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Attachments Tab - Professional

The Attachments section allows the user to add and view attachments to a claim and submit to a payer. Users
must have the appropriate roles/permissions to view this tab.

Attachments submissions take two types: Solicited and Unsolicited. For example, a worker's compensation
claim would include an unsolicited attachment illustrating the conditions pertaining to the claim, as required in
all worker's compensation claims. Solicited claims usually are sent by payers to providers requesting
documentation for a claim. Users are unable to send both a solicited and unsolicited attachment on a claim; it
must be one or the other.

An attachment is an electronic rendition of medical documentation, such as an X-ray, lab report, or
guestionnaire, to support a healthcare administrative transaction. The following formats are accepted for
attachments: JPG, BMP, GIF, TIF, TIFF, PDF, DOC, DOCX, TXT, RTF, JPEG, and PNG.

To upload and send an attachment:

1. Click the Attachments tab.

2. Click the Upload box to select a file, or use the drag and drop feature to move a file for upload.

Billing idl y-Te yi Patient = UB04 | Diagnosis/Procedure Codes = Service Providers = COB | Service Lines | 837 View = Notes

Click to select or drag and drop a file here for upload.

3. If the Billing Provider phone number and fax number is present on the claim (Billing Provider/Pay-To tab),
it is automatically populated on the screen. If it is not already populated, users can enter the
information. Enter the Payer Information (address) in the available fields. This is the location where the
Attachment will be sent.

Billing Provider/Pay-To = Subscriber/Payer  Patient UB04 = Diagnosis/Procedwe Codes  Service Providers COB = ServiceLines = B37 View Notes m

Click to select or drag and drop a file here for upload.

Billing Provider Infarmation
Phone Number  (803)5551212 Fax Number | (803)5553434
Payer Information
Payer Address Line 1 123 MAIN STREET Payer Address Line 2 SUITE A

Payer City COLUMBLA Payer State sC Payer Tip 29201

Payer FaxNbr  (803)555-5555
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4. If a claim is Solicited, enter any payer required information in the Solicited Payer Claim Info fields. If the
attachment should be sent with a specific service line, mark the check box in the Select column of the
Service Line information. Only one service line can be selected at a time.

Solicited Payer Claim Info

Claim Status CatCode 717

Claim Status Code | 489

Payer Claim Cntrl Nbr | 1000005788888
Unsolicited Payer Claim info
Attachment Control Nbr
Service Lines (Please select if attachment applies to a specific line)

show 10 ~| entries Search:

# = FromDOS Theu DOS POS Qual Proc Mod 1 Mod 2 Mod 3 Mod 4 Charge  UOM Units ~ Prr1 Pr2 Pir3 Pir4 Select

1 01/01/2021 HC 99282 152.00 UN 1.00 1 2 3
Showing 110 1 of 1 entries Previgis l e
Showing 110 1 of 1 entries

5. If a claim is Unsolicited, select the Attachment Control Number information from the drop-down menu.
This information is automatically populated and can be viewed in the 837 View tab, if present on the
claim.

Unsolicited Payer Claim Info

Attachment Control Nbr Plan of Treatment - 123456789

Service Lines (Please select if attachment applies to a specific line)

Show 10 | entries

Search
# = FromDOS Thru DOS POS Qual Proc Mod 1 Mod 2 Mod 3 Mod 4 Charge  UOM Units = PIr1 Pir2 Pur3
s ovoszon HC 99282

Pir4 Select
152.00 UN
Showing 1 to 1 of 1 entries

1.00 1 2

Previous | 1| Next

6. The PWKO06 must also be present to send Unsolicited Attachments. For Professional claims, the field is on
the Conditions tab, under Chiropractic/Contract/File Information, and in the File Information
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section. Enter the PWKO6 in the Attachment Ctrl Nbr field(s).

Billing Provider/Pay To = Subscribes/Payer  Patient Service Providers COB Service Lines 837 View Notes | Attachments
* Accident/Related Dates
» Ambulance
~ Chiropractic/Contract/File Information
Chiropractic Informaton
Patient Condition Code Patient Condition Additional Patient
Description Condition Description
Contract information
Type Amount Contract %
SRS SR G
File information
Note Reference Code Note Text
Attachment Rpt Type 1 03 - Report Justilying Treatment Bey Attachment Trans Cd 1 AA - Available on Request at Provide Attachment CtriNbe 1 1
Anachment Rpt Type 2 04 - Drugs Administered Anachment Trans Cd 2 BM - By Mail Anachment CiriNbr2 2 0
P S 7 S
Fixed Format 1 Fixed Format 2 )

7. Click Submit Attachment. This button is disabled until an attachment is uploaded.

8. The uploaded file displays in the upload box and a successful message displays once successfully
submitted. Users can click Remove File to remove the file.

Click to select or drag and drop a file here for upload.

8. The attachment information displays in the table. Once the file has processed, the table displays the
process date, user name of the person submitting the attachment, the attachment name, the submission
status, and the Attachment ID. The table displays current uploaded attachments, as well as any previously
uploaded attachments. An error displays in the Status column if the attachment did not process

correctly.
Showing 1 to 2 of 2 entries.
Date - User Attachment Status Attachment 1D
02/24/2021 031352
mﬂ s admin1 comect_size jpg SUCCESS e4141388-cd34-4cbe-bd95-69110d435c7a_09496_099808
QAROD 00 | GIF Examole gif Errors: field: claiminformation. serviceLines[0] proced Details revenueCode- mist
PM S not be blank

9. Click the file name link in the Attachment column to view the attachment.

10. If a user attempts to navigate away from this screen, an error message displays indicating any information
will be cleared.
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Exit Attachments?

If you leave the attachments tab, any information will

be cleared

OK

Cancel
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11. A record is added to the Audit Log for the activity.
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