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Single Left Click on
the drop down and

select the bucket (either

Print Primary or Print
Secondary). Single
Left Click on Process.

Submitting Paper Claims
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Note: Be sure you have loaded your printer with claim
forms prior to processing
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Submitting Electronic Claims

« Single Left Click on the drop down and select the bucket. Single Left
Click on Process. There will be 2 pop up screens with questions,
Answer those and then Single Left Click on Online.
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Note: Refer to your “payer online help”
document located under file>documents>lists for
step by step directions

Page 3 of 5



Single Left
Click on the
drop down to

select a bucket.

Single Left
Click on
Archive, then
Single Left
Click in the
confirmation
box.

Confirming Claim Batch
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Note: You must review your confirmation
reports before marking a batch confirmed.
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Opening confirmation Reports

«After down

loading < File Insurance Clawr

Confirmation P——— .v ¥=1 Process onjine & Print [ archive H foio Bl Close 7 Help
reports’ Slngle Payer Mame Patient Charges| “isit Date | Status Flag
Left Click on

Online. Single |

L eft Click on +  TWcorrect E0 send Bach [ View Reports [md Tools R, Exit
VieW Reports, im. Mail/Reports

and then | @ open [ Save | X Delete | B, Cidse

Double Left - Report Documents |

Click on that 2007/11/15 06:58pm  aaaa. TXT

report.

Note: It is strongly recommended that you save or
file a copy of each confirmation report.
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