
 

 

 

 

  

  
 

 

WORKFLOW FOR HOW TO LOOK AT CLAIMS AGAINST PAYMENTS IN THE SYSTEM 

To search for payment EFT 

1. Click on the agency tile on the left side of the screen to access the billing menu

2. Click on the billing tab to expand the billing menu options

3. Once the billing menu expands, click on the “payment list” menu option.

4. The payment search screen will then be shown on the screen.

5.While on the payment search screen, click the drop down menu in the box labeled contractor. (Alabama Department of
Mental Health should now show in the contractor box)

6.Click the search button
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WORKFLOW FOR HOW TO LOOK AT CLAIMS AGAINST PAYMENTS IN THE SYSTEM 

To search for payment EFT (cont’d) 

7. After clicking the search button, you will then see payments populate at the bottom of the screen in the section titled 
“payment list”. 
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WORKFLOW FOR HOW TO LOOK AT CLAIMS AGAINST PAYMENTS IN THE SYSTEM 

8. To access details of a payment you can hover over the vertical ellipses and click on profile. 

• After clicking on the profile option for the payment, you will then see the payment number, reference number, 
payment amount, the plan name and check/EFT date. 
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WORKFLOW FOR HOW TO LOOK AT CLAIMS AGAINST PAYMENTS IN THE SYSTEM 

To search for the claims that are linked with a payment/check write EFT 

1. To access the claims associated with a payment you can scroll to the bottom of the payment profile screen to access 
the “Administrative Actions” box . 
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WORKFLOW FOR HOW TO LOOK AT CLAIMS AGAINST PAYMENTS IN THE SYSTEM 

2. Click on show "payment application”. 

• The system will then open the EOB Transaction screen and the claims that are associated with that payment will 
populate at the bottom of the screen. 

Please note: You can view the claim details on screen or export the claim details to an excel document. 
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