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Billing Resubmission " Sanda_ta

Determining Your Resubmission Process

What Resubmission Process Do | Use?

To determine the appropriate process for resubmitting claims, please follow the
guideline outlined below:

1. When an entire Claim File has not successfully transmitted, that is a structural issue
with the file, use the Rollback Resubmission Process.

2. When an entire Invoice has been denied, that is the provider ID does not match the
provider ID on file, use the Set to 05-Billable Resubmission Process.

3. When any portion of the claim has be paid, that is the event code is incorrect on a
single service line in the claim but not on all others, then use the Set to 10-Cancelled
Resubmission Process.

4. When you need to Export a claim that has the same member, service and date as a
previously exported claim, that is one of two scheduled services was not invoiced due
to an exception, use the Late Charge Resubmission Process.

Things To Know

. In the SPM system, the terms claims and invoices are
@ﬁ interchangeable. This document often uses the term Invoice since it
is displayed on the SPM screens.

' Only Users with appropriate security rights will have the
L] permissions necessary to complete the instructions to follow.
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Rollback Resubmission Process

How to Resubmit Using the Rollback Process

When an entire Claim File has not successfully transmitted, because of a structural issue
with the file, use the following instructions.

6 Sandata

1. Go to Billing — History.

Mouse over the Billing button and then click on the History button in the drop down.

__Client v | 82, staff v

‘¥ Export History

N} Tracking {24 Reporting| B¢ admin v | @) Help v

) Scheduling ¥

= [3November
[#11/17/2010 (5)

S (55 Billing [ ExPort Dt S Epicode Tracker
Sl
1 Episode Pricer
B 32010

[ SaOa

[ Inwaices

[ Accounts

ogout

¥ Rollback - Close

Formats
[ Export

1]

= S0ctober
[@10/20/2010 (4) Claims || | ] Remittance
£ -~
S DAvgust il Manusl Remittsnce Ert 1D Invoice Itsms Amount  Comments —
[@s/26/2010 (3) 3 128588885~
/307 i Payors
[@8/26/2010 (2) 07/30/201 000001854 2 $104.76
i Master Rates
I Eligibility L] ~=462467251-
: 07/30/2010 LOPUSHANSKA, LIDIYA 000001636 4 $139.68

2. Locate the Rejected Claims.

Use the Collapse/Expand toggle (the + next to the folder icons) to locate the rejected

Claims.

I client v | 82, staff v

) Schaduling v ;\_-" Tracking

. Billing ¥ »&‘3 Reporting %@Aﬂmrnv @ Help v

Z wost icaau

s Export History * Rollback .- Closa
& [Ch Billing — Export Details
El= Date:
& 32010 < Payor:
S [SNovember Records:
[@11/17/2010 (5) File Name:
2 [C)October
[@ 1072012010 (4) Claims ] Raw File
B [DAugust Clisnt Chart ID Itsms Amount

[#.8/26/2010 (3)

07/30/2010 KROL, ETYA HO1ESSEEEE Jaooo1esa 3 104.76
[@a/26/2010 (2) o ’ HH e
IC Eligibility H9462467251-
2 07/30/2010 LOPUSHANSKA, LIDIYA 000001836 4 $139.68
I oasis HH
I Payroll HB128588885- =
07/30/2010 KROL, ETYA o 000001855 2 $69.84

3. Click on the Claims File.

By clicking on the date of the claims in the navigation bar, you can see you claims in the

Claims tab.

) Client v | 82, staffv

- Scheduling ¥ | M/ Tracking

. Billing ¥ Q Reporting @gﬁumin ~ @ Halp v

[ 15 o st

L Export History %, Rollback . Closa
= I Billing — Export Details
= P2 Dat=i{7/30/2010 ]
= 32010 Payor| ]
[DNovember Records:| |
[#11/17/2010 (5) File Name:|
B [)0ctober
B 10/20/2010 (4) Claims ] Rawi File
B [CAugust Chart 1D Items Amount
[@ar26/2010 (3) HB128588885-
/30/ g
[B5/26/2010 (2) 07/30/2010 KROL, ETYA o 000001854 3 £104.76
ISy Eligibility H9452467251-
07/30/2010 LOPUSHANSKA, LIDIYA 000001836 4 £139.68
I Oasis HH
I Payroll HE128588885- =
07/30/2010 KROL, ETYA o 000001855 2 $69.84

4. Click on Rollback.
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__client» | H, staff~

L& Export History

| scheduling ¥ | M Tracking

= I Billing
2 3r2
E 32010
= [(Nevember
E [(0ctober
[# 10/20/2010 (4)
2 [DAugust
[@s/26/2010 (3)
[@8/26/2010 (2)
) Eligibility
) Oasis
) Payroll

. Billing ¥ |

— Export Details

Date:|

Payor|

Recordsi|

File Name:|

Claims || Raw File

Client

Chart 1D Invoice Items Amount

HB128588885-

07/30/2010 KROL, ETYA - 000001854 3 $104.76
H9462467251-

07/20/2010 LOPUSHANSKA, LIDIYA n 000001836 4 £139.68
HE128588885-

07/30/2010 KROL, ETYA . 000001855 2 £69.84

Commants

5. Click on Yes to confirm.

g Are you sure

axport back 2

u want to roll this

6. Click on OK to continue.

These invoices are now set to 05- Billable and will be part of your next export cycle.

r

Message from webpage

50 Invoices were rolled back.
Cnly invoices with stakus (03- Rap Sent) or (06- Bill Sent) were rolled back,

P | [ o]

@

These invoices will now be set to 05- Billable and be included in
your next export file.
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7. Go to Billing — Export.

Mouse over the Billing button and then click on the Export button in the drop down.

__Glient v | 82, staff ¥ | | Scheduling }_,Fe,-r.ack;.gm@uemmﬂ@g.wmmv @ relov | | [aostern v | D wost 1% Locout

@ Billing Export Ml Invoices V| Clear Fiter ) Refresh ot @8 Print . Close

[5 Accounts

[— Search Filters

#} Episoda Track
Cliant:] 2. i Tt = From:[07/30/2010 [Z]l « <Aug2010,

Compamy 9]  payar] LB ERisods Pricer ate 7o 07/30/2010 | [51|S.Me Tu WaTh Fe sa
totion| [ Sham Only Eilasle [F=4567

1
Thams 8 9 10 11 12 13 14

: 15 16 17 18 19 20 21
® g D send s Test 22 23 24 25 26 27 28

Team[ ™ LJ Remittancs 2303 1 2 3 4

eglen il Manual Remittance 2 BT Y Egaa

FileName:

[ Fil Payars - - |

% Master Rates

8. Find the Invoices now set to 05- Billable.

Use the Search Filters (keep in mind the date range may need to be expanded) and click
on Refresh to populate the results list with the item you wish to export (including items
that were rolled back).

__Jclient v | 82, staffv | ) scheduling v | N/ Tracking | . Billing ¥ | | Reporting %@Mmm v | @ Help v L NDSI %\ Logout

Q_.Ei"fng Export W Clear Filte) "'_) Refresh Export é Print

—| Search rs|
Client:| vM obste Fromifo7jorzo0 | F [« «u2010, »
Company;| 3 Payeri[PL v Date To:07/30/2010 Lﬂ Su Mo Tu We Th Fr Sa

Location: v Status: v Show Only Billable Ttems
* admit Type:| P1- Payor 1 ~ Format: TH Payor Sand As Tast

Region: ~|  FileName:{EXP20110310002.CLM
Chart ID Invoice Items [Amount Status Comments

07/20/10 Sosin, Queenie H8128588885-HK 0000001854 3 $104.76 $104.76 05- Billable |
07/21/10 Piccioli, Pamela H9462467251-HF 0000001836 4 $131.68 $131.68 05- Billable

07/22/10 Real, Anz H7891023476-Hk 0000001866 2 $100.76 $100.76 | 05- Billable Bl
07/22/10 Sosin, Queenia H2128583885-HF 0000001855 2 $69.84 $69.84 05- Billabla

07/24/10 Agunbiade, Anita H8113145737-HK 0000001852 2 $30.92 £30.92 05- Billable

07/24/10 Alaia, Natalia H8143483908-HF 0000001821 1 $50.38 $50.38| 05- Billable

07/24/10 Alzia, Natalia H8143483308-Hk 0000001818 3 $151.14 $151.14 05- Billable

o7/24M0 Almeyda, Verna H2636547028-Hk 0000001823 4 £135.68 $135.68 05- Billabla

07/24410 Anagnostakis, Valerie H8150151087-HK 0000001840 4 $131.68 $131.68 05- Billable 3
3 | &

otal Claims:50 119 4,367.06  4,367.06

As Of: 03:24 PM
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9. Click on Export.

Be sure to have a Payor selected, then click on Export.

|_Iclient v | 82 staffv | ) Scheduling v | M Tracking| . Billing ¥ | 2y Reporting | £:¢ Admin v | @) Help v L, st % rocout
.._.Birlfng Export W, Clear Filter  €) Refrach E

— Search Filters

Cliant] v oate From:[o7/01/2010 Al « «Jul2010, »
Company e [ryar]r v Date Toi07/30/2010 ® |5u Mo Tu We Th Fr Sa
toeatons ™| swws[ ™ Show Qnly Sillable Ttems
AdmitTypeiPl-Payors |  Format: ™ Pavor Send As Test

team{  WProvidern ™|
Region] %] FileName:{Exp20110310002.0LM

07/20/10 Sosin, Queenie H28128588885-HF 0000001854 2 £104.76 $104.76 03- Billable o]
07/2i/10 Piccioli, Pamela H9462467251-HF 0000001836 4 $131.68 $131.68 05- Billable
o07/22/10 Real, Ana H7851023476-HF 0000001866 2 £100.76 $100.76 035- Billable N
07/22/10 Sosin, Queenie H8128588885-HF 0000001855 2 $69.84 $69.84 05- Billable
o07/24/10 Agunbiade, Anita H8112145727-HF 0000001852 2 £20.92 $30.92| 05- Billable
07/24/10 Alaia, Natalia H28142483908-HF 0000001821 1 $50.38 $50.38 05- Billable
o07/24/10 Alzia, Natalia H28142483508-HF 0000001818 2 $151.14 $151.14 05- Billable
07/24/10 Almeyda, Verna H2636947028-HF 0000001823 4 $135.68 $135.68 05- Billable
o07/24/10 Anagnostakis, Valerie H8150151087-HK 0000001840 4 $131.68 $131.68 03- Billable 7
— . . o 5

otal Claims:50 119 4,367.06 4,367.06

As Df: 03:24 PM

10. Click on OK to Export.

g Do you wafk to export the file?

The system will prompt you when your export completes successfully.

@ File export is in progre

you can close this window
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Set to 05- Billable Resubmission Process
How to Resubmit Using the Set to 05- Billable Process

When an entire Invoice has been denied, because. the provider ID does not match the

provider ID on file, use the following instructions.

1. Before You Begin.

Before you begin this resubmission process, verify the entire claim was denied and no

part of the claim was accepted.

2. Go to Billing — Invoices.

Mouse over the Billing button and then click on the Invoice button in the drop down.

| __| Glient ~ ‘ 8, stafiv |/ Scheduling ¥ | 7 Trecking| 'a 9

\ Invoices

s serening By pamio | @i | | e ] Swost

jout

) Refrash B Add & Print Updste -
[ Acghunts
— Search Filters F
¥} Epifode Tracker
07/03/2010 « «Jul2010 » »
Client: 72 epifode Pricer e From: =g Su Mo Tu We Th Fr Sa
= u u We Th Fr
Farmats 07/03/2010 =1
e — R e To SeR S e
xpo =
1112 13 14 15 16 17
Hist |
Location] v Status | ) Gisry [ ride Cancalled 18 12 20 21 22 23 24
|4} Remittance e 25 26 27 28 29 30 31
i — e ® e
Payors
O only partial Paid
i Master Rates
= O only Ho Paymants

3. Locate the Rejected Invoice.

Use the Search Filters and click on Refresh to locate the invoice you wish to resubmit.

: vt g | i B S s
|| __| client v ‘ R, staffv (e Scheduling ¥ ‘ W/ Tra(kmg‘ _ Billing ¥ | - Reporting Admin v | ({4 Help ¥ || [esstern_¥] 5 wos1 &
*, Invoices W, Clear Filter (€) Refresh [ Add 4% Print Update
A[EEEP(
-DT_‘D 2010 Jul 2010
Client:| V|l Date From: — e 4 e
i Su Mo Tu We Th Fr Sa
07/03/2010 =
i 4 5 6 7 8 910
11 12 12 14 15 16 17
v
Ll 25 26 27 28 23 30 31
Team[ © ormal
O only Partial Paid
O only Ho Payments
L}
Total Showp: 1

|cliant

07/03/2010  Agunbiade, Anita

Chart 1D

HB113145737-HF 0000000155 2

Invoice Items  |Amount

$52.38

As Of: 06:14 PM

Balance  |Status Payor

$48.38 06- Bill Sent B2

4. Double Click to Open.

” I client ¥ ‘ S staffv e Schaduling ¥ ‘ N/ Tracking

'\, Invoices

 Billing ¥ | = Reporting | B¢ admin v | i naip v i & nost 2

. Logout

¥, Clear Filter

€) Refresh [ Add @ Brint Update

. Close
[— Search Filters
2 07/03/2010
Client:| M ©ate From— « 4 Jul 2010 + »
7 Su Mo Tu We Th Fr Sa
07/03/2010 = =
= 4 5 6 7 8 9510
11 12 13 14 15 16 17
[
teston sews | L 18 15 20 21 22 23 24
fnvoices 25 26 27 28 28 30 31
admicTyes| v wweesfiss ] special Options [Zs 4567
Team]{ & @ tormal
O only Partial Paid
l O only no Payments

Total Shown

|Client

07/03/2010 | Agunbiade, Anita

Invoice

items
HE113145737-Hk 0000000155 2
I

=

£52.38

As Of: 06:14 PM

Balance  |Status

|payor

$48.38 06- Bill Sent P2

12222011
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5. Set Status to 05- Billable

Use the Status drop down to set this invoice to 05- Billable.

Click on Save to save and close.

Invoice #0000000155

— General

é print  A® Praview 'Transfar A\ ”eq. Denial

Client: | Agunbiade. Anita (HB113145737-HH

Payor:| P2 Rate Plan:| Defzult

Dates And Status

Comment:

L] Codrs: 07/01/10 - 07/03/10
Dafed: [07/03/2010 =

‘ DucWy: [07/17/2010

Status:| 05- Billable v

ofig. Amt:

— Reference Codes

06- Bill Sent
Auth. No.:[5000177045 | il code:[111 ] ark Inve 07~ Bill Paid
09- Hold
Ref. Ho.t| | cscode:[z0 | ’T:‘Adjustm 10- Cancelled
11- Resubmit
[Bpayments & Credits || [ Attached Ttems ] [Bsupplemental Codes ] e e a—

6 Sandata

07/02/2010 | |LANUZA, EMILY
07/03/2010 | |LANUZA, EMILY

Description vCoda | HCPC
C_]

£17.46 | $2.00

&

Before you continue. Resolve all issues that caused your invoice not
to bill properly, that is the provider ID does not match the provider
ID on file. Once all the issues are resolved, you may continue.

@

This invoice will now be set to 05- Billable and be included in your
next export file.

6. Go to Billing

Mouse over the

— Export.

Billing button and then click on the Export button in the drop down.

__J Client~ | 52, staffv

.._. Billing Export

12222011

Search Filters
Client:]

e

M\ Tracking @ Reporting| I&Mmin v | @ Help v

Invoices

| Scheduling ¥

__Eastem hd L NDSI ’;‘:\\ Logout

¥, Claar Filtar  (€) Refrash Export } Print

" Close

[(% Accounts

#} Episada Tracker
{ 7} Episade Pricer
Formats

.—E‘v’ B Export

Format: | {3} Histary

= From:[07/30/2010 =l « «Aug 2010, W
ste To:07/30/2010 |7|5u Mo Tu weTh Fr sa
12 2 a 5 & 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
2930 31 1 2 3 4
5 6 7 B 910 11

Payor

Show Only Billable
Items

[send as Test
-3 Remittance
e Manual Remittance
FileName:
[ 1. Payars

5 Master Rates

|ctent

Chart ID |lmr.

Balance Status
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7. Find the Invoices now set to 05- Billable.

Use the Search Filters (keep in mind the date range may need to be expanded) and click

on Refresh to populate the results list with the item you wish to export (including the
item that was set to 05- Billable).

_Client ¥ | 82 staffv

| Schaduling ¥ N/ Tracking

. Billing ¥ \ﬂ Reporting &Mm\'n v @ Halp v
. Billing Export

-

', Clear 5] " Export @ Print .. Clos=
Search Filters|
Client: Agunbiade, Anita. . . . . . . . . . 18113145737-HH w [l Date From:[07/01/2010 ||_] « <Aug 20105
S e S 7 | (] sutto 1 weh £ sa
Locationi| ¥ statusy ~| M show only Billable 1tems | + 2 3[4 5 & 7
+ Admit Type: P1- Payor L v Format:

8 9 10 11 12 13 14
T Payor Send As Test
Team wlrroviesrios ¥

15 16 17 18 19 20 21
22 23 24 25 26 27 28
Region:| ¥  FileName:[EXPZ0110310002.CLM ] e
5 6 7 8 910 11
(=100

Chart ID

Items |Amount Balanca

Status

07/24/10 Agunbiade, Anita HE8113145737-HF 0000001852

2 $30.92 $30.92 05- Billable

8. Click on Export.

Be sure to have a Payor selected, then click on Export.

| .l Client ~ | %Sta“v ‘ - | Scheduling ™ ‘ _\-’ Tra(kmg‘

sillng ¥ | = Reporting | L admin v | @ relp v = & wost
@ Billing Export

| Logout
W, Claar Filter ) Rafrash Export & Print
Search Filters
Client: Agunbiade, Anita. . . . . . . . . . 18113145737-H » Ml Dat= From:[07/01/2010 ] « <Aug 2010, »
Companyi| ' [ ~] Date To:07/30/2010 || ® |58 Mo Tu weTh Fr sa
Location;| | status ~| [ Show Only Billable tems | * 2 3[ 4] 5 & 7
Admit Type: P1- Payor L B Format: TN Payor Send s Tast 8 9 10 11 12 13 14
" 15 16 17 18 19 20 21
Tesm: wlprovider s ]
Region:|

¥  FilaName:[EXP20110310002.CLM |

22 23 24 25 26 27 28
253031 1 2 3 4
5 6 7 8 910 11

Chart 1D Invoice

Items |Amount Balance

Status

07/24/10 Agunbizde, Anita H8113145737-HF 0000001852

2 $30.92 $30.32 05- Billable

9. Click on OK to Export.

g Do you v to export the file?

The system will prompt you when your export completes successfully.

@ File export is in progress, it

rou can close this windo

ill take some time to process. After downlading the file
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Set to 10- Cancelled Resubmission Process

How to Resubmit Using the Set to 10- Cancelled Process

When any portion of the claim has be paid, because an event code is incorrect on a single
service line in the claim but not on all others, then use the following instructions.

1. Go To Billing — Invoices.

Mouse over the Billing button and then click on the Invoice button in the drop down.

__Jclisnt | 82 Stafiv | - schaduling ¥ | M Tracking ' Billing

STy G
¥ ClaarFiter ) Refresh [ Add & Prnt B Update .. Clos=

[ Acunts
— Search Filters
#} epifode Tracker e
Client: Isaacman, Alston. . . . . . . . ) v [oa/0z/20 « ¢Aug 2010 »

Epiflode Pricer Dats From: —
il Su Mo Tu We Th Fr Sa

[E] Formats 08/02/2010 vl 5607
Company J

v Date To:
B xpone Kl z s 51011 12 13 14

i5 16 17 18 19 20 21
22 23 24 25 26 27 28

) History = [ Hide Cancelled

Location:|

|4 Remittance Invoices
Admit Type:

232021 1 2 2 4
{8l Manual Ramittancs ] Special Options s 67 8 51011
R h @Nurma\
Payors
Q only partial paid
% Master Rates
5 O only No Paymants

Total Shown: 2

As OF: 10:42 AM

Cliant [tems  |amount  |Balance  |status

2. Locate the Invoice with a Bad Line Item.

Use the Search Filters then click on Refresh to isolate the invoice with a bad line item.

__Jclient v | 82 staff¥ | Schaduling v | N/ Tracking| . Billing ¥

- reporting | By admin v.| @ el ¥ e

® nvoices W, Clear Filtar' €) Rafresh B8 Add & Print [ Updats . Closa

Seal Filters
[ ]
Clisnt: Isaacman, Alston. . . . . . . . . . H2467980022-HH (] R = SURAug 2010
i Su Mo Tu WeTh Fr Sa

08/03/2010 =g

& 910 11 12 13 14

15 16 17 18 19 20 31

Invoices

— =
29 30 21 12 2 4

Special Options = 6 7 8 9 10
Team: @ nsrmal
O only partial Paid - —
O only N6 Payments

As Of: 10:42 AM

Lacation:|

Total Shown: 2

Chart 1D e e— oo Status |payor

|e{copay |asof

08/03/2010 Isaacman, Alsten H2467980022-HF 0000001873 2 569.84 567.84 05- Billable P2

08/03/2010

) clientv | 8, Staffv | ) Schaduling v | M/ Tracking| . Billing | {3 Reporting %g.twmmv @ n=p v ;unsx £

¥, Clear Filtar  €) Rafresh |98 Add &8 Print Update . Closa

— Search Filters

08/03/2010
Client:{ Tsaacman, Alston. . . . . . . . .. H2467980022-HH VM oste From: = SpuAug 20100
i Su Mo Tu We Th Fr Sa

Company:|
Gt B 9 10 11 12 13 14
15 16 17 18 19 20 21

Invoices

29 320 321 12 2 4

Special Options. 5 6 7 8 910 11
Team: @ nsrmal
QO only Partial Paid
1 O only N6 Payments

As OF: 10:42 AM

08/03/2010
'—‘J s e

Lacation:|

Date |client Chart 1D [ — oo Status |payor |e{copay |asof

08/02/2010 Isaacman, Alsten H2467980022-HF 0000001873 2 569.84 567.84 05- Billable Pz 08/03/2010
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4. Mark invoice as Void and Resubmit.

Reset the status of the invoice to 11- Resubmit using the drop-down options. Check the

Void box. Last, click the Save button.

Invoice #0000001873

Transfer g\ Req. Denial

[ General
Client:

Payor:

Rate Plan:

Comment:

DatesgAnd Status ————————————————
| | Covfrs: 08/03/10 - 08/03/10
‘ buelay:[osrizizors [

[ status:[11- Resubmit v |

Orig. Amt:

[ Reference Codes

Auth. No.:[5000181836 | il code:[111

] Mark Invoice As
(D Adjustment |[¥] void

Ref. No.t| | cscodet[z0 ]
[# Payments & Cradits [# Attached Ttems [# Supplemental Codes

[FlHide voided Payment]?

Description

1.00

Reason [ Status

£52.38 | £0.00

£17.46 | £0.00

5. Go To Billing — Export.

Mouse over the Billing button and then click on the Export button in the drop down.

. client v %SBHV

) Scheduling ¥
|}l Inwaices

@ Accounts

) Episode Tracker

"._‘ Billing Export

Search Filters

NJ Tracking m Q Reporting | %Mmin ~ @ Help ¥

& wost ¥ Logut

Y, Clear Filter %) Rofrash Export & Print .- Close

= From:[08/01/2010 ‘_:]

« (Aug 2010) »

* Admit Type:,

Team:|

Region:

Clie

<<<HI

nt

&y il

Client:|
Company payerd] Z} Episode Pricer
Location: status: ] Formats

Jate Tos|08/31/2010 || [Su.Mo Tu WeTh Fr Sa

[¥] show Only Billable Items

Send As Test

) History

22 23 24 25

1 2 3[4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21

26 27 28

4 Rermittancs

Y Manual Remittance

81 Payors

W master Rates

Balance Status

6. Find the Invoices now set to 11 - Resubmit.

253031 1 2 3 4
5 6 7 8 910 11

Use the Search Filters (keep in mind the date range may need to be expanded) then
click on Refresh to isolate the items you wish to export.

I client~ | 42, staff v

' Scheduling ¥

NI Tracking

. Billing v

ié Reporting @Mmin v | g Help v

(e s

..‘ Billing Export

Search Filters |

Yo, Claar Filt=r 4

Export é Print

Chart ID

08/03/10 Isaacman, Alston

Itemns

H2467980022-HH 0000001877 1

Amount

£57.84

Client| v M oate Fromi[0s/01/2010 [# [« «<Aug 2010, »
ompanyi| | Payori P1 v Dats Tof08/31/2010 # | [F] [Su Mo Tu we Th Er Sa
Location | i Status| ¥ [ show Only Billable ttems | t 2 2[4 5 & 7

* admit TypeiPi- Payari %]  Format: TN Payor S — 8 910 11 12 13 14

Team: | Provicer 1D 22 23 24 25 26 27 28

Region| ~|  FileName [EXP20110310002.CLM ] 233031 1 2 3 4
5 8 7 8 91011

Balance

Status

£67.84 11- Resubmit

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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Billing Resubmission

7. Click on Export.

Be sure to have a Payor selected, then click on Export.

g Sandala

NDLOGIES

) Scheduling v . Billing v

) client v | 8, staff v

..‘ Billing Export

MNP Tracking “Q Reporting %g.ndmin ~ @ Help v

T, Claart .o

Search Filters

= =
e | Export é Print

.

s NDSIT V’F‘\ ogout

~i. Close

Chart ID

Invoice Items |Amount Balance

08/03/10 Isaacman, Alston H2467980022-HH 0000001877 1 $67.84 $67.84 11- Resubmit

Clienty| v/B Db=te Fromos/01/2010 &l [« «Aug 2010, »
Company| '~ Ty - Date Tai[08/31/2010 |[] [suMo Tu weth Fr sa
Lecationi] ~| Status| ~| [ show only Billable ttems| 1 2 3[4] 5 & 7
Admit Type:[P1- Payer 1 ¥ Format: TN Payor S — 8 910 11 12 13 14
15 16 17 18 19 20 21

Team[ “lProviderto: ¥ 22 23 24 25 26 27 28
Regioni ¥| FileName:{EXP20110210002.CLM | 29 3031 1 2 3 4

5 6 7 8 910 11

Comments

8. Click on OK to Export.

to export the file?

The system will prompt you when your export completes successfully.

export is in progress, After do

it will take some time to process

@ File

vou can close this window

rmloding the file

9. Go To Billing — Invoices.

Mouse over the Billing button and then click on the Invoice button in the drop down.

) Client | 5, staff v

* | Schaduling ¥ | M/ Tracking ' Billing

{4 Reparting %g.udmin v | @ Helnv

— Search Filtars

casters %5 wosn [ ocas

V. Claar Filtar  (€) Refresh [ Add &= Print Update -

Client Isaacman, Alston. . . . . . . .

v

[ acggunts
“} epiffode Tracker
72 epflode Pricer

Date From: —

08/03/2010

“ «Aug 2010 »
Su Mo Tu WeTh Fr Sa

® Hormal
& Pavors

% Master Rates

[E] Formats 08/03/2010
) T f7 PR
B} export = B 910 11 12 13 14
15 16 17 18 19 20 21

Histan .

wemions ¥ 2Ly ] e onceles 22 23 24 23 26 27 28
4 Remittance e 293031 1 2 3 4
e il Manual Remittance 1 " P 560 ¥06 B

O only Partial Paid
O Gnly No Payments

Total Shown: 2

Chart ID

Status

As Of: 10:42 AM

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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Billing Resubmission

10. Locate the Invoice with a Bad Line Item.

5

Use the Search Filters then click on Refresh to isolate the invoice with a bad line item.

g aparting, Gt admin | g welp
= -

reh 1 i
Clint] Tsancean, &lston. . . . . . . . . HI4ETGBD0Z3-WH Ml cee F'uu|| w e AUg ZOLD0 G .
Su Mo Tu WeTh Fr Sa
: osjos/zo10 s s 9
ampany! - Payar < e T 1 2@l 4 5 o6 7
7 0 %10 11 12 13 14
13 16 17 18 15 30 21
o
Hon - Status - Enids cancelled 22 23 24 35 36 37 21
Imvaices A o1 3 2
admit Types v e~ — spacial aptisns——— & 5 7 g 8 1n
Tasend -  vraremal Lo = s
Jrnly saninl Eaid
O aniy He Payments
Total Shown: 2 ALOF 10:57 AR

. Billng > |- ugorting| G Ademin> | g maln >

i eastern v_,&w o

W) Retresh W A R it D Undate T Cloze|

Search Filters

Cliant| Toancman. Alstom. . . . . . . . . .HP467980022-HH

|
[F ki Carnculied

Mo B 2000 W
[Su Mo Tu We Th Fr 5a
12 + s 8 7
V910 31 17 13 18
13 16 17 18 19 20 21
22 23 24 28 26 27 Zef
a3 12 o3 4
6§ 7 8 %10

An OF: 10:42 AM

08/03/2010

12. Set Status to 10- Cancelled.

With the Invoice now voided, use the Status dropdown to set thi
Cancelled.

Click on Save to save and close.

s invoice to 10-

Invoice #0000001873

Dates And Status

& Print @ Praview 'Trans!er A\ Req. Denial

— General
Client: [ | Covers: 08/03f 10 - 08/03/10
Payor:| 7 Rate Plan: [ Default =
Comment: ‘_;‘1
Status:| 10- Cancelled v
Ofe. ames( 01 Pendine
[— Reference Codes FEE-psa ||
Auth. No.: 5000181935 | Bill code:[111 | Mark Invq07- Bill Paid —
03- Hold
Ref. How | 5 code:[z0 ||| O hdjustm
11- Resubmit
[ payments & Credits | [l Attached Ttems w [ supplemental Cades Pl e vorded Paymente
Description c ef =

Sandala

TECHNDLOGIES

!: line in the claim but not on all others.

correct the visits.

Before you continue. Resolve all issues that caused your invoice not
to bill properly, that is event code is incorrect on a single service

The canceled invoice will be set to a scheduling 02- Confirmed
status. You may need to use the Scheduling screens to find and

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC.

All rights reserved.
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Billing Resubmission

13. Update then Create Invoices.

Once the visits have been corrected, click on the Billing button to access the Billing

Review screen.

Use your Search Filters to isolate the items to be invoiced.

Click on the Update button.

Click on the Create Invoices button.

|_Iclient v & Staff v

' Billing Review

- Scheduling v | N} Tracking

Search Filters |

. iling v | 4 Reporting &Mmin- 9 reo v
¥, Clear Filter 40y Refrach

reate Invoi

s
[Exter =1 G wose 7 oaous

K 'Update '@ Print . Close

Date From:|

Thent] ~/l
mpany: 1v]  pateplan:

cation:| Service:| ~|

Date Tox

Admit Type:| Typer| ~l

Team:| Event; ~|

Payor: Status:| ~|

03/14/2011 |
=

« «Mar 2011, p
Su Mo Tu We Th Fr Sa

[ show only Ttems NGT OK

To Bill

[T show As Summary

Time Range:!
weekday: 10000 OO

[ show only Ttems 0K To Bill

TR g B W
B g 8 11 12
13 14 15 16 18 19
20[21] 22 23 25 26
27 28 29 30 H0H
34 5 6 7 8 9

|enartio [service c | Jour |1z |aty funits [rate  |ame |copay |supplies |status
03/14/2011 | Alterations, Evelyn ~ KOO02018-P2  T1019-05 DEF  10:31 | 11:28 400 |4 $5.13  $20.52 | $0.00  $0.00 04- Billed]
03/14/2011  Alterations, Evelyn  K0002018-P2 §5125-05 DEF 14:01 14:59 4.00 4 $4.37  $17.48  $0.00  $0.00 04- Billed
03/14/2011  Alterations, Evelyn  K0002018-P2 §5130-05 DEF |14i58  15:57 400 |4 $511 $20.44 |$0.00  $0.00 04- Billed|
03/15/2011 Alerations, Evelyn  KOOD2018-P2  T1018-05 DEF 10:31 11:28 .00 a $5.13  $20.52  $0.00  $0.00 02- Confi
03/15/2011  Alterations, Evelyn  KD002018-P2 §5125-05 DEF |14:01 |14:59 4.00 4 $437 | $17.48 $0.00  $0.00 02- Confi

Click on Create Invoices to continue.

’7 General

— Dates

Age As OF:l End of Period (08/03/2010) w

Due On:|08/17/2010 ﬂ

r— Printing L

[ erint All tnvoices Crested
I:l Print A Summary Report

=]

6 Sandata

@

Depending upon the MCO requirements, you will need to wait until
the void has been processed. The timeline may vary by MCO.

14. Go To Billing — Export.

Mouse over the Billing button and then click on the Export button in the drop down.

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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Billing Resubmission

I Clientv %SB"V

".. Billing Export

Search Filters

) Scheduling ¥ | M\ Tracking ‘24 Reporting B¢ admin v | @ Help v

Invoices

W, Clasr Filtar ) Refrash Export & Print

[ Accournts

-

Clwznt‘

¥} Episade Tracker

e From:[08/01/2010 J « (Aug 2010, w

campam
LD[EUDH

= Admit 'r;pe
TEam

Region:

I<<<<

Chart ID

Payori|

[&] Formats
Status: ’
& 910 11 12 13 14
Send As Test

7} Episode Pricer

Jate To:08/21/2010 || |Su Mo Tu weTh Fr Sa

[ Show Only Billable tems| * 2 3[4 5 & 7

15 16 17 18 19 20 21
22 23 24 25 26 27 28
283031 1 2 3 4
iyl Manual Remittance 5 6 7 8 21011

@ History

|4 Remittance

F Pavers =

L% Master Rates

Status Comments

15. Find the Invoices now set to 05- Billable.

Use the Search Filters (keep in mind the date range may need to be expanded) then

click on Refresh to isolate the items you wish to export.

| client v | 83, staffv | - Schaduling v NI Tracking . Billing ¥ {23 Reporting %gmiminv € Hep v

®_ Billing Export

Search Filters |

V| Claar Filtar %) Rafrash

.
T

Chart ID

Client:] e - Dats From:[08/01/2010 I = | « «Aug 20104 W

o mpanyi| v payoriP1 Date To:|08/31/2010 [} || 5] |su to Tu we th Er sa
Locationi| v Status:| V\ P show only sillable 1tems| ¢ 2 3[4 5 & 7

* Admit Type:[P1-Payer1 %]  Format: T Payor P 8 910 11 12 13 14
Team v rovidar v EESh
Region;| ¥|  FileName:[EXP20110310002.CLM ] 233021 1 2 3 4

5 6 7 8 91011

H2467980022-HF 0000001877 1 £67.84

Invoice Items |Amount alance Status

Comments

$67.84 05- Billable

16. Click on Export.

Be sure to have a Payor selected,

then click on Export.

__Jclient v | 8, staff v

Search Filters

) Scheduling v :,P Tracking| . Billing ¥ “ﬁ Reporting %g.ndmin ~ @ Help ¥

=
= e o Svem—— port & Print . Close

T

Chart ID

08/03/10 Is=acman, Alsten

Client v bste From[08/01/2010 # | @ «Aug 2010, w
Companyi| b Payor] P1 ~] Date Tof08/21/2010 =] |5u Mo Tu WeTh Fr sa
Lecationi| ~| Status| ~| [ show only Billable ttems| 1 2 3[4] 5 & 7
15 16 17 18 19 20 21

Team | | Provider 1D; ¥ 22 23 24 25 26 27 28
Regioni ¥| FileName:[EXP20110310002.CLM | 223031 1 2 3 4
5 6 7 8 9 10 11

H2467980022-HH 0000001877 1 $67.84

Invoice Items |Amount Balance Status

Commants

$67.84| 05- Billable

17. Click on OK to Export.

9 Do you

to export the fila?

The system will prompt you when your export completes successfully.

@ File export is in progress, it

vou can cdose this window

will take some time to process. After downloding the file

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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Billing Resubmission 9 Sandala

Late Charge Resubmission Process

How to Use the Late Charge Resubmission Process. (Proactively)

When you need to Export a claim that has the same member, service and date as a
previously exported claim, because one of two scheduled services was not invoiced due to
an exception, use the following instructions.

1. Click on Billing

) scheduling v | M/ Tracking

__lclient | 3, staffv

' Billing Review

2 meporting | S adminv | @ Helo v

¥ Raofrash @& Create Invoicas Updatsd]

[~ Search Filters

Client:Asantewaa, Joann. . . . . . . . . ¥} episode Trfser ate From:|02/08/2011 =
company{ ™| Rate plan; G Frisede Price Date Toi[02/08/2012 =
locations & Service:| [EZ] Farmats 12 Range:10:00 12:00

S — R =y weskiny: OO0 OO
e = van] B Histary 5‘ Show Only Items OK To
[ = i
eaor - Status:‘ J’ Ramittance O show Only Items NOT OK
[ i) Manual Remittance To Eill
-ﬁ Payars O show as summary

ek Babas

Units

2. Create Invoices
Use the Search Filters to find the visit you wish to bill.
Click on the Update button.

Click on the Create Invoices button.

'Bi"ing Review £ = & Creste Invoicss Update & Print . Close
Search Filters |
Client: Asantewaa, Joann. . . . . . . . . . KD002008-P2 ~|B  oate From:{02/08/2011 j] « (Feb2011) »
mpany: ™) Rate plan; Date To:02/08/2011 | [F] |Su Mo Tu we Th Er sa
AdmitType: &) Tyee & weekday: (JOO0O0 OO0 & 7EEg 9 10 11 12
s — R — Elsvononyeme ot |0 30 20 2 s s oo
2728 1 2 3 4 5
Dlstoony rams wor 0| & 7 af[5]20 12 22
To Bill
O show As summary - —

= EEm = F Elw el o b

02/08/2011 Asantewas, Joann KO0002003-P2  T1019-05 DEF  10:24 11:27 4.00 4 $5.13 $20.52 $0.00 $0.00 02- Confirmed

Click on Create Invoices to continue.

’7 General ‘

— Dates

Age As Of:| End of Pericd (08/032/2010) w

Due On:|08/17/2010 ‘__‘;']

— Comments

r— Printing
O erint Al Invoicas Created
D Print A Summary Report

| Ceomte o ]|

12222011 Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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Billing Resubmission

3. Click on Billing — Invoices

Mouse over Billing and click on the Invoices button.

¥} Faisode Tracker
F} Evisedw Pricar
7] Farmare

[Gh Expost

W) Histary.

3 Pemiance

LI ML

e Manual Remittance
i e

o Master Rates

4. Open the Invoice

TECHNDLOGIES

w aMar 2011 »

| s o Tu Wa Th_Fir. S|

12 3.4 3

o 7 0101132

1% 14 15 16 17 18 19

20 31 33 23 1423 28
a7 B 39 M0 31 1
4 36 7 8

A Oh B4 BH

Use the Search Filters to find the invoice that you just created.

Double click the Invoice to open it.

& Invoices

w aMar 2010w
#o Tu We Th Fr

eI S P
s 7l %1011 12
13 14 13 16 17 18 19
20 213233 24 23 36
MWD

4 3870

Ax OF: 04:71 BM

5. Mark Invoice As Late Charge

In the Attached Items tab, you can see the line item that you will be sending as a late

charge.

NOTE: Late Charges will apply to the entire invoice and not individual line items.

Click on the Late Charges checkbox.

Invoice #0000000083

[ General

‘L Print  J® Preview

Client:

Payor: Rate Plan:| Default

Dates And Status
| | Covers: 02/08/11 - 02/08/11

Dated:[03/08/2011 [E5]

Comment:

bueby:fozzzzlf |[F]
Status: [05- Billabld v

[ Reference Codes

Orig. Amt: s20 Z|

Auth. No.:[253 | il code:[es1

Ref. Now: | cscode:[z0

| Mark Invoice As
‘ ’]]Ad,ustman Ovate Charges Cvoid

[@kPayments & credits [ Attached Items

Hide Voided Payments?

Description

EIX

Paid |Reason | Status Ref #

[ropen | |

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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TECHNDLOGIES

G
) Sandata

6. Click on Save

With the Late Charges field checked, click on the Save button.

Invoice #D000000008=

_& Print  J® Preview
 General Dates And Status
Client: | A5 | | Covers: 02/08/11 - 02/08/11
Payor: [ P2 Rate Plan:| D=fault Dated:[03/08/2011 =
Comment: Due By:|03/22/2011 l_.ﬂ
Status:[05- Billable ™
Codes
Auth. No.:[259 | Bill code:[es1 | Mark Invoice As
Ref. No,:‘ ‘ cs :Dde:bu ‘ DAdjustment Late Charges Ovoid
[l P=yments & Cradits [WhAttached Items W [@supplemental Codes [l Hide voided Payments?
Description

Modifiers | Quantity

Paid [Reason Status

Ref #

o o | |

£20.52 | $0.00

|

7. Click on Billing — Export

Mouse over Billing, and click on the Export button.

. S H Cale Fromd 0300/ 2013 = w o Mar 2011w
- ¥ Enisode Pricer - Dabe Tos 3082011 = | Su Mo Tu, Wa T Fr Sa
* | Farmats > o 0.1 2 3 48
-

) History

¢« 70 9002
13 14 13 1% 17 18 39|
20 21 32 23 24 23 _'ni
TwIN 1
iy a 367 89
u Manusl Bametancs .
. Bavers

m—
5 Nvis fmtes

L3 Mamittanca

8. Export

Use the Search Filters to find the invoice that you just marked as Late Charge.
Click on the Export button.

& Billing Expert

M oate rrem {oaioarzon

I W aMar 2011y w
- i Date To 03/ 0842011 1 £ Aot
- L [l smow oniy Billabie Tems T
- ™ Pagar Dl zand As Test & 70 10 111k
v
-

srama] XE20110300002,CL

13 14 15 18 17 18 19|
30 21 22 23 24 23 e
wWBRN LS

a5 8T

O3/DE/1Y Asanteves. Jsamn

KDOO2UOW-P2  CODOODCDED 20,52 £30.52 03 Bhinble

12222011 Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved. Page 19 of 22
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9. Click OK to Export

g Do you to export the file?

The system will prompt you when your export completes successfully.

@ File export is in progress, it will take some time to process. After downloding the file

you can close this window

How to Use the Late Charge Resubmission Process. (Retroactively)

When you need to resend a rejected Export claim that has the same member, service and
date as a previously exported claim, because one of two scheduled services was not

invoiced due to an exception, use the following instructions.

1. Click on Billing — Invoices
Mouse over Billing and click on the Invoices button.

Admit Type,
Team

Tatal Shasen 1

2. Open the Invoice
Use the Search Filters to find the invoice that you just created.

Double click the Invoice to open it.

78 Tnvolces
" Date Fran > “or s o aMar 2011y W
¥ — ate % Mo Tu We Th Fr 52

NP S BT
& 7l %1011 12

12222011 Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved. Page 20 of 22
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3. Set to 11- Resubmit

5

In the Dates And Status section, change the status to 11- Resubmit

Invoice #0000000083

& Print @ breview

[ General

Client:

Payor: Rate Plan: Default

Dates And Status
Covars: 01105/11 02/08/11

Commant:

Due By:[03/22/2011 J

06- Bill Sent ~

Status|

01- Pending

Orig. Amt | 05 gillable

[ Reference Codes

06- Bill Sent

Auth. No.:[259 | Eill code:[s1

‘ Mark Invdi 07- Bill Paid

Ref. Ho.:| | cscode:[20

- Hold
| DAd]‘Iitrr

(M Payments & Cradits [# Attached Ttems [ Supplementsl Codes

Description

02/08/2011 | |Albert, Dimitry

Modifiers | Quantity

- Cancelled
Hide Voided Payments?
Billed aic Reason | Status Raf
$20.52 | 50.00 01- Open hd :l

4. Mark Invoice As Late Charge

In the Attached Items tab, you can see the line item that you will be sending as a late

charge.

NOTE: Late Charges will apply to the entire invoice and not individual line items.

Click on the Late Charges checkbox.

Invoice #0000000083

é Print  J® Praview

[ General

Dates And Status

Client:|Asantewaa, Joann (K0002003 | | Covers: 02/08/11 - 02/08/11
payon 52 Rate Plan: [afadk — Md
Comment: Due By:
‘ Status:

Orig. Amt:

[ Reference Codes

Auth. No.:[259 | Eill codei[sa1

Ref. Nows| | s codei[z0

| " Mark Invoice As

DAdJustmEntI [ ate charges [dvoid

[@hPayments & credits ( [# Attached Items [@supplemental Codes

Description

5. Click on Save

Ml Hide voided payments?
ity [Billad |Paid |Reason |Status Ref #
$20.52 | $0.00 01- Dpaﬂ I:l

With the Late Charges field checked, click on the Save button.

Invoice #D000000008=

_.L Print  J® pr

Dates And Status
| | Covers: 02/08/11 - 02/08/11

Due By:[03/22/2011 l_‘ﬂ
Status:| 11- Resubmit v

[ General
Client: [ A5 oann_(KO00Z009-P2)
Payor: Rate Plan: | Default
Comment:
r Codes
Auth. No.:[259 | Bill code:[es1
Ref. No.: | cscode:[0

| Mark Invoice As
‘ IVDAdJustment Late Charges [void

Hide Voided Payments?

DDE';mEnts B Credits [ Attached tems W Dsupp\zmanta\ Codes
Description 5
0570

02/08/2011 ||Albert, Dimitry

Modifiers | Quantity

Paid [Reason [ Status

$20.52 | $0.00

@4—-

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.

Sandala

TECHNDLOGIES

Page 21 of 22



12222011

TECHNDLOGIES

Billing Resubmission 9 Sandala

6. Click on Billing — Export

Mouse over Billing, and click on the Export button.

7} Episade Trackar = 1
F Enisode Pricer -
£.| Formats e -

u iMar 2010y w ||
[Su Mo Tu We Th Fr Sa| |

L8 (2

$30.92 08 Allabla 3

7. Export
Use the Search Filters to find the invoice that you just marked as Late Charge.

Click on the Export button.

2 gilling Cxport

w aMor 2011, w
| Su Mo Tu We Th Fr Sa
I
s 7l %1012
13 14 15 16 17 18 19
20 21 22 33 24 33 s
s ama 1
a8 7.m

TR
g
3
i

OX/OBFLL  Asartewas) Jsamn s20.37 £20.33 03 Billable

8. Click OK to Export

@ Do you to export the file?

The system will prompt you when your export completes successfully.

@ File export is in pro

you can close this window

ss, it will take some time to process. After downloding the file

Proprietary and Confidential. Copyright © 2011 Sandata Technologies, LLC. All rights reserved.
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