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Provider Web Portal

Web billing “Claim Search”
Department of Human Services
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Web portal basics

This tutorial is specifically for those providers that 
submit on the Professional (CMS-1500), Institutional 
(UB-04) and Dental (ADA) claim forms.

The Provider Web Portal processes claims real-time 
so you will know the status of the claim as soon as you 
submit it.

Providers will have the capability of searching for 
claims on the Web portal no matter how the claim was 
submitted (paper, electronic data interchange, or 
Web).
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Web portal claim search
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Claims search section

1. Select “Claims” from the main menu. 
2. Select “search”.
3. Enter any of the fields necessary (ICN, client ID, 

date of services, claim type, status, or date paid) to 
conduct your search.

4. Click on “search.”
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Claims search results 

Up to ten claims will be listed based on your request.  

If more than ten claims are associated with the search 
criteria, the results will indicate if multiple pages are  
available.

To view the entire claim, click on the line item.



Professional claim 
search.



Dental claim     
search.

$150.00             

$52.74



Institutional claim 
search.



9

Claim results

Claims Status information section indicates whether a 
claim is paid, suspended or denied.

The EOB (explanation of benefits) information section 
gives explanations specific to the claim.
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Claim actions
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Paid claim – Adjust 

The adjust button allows modification of information 
within the claim, and then resubmits the claim to DHS.

Modify and update data as necessary.

Click on “adjust.”
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Paid claim – Void 

The void button cancels an entire claim that was 
previously submitted and paid.

Click on “void.”

Any amount previously paid by DHS will be recouped.

You will not receive a warning!
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Paid claim – Copy claim

The copy claim button makes an exact duplicate of an 
existing claim.

Once copied, claims data can be updated, and the 
claim can be submitted as a new claim.

Click “copy claim.”

Update information as needed.

Click “submit.”
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Denied claim – Re-submit

The re-submit button allows modification of information 
within the claim, and then resubmits the claim to DHS.

Enter new data in appropriate fields.

Click “re-submit.”
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Thank you!
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