Service

Secondary Staff

Supervising Staff

When an encounter is released to billing:

The persorthat delivered the service

NOTEThis field is not populatefdr encounters
created from uploaded 837P files.

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
add a note template (if sep) when Add Notéutton is
clicked

This should be set to Yes for billable encounters
TheOf ASyiQa SyNRff SR LINE|
The service delivered for the client.

The date(s) the service wdslivered.

Thetime range that the service was delivered.

Enter a number and select the duration typar{utes,
hours, etc.).

NOTETHhis is a required field faurationbased
services.

Thenumber of units/sessions offered.

Where the service was delivered.

Was the service an emergency.

Any diagnosis recorded for the client will be listed
here.

If a secondary staff member assisted with the servic
capture that here.

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

1. WITS will check for a TPL rate amdactiveTPL CGE.tHese items exist, the claim is created. If

y 2 i X

2. WITS will chector a Medicaidrate and an active Medicaid CGE. If these items etkistclaim is

createdL ¥ y 2 G X

3. WITS will check for@ontractrate and an activgovernment contracCGE. If these items exist, the
Ot LAY A& ONBIUGSRd LT y2iX
4. An error will display stating that thencounter cannot be released to billing.

3.4.Claim Item List

Clainsare createdautomaticallyfrom a released encounter. The claim willgeneratedin the Released

status.

To view claims:

1. From the left navigation menu, cliédigency

2. Inthe submenu, clicBillingto expand its options and then cli€{aim Item List

WITS Billingser Guide
Version 1.0
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@ Agency

Home Page )
> Agency List
Eé Grant Management Dashboard

BEICAVETE
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

Overdose Reversal Kits
Group List

> Tx Team Groups

E

Client List > Billing

{g} Invoicing

System
Administration

Claim Item List

|_D Claim Batch List
Reports Encounter List
EOB Transaction List

» Payment List

Figurel?7: Accessing Claim Item List

3. The Claim Item Search screen will display. Use the search fields arfseelickio 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 clickingwesical ellipsisto the right of the claim and then
clickingProfile.

WITS Billingser Guide Page27
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Claim Item Search

Plan Group Enroliment ENCID
- -
Client First Name Client Last Name Unique Client Number
Subseriber/Resp Party First Name S/R Party Last Name Subscriber/Resp Party Account #
Service Service Date
Authorization 7 Rendering Staff Facility
-
Item Status Claim ltem ID Claim Batch ID
Released -
FFS Type Add-On Level
- v
 Clear
Administrative Actions
Create Agency Batches Create Facility Batches
Claim Item List
- ‘| 3
[ hem# Client Name FFS Type Add-On Level Service Date Service Duration Status Release Date Charge
0 23 Strange, Stephen FFS None 4/25/2024 HO006/HF 0 Days Released 4/25/2024 E
O 24 Strange, Stephen FFS None 4/23/2024 HOO38/HF 0 Days Released  4/25/2024 :

Figurel8: Claim ItenSearch Screen

5. The Claim Item Profile will

display.

a. lgnore the Administrative Actions section of the profile
processed to the Batched status.

. Claims will be automatically

WITS Billingser Guide
Version 1.0
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Profile for Claim Item # 23 for Strange, Stephen

¥ Show Context Information

Service Fee

Billing Units Rate / Unit Charge Amount
l0.00 X lSW.DO v = $0.00

Unit Desc

1 unit = 5 Min

FFS Type Created Date Encounter Post Date
Fee for Service 4/25/2024 8:41 AM 4/25/2024

Cost Center

Group Enrollment

I Medicaid [Alabama Medicaid] 1 v
Tier Type Billing Note

Payor Billing Service

I Case Management Adult (H0006): HO006/HF -
Report Transmission Type

Attachment Control Number

Service Location

Residential Substance Abuse TX Facility

E Save and Finish x Cancel

Administrative Actions

Awaiting Review Hold Reject (Back Out)

Figurel9: Claim Item Profile

4. BILLINGVORKFLOWS

How the claims are processed at this point differs based/iich CGEshe clientisenrolledin.

Any TPL the client has will always be billed first.

Ifthereisad I £  yOS | FGSNJ 6KS Of I AY KI&A 06SSy adzoYAUGGSR {7
balance is billed to Medicaid.

If there is a balance after Medicaid has been billed, thenrémeaining balance is billed to a government
contract depending on certairestrictions that must be met (Seeovernment Contragt

If the chim is paid in full after being billed to a payor, #laim does not bill to the next payor.

WITS Billingser Guide Page29
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If the client does not have BPL, Medicaid, or government contract CGE record, the®ncounter
cannot be released tbilling.

Details orhow 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 liabilityoverage then anyclaims forservices a client receives will be billed
against this payor plan, first.

2 KSYy GKS SyO2dzyiSNJ Aa NBftSIFaSR (2 oAfftAy3dIs GKS
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 scre&earchfor 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 BatchaegsUse this option to create a batch containing all claims in the
Released status under the current agency.
b. Create Facility BatchesUse this option to create a batch containing all claims in the
Released status for the current facility.

WITS Billingser Guide Page30
Version 1.0

Of



\ﬂ.}’/FEI Systems

Claim Item Search

Plan Group Enrollment ENC D
v -
Client First Name: Client Last Name Unique Client Number
Subscriber/Resp Party First Name S/R Party Last Name Subscriber/Resp Party Account #
Service Service Date
Authorization # Rendering Staff Facility
-
ftem Status Claim Item ID Claim Batch ID
Released vI
FFS Type Add-On Level
- -
E < Ctear
Administrative Actions
Create Agency Batches Create Facility Batches
-
Claim Item List
/A> Export Ad Update Status m
[ rems Client Name FFS Type Add-On Level Service Date Service Duration Status Release Date Charge
[J 23 Strange, Stephen FFS None 4/25/2024 HO006/HF 0 Days Released 4/25/2024 $0.00
D 24 Strange, Stephen FFS None 4/23/2024 HO0038/HF 0 Days Released 4/25/2024 $0.00

Figure20: Create Agency/Facility Batches

3. The Choose Plan(s) for Batching screen will dis@liigkthe payorfrom the Available Planbox.

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

5. ClickGo.

Choose Plan(s) for Batching

Available Plans
Alabama Me

ITFura Party Tiabi Ity

dicaid

Selected Plans

x Cancel x Clear

_
<

Figure21: Choose Plan for Batching

WITS Billingser Guide
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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.

© The claim items for the selected 1 plan(s) are being batched. This may take a few minutes to complete. X

Figure22: Claim Item Informational Message

Whenthe 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, cliddgency
2. Under the Agency submenu, cliBklingto expand its options.
3. ClickClaim Batch Lts

@ Agency

Home Page .
» Agency List
f::é Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary
Agency
GPRA Follow-up Due Detail
00 )
(== Overdose Reversal Kits
Group List
> Facility List
=
Clinical Staff Members

Dashboard

> Tx Team Groups

G

Client List ~ Billing

{g} Invoicing

System
Administration

Claim Item List

Claim Batch List
[

Reports Encounter List

EOB Transaction List

Figure23: Accessing Claim Batch List

4. The Provider Claim Batch List screen will display Sdsechto locate a specific claim batch.

WITS Billingser Guide Page32
Version 1.0



\ﬂ.}’/FEI Systems

Provider Claim Batch List

Plan Name Billing Form Batch #
FFS Type Created Date Transmit Date

Status

Released v

i Clear

s ™\
Claim Batch List

=, Download 837 /> Export

Batch Batch FFS Billing 837 Service Agency Facility
P D Status o Type s Type Order Charges Units Mo/¥r Created Transmit " e
Alcohol
6 Released ﬂggﬁgz FFS 837 s $10546  1.00 Dec2023  12/4/2023 i’g‘l‘] D
Tred Claim ltems
ree
Alec | Profile
Alabama and
8 Released Medicaid FFS 837 837P P $5053.05  45.00 Nov 2023  12/5/2023 Abus.

Treatment

Figure24. Provider Claim Batch List
5. To the right of the claim batch, click thertical ellipsisto display two options.

4.1.2.1.Provider Claim Batch LsClaim 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 clickingséréical ellipsisto the right of the claim and
then clickingProfile.

If needed, claims can be removed from the batch by clickingtieek boxto the left of the claim and
then clickingRemove from ClainBatch.

s N

Claim Item List for Batch 6

A> Export Remove From Claim Batch

D Claim # Item # Client Name Service Date Service Status. Auth # Cost Center Charge Enc ID
s 7 Apple, Johnny 12/4/2023 90791/HF Batched $195.46 El
. -/

Figure25: Claim Item List Options
4.1.2.2.Provider Claim Batch Profile
TPLclaim batches must be processed manually

1. Clickthe vertical ellipsisto the right of a claim batch, and then cliekofile.
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Provider Claim Batch List

Plan Name Billing Form Batch #
FFS Type Created Date Transmit Date
Status
Released v
X Clear
e ™\
Claim Batch List
& Download 837 /> Export
Ba;ch D Status le;'h 'IEprSe i‘:hrgg .?i;e Order Charges Units Shjg';i\?’e Created Transmit Aﬁ:;fey T;L‘_L‘ey
26 Released ;2:';(; FFS EMSy P $24000 2400 MY 5/15/2024 fIita) B
Liability 1500 2024 Trea Claim ltems
Third
| d CMS- §120. ] May Titar m
27 Release Eizréﬁily FFS 1500 P 120.00 12.00 2094 5/16/2024 Trea -
o S
Figure26: Accessing Claim Batch Profile
2. The Provider Claim Batch Profile screen will display.
a. If there were any errors in processing the batch, the Errordeistionwill display those
errors.
3. ClickBill It.
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A Hide Context Information

Batch #
26

Transmit Date

FFS Type
Fee for Service

Created By
Wilson, Scott

Billing Form
CMS-1500

E Save and Finish

Administrative Actions

Awaiting Review Hold

Provider Claim Batch Profile

$240.00

Order
Primary

Created Date
5/15/20241:32 PM

% Cancel

Void Bill It

Batch For
Third Party Liability

Ignore Warnings
No

Updated By
Wilson, Scott

Status
Released

Service Month/Year
5/1/2024

Updated Date
5/16/202410:25 AM

Errors List
/> Export

Currently, there are no results to display for the Errors List.

Figure27: Provider Claim Batch Profile

4.2 L¢{ AL

RIFEUFKE

a2 2dz R

e 2dz

fAY]l G2 LINAyd GKS

designed to print with no scaling and auto rotate and center box not checked.

Would you like to print the background image of the CMS 1500 in addition to the data?

**Note: Selecting “No" allows a user to print directly onto a blank 1500 form. You may need to adjust your printer setting to ensure the data lines up with the form properly. This form was

Figure28: Print CMS 1500 Background Option

a. ClickYesto generate a generic CMS 1500 form vttile claim data prepopulated.
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)

9, OTHER INSURED'S MAME {Last Mama, First ame, Middle Initial)

@ OTHER INSURED'S POLICY OR GROUP NUMBER

[Jves [

b. ALITO ACCIDENT?

[Jres [we

& OTHER AGDIDENT

DYES DMO

b. RESERVED FOA MUCC UISE

. RESEAVED FOR NUCC USE

10, 15 PATIENT'S CONDITION RELATED TO:

& EMPLOYMENTT (Currer or Previous)

PLACE (Staie)

11. INSURED'S POLICY GRACUP OR FECA NUMBER

a. INSURED'S DATE OF BIRTH SEX
Mg oo Y

o8 03 1983 u[] Fx]

b OTHER CLAIM ID (Designated by NUGC)

. INSURANCE FPLAN NAME OR PROGAAM NAME
Third Party Liability

o, INSURANCE PLAN NAME OR PROGRAM NAME

Es&!m Third Party Lishility T
= &
- w
T
HEALTH INSURANCE CLAIM FORM [
APFROVED BY NATIONAL UNIFORM CLAIM COMMITTEE [NUCT) 02112 o
T IPICA FICAT T T ¢
1. MEDICARE MEDICAN TRICARE CHAMPYA G?Lgl'cl M EEK“IJPG OTHER | 1a, INSURED'S |.D, NUMBER {For Program in lem 1) T
:| fr— |:| Modicaide) D (D DoD) D Mamber 108 10%) [:| ot D{.m; J27373TXW252544
2. PATIENT'S NAME (Last Nama, First Name, Middle Irtal) PQII‘ENT %DBIFITH [LQYYE SEX 4, INSURED'S NAME (Last Name, First Namae, Middia Insial}
Stel, Apple 02 03 1om3 MD ;E Stel, Apple
5. PATIENT'S ADORESS (ha., Sireal) & PATIENT RELATIONSHIF TO INSURED 7. INSURED'S ADDRESS (No., Streat]
sei[¢] seouse[Jenm[ ] omed ] 1 Apple Rd
Iy STATE | B. RESERVED FOH NUCC USE cImy STATE =
Montgomery AL o
=
2P CODE TELEPHOME (Include Arsa Coda) 2ZIP CODE TELEPHOMNE (Inciude Area Coda) g
35099 T
=1
T
=
o
w
[
2
@
=
a
z
=
=
z
w
E
<
o

10d. CLAIM CODES (Designated by NUCC)

.15 THERE ANOTHER HEALTH BENEFIT PLANT
ths DMO If yes, compiate fems 9, Ba, and Bd.

D BACK OF FORM BEFORE COMPLETING & SIGNING THIS FORM.

REAI
. PATIENT'S OR AUTHORIZED PERSOMN'S SIGNATURE | authorze the releasa of any medical or ofher information necessary
o process this claim. | also reguest payment of govemment benelits either to mysell o o the party who accepts assignment

13, INSURED'S OR AUTHORIZED PERSON'S SIGNATURE | authorize
paymant of madical benehts 1o tha undarsigned physician or suppller far
semices describad below.

NUCC Instruction Manual available at: www.nucc.org

bodcra,
ignat 050624 .
signep_ Sianakre on File DATE sanep SOnature on Fie
1a " 7] | 15 OTHER DATE 16, DATI T 70 WOR) ARENT
. BATE OF GURRET ILLNESS, INJURY, ar PREGNANGT (LMF) |15, & oo 5 DATES FATIENT UNABLE TO WORK IN GURENT QEGUPATION
QUAL. QuAL FROM T
17. NAME OF REFERAING PROVIDER OR OTHER SOURCE 17a 18, HOSPITALIZATION DATES BELATED TO GURRENT SERVICES
MM oo ¥Y L) oo ¥y
17b. [ NP1 FROM O
19, ADDTIONAL CLAIM INFORMATION [Designated by NUGC) 20, DUTSIDE LAB? 5 GRARGES
Oves [ |
21, MAGNOSIS OR NATURE OF ILLNESS OF INJURY Falate A-L 1o sarvics line below (24E) 1C0 Ind. g 22, AESUBMISSION
- GOOE ORIGINAL AEF. NO,
P B L Gl o
E L i al Wl [ eeoRauTHORIZATON NOMeER
L iy K L
24 A DATE(S) OF SERVICE B. | C. | O. PAOCEDURES. SEAVICES. OR SUPPLIES E F. G [H] & 1 =z
From To FLACECR {Explain Unususl Ci ) DIAGHOSIS ol i RENDERING o
MM DD ¥Y MM DD ¥y |seRvce| EMG | CPTMCRCE | MODIFIER POINTER $ CHARGES wiirs | P | G BROVIDER 1D, & E
T I
1 =
s 6 24 |5 |8 |2 |62 | Hooos | ve A | 1 NEl z
I
2 £
«
| | | | | | | Ll i
|
3 g
| | | | | | | L 5
@
4 «
| | I I | I | he1 S
=
5 £
o
| | | | | | | e 2
=
6 b
NP1 o
25 FEDERAL TAX 1D. NUMBER SEN EIN 26, PATIENT'S ACCOUNT NO. 27 ACCEPT ASSIGNMENT? |28 TOTAL CHARGE 25, AMDUNT FAID | 30. Rsvd for NUGE Use
IFor povt. daims, see badl
J27ITITHW2E2544 EVES L] $ 3
1. SIGNATURE OF PHYSICIAN DA SUPPLIER ["32. SERVICE FACILITY LOCATION INFORMATION 33, BILLING PROVIDER INFO & FH ¢ ( ) )
INCLUNG DEGREES OA CREDENTIALS
{1 certity 1At tha statements on e raverse e
apoly to this bill and e rads 8 part harand ) L .= .rm';-lssﬁ
=inEn Signature on File DATE  Da0ERd4) e 4 47pp0gsEsa b

PLEASE PRINT OR TYPE

APPROVED OMB-0938-1197 FORM 1500 (02-12)

Figure29: Generic CMS 1500 Template

b. ClickNoto generate just the claim data withut the CMS 150@orm template.
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Third Party Liability
X J2TITITHW252544
Stel, Apple 08 03 1983 X Stel, Apple
832 Apple Rd
X PP
Montgomery AL
35999
08 03 1983 x
Third Party Liability
Signature on File 050624 Signature on File
X
k]
Fa3 0
5 -] 24 5 &8 24 B2 HOQDE HF A 1
X J27373TXW252544 X
MMTC Treatment
6001 East Shirkey Lane
Montgamery, AL 36117-1335
Signature on File 050624 1700033853

Figure30: TPL Claim Data Only

5. The claim batch will now be in the Billed status.
a. To reprint the form, cliciReprint
b. To exit the claim batch, cli¢gknish
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Provider Claim Batch Profile

\ Hide Context Information

Batch # $120.00 Batch For

27 Third Party Liability
Transmit Date Order Ignore Warnings
5/17/2024 9:26 AM Primary No

FFS Type

Fee for Service

Created By Created Date Updated By
Wilson, Scott 5/16/2024 10:25 AM Wilson, Scott

Billing Form
CMS-1500

Administrative Actions

Billing Process Complete

Status
Billed

Service Month/Year
5/1/2024

Updated Date
5/17/2024 9:26 AM

Errors List
/> Export

Currently, there are no results to display for the Errors List.

Figure31: TPL Claim BatelBilled

Eachclient TPL claim will need to be sent to the appropriate TPL payiside of WITS-ollow the

LINE A RSNDRA& Sail dlingtad KTPRpayaNP OS & aSa

4.1.3.Claim Payments

Once theTPL payor processthe claim and returean explanation of benefits (EQ®)e billing team
will need toreturn to the Provider Claim BatdéProfile andclick theAdministrative Actions buttoBilling

Process Complete

WITS Billingser Guide
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Batch #
27

Transmit Date
5/17/2024 9:26 AM

FFS Type

Fee for Service

Created By
Wilson, Scott

Billing Form
CMS-1500

A Hide Context Information

Provider Claim Batch Profile

$120.00
Order

Primary

Created Date
5/16/2024 10:25 AM

Administrative Actions

Billing Process Complete

Reprint

Batch For
Third Party Liability

Ignore Warnings
No

Updated By
Wilson, Scott

Status
Billed

Service Month/Year
5/1/2024

Updated Date
5/17/2024 9:26 AM

A> Export

Errors List

Currently, there are no results to display for the Errors List.

Figure32: Provider Claim BatelBilling Process Complete

The status of the clairhatchis set to AcceptedClickFinishto exit the Provider Claim Batch Profile

screen.
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Provider Claim Batch Profile

A Hide Context Information

Batch # $240.00 Batch For Status

26 Third Party Liability Accepted

Transmit Date Order Ignore Warnings Service Month/Year
5/16/2024 10:34 AM Primary No 5/1/2024

FFS Type

Fee for Service

Created By Created Date Updated By Updated Date
Wilson, Scott 5/15/2024 1:32 PM Wilson, Scott 5/17/2024 9:22 AM

Billing Form
CMS-1500

Errors List
/> Export

Currently, there are no results to display for the Errors List.

Figure33: Provider Claim BatelAccepted
After theclaim batch status has been set to accepted, payment needs to be applied to the claim(s).

1. From the left navigation menu, clidgency
2. Inthesubmenu, cliciBillingto expand its options.
3. ClickPayment List

WITS Billingser Guide Page40
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@ Agency

Home Page .
> Agency List
Eé Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary
Agency
GPRA Follow-up Due Detail
0o )
== Overdose Reversal Kits
Group List
> Facility List
= K
>
Clinical Staff Members

Dashboard
> Tx Team Groups

E

clienbist [ GLEY

{g} Invoicing

System

Administration Claim Item List

I_D Claim Batch List
Reports Encounter List

EOB Transaction List

~ Payment List

Payment Profile

Billing Transaction List

Figure34: Accessing Payment List

4. The Payment Search screen will displdiyder the Payment List section, cliekdd Plan Payment
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Payment Search

Payor Plan

Last Name
Posted Date
Payment Amount

Contractor

m * Clear

First Name

Pmt #

Reference

Unapplied Amount

Payment List

+ Add Contract Payment + Add Client Payment + Add Plan Payment /> Export

Currently, there are no results to display for the Payment List.

Total Payment

$0.00

Figure35: Add TPL Plan Payment

5. The Payment Profile screen will display.
a. Plan Namdield is set toThird Party Liability
b. Payment Amountsthe total paymentn the explanation of benefits (EQB)

i. Ifthe TPL payor rejected the claim, en@efor the payment amount.

6. ClickSave and then clicldpply Paymentunder the Administrative Actions.

WITS Billingser Guide
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Payment Profile

Payment #

Plan Name

Client Name

Transaction Type

l Payment -
Reference

Comment

Check/EFT Date

Posted Date
5/17/2024 [0

Receipt Date

l 5/17/2024  [5)
Created Date
Created By

IDa ment Amount
.E

Unapplied Amount

Intended For

B v
Administrative Actions
Show Payment Application Apply Payment
Figure36: TPL- Payment Profile Screen
7. The Payment Application Claim Search screen will display.
Payment Application Claim Search
Payment # Unapplied Amount Order of Benefits
22 $60.00 v
First Name Last Name Claim #
Member # Plan Name
Third Party Liability
Claim Balance Claim Charge
>0
o
Payment Application Claim List Paid in Full
D Claim # Client Name Member # Charge Claim Balance Dos Order of Benefits
29 Drake, Tim 23456798 $60.00 $60.00 2024/05/13-2024/05/13 Primary
Figure37: Payment Application Claim Search Screen
WITS Billingser Guide Page43
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Depending orhow much the TPL payor paid towards the claim, the claim will be processeither:

9 Paidin Full
1 Partial Payment

4.1.3.1.Paid in Full

If the claim was paid in full by the TPL papteck theboxto the left of the claim, and then clidkaid in
Fulljust above the claim list.

Payment Application Claim Search

Payment # Unapplied Amount Order of Benefits

22 $60.00 v
First Name Last Name Claim #

Member # Plan Name

Third Party Liability

Claim Balance Claim Charge

>0

X Clear m m

Payment Application Claim List

[] claim# Client Name Member # Charge Claim Balance DOS Order of Benefits

29 Drake, Tim 23456798 $60.00 $60.00 2024/05/13-2024/05/13 Primary

Figure38: TPL Paid in Full

The Paid in Full Confirmation screen will disp@lickConfirmto complete the payment
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Paid In Full Confirmation

Payment # Posted Date

22 5/17/2024

Receipt Date

Third Party Liability 5/17/2024

Client Name Reference

Amount Unapplied Amount
$60.00 $60.00

Selected Claims

Claim # Client Name Member # Charge Claim Balance DOS Order of Benefits
29 Drake, Tim 23456798 $60.00 $60.00 2024/05/13-2024/05/13 Primary

Total to be paid:
$60.00

Current Unapplied Amount:

$60.00

New Unapplied Amount:

$0.00

" Cancel m

Figure39: Paid in Full Confirmation Screen

SeeBilling Historyfor information on how to review a summary onK S Of  AYQa o0Aft Ay 3 A

4.1.3.2.Partial Claim Payment

If the TPL payaerjected oronly paid a portion of the clainthe userwill not click Paid in Fuilh the
Payment Application Clailrist section. Instead, click thvertical ellipsisto the right of the claim, and
then clickSelect

WITS Billingser Guide Page45
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Payment Application Claim Search

Payment # Unapplied Amount Order of Benefits

21 $0.00 v
First Name Last Name Claim #

Member # Plan Name

Third Party Liability

Claim Balance Claim Charge
>0
e D
Payment Application Claim List Paid in Full
D Claim # Client Name Member # Charge Claim Balance DOS Order of Benefits
[J 27 Drake, Tim 23456798 $60.00 $10.00 2024/03/04-2024/03/04 Primary
D 28 Drake, Tim 23456798 $120.00 $120.00 2024/05/08-2024/05/08 Primary
[J 30 Drake, Tim 23456798 $60.00 $60.00 2024/05/15-2024/05/15 Primary
[ =1 Drake, Tim 23456798 $120.00 $120.00 2024/05/16-2024/05/16 Primary

=0

Figure40: Selecting Claim

The Payment Application Claim Profile screen will disflayhe right of the listed claim, click the

vertical ellipsisand then clickSelect

Payment Application Claim Profile

\ Hide Context Information

Payment # Plan Name Claim Charge Amt Claim #

21 Third Party Liability $60.00 30

Client Name Claim Balance Member # Order of Benefits
Drake, Tim $60.00 23456798 Primary

Unapplied Amt
$0.00

e N
Payment Application Claim Item List for Claim # 30
= Bill Another Payor
Item # Service Service Date Charge Enc Balance Unpaid Amount
28 HO006/HF 5/15/2024 $60.00 $60.00 $60.00 E
~ Billing History —
Figure41l: Selecting Claim Item for Payment Application
WITS Billingser Guide Page46
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The section EOB Transactiostwill display at the bottom ofthe Payment Application Claim Profile
screen Click+Add EOB Transacticaand the fields belovit will become editable.

EOB Transactions for ltem # 28

=} Add EOB Transaction

Currently, there are no results to display for EOB Transactions for Item # 28.

Amount

Allowed Amount

Procedure Code

Procedure Modifier

Procedure Modifier

Reason

Comment

@ Save and Finish x Cancel

Type

Payment v

Paid Unit Count

Procedure Modifier

Procedure Modifier

Figure42: Add EOB Transaction

NOTEWhen the field Type is séd Paymenf additional fielddecome available for the EOB

Transaction.

Use the table belwa for completing theEOB Transaction.

Table4: EOB Transaction

Field Description

Amount

Type

Allowed Amount
Paid Unit Count
Procedure Code

How much was paid on tletaim. For claim rejections,
enter 0.

Payment

Setequal to the Amount field.

The number of units provided in the service.

The procedure code used in the service.

Procedure Modifier

If there were any modifiemssociated with the
procedure code, they can be included in these fields

WITS Billingser Guide
Version 1.0
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Reason Leave blankvhen Type is Payment.

Comment If needed, add comments regarding the payment.

ClickSave and Finish

For the remaining balance, clieldd 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 &gt Type tdPatient Responsibility
b. If another payor is being billedet Type tdContractual Obligations
Select a reason from the Reason dropdown field.

w

Add notes to the Comment text box if needed.
5. ClickSave and Finish

»

EOB Transactions for ltem # 28

= Add EOB Transaction

Currently, there are no results to display for EOB Transactions for ltem # 28.

Amount Type

Reason

Comment

ﬁ Save and Finish x Cancel

Figure43. Add EOB TransactiqgiRemaining Balance

If the client is responsible for the remaining balance, 8éent Payments

4.1.3.3.Bill Another Payor

IftheOf | FeiMdhing balance iseing billed toanother payor, clickBill Another Payor

WITS Billingser Guide
Version 1.0
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Payment Application Claim Profile

# Hide Context Information

Payment # Plan Name Claim Charge Amt Claim #

21 Third Party Liability $60.00 30

Client Name Claim Balance Member # Order of Benefits
Drake, Tim $60.00 23456798 Primary

Unapplied Amt
$0.00

s N

Payment Application Claim Item List for Claim # 30

+ Bill Another Payor

ltem # Service Service Date Charge Enc Balance Unpaid Amount
28 HO006/HF 5/15/2024 $60.00 $60.00 $60.00

A S

e ™
EOB Transactions for Item # 28

-} Add EOB Transaction

Amount Type Reason Comment Date
$60.00 Contractual Obligations Deductible Amount 5/17/2024 :
$0.00 Payment 5/17/2024 :
- S

Figure44: Bill Another Payor

The Bill Another Payor screen will display.

Bill Another Payor

Order of Benefits

Secondary

Group Enrollment

v
Initial Status
l Released v
Claim Items
Enc # Units Charge Service Service Date Encounter Balance
36 6.00 $60.00 Case Management Adult (HO006) 5/15/2024 $60.00 H

Save and Finish X Cancel

Figure45: 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:

Primaryg The first payobilled in the claim
Secondary;, Select this if billing a second
payor.

Tertiaryg Select this if billing a third payor.
>3¢ Select this for any payors billed after th
third.

Group Enrollment
Initial Status

Select a payor
Set the status t&Released.

ClickSave and Fishto be returned to the Payment Application Claim Profile screen.

A new claim has been created acah be viewed on the Claim Item List screen. Seén ltem List

4.1.3.3.1 Bill Another Payar Medicaid

For claims with a remaining balanaed Medicaid is billedn the remainderthe workflow hasa notable

difference.

1. On the Bill Another Payor scregset the following:

a. Group Enrollment Medicaid
b. Initial Status; Awaiting Review
2. ClickSave and Finish

Bill Another Payor

Order of Benefits

Secondary

Group Enrollment

I Medicaid [Alabama Medicaid] 2 - I

Initial Status

I Awaiting Review v I

Claim ltems
Enc # Units Charge Service
34 12.00 $120.00 Case Management Adult (HO006)
Save and Finish X Cancel

Service Date Encounter Balance

5/8/2024 $120.00

Figure46: Bill Another Payay Medicaid

3. Navigate to theClaim Item List

WITS Billingser Guide
Version 1.0

Pages0



\ﬂ.}’/FEI Systems

@ Agency

Home Page .
> Agency List
E:é Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary
Agency
GPRA Follow-up Due Detail
00
== Overdose Reversal Kits
Group List
> Facility List
I
Clinical Staff Members

Dashboard

> Tx Team Groups

&

Client List ~ Billing

{g} Invoicing

System
Administration

Claim Item List

Claim Batch List
(]

Reports Encounter List

EOB Transaction List

Figure47: Accessing Claim Item Lig&APMedicaid

4. Searchfor claims in the Awaiting Review status.
5. To the right of the claim, click theertical ellipsis and then cliclerofile.

WITS Billingser Guide Pagesl
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Claim Item Search
Plan Group Enrallment ENCID
- -
Client First Name Client Last Name Unique Client Number
Subscriber/Resp Party First Name S/R Party Last Name Subscriber/Resp Party Account #
Service Service Date
Authorization # Rendering Staff Facility
v
Claim Item ID Claim Batch ID
Awaiting Review v
FFS Type Add-On Level
- -
m < Cleer
Administrative Actions
Create Agency Batches Create Facility Batches
4 7\
Claim Item List
/> Export Ad Update Status m
D tem # Client Name FFS Type Add-On Level Service Date Service Duration Status Release Date Charge
] 49 Drake, Tim FFS None 5/8/2024 HO006/HF 60 Min Awaiting Review 5/8/2024 E
A S

Figure48: Medicad Claim Awaiting Review

6. Choose thdReport Transmission Type
7. Enter theAttachment Control NumbefACN)n the Attachment Control Number field.
a. The ACNs received from Medicaid by u@ding the EOB from th&PL claim.
i. NOTEReceiving the ACN is done outside of the WITS software platform.
8. ClickSave and then cliclReleasaunder Administrative Actions.
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Profile for Claim Item # 55 for Drake, Tim

¥ Show Context Information

Service Fee

Billing Units Rate / Unit Charge Amount
6.00 x  $10.00 = $60.00

Unit Desc

1 unit = 5 Min

FFS Type Created Date Encounter Post Date
Fee for Service 6/6/2024 12:31 PM 6/6/2024

Cost Center

Group Enrollment

Medicaid [Alabama Medicaid] 2

Tier Type Billing Note

Payor Billing Service

l Case Management Adult (H0006): HO006/HF v

Report Transmission Type
I |

Attachment Control Number

Service Location

Comprehensive Outpatient Rehab Facility

E Save and Finish X Cancel

Administrative Actions

Hold Release Delete

Figure49: Adding ACN to Medicaid Claim

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

4.2. Medicaid

If a client hasctive Medicaid eligibility, then claims generated frbitbed encounters can be sent to
Medicaid.There are a couple of rules to consider:

WITS Billingser Guide Pageb3
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1 If the client ha active TPL eligibility, claims will be generated against thB&eentitiesfirst.
o If a balance remains after TPL is billed, thesiaim is generated against Medicaid for
the remaining balance.
9 If aclient does not have active TPL eligibility, thMedicaidwill be billed asthe primary payor.

4.2.1.MedicaidEligbility

Medicaid eligibility is determined automatically after the client intake record is complétethquiry is
ISYSNIGSR FYR (NYyaYAlddSR Ulellgibiins Fhis DduikyRle id chlleRiBel S NXY A y
270. The information in the 270 depends on if the Client Group Enrollment (CGE) indicates Medicaid or

not.

~ A

f LT GKS OtASyl KIFIa aSRAOFIAR fAad
recorded Medicaid number.

9 If the client does not have Medicaid listed under the CGE, then the 270 inquiry will contain the
Ot ASyiQa {20AFf {SOdaNAGE& bdzYoSNI o6{{b0 YR RIUGS

R dzy RSNJ G4 KS /D

Client
Create has Query using
Intake Medicaid Medicaid ID

CGE?

Query using
SSN and Create 270
DOB

Transmit to
Medicaid

Figure50: New Client Medicaid Eligibility Workflow
Medicaid will return a response file (271) indicating whether the client is eligible for Medicaid or not.

LT GKS OtASyd Aa StAa3aroftsSs GKSy || yS¢é / D9 NBO2NR
listed for the eligibility date range. Otherwise, no CGE record is createdd&geaid CGlor more
information2 y | OO0S&aaAy3a. GKS Ot ASydaQa /D9

At the start of each monthWITSwill send a new inquiryo Medicaidasking ithe clientis still enrolled
in Medicaid If yesWITS will create aew MedicaidCGHo the client record fothe current month.If
the client is no longer eligible for Medicaid, the®€&E for the current month is not created.
4.2.1.1.H270 Management

The 270 file that WITS generates is located on the H270 Managestieran.

WITS Billingser Guide Pageb4
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NOTEBe aware thathe files listed on thiscreendo not identify anyclients. The usemwould need to be
proficient in reading &70 textfile to know which client the 270 file is referencing.

Toview the 270 files

1. From the left navigation menu, cligddgency
2. Inthe submenu, clicBillingto expand its options.
3. ClickH270 Management

WITS Billingser Guide Pageb5
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Agency
Home Page )
> Agency List
Grant Management Dashboard
GPRA Discharge Due
GPRA Follow-up Due Summary
Group List
GPRA Follow-up Due Detail
=4
Clinical Overdose Reversal Kits
Dashboard

&

Client List

> Facility List
Staff Members

{%} > Tx Team Groups

Skl | - Billing
Administration

Invoicing

[

Claim Item List
E—, Claim Batch List
1%
Support Ticket Encounter List

EOB Transaction List

W

Payment List
Billing Transaction List
Client Balance

Cost Center

w

Payor Plan List
H835 Management

H999 Management

H270 Management

H271 Management
> Contract Management
> Payor Adjudication

Alerts Configuration

Figure51: Accessing H270 Management

4. The H270 Management screen willplasy. UseSearchto locate specific files.
a. For examplefiles with a specific status.
5. To download the 270 file, cli¢ke vertical ellipsisto the right of the file and then cliclProfile.

WITS Billingser Guide Pageb6
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H270 Management Search

Plan Name Created Date
-

Agency Transmit Date
-

Batch # Status

* clear

H270 Management List

/> Export
Balch # Status Plan Name Created Transmit
117 Accepted Alabama Medicaid 5/10/2023 5/10/2023 E
1116 Accepted Alabama Medicaid 5/10/2023 5/10/2023 H

Figure52: H270 Management

6. The H270 Management Profile screen will display. Clasknload 270

H270 Management Profile

s Hide Context Information

Batch # Transmit Date Batch For Status

1117 5/10/2023 HI MedQuest Accepted

Created By Created Date Updated By Updated Date
User, System 5/10/2023 1245 PM User, System 5/10/2023 1Z:45PM

Errors List
/> Export

Currently, there are no results to display for the Errors List

Administrative Actions

Download 270

Figure53: Download 270 File

7. TheSave As window will open. Choose a location to save the file and the®aliek

WITS Billingser Guide Pages7
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@ Save As
4 <« Desktop » WITS » Alabama » 837 Files
Organize « Mew folder
> Ml Desktop MName

—| 0000071212_20240409143731_127894561-2.99%

> |4 Documents

—| 0000071212_20240409151051_127894561-1.835

> Meetings

» Microsoft Teams Chat F —| AL Singleclaim&1

> PN Pictures —| AL_Singleclaim71!
» Recordings —| AL_Singleclaim101

N Whiteboards — AL _Singleclaim1000

—| H270_1109_20230510_124513

Search 837 Files

File name: | H270_1109_20230510_124513

Save as type: | TXT File

~ Hide Folders

Save

Cancel

Figure54: 270 File Save

4.2.1.2.H271 Management

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

eligibility or not.Clients with Medicaid eligibilityill have the CGE created automatically. S&ent

Group Enroliment

To view theresults of the271 file:

1. From the left navigation menu, clidigency
2. Inthe submenu, clicBillingto expand its options.
3. ClickH271 Management

WITS Billingser Guide
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Agency

Home Page

> Agency List

Grant Management Dashboard

GPRA Discharge Due

GPRA Follow-up Due Summary
Group List

GPRA Follow-up Due Detail

4
Clinical Overdose Reversal Kits
Dashboard

B

Client List

> Facility List
Staff Members
> Tx Team Groups

| ~ Billing

Invoicing

Claim Item List

Claim Batch List

Support Ticket Encounter List

EOB Transaction List

W

Payment List
Billing Transaction List
Client Balance

Cost Center

W

Payor Plan List
HB835 Management
H99%9 Management

H270 Management

H271 Management

> Contract Management
» Payor Adjudication

Alerts Configuration

Figure55: Accessing H271 Management

4. The H271 Management screen will display. USearchto locate specific files.
a. The H271 Management screen will k§ent names
b. The Response Date column has a timestamp of when the responseeeaged from
Medicaid.

WITS Billingser Guide Pageb9
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5. To review the Medicaid response, click thertical ellipsisto the right of the client, and then click
Profile.

H271 Management Search

Plan Name
Inquiry Date Response Date
Client First Name Client Last Name

Subscriber/Resp Party First Name Subscriber/Resp Party Last Name

m e

H271 Management List
/> Export

Client Name Plan nquiry Date Response Date

Grays, Papaya HI MedQuest 1/28/2022 1/26/2022 E

Figureb6: H271 Management Screen

6. The H271 Response Profile screen will display.
a. The section H271 Response List identifies if the client tigeacoverage.
b. The section Associated CGE List indicates whetli& B record was created arifdso,
the coverage dates.
c. The Rejection Listlentifies if theclient in the270 was rejected by Medicaid.

WITS Billingser Guide Page60
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H271 Response Profile
A Hide Context Information

Inquiry Date Response Date Response Upload Date
1/28/2022 1/26/2022 1/28/2022

Client First Name Client Last Name
Papaya Grays

Subscriber/Resp Party First Name Subscriber/Resp Party Last Name
Papaya Grays

s

H271 Response List

Status Coverage Service Type Insurance Type Message
Active Coverage Individual Substance Abuse Medicaid 131220000104

Other or Additional Payor Health Benefit Plan Coverage Medicare Part A

N

s

Associated CGE List
Plan Group StartDate EndDate ActionTaken Note

Alabama Medicaid Medicaid 1/1/2022 1/31/2022 Created Created for the dates 01/01/2022 to 01/31/2022

"

-
Rejection List

Currently, there are no results to display for the Rejection List.

\

Figure57: H271 Response Profile

4.2.2.Claim Workflow

Medicaid claims will be generated in the Released stafsenMedicaid batches are generatedaims
are bundled together into a batch based on tth&te of service. For examplelaims for the service
month ofMay are bundled into the same batcBlaims with a service month of Jumeould be bundled
into a separatebatch

Provider Batch
Claim

Claim ltem 2

Figure58: Claim Batch ProcesMedicaid
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NOTEIf a Medicaid batch needs to be created manually, Segating a Batch

Once batche® L ¢ { ¢ XKIS dINR DA R SWIBEMH O hetstatys obthe @l@rkK batch will
change to Billed.

Provider Claim Batch Profile

\ Hide Context Information

Batch # $195.46 Batch For Status
6 Alabama Medicaid Billed
Transmit Date Order Ignore Warnings Service Month/Year
5/6/2024 4:45 PM e No 12/1/2023
FFS Type 837 Type HIPAA Processing Set 837 File Status
Fee for Service
Transmission Message
Created By Created Date Updated By Updated Date
ADM, SSRS 12/4/2023 1:47 PM Wilson, Scott 5/6/2024 4:45 PM

Errors List
/> Export
Currently, there are no results to display for the Errors List.
Figure59:Provider Claim Batch ProfilBilled Status
NOTEL 2 Yl ydz- £ t& oAff | LINE GharBnmistOf I AY o G6OK G2 !¢

NOTEThe Administrative Action fazending avledicaidclaim batch to ADMH iSend to Clearing
House
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Provider Claim Batch Profile

A Hide Context Information

Batch # $195.46 Batch For Status

6 Alabama Medicaid Released

Transmit Date Order Ignore Warnings Service Month/Year
Secondary No 12/1/2023

FFS Type 837 Type HIPAA Processing Set 837 File Status

Fee for Service

Transmission Message

Created By Created Date Updated By Updated Date
ADM, SSRS 12/4/2023 1:47 PM ADM, SSRS 12/4/2023 1:47 PM

E Save and Finish x Cancel

Administrative Actions

Awaiting Review Hold Void Send To Clearing House

Errors List
/> Export

Currently, there are no results to display for the Errors List.

Figure60: Send Medicaid Claim BatchADMH

WITS will batch provider claims received at the state levelbatohes. Again, batches contain claims for
services rendered in the same monthiter the batch is processed, an 837P file is generated with the
batched claims anthat file is transmitted taViedicaid.

Medicaid will process the claim amneturn a response to ADMH in an 835 fMgITS will automatically
receive and process tH&35 andapply any paymentthat 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, cliédigency
2. Inthe submenu, clicBillingto expand its options.
3. ClickPaymentList
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@ Agency

Home Page

> Agency List
Eé Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

00
== Overdose Reversal Kits
Group List
> Facility List
© iy
S
Clinical Staff Members

Dashboard
» Tx Team Groups

Client List ~ Billing

{g} Invoicing

System

Administration Claim Item List

Claim Batch List
[

Reports Encounter List

EOB Transaction List

~ Payment List

Payment Profile

Figure61: Accessing Payment List

4. The Payment Search screen will display. Set the field Payor Plan to Medicaid aBdanatk
5. Under the section Payment List click thertical ellipsisto the right of the payment, and then click
Profile.
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Payment Search

Payor Plan
Alabama Medicaid v

Last Name
Posted Date
Payment Amount

Contractor

First Name

Pmt #

Reference

Unapplied Amount

-
) Clear
' h
Payment List
+ Add Contract Payment 4 Add Client Payment = Add Plan Payment /> Export
Pmt # Payor Name Posted Payment Amount Created By
1 Alabama Medicaid 9/26/2023 $85.07 Claims E
A /

Figure62: Payment Search Screen

6. The Payment Profile screen will display. Cihkw Payment Application

WITS Billingser Guide
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Payment Profile

Payment #
1

Plan Name

Alabama Medicaid

Client Name

Transaction Type

l Payment -
Reference

Comment

Check/EFT Date

ol

E Save and Finish x Cancel

Administrative Actions

Show Payment Application Apply Payment

Posted Date

9/26/2023 [

Receipt Date
l 9/26/2023 [5)

Created Date
9/27/2023 8:37 Al

Created By
Claims, yb

Payment Amount

$85.07,

Unapplied Amount
$0.00

Intended For

Figure63: Payment Profile

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

Transaction List.

EOB Transaction Search

EOB Transaction Type Enc # First Name Last Name
v
Payment # Payor Name Subscriber # Facility
1 v
Unique Client Number Service Date Procedure Code Payment Date
Claim Item #
m " CIear
EOB Transaction List
/> Export
Claim ltem Enc Client Sve SieD Transaction Adjustment App App Pmt e
# Name Date Type Reason Amt Date # o
1 1 Apple, 10/1/2022 90832/HF  Payment $85.07 9/27/2023 1 Alabama
Johnny Medicaid
2

Figure64: EOB Transaction List
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NOTEIf a Medicaid payment needs to be manually entered into WITSC&aen Payments
SeeBiling HistorF 2 NJ AYF2NX I GA2Yy 2y K2g (G2 NBOGASE | adzyyl NE

4.2.3.1.Balance Remaining

In the event that Medicaid pays the clgiand a lalance remains, a new claim can be generated to bill
against a government contract if certairiteria are met. Se8ill Another Ryor- Medicaid

If the remaining balance cannot be billed agamsgfovernment contract, then that balance may need to
be written off. SeeClaim Adjustments

4.2.3.2.Bill Another Payor

LT GKSNB A& I oL f I MadiGaid2etarnd the Geimiktaoe (parial p@yiménhorclalmT & S NJ
denial), the remaining balanaeill be billed against a government contract if the following conditions

are met

1 Medicaid returrs one of the followingclaim adjustment reason cod€AREvaluesin the 83%) &
claim adjustment segmer{CAS)

0 4¢The procedure code is inconsistent with the modifier used or a required modifier is
missing.

0 5¢ The procedure code/bill type is inconsistent with the place of service.

0 16¢ Claim/service lacks information which is needed for adjudicatom atleast one
remark codds provided (may be comprised of either the NCPDP Reject Reason Code or
Remittance Advice Remark Code that is not an ALERT)

0 AlcgClaim/Service deniedind d least oneremarkcode must be provided (may be
comprised of either the NCPDP Reject Reason Code, or Remittance Advice Remark Code
that is not an ALERT.)

9 Theunpaidservice has Contract Service Rte setupwith arate type Standard or Contract
1 The client has a CGlat matches theContract Service Ra@eset groupddolescent, special
women, adult, etc.)

If these conditions are met, then a new claim will be automatically generated faethaining balance
against the government contract.

If a balance remains after Medicaid pays the claim, anccthien balance does not meet the
requirements to bill to the government contract, then the remaining balance may need to be written
off. SeeClaim Adjustments

4.3. Government Contract

Government contract claims will be generated in the Released status. At set intervals, WITS will process
Fff 2F I LINPOARSNRAE I20SNYYSyld O2yiGNI OG OftlFAYA Ay
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Provider Batch
Claim

Claim ltem 2

Figure65: Claim Batch Government Contract

NOTEI{f agovernment contracbatch needs to be created manually, Séesating a Batch

hyOS o6l 0O0OKSRX 2L¢{ gAff a.Afté¢ GKS LINRPJARSNDa Of I
change to Billed.

Provider Claim Batch Profile
#\ Hide Context Information
Batch # $60.00 Batch For Status
28 Titan's Treatment Billed
Transmit Date Order Ignore Warnings Service Month/Year
5/20/2024 419 PM Ty No
FFS Type
Fee for Service
Created By Created Date Updated By Updated Date
Wilson, Scott 5/20/2024 419 PM Wilson, Scott 5/20/2024 419 PM
Billing Form
WITS Batch

~
Errors List
/> Export
Currently, there are no results to display for the Errors List.
S

Figure66: Claim Batch Government Contract

After the batch igransmitted to the state contracting agency, the status of the batch will change to
Accepted.

NOTEAnN accepted batch does not mean that the claims passed adjudication.
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Provider Claim Batch Profile

#\ Hide Context Information

Batch # $60.00

28

Transmit Date Order

5/20/2024 419 PM Primary

FFS Type

Fee for Service

Created By Created Date
Wilson, Scott 5/20/2024 4:19 PM

Billing Form
WITS Batch

Batch For
Titan's Treatment

Ignore Warnings
No

Updated By

User, System

Status
Accepted

Service Month/Year

Updated Date
5/20/2024 4:23 PM

Errors List
/> Export

Currently, there are no results to display for the Errors List.

Figure67: Government ContraeBatch Accepted

After the batch is acceptedVITS will adjudicate the clagn

4.3.1.Payor Adjudication

Payor adjudication occurs in the ADMH contractor agency for llbe@rnment contract claims.

NOTEGovernment contract payments are made from the highest priorityttiat has available

funding.

WITS Billingser Guide
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o
— e e —— »  Adjudication
Encounter Claim ltem Claim Batch Provider Claim Submission
4l
-
EOB/Remittance

Figure68: 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 aule is triggeredthe claim wil be denied Denialsand their reasons will show on

GKS OftASyiQa oAftAy3d KA&AG2NE dzy RSNJ GKS 9h. ¢NIyal
a BiingBistdink S Of ASyGQa oAftAy3

C2NJ AYTF2NXIGA2y 2y |00
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Billing History for Encounter # 41 - VanDyne, Janet (J053752EZ870544)
Service
Case Management Adult (HO006)
Encounter Balance: Service Start
-$80.00 5/20/2024
12:00 AM
Duration: Service End
40 Min 5/20/2024
12:00 AM
# of Sessions
8
Program Name
Titan Treatmenty/Intensive Outpatient : 5/15/2024 -
Rendering Staff
Wilson, Scott
Claim Item List
W Plan Name g;:‘;'[;’; Charge gl::’h“s"“’“ Created Date Created By
34 Block Grant Primary $80.00 Batched 5/21/2024 Wilson, Scott
37 Block Grant Primary $80.00 Batched 5/21/2024 Wilson, Scott
Billing Transaction List
1d# Type/Source Charge Credit Share Percentage Adjustment Reason Comment Created Date Created By
72 Charge $80.00 50.00 5/21/2024 Wilson, Scott
EOB Transaction List
i Ela’\ e Type Amount  Adjustment Reason Comments e Created By
# ource ate
g7  Block Grant Other sgopop  EXact duplicate claim/service (Use only with Group Code OA except where Service denied because payment already made for /2172024 USEn
(Pymt # 26) adjustments state workers’ compensation regulations requires CO) samey/similar procedure within set time frame. ’ System
Block Grant P User,
31 (Pymt # 28) Payment $80.00 5/21/2024 System

Figure69: Billing History with Claim Denial and Reason

The Adjudication Results report widlentify anygovernment contract claims thatere denied. See
Adjudication Resultander the Reports section of the guift more information.

NOTEGovernment contract claims created in WITS will only fail adjudication @l is a duplicate
or if thegovernment contract does not hawavailable funds

4.3.2.Government Contract Payments
Once the claim has been adjudicateaccessfully, payment will be applied to ttlaim item

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

1. From the left navigation menu, clidigency
2. In the submenu, clicBillingto expand its options.
3. ClickPaymentList
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@ Agency

Home Page

> Agency List
Eé Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

GPRA Follow-up Due Detail

00
== Overdose Reversal Kits
Group List
> Facility List
© iy
S
Clinical Staff Members

Dashboard
» Tx Team Groups

Client List ~ Billing

{g} Invoicing

System

Administration Claim Item List

Claim Batch List
[

Reports Encounter List

EOB Transaction List

~ Payment List

Payment Profile

Figure70: Accessing Payment Listovernment Contract

4. The Payment Search screen will displaigeeded, clear all search fieldad clickSearch
a. The Payment List section displays all payments. Government Contract paymiéhts/ea
Payor Namenatching thegovernment contracts set by the state.
5. Under the section Payment List click thertical ellipsisto the right of the payment, and then click
Profile.
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Payor Plan

Last Name

Posted Date

Payment Amount

Contractor

Payment Search

: Clear

First Name

Pmt #

Reference

Unapplied Amount

s N
Payment List
~+ Add Contract Payment = Add Client Payment = Add Plan Payment /> Export
Pmt # Payor Name Posted Payment Amount Unapplied Amount Intended For Created By
24 Block Grant 5/21/2024 $60.00 $0.00 User, S D
23 Block Grant 5/20/2024 $60.00 $0.00 User, S, :
\ Y,
Total Payment
$230.00
Figure71l. Government Contract Payment List
6. The Payment Profile screen will display. Ciihkw Payment Application
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Payment Profile

Payment # Posted Date

24 5/21/2024

Plan Name Receipt Date

Block Grant l 5/21/2024 (5
Client Name Created Date

5/21/2024 9:10 AN

Transaction Type Created By

Payment User, System

Reference Payment Amount

2 $60.00

Comment Unapplied Amount
$0.00

Check/EFT Date Intended For

= -

m Save and Finish x Cancel

Administrative Actions

Show Payment Application Apply Payment

Figure72: Payment ProfileGovernment 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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EOB Transaction Search

EOB Transaction Type Enc # First Name Last Name

Payment # Payor Name Subscriber # Facility

24 -

Unique Client Number Service Date Procedure Code Payment Date

B o}

Claim Iltem #

m m % Clear

EOB Transaction List
/> Export

Claim ltem Enc Sve Transaction Adjustment App App Pmt Payor
# # il Date Segcs Type Reason Amt Date # Name

Vel 5/21/2024  HOOOB/HF  Payment $60.00 5/21/2024 24 Block Grant

® i Janet

Figure73: EOB Transaction Lissovernment Contract

4.3.2.1.Government Contract Manual Payment

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

From the Payment Search Screen, ctiékid Contract Paymeninder the Payment List screen.
The Payment Profile screen will displ@pmplete the required and relevant fields.

ClickSave and then cliclApply Paymentunder the Administrative Actions.

The Payment Application Claim Search screen will didplageded.completesearch fields and click
Searcho locate the claim.

5. (Check theboxto the left of the claim, and then clidkaid in Full

pPwnhPE
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Payment Application Claim Search

Payment # Unapplied Amount

25 $60.00

First Name Last Name

Member # Contract Name
Titan's Treatment

Claim Balance Claim Charge

>0

N Clear m m

Payment Application Claim List

Paid in Full

Claim # Client Name Member # Charge

34 vanDyne, Janet J053752E2870544 $80.00

Claim Balance

$80.00

Order of Benefits
v
Claim #
DOS Order of Benefits
2024/05/20-2024/05/20 Primary :

Figure74: Paid in Full Government Contract

6. The Paid in Full Confirmation screen will display. Ciaiifirmat the bottom of the screen.

Paid In Full Confirmation

Payment #
25

Titan's Treatment

Client Name

Amount

$60.00

Selected Claims

Claim # Client Name Member # Charge

34 VanDyne, Janet J053752E2870544 $80.00

Posted Date
5/21/2024

Receipt Date
5/21/2024

Reference

Unapplied Amount
$60.00

Claim Balance

$80.00

DOS Order of Benefits

2024/05/20-2024/05/20 Primary

Total to be paid:
$80.00

Current Unapplied Amount:

$60.00

New Unapplied Amount:

-$20.00
x Cancel
Figure75: Paid in Full Confirmation
WITS Billingser Guide Page’6
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If a balance remains after a claim is processedugh a government contract, the remaining balance

Oy 0S8 | Re2dzaid SR 2 ¥ Elait Kuistr@xhtforSnoré @farmatianO 2 dzy § @ { S S

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:

1 Client ineligible to receive service.

9 Client did not receive the billed service.

9 Clinical information was insufficient to support billing.
1 Claim was billed under the wrong client.

1 Encounter was invalid.

NOTEArequest to void aMedicaidclaim cannot be generated until the 835 is received from Medicaid
on the original claim.

To void a claim:

1. From the left navigation menu, cliédigency
2. Inthe submenu, clicBillingto expand its options.
3. ClickClaim Item List
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@ Agency

Home Page .
> Agency List
Eé Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail
00 )
=5 Overdose Reversal Kits
Group List
> Facility List

X v

e

Clinical Staff Members

Dashboard

> Tx Team Groups

E

Client List v Billing

{g} Invoicing

System
Administration

Claim Item List

|_D Claim Batch List
Reports Encounter List

EOB Transaction List
> Payment List

Billing Transaction List

Client Balance

Figure76: Accessing Claim Item Listoid

4. The Claim Item Search screen will display. Use search fields anBedickio locate the claim.
5. Click thevertical ellipsisto the right of the claim and then cli¢krofile.
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Claim Item Search

Plan Group Enrollment ENC ID
Alabama Medicaid v v
Client First Name Client Last Name Unique Client Number
Subscriber/Resp Party First Name S/R Party Last Name Subscriber/Resp Party Account #
Service Service Date
Authorization # Rendering Staff Facility
v
Item Status Claim Item ID Claim Batch ID
-
FFS Type Add-On Level
- -
m  Cear
Administrative Actions
Create Agency Batches Create Facility Batches
4 7
Claim Item List
A> Export A Update Status m
D Item # Client Name FFS Type Add-On Level Service Date Service Duration Status Release Date Charge
O = Drake, Tim FFS None 5/15/2024 HO006/HF 30 Min Released 5/15/2024 E
~ J

Figure77: Claim Item SearchVoid

6. The Profile for Claim Item screen will display. GRiekerseunder the Administrative Actions.
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Profile for Claim Iltem # 29 for Drake, Tim

V' Show Context Information

Service Fee

Billing Units Rate / Unit Charge Amount
6.00 x $10.00 = $60.00

Unit Desc
1 unit =5 Min

FFS Type Created Date
Fee for Service 5/15/2024 2:14 PM

Cost Center
Group Enrollment
Medicaid [Alabama Medicaid)]
Tier Type Billing Note
Payor Billing Service
I Case Management Adult (H0O006): HO006/HF
Report Transmission Type

Attachment Control Number

Service Location

Comprehensive Outpatient Rehab Facility

E Save and Finish x Cancel

Administrative Actions

Reverse Adjust Bill Another Payor

Encounter Post Date

5/8/2024

Figure78: Claim Reversal (Void)

7. A confirmation screen will display. Cli¢ks

WITS Billingser Guide
Version 1.0
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Are you sure that you want to reverse this Claim Item?

Yes X No

Figure79: Confirm Reversal
8. A new claim to reverse the payment will be created for the client in the Released status.

PageS1l
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Profile for Claim Item # 35 for Drake, Tim

A Hide Context Information

ENC ID Delivered Service Service Start Service End
11 H0006/HF 3/4/2024 12:00 AM 3/4/2024 12:00 AM
Program Diagnoses Duration Pregnant
Intensive Outpatient F10.120// 30 Min No
# Sessions/Units Status Rendering Staff
1 Released Wilson, Scott
Service Fee
Billing Units Rate / Unit Charge Amount
-6.00 % 10.0000 = -$60.00
Unit Desc
1 unit =5 Min
FFS Type Created Date Encounter Post Date
Fee for Service 5/21/202412:50 PM 5/8/2024

Cost Center
Group Enrollment
Medicaid [Alabama Medicaid]
Tier Type Billing Note
Payor Billing Service
I Case Management Adult (HO006): HO006/HF
Report Transmission Type

Attachment Control Number

Service Location

Comprehensive Outpatient Rehab Facility

m Save and Finish X Cancel

Administrative Actions

Awaiting Review Hold Delete

Figure80: Reversal (Void) Claim

WITS Billingser Guide
Version 1.0
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At this point, the claim will follow thbilling workflowprocessbased on the type aflaim

1 Government contract and Medicaid claims will be processed automatically.
9 TPL claims will need to be manually sent to the tpiagtty liabilitypayor.

NOTEa SRAOI AR gAff NBGANY Iy yops FyR GKS OfFAY LI &°
account.

¢t2 NBOASSG GKS OflAY NBGSNAIfSX | 00Saa GKS LIe&ySyidaQ
Amount field will have a negative dollar amount.

NOTEFor information on accessing the Payment List and Payment Profile scree@ased’ayments

Payment Profile
Posted Date
5/21/2024  [=

Payment #

27

Plan Name Receipt Date
Alabama Medicaid l 5/21/2024 D)
Client Name Created Date

5/21/2024 1:05 PN

Transaction Type Created By
l Payment - User, System
Reference Payment Amount

-560.00
Comment Unapplied Amount

$0.00
Check/EFT Date Intended For
B b

m Save and Finish x Cancel

Administrative Actions

Show Payment Application Apply Payment

Figure81. Payment ProfileReversal (Void)

4.4.2.Claim Replacements

Adjustments can occurihe claim should have been billédit had incorrect information. For example,
one of the following fields needs to be corrected:

1 Billing Units
1 Service
9 Encounter location is invalid

WITS Billingser Guide Page83
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9 Subscriber Informatioq In this instance, the client profile and/or CGE information must be
corrected before creation of the claim replacement. $8nt Group Enrollmerfor more
information on changing th&PL and Medicaid subscriiaformation.

NOTEFor Medicaid claims, @placement 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, cliédigency
2. Inthe submenu, clicBillingto expand its options.
3. ClickClaim Item List

WITS Billingser Guide Page84
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SF FEI Systems

@ Agency

Home Page .
> Agency List
Eé Grant Management Dashboard

State Waitlist
GPRA Discharge Due

GPRA Follow-up Due Summary

GPRA Follow-up Due Detail
00 )
=5 Overdose Reversal Kits
Group List
> Facility List

X v

e

Clinical Staff Members

Dashboard

> Tx Team Groups

E

Client List v Billing

{g} Invoicing

System
Administration

Claim Item List

|_D Claim Batch List
Reports Encounter List

EOB Transaction List
> Payment List

Billing Transaction List

Client Balance

Figure82: Accessing Claim Item Li&eplacement

4. The Claim Item Search screen will display. Use search fields anBedickio locate the claim.
5. Clickthe vertical ellipsisto the right of the claim and then cli¢krofile.

WITS Billingser Guide Page85
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Claim Item Search

Plan Group Enrollment ENC ID
Alabama Medicaid v v
Client First Name Client Last Name Unique Client Number
Subscriber/Resp Party First Name S/R Party Last Name Subscriber/Resp Party Account #
Service Service Date
Authorization # Rendering Staff Facility
v
Item Status Claim Item ID Claim Batch ID
-
FFS Type Add-On Level
- -
m  Cear
Administrative Actions
Create Agency Batches Create Facility Batches
4 7
Claim Item List
A> Export A Update Status m
D Item # Client Name FFS Type Add-On Level Service Date Service Duration Status Release Date Charge
O = Drake, Tim FFS None 5/15/2024 HO006/HF 30 Min Released 5/15/2024 E
~ J

Figure83: Claim Item SearclReplacement

6. The Profile for Claim Item screen will display. Glidjustunder the Administrative Actions.

WITS Billingser Guide

Version 1.0

Page86



\‘\.FFEI Systems

Profile for Claim Iltem # 29 for Drake, Tim

V' Show Context Information

Service Fee

Billing Units Rate / Unit Charge Amount
6.00 x $10.00 = $60.00

Unit Desc
1 unit =5 Min

FFS Type Created Date
Fee for Service 5/15/2024 2:14 PM

Cost Center
Group Enrollment
Medicaid [Alabama Medicaid)]
Tier Type Billing Note
Payor Billing Service
I Case Management Adult (H0006): HO006/HF
Report Transmission Type

Attachment Control Number

Service Location

Comprehensive Outpatient Rehab Facility

E Save and Finish x Cancel

Administrative Actions

Reverse Adjust Bill Another Payor

Encounter Post Date

5/8/2024

Figure84: Claim Adjustment (Replacement)

7. A confirmation screen will display. Cli¢ks

WITS Billingser Guide
Version 1.0
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Are you sure that you want to adjust this Claim ltem?

Yes X No

Figure85: 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 cliSlve and Finish

WITS Billingser Guide Page88
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Profile for Claim Item # 29 for Drake, Tim

A\ Hide Context Information

Cost Center

Group Enrollment

Medicaid [Alabama Medicaid]

Tier Type Billing Note

Fee for Service

Payor Billing Service
l Case Management Adult (HO006): HO006/HF
Report Transmission Type

Attachment Control Number

Service Location

Comprehensive Outpatient Rehab Facility

m Save and Finish X Cancel

Administrative Actions

Awaiting Review Hold Delete

ENC ID Delivered Service Service Start Service End
11 H0006/HF 3/4/2024 12:00 AM 3/4/2024 12:00 AM
Program Diagnoses Duration Pregnant
Intensive Qutpatient F10.120/ / 30 Min No
# Sessions/Units Status Rendering Staff
1 Released Wilson, Scott
Service Fee
Billing Units Rate / Unit Charge Amount
I 6.00 % 10.0000 = $60.00
Unit Desc
1 unit = 5 Min
FFS Type Created Date Encounter Post Date
Fee for Service 5/21/2024 2:47 PM 5/21/2024

Figure86: Reversal (Void) Claim

WITS Billingser Guide
Version 1.0
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Two claims will be created.

9 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.
0 This is not sent to the payor.

1 The second claim item is the Adjustment of the original claim.
0 This is the claim that needs to be sent to the payor

Claim Item Search
Plan Group Enrollment ENC ID
- v
Client First Name Client Last Name Unique Client Number
Subscriber/Resp Party First Name S/R Party Last Name Subscriber/Resp Party Account #
Service Service Date
Authorization # Rendering Staff Facility
v
Item Status Claim Item ID Claim Batch ID
-
FFS Type Add-On Level
- -
... JEER
Administrative Actions
Create Agency Batches Create Facility Batches
Claim Item List
/> Export A4 Update Status m
D Item # Client Name FFS Type Add-On Level Service Date W Service Duration Status Release Date Charge
) 38 Drake, Tim FFS None 5/21/2024 HO006/HF 30 Min Released 5/21/2024 -$60.00
[J 39 Drake, Tim FFS None 5/21/2024 HO006/HF 30 Min Released 5/21/2024 $60.00

Figure87: Reversal and Adjustment Claim
At this point, the claimwill follow the billing workflow process based on the type of claim

1 Government contract and Medicaid claims will be processed automatically.
1 TPL claims will need to be manualgnt to thethird-party liability entity.
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NOTEa SRAOF AR gAff
account.

¢t2 NBOIASSH

NOTEFor information on accessing the Payment List and Payment Profile scree@ased’ayments

NEB G dzNy/

0KS NBLX I OSR OfFAYS
Amount field will have a negative dollar amount.

'y yopZ

LJ- &

Payment Profile

Payment #

28

Plan Name

Alabama Medicaid

Client Name

Transaction Type
l Payment v

Reference

Comment

Check/EFT Date

Posted Date
5/21/2024 [0

Receipt Date

l 5/21/2024 ()

Created Date

5/21/2024 1:05 PN

Created By

User, System

Payment Amount

l -560.00

Unapplied Amount

$0.00

Intended For

o] -
Administrative Actions
Show Payment Application Apply Payment
Figure88. Payment Profile Replacement
Clicking orBhow Payment Applicatios A f £ RA&aLJX & 620K OflAYa | a
WITS Billingser Guide Pagedl
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EOB Transaction Search
EOB Transaction Type Enc # First Name Last Name
Payment # Payor Name Subscriber # Facility
28 v
Unique Client Number Service Date Procedure Code Payment Date
B ol
Claim Item #
- R
s N
EOB Transaction List
/> Export

Sim . BSOS S e Ten A SV S o

38 40 Drake, Tim ~ 5/21/2024 HOOOG/HF ~ Payment $60.00  5/21/2024 28 m:gi’;ﬂ

39 40 Drake, Tim  5/21/2024  HOO06/HF  Payment $60.00  5/21/2024 28 ngg‘;
\ J
Figure89: EOB Transaction LigReplacement Claims
4.5. Client Payments
To record a client payment:
1. From the left navigation menu, clidigency
2. In the submenu, clicBillingto expand its options.
3. ClickPaymentList
WITS Billingser Guide Paged?2
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SF FEI Systems

@ Agency

Home Page .
> Agency List
E:é Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

Agency
GPRA Follow-up Due Detail
00 ]
= Overdose Reversal Kits
Group List
> Facility List
o ty
IS

Clinical Staff Members

Dashboard

> Tx Team Groups

E

Client List h Bllllng

{g} Invoicing

System

Administration Claim Item List

|_D Claim Batch List
Reports Encounter List

EOB Transaction List

v Payment List

Payment Profile

Billing Transaction List

Figure90: Accessing Payment Ligtlient Payment

4. The Payment Search screen will disp@lck+Add Client Paymeninder the Payment List section.

WITS Billingser Guide Paged3
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Payment Search

Payor Plan First Name

v
Last Name Pmt #
Posted Date Reference
Payment Amount Unapplied Amount
Contractor

b 4

Payment List

-+ Add contract Payment I — Add Client Payment I ~+ Add Plan Payment F> Export

Currently, there are no results to display for the Payment List.

Total Payment:

$0.00

Figure91: Add Client Payment

5. The Selection for Payment screen will dispgarchfor the client in question.
6. To the right of the clientclick thevertical ellipsisand then clickSelect

WITS Billingser Guide
Version 1.0
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Selection for Payment

Client First Name
SSN

Unique Client Number

m " Clear

Client Last Name

Drake

DOB

Provider Client ID

'd N
Client List
/> Export
Unique Client # Full Name DOB SSN
Q253355VH552544 Drake, Tim 8/1/1989 111-11-1111 D
N\ R
Figure92: Select Client for Payment
7. The Payment Profile screen will display. Complete the required and relevant fields.
8. ClickSave and then clicldpply Payment
WITS Billingser Guide Paged5
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Payment Profile

Payment #

Receipt Date

l 5/21/2024 (9
Created Date
Created By

Payment Amount

Unapplied Amount

Intended For

E Save and Finish X Cancel

Administrative Actions

Show Payment Application

Apply Payment

Posted Date
5/21/2024

Client Name

Drake, Tim

Transaction Type
l Payment
Reference

Comment

Check/EFT Date

ol

ol

Figure93: Client Payment Profile

9. ThePayment ApplicatioEncounter Search screen vdibplay.UseSearchio locate the encounter

being paid.

WITS Billingser Guide
Version 1.0
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Payment Application Encounter Search

Payment # Unapplied Amount
29 $60.00
Client Name Encounter #
Drake, Tim
Service Start Date Service
-
Enc Balance
m m e
s A
Payment Application Encounter List
D Enc # Service Billed Company Charge Enc Balance DOS
D 1 HO006/HF Alabama Medicaid, TPL $60.00 $10.00 3/4/2024 D
[ 34 HO006/HF TPL $120.00 $120.00 5/8/2024 :
] 3 HO006/HF Alabama Medicaid, TPL $60.00 $60.00 5/15/2024
[ 38 HO006/HF TPL $120.00 $120.00 5/16/2024
N /

Figure94: Payment Application Encounter Screen

4.5.1.Paid inFull

For payments beingaid in full, clickhe boxto the left of the encounter being pajénd then clickaid

in Fulljust above the encounter list.

The Paid in Full Confirmation screen will display. Clarkirm

WITS Billingser Guide
Version 1.0
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Paid In Full Confirmation

Payment #
29

Receipt Date
5/21/2024

Client Name

Drake, Tim

Payment Amount

$60.00

Selected Claims

Enc # Service Billed Company

11 HO0006/HF Alabama Medicaid, TPL

B Cance'

Posted Date

5/21/2024

Reference

Unapplied Amount
$60.00

Charge

$60.00

Enc Balance

$10.00

Dos

3/4/2024

Total to be paid:
$10.00

Current payment balance:

$60.00

New payment balance:

$50.00

Figure95: Paid in Full Confirmation

4.5.2.Partial Payment

To make a partial payment, click thertical ellipsisto the right of theencounter, and then clicBelect

WITS Billingser Guide
Version 1.0
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Payment Application Encounter Search

Payment # Unapplied Amount
42 $10.00
Client Name Encounter #
VanDyne, Janet
Service Start Date Service
Enc Balance
... R
e ~
Payment Application Encounter List
Paid in Full
D Enc # Service Billed Company Charge Enc Balance DOS
] 39 HO006/HF ADMH $60.00 $30.00 5/20/2024 E
O a7 HO006/HF ADMH $50.00 $50.00 5/22/2024 :
\ Y,
Figure96. Making Partial Payment
The Payment Application Profile screen will displalick+Add EOB Transaction
Complete the required and relevant fields. Cl8&kve and Finish
WITS Billingser Guide Paged9
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v Show Context Information

Payment Application Profile

e

= Add EOB Transaction

Amount
$60.00
-$60.00
$30.00

$20.00

EOB Transactions for Encounter # 39

Type

Payment

Payment

Payment

Other adjustments

Reason

Adjustment amount re..

Comment

Date

5/20/2024

5/21/2024

5/22/2024

5/23/2024

Amount

Reason

Comment

E Save and Finish x Cancel

Type

Figure97. EOB TransactiorClient Payment

4.5.3.PaymentsThrough Client Record

' Y2G3KSNJ g1 &

w

Y18 |

1. From the left navigation menu, cli€Xient List

Ot ASy i

A a

0 KNR dz3 K
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Client List

{2y

Home Page .
2 > Client Profile

Eg Linked Consents

State Waitlist
Non-Episode Contact

> Activity List

Agency

Episode List
00
[

Group List

54
Clinical
Dashboard

&

System
Administration

[

Reports

Figure98: Accessing Client LisElient Payment

2. The ClienSearch screen will display. USearchto locate the client record.
3. To the right of the céint record, click thevertical ellipsisand then clickActivity List

Client Search

Facility First Name Last Name Unique Client Number
¥  janet
Advanced Search v X Clear
Ve N\
Client List
+ Add client /> Export
Full Name Unigue Client # SSN
VANDYNE, Janet J053752E2870544 9. D
6/1/1963 Female Profile
y )
Linked Consents
4. From the Client List submenu, clitkyments
WITS Billingser Guide Pagel01
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SF FEI Systems

@ Client List

Home Page

> Client Profile

E:é Linked Consents

State Waitlist
Non-Episode Contact

v Activity List

Agency
Intake
00 .
=5 > Drug Testing
Group List
- Tx Team
I
Clinical > Screening
Dashboard
> Assessments

B

Client List

o

Outcome Measures

{g} Program Enroll

System
Administration

[

Reports > Notes

Diagnosis List

o

Encounters

o

Treatment

v

Discharge

Consent

Referrals

Payments

Episode List

Figure99: Accessing Payments

5. The Client Payment List screen will display. Gliadd New

WITS Billingser Guide Pagel02
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Ve N\
Client Payment List
Display All Payments
Pmt # Type Payor Name Posted Payment Amount Unapplied Amount Intended For
38 Payment VanDyne, Janet 5/22/2024 $60.00 $30.00
a1 Payment VanDyne, Janet 5/23/2024 $40.00 $40.00
42 Payment VanDyne, Janet 5/23/2024 $10.00 $10.00
. /

Figurel0Q Client Payment List

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

Payment Profile

Payment # Posted Date

5/23/2024 [0

Receipt Date Client Name

l 5/23/2024 [5) VanDyne, Janet

Created Date Transaction Type
Payment

Created By Reference

Payment Amount Comment

Unapplied Amount Check/EFT Date

ol

Intended For

m Save and Finish X Cancel

Figurel01l Payment Profile

8. The payment needs to be applied to a claim. From the left navigation menuAgkeicy
9. Inthe submenu, clicBillingto expand its options, and then cli€layment List

WITS Billingser Guide Pagel03
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SF FEI Systems

@ Agency

Home Page )
> Agency List
E:J: Grant Management Dashboard
State Waitlist
GPRA Discharge Due
GPRA Follow-up Due Summary

Agency

GPRA Follow-up Due Detail
00 .
= Overdose Reversal Kits
Group List
> Facility List
o
I35
Clinical Staff Members

Dashboard

> Tx Team Groups

E

clientList || IELL

{g} Invoicing

System

Administration Claim ftem List

|_D Claim Batch List
Reports Encounter List

EOB Transaction List

v Payment List

Payment Profile

Billing Transaction List

Figurel02 Accessing Payment Li€llient Payments

10. The Payment Search screen will display. 8lsarchto locate the payment.
11. To the right of the payment click theertical ellipsisand then clickrofile.

WITS Billingser Guide Pagel04
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Payment Search

Payor Plan First Name

v
Last Name Pmt #

42

Posted Date Reference
Payment Amount Unapplied Amount
Contractor

v
m * clear
g ™\

Payment List
< Add Contract Payment 4= Add Client Payment = Add Plan Payment /> Export

Pmt # Payor Name Posted Payment Amount Unapplied Amount Intended For Created By

42 VanDyne, Janet 5/23/2024 $10.00 $10.00 Wilson, E

. /

Figurel03 Locate Existing Payment

12. The Payment Profile screen will display. CAipkly Paymenunder Administrative Actions.

WITS Billingser Guide Pagel05
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Payment Profile

Payment # Posted Date

42 5/23/2024 [
Receipt Date Client Name

l 5/23/2024 [5) VanDyne, Janet
Created Date Transaction Type

5/23/2024 1:45 PN\ l Payment v
Created By Reference

Wilson, Scott

Payment Amount Comment

l $10.00

Unapplied Amount Check/EFT Date

$10.00 B

Intended For

m Save and Finish X Cancel

Administrative Actions
Show Payment Application Apply Payment
Figurel04 Payment Profile
13. The Payment Application Encounter screen will display.
a. To pay a claim in full, sé&aid inFull
b. To make a partial payment on a claim, $&etial Payment

WITS Billingser Guide Pagel06
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Figurel05 Payment Application Encounter Screen

4.6. Claim Adjustments

If a claim balance needs to be written off

1. From the left navigation menu, clidigency
2. In the submenu, clicBillingto expand its options.
3. ClickBilling Transaction List
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