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Adjust, Void, and
Resubmit Social Services
Medical Claims

e This section explains how to adjust and void paid claims and
how to resubmit denied or voided claims.

e A previously paid claim may need to be adjusted (to change
the dates, units, or other details) or voided (changing the
claim so it is no longer in paid status.

e Reasons you may want to adjust or void a claim include, but
are not limited to, realizing the original claim had incorrect
data or finding out the client was not eligible for services on
the dates claimed.
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Ocos: i

* Tosave the template, click Save Template at i i
the top of the screen. i  Professional Claim

* You will be asked Do you want to save the
Template?

+ Select OK to save the template or select
Cancel |f yOU are not ready to save the Do }Jgu want to save the Temp|ate?

template or need to make changes.
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q Ol [+
e You will now be returned to ==
. i Create a Claim Template ~
the Create a Claim Template
Typs Of Claim: | | rafessinnal w|*
screen. &
Claims Template List “ -

| A =i | ®view | @Dekste | @ SaveAs/Copy | bk Treate Baich || & Crzate Bach Al || B Autc Baich | <

e Here, you will see the template

. Fitter By v And | Filer By v [ol= By Save Filter T My Fillers~
you just created. You can see
Template Name Type Last Updated By Last Updated Date
the template name, template n & s x 2
type, the user who made the “ ;J - e ‘ e
last update, and the last
updated date.

e To edit, view, or delete the
template, check the box next
to the template name and
select Edit, View, or Delete. If
you are editing the template,
once you have made the
needed changes make sure
you save the updated
template.
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Copy a Claim Template

e Tosave time, you can use the
template you just created to make

similar templates for other clients. 1 Claims TemplteList
| A= | @view | @Dekte | @SavzAsiCopy || e CrmaizBeich &k Creat= Bzichal | B Avto Balch ‘
Filter By v Ang | Fltsr By
e To Copy a Template:
Template Name Type
o Check the box nexttothe | | : e
desired template name. n olessicna

Ouioxe [R00
Create a Claim Template

Typsa OFf Claim: | I'rafessinnal w

L

o Select Save As/Copy.

Note:

Copying a template can save you time,
however, be mindful to ensure you update
information as needed (client ID, auth #,
etc.). Incorrect authorization numbers,
provider IDs or client IDs will cause the claim
submitted with the template to be denied.

)

A Edit || @ View
Filter By

O

D ]

O

Q@ Celete || @ SaveAsiCopy

Template Name
AY

F My Filters—
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e After choosing Save As/Copy, the originalsaved
template appears.

e Toupdate the template:
* Template Name: Change Template Name

o Change the Template Name

o Change the ClientID

o Click the red plus sign next to Additional | " Ctent!>:}  Change Client ID
Subscriber/Client Informationand change | = additional Subscriber/Client Information

. N
the client's: = OrglLast Name:|  Change Client Last Name First Name:
o LaStName T dd coyy
. = Date of Birth: * Gender- | Change Gender [w/|
e Date of Birth oo Change DOB ender g v
ig i3] ad coyy
y Gender Date of Death: Patient Weight: Ibs

Patient is pregnant: ()¥es(_No

o Click on the red plus sign next to

Prior Authorization and change
the: <] PRIOR AUTHORIZATION

e Authorization Number
1. * Prnor Authorization Humber: Change Authorization Number
e DiagnosisCode
o Click Save Template.
Diagnosis Codes: * 1 3 X 5; :

Change ICD-10

T L] 9 10: 11 12:

Note:

The Provider NPI will remain the same
when copying a template.
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© Close BSave Template | E3Reset

e After clicking on Save Template you willbe e Professional Claim
asked Do you want to save the Template? i

e C(lick OK to save the template or click Cancel
if you are not ready to save the template or
need to make changes.

Do you want to save the Template?

O ciose [{+EGE

it Create a Claim Template

e After clicking OK, you will be returned to Type Of Claim: | Professional v
the Create a Claim Template screen.
e The new, saved, template will be shown #  Claims Template List

along with the original template.

L Edit || ®view || @Dekete | @ SaveAsiCopy | 4 Create Batch || 4+ Create Batch Al || B Auto Batch
e Repeat the process as many times as ' ' '

Filter B v Filter By

needed. 4 And :
Template Name Type
AY AT

O Professional
‘ O P Professional
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Submit a Claim from Template

As previously mentioned, claims cannot be
submitted from the Manage Templates section.

To submit claims using the templates you
have created:

e From the Provider Portal, select Create
Claims from Saved Templates.

Client Limit Inquiry & You have logged in with

Benefit Inquiry W Previous Site Visit:
Last Login Password Change
Payments el i) il
& Lastlogin failed attempt
View Payment
View Capitation Payment
Managed Care ~

View Enroliment Roster
View ETRR

Prior Authorization v

On-line Prior Authorization Submission
Prior Authorization Inquiry

Prior Authorization Adjustment

Provider L 4

Provider Inquiry

Accounl with IP Address

Online Services 9
Proid  Claims v
) ) | Notepad A Reminder
, e | Claim Inquiry
rroviders| | C13IM Adjustment/Void .
oninese | On-line Claims Entry
— On-line Batch Claims Submission (837)
camind | Resubmit Denied/Voided Claim i
Claim Adj
onined = Retrieve Saved Claims
On-line §
Resubimi Manage Templates Nerinek
Retri =
e kreate Claims from Saved Templates Iﬁ a¥
No Records Found !
2::;: Manage Batch Claim Submission
— T TourTmmomm

@ External Links

[v] @6

B Print @ Help

[ save Fitter Y My Filters v

Due Date Read

AY Av

i Calendar -~

10:25 AM

Su Mo Tu We Th Fr Sa
5|6 |7 8 9

12 .13 14 15 16

19 20 21 2 3

26 27|28 29 30
Today
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e The Create Claim from Saved Templates List appears.

e Here you will see all your saved templates.

% Create Claim from Saved Templates List < A

| Filter By v And | Filter By ¥ ©co

BSave Filter ¥ My Filters~

Template Name Type Last Updated By Last Updated Date
AY AV AV AV
Professional | 09/06/2022
e To select a template,

|. k h bl Professional - 09/06/2022
clickon t e ue Professional 09/06/2022
hyperlinked : Professional & 09/06/2022
Tem plate N ame.‘ Professional =y 09/06/2022
Professional ] 09/06/2022
TSROy, O Professional Se—— 09/06/2022

View Page: 2 ®Go | [ Page count SaveToXL S Viewing Page: 1 Fist € Prev | P Next | [ Last
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Claim Template Batch
Overview

e A Batch (template) is a group of claims
which share the same date of service.

e The Claim Batch process allows you to
create a group (batch) of templates,
change the date of service on all the
templates at one time, and submit the
batch all at once.

Note: This process should not be confused with the HIPAA
Batch Upload process. Medical providers

(including Social Services Medical Providers) can submit
claims via a process called HIPAA Batch Upload. More
information about this process can be found on HCA's
HIPAA Electronic Data Interchange (EDI)webpage.
Questions about this billing option should be directed to
HCA's HIPAA Help Desk at hipaa-help@hca.wa.gov.
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* You will see all the claim templates you have created:

~  Profile: EXT Provider Social Services Medical i Motepad A Reminder (@ External Links & Print @ Help
» Provider Portal > Claims Template List
#  Create a Claim Template A
Type Of Claim: Frofessional w |
A Edit | @®View | @ Delete | @ SaveAsiCopy .-|- Create Batch || == Create Batch All | B Auto Bafch
# Claims Template List S
Filter By : ~ And - @ Go | B save Filter Y My Filters ~
O Template Name Type Last Updated By Last Updated Date
AY AY Ay Ay
Ok 5 Professional 021012021
Ok 6 Professional 02/01/2021
Om s Professional 02/01/2021
s o Professional 021012021
0J w Professional 02/01/2021
4 E Professional 021012021
Jo 3 Professional 02/01/2021
View Page: 2 (® Go || == Page Count SaveToXLS Viewing Page: 1 & First || € Prev [ ¥ Mext | » Last
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O Close [+ FAN

Create a Claim Template

Type Of Claim: Professional w | ¥
e Toinclude all templates in the batch, click Create Batch All. R P
# Edit | ®View | @Delete | @ SaveAsiCopy = Create Batch || 4+ Create Batch Al P Auto Batch
e Tochoose certain templates to include in the batch, click the Filter By o ndl | Filler By -
boxes next to each template you want to include then click
Create Batch. Template Name Type
D AY AT
7] Badi "~ Professional
[ Bom Professional
[ Budl Professional
[ Cas Professional
[ Cha Professional
[] Con Professional
[ Cos Professional
View Page: i2 | ®co . .H Page Count SaveToXLS

e Pop-up appears asking Are
you sure you want to
create Batch?

e Click OK.

Are you sure you want to create Batch?
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Click Build Batch.

Batch Claim Attributes:

Claim Type: Professional w

&t

From Date of Service: 12/15/2021

&

To Date of Service: 12/22/2021

@ Build Batch || @ Cancel

° Assigned Batch Number q Batch Number is 1280808611152,

appears.

Click Cancel.

Batch Claim Attributes

Claim Type: Professional ~
From Date of Service: 12/15/2021 =] ] *
=

To Date of Service: 122172021

Note:

Your claim batch has been
built but not yet submitted.

© EBuid Batch

© cancel

1
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The V|eW Temp|ate LlSt » Provider Portal 5 Batch Claim Submission Status List 5 View Template List for Batch
from Batch screen O cose [[C1NEES
appears.
View Templates List from Batch ~
Click on blue hyperlinked | Filter By v And | Fiter By v Bco
Invalld status. A Save Filter ¥ My Filters~
. . Template Name Status Claim Type

Template Validation Errors av Ay av
pOp-up appea rs. Valid Professional

Valid Professional
VieW and make note Of = Invalid Professional
the Error Description (i.e., ———> | e
o g a_ g q Invalid Professional

service code is invalid/
emptyu) View Page: | 1 ®co I Page Count SaveToXLS Viewing Page: 1 «rist | € Prev > Next | 3 Last
Click Cancel.
Template Validation Errors ~

Template Name:

i Client ID: " WA

Error Description:  Atleast there should be one line on the claim

| % o Cancel
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