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Claims

Filter by branch, payment 
source, from and to date. Then 
select Generate. Overlapping 
claims will be highlighted in 
orange.

Billing/Managed Care Other 
Insurances/Create Claims

Choose 
Filters

Create 
Claims

Create

Outstanding 
(Not Electronic)

Filter by branch and payment 
source. Then select Generate.

Billing/Managed Care Other 
Insurance/Outstanding Claims

Choose 
Filters

Download 
Claims 

(ANSI file)

Mark as 
Submitted

Check-box(es) next to the 
client s name after the claims 
have been submitted. Then 
select the Mark Selected as 
Submitted button once 
uploaded through desired 
payment portal.

Then select the Create 
Claims button.

Once detail, visit, supply and 
verified have green checks, 
select the box(es) next to 
client s name and select the 
Download Selected Claim(s) 
button. 

Claims History

Filter by branch, status, 
payer or search for specific 
client. Then select client.

Billing/Managed Care Other 
Insurances/Claims History

Choose 
Filters

Select New 
Claim

Create

Enter from and to date, 
choose payment source 
and claim, then select 
Create.

Once created, the claim can be 
verified through Claims History 
or Outstanding Claims.

Outstanding 
(Electronic through Axxess)

Filter by branch and 
payment source. Then 

select Generate.

Billing/Managed Care Other Insurances/
Outstanding Claims

Choose 
Filters

Select 
Check 

Box(es)

Check-box(es) next to 
client s name. 

Submit 

Then select the Submit 
Selected Electronically 

button.

Select 
Check 

Box(es)

Check-box(es) 
next to MRN. 

Filter by branch and payment 
source, then select Generate.

Billing/Managed Care Other 
Insurances/Outstanding Claims

Choose 
Filters

Verify Select 
Client 
Name

Select the client 
name hyperlink.

Step 1: 
Demographics

Required fields include facility 
and bill type, client info, start 
and end dates, admission date, 
first billable visit, client status 
and diagnoses.

Select 
Verify and 

Next

Step 2: Verify 
Insurance

Insurance details pull from the client 
file. If changes have been made to 
payer select Reload Locators and 
Providers. Add, edit or remove 
additional providers and task rates.

Select 
Verify and 

Next

Step 3: Verify 
Visits

Tasks group into the following 
categories: Overlapping Claim, Tasks 
with no associated rate, Billable, 
Incomplete and Unauthorized Tasks. 
Select the pencil icon to edit. Choose to 
go Back, Reload, Verify and Refresh, 
Next or Verify and Next.

Select 
Verify and 

Next

Step 4: Verify 
Supplies

Select 
Verify and 

Next

Step 5: Claim 
Summary

Recorded supplies can be 
added, edited, removed and 
marked as billable and non-
billable

Select 
Complete

Add Claim Notes throughout claim verification screens in the top right of the page 
by selecting Claim Notes button. Add, edit and resolve comments as needed.



Posting Payments Claims 

Billing/Managed Care Other Insurances/
Claims History

Filter by branch, view 
(status), filter (payer) or find 
(search) specific client. 
Then select client.

Choose 
Filters

Choose 
Claim

Select Post 
Payment

Enter the payment amount 
and date. Confirm the 
payer, enter the check 
number, the amount and 
comments. 

Payment
Billing/Managed Care Other Insurances/

Claims History

Choose 
Filters

Choose 
Claim

Select Post 
Adjustment

Enter adjustment amount and date 
and check number and amount. 
Choose adjustment code. 
Depending on the code, the 
description will display. Then choose 
type and enter any comments.

Adjustment

Post 
Payment 
Details

Post 
Adjustment 

Details

Select 
Save

Select 
Save

Filter by branch, view 
(status), filter (payer) or find 
(search) specific client. 
Then select client.



Invoices

Billing/Invoice/Create Invoices

Create

Choose 
Filters

Choose branch, payment 
source and date range.

Select 
Generate

Invoice 
Details*

Select 
Create 

Invoices

Choose the payment terms. 
Enter the invoice, due, start and 
end date.

Billing/Invoice/Outstanding Invoices

Outstanding Invoices

Select 
Check 

Box(es)

Choose the branch, payment 
source or search any column 
parameter. Then select 
Generate. Group by branch 
and/or payer. 

Select 
Save

Select the name hyperlink to 
view invoice details. Confirm 
details. Add Custom Service/
Task by selecting the hyperlink. 

Invoice 
Details**

Select Save, Save and 
Print (invoice downloads) 
or Save and Send 
(electronic submission).

Choose 
FIlters

Billing/Invoice/Invoice History

History

Choose 
Filters

Select New 
Invoice

Invoice 
Details

Select 
Save

Choose the branch, status or  
search for specific client.

Select the name hyperlink to 
view invoice details and confirm 
details. To Add Custom 
Service/Task, select the 
hyperlink. 

Select Save, Save and 
Print (invoice downloads) 
or Save and Send.

Mark as 
Sent

Select the box next to 
invoice, then select 
Mark as Sent button. 

*Only invoices that do not have an overlapping 
date range will be selected. Select Exclude 
Overlapping Invoices checkbox to remove.

Select 
Mark as 

Sent

**Select Invoice Notes in the top right corner to 
review invoice notes. Add, Edit or Resolve invoice 

notes using the respective buttons/hyperlinks.



Posting Payments Invoices 

Billing/Invoice/Invoice History

Filter by branch, status, 
filter (payer) or find 
(search) specific client. 
Then select client.

Choose 
Filters

Choose 
Invoice

Select Post 
Payment

Enter the payment 
amount, date and 
comments.

Payment

Choose 
Filters

Choose 
Invoice

Select Post 
Adjustment

Enter the adjustment amount and 
date. Choose adjustment code*. 
Depending on the code chosen, 
the description will display. Then 
choose type and enter any 
comments.

Adjustment
Billing/Invoice/Invoice History

Post 
Payment 
Details

Post 
Adjustment 

Details

Select 
Save

Select 
Save

Filter by branch, status, 
filter (payer) or find 
(search) specific client. 
Then select client.

*Go to Admin/New/Adjustment Code 
for the organization to make their 

own adjustment codes.



Help Center

Help/Help Center

This center will provide 
step-by-step instructions 
on areas of the software, 
as well as instructional 

videos.

Help Center
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