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MANUAL CHANGES 

Click on the link to view changes 

Change Date   Description of change 

10/12/10 PRECLAIM SELECT AUTHORIZATION # 

New program to select claims from the preclaims database based on 

authorization number and claim status 

10/12/10 PRECLAIMS TO EXCEL  

16. PRECLAIMS A,P,D TO EXCEL All Providers 

The authorization number has been added to this program. 

09/29/10 PAID CLAIMS BY BUDGET YEAR/WITH MONTH# 

New program that select paid claims by budget year ς has column for 

month of service date to help with forecasting monthly claims.  

09/22/10 PRECLAIMS COUNT BY CLIENT ς new report that give total number of 

claims for provider range and date range 

09/21/10 PRECLAIMS TO EXCEL  - column for the 837 File Name has been added to: 

14. PRECLAIMS By Date Created/Keyed 

16. PRECLAIMS A,P,D TO EXCEL All Providers 

17. PRECLAIMS A,P,D TO EXCEL Prov Range 

09/17/10 PAYMENT BUDGET ς EXCEL  Report description was added 

09/17/10 APPROVED CLAIMS PAID/UNPAID ςEXCEL Report description was added 
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PROVIDER CLAIMS ENTRY TRAINING MANUAL 

 

 

Select option 3 ς MCOPROVIDER CLAIMS ENTRY 
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Select option 1 ς CLAIMS ENTRY 
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Select ς Service Claims Entry 
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Select the provider  

Click on Continue at the bottom of the screen 

The provider list only shows active provider. If we have not received claims in the last four 

ƳƻƴǘƘǎ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ ǎǘŀǘǳǎ ƛǎ ŎƘŀƴƎŜŘ ǘƻ ƛƴ-active. If you do not see the e-mail Patsy Hill 

phill@ mentalhealthpartners.org and MH_CMHC_HELPmentalhealthpartners.org 

 

mailto:MH_CMHC_HELP@catawbacountync.gov
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  You can click on this box to toggle between full screen and split screen. This will make the 

panel on the left disappear and re-appear. 

Select the client and click on NEXT 

The list of client is a secure list of clients; other provider will not see the client unless they have 

been given access. Access to the client is given when the first authorization for your agency is 

entered. 
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This is a list of authorizations for the client. Select the authorization that matches the service 

and service dates you are preparing to enter. 

 

If this is a package authorization, another screen will display a list of services in the package.  

Select the service you are preparing to enter. 
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Select the Authorization and click NEXT. 

 

 

Key the claims information and click on NEXT 

Note:  You will need to enter hours and minutes for the duration box. 

Example:  If duration is hour and 15 minutes, you would enter 1.15 

If you are providing a 24 hour service, such as residential, you will be prompted to only enter a 

date of service.  You should not be prompted to enter duration. 

For date of service ς enter ddmmyy or ddmmyyyy 
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The claims will re-display. If the program finds error they will be in red. If you had keyed a date 

outside of the authorization dates the date would be red. You can make corrections if necessary 

then click Continue. 

Note:  The billed block will be 0.00 unless you key an amount in the 3rd party block. 

           Only enter the Units if there is a 3rd Party payment. 
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Enter the date you key the claims and click on Submit 
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Click on Submit 
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Click on Client if you want to enter more claims. 

Click on NEXT or CANCEL to exit the program and take you back to the following menu. 
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You can enter more claims or click on Quit 

Quit will take you to the following menu. 
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Select option 3 ς PRECLAIMS EDIT CHECK REPORT 

You must wait 5 minutes after entering the claims before running this program, 

so the files have time to process. If you do not all of your claims may not be 

processed. You may receive a warning message DB Search Problem email 

mh_cmhc_help@mentalhealthpartners.org. Make sure you have waited 5 

minutes after claims entry. Try the Preclaims Edit Check Report program again 

and email Mh_cmhc_help@mentalhealthpartners.org, if you get the message 

again.   See page 25 for the e-mail address. 
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Enter Y and press the ENTER key. 

The program processes all pended claim. I f you had claims that were entered on a prior day, 

they will also be processed. 

If the program finds more that 100 pended claims to process, you will receive a message that 

the claims will be process at night. You can check your error report the next morning. After 

you have been notified that corrections have been made, run the Select option 3 �t 
PRECLAIMS EDIT CHECK REPORT again. 

 

 

 






































