
 

 

How to View Submitted Claims: 
 
The Submitted Claims Page contains claims that you have successfully submitted.  If you are managing 
multiple organizations in your account, submitted claims will be listed by selecting each organization in 
the dropdown list.   If you have multiple organizations, you can switch organizations by using the drop 
down list. You can also search across ALL organizations that you are managing by selecting ‘Any’. 
 
If you have multiple organizations but do not see one in the dropdown list, you can add an organization 
by using the Manage Organizations link on the left-hand navigation. 
 

1. To view submitted claims for your organization, start by selecting the correct organization in the 
dropdown list. 
Note: If ‘Any’ is selected your search results will return all submitted claims for all organizations 
you are managing.   

 
2. You have the ability to only search submitted claims by specific billing month. By default, the 

current month will populate.  Here you can also select ‘Any’ month, which will return all submitted 
claims for all months, per your organization selection.  

 
3. To narrow your search further, you have the ability to enter client first name, client last name, 

client ID, and/or Service Authorization #.  The more information you enter, the more defined your 
search results will be.  

 

 
 
 

4. To complete your search, click Search: 
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5. You will now be shown a list of claims that were successfully submitted.  Claims will be organized 
by client Last Name, then Client First Name for the billing period selected.  To view information 
for a Claim Number, click on the claim you would like to view; submitted information will appear 
on the right.  
 
Please Note:  When viewing submitted claims, the claim can no longer be edited.  

 

 
6. If you want to print a submitted claim for your records; select the claim you want to print and 

click the printer icon.  A print display box will display, which will allow you to print your claim. 

 

Selected Claim 
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How to Download Submitted Claims: 
 

1. To download claims that were successfully submitted, start by selecting the correct organization 
in the dropdown list.   

 
2. To download submitted claims in a specific billing period, select the correct month from the drop 

down menu.  You may choose to select ALL billing months by selecting ‘Any’.  
 
 

 
  
 
 
 
 
 
 
 
 

3. Click Download Results – results will open as a Microsoft Excel document. 
 

How to View EOPs (Explanation of Payments): 
 
The EOPs (Explanations of Payments) Page contains Explanation of Payments that have been generated 
for your organization.  If you are managing multiple organizations in your account, EOPs will be listed by 
selecting each organization in the dropdown list.  If you have multiple organizations, you can switch 
organizations by using the drop down list.  
 
If you have multiple organizations but do not see one in the dropdown list, you can add an organization 
by using the Manage Organizations link on the left-hand navigation. 
 

1. To view EOPs for your organization, start by selecting the correct organization in the dropdown 
list. 
 
Note: If ‘Any’ is selected your search results will return all open EOPS for all organizations you 
are managing.   
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2. To view an EOP, simply click the View button next to the EOP you wish to see. The document will 
open in a new window.   
 
Please Note:  Explanation of Payment documents are PDF documents and you must have Adobe 
Reader installed on your machine to view, save, or print the EOP. 
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Here is an example of the PDF version of an EOP: 
 
 

 
 
 


