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BILLING GUIDE STEP BY STEP

1. On your dashboard locate “SEARCH CASES”

Welcome Back, Keyshla!

Dashboard.  Provider -

Search Cases >

Provider Type Provider Specialty Approval Status Current Medicaid Enroliment Status Expiration Date

Provider Enroliment Status

2. Search for child by name or date of birth. Make sure to have the Case Status empty and not
“Active” to see all of your kids not just those that haven’t aged out—if you cannot locate the
child after removing this then email Laura Restrepo with a list of those kids that are not showing
up for you, she can make sure they have been assigned to you.

Enroliments
Search Criteria

~ ESDS 1D

i First e Child Last Hame Birn Date
DAISY DUCK [0}
o stan
LEs
Search Results
ESDSID LES Case Name Service Coordinator Enroliment Status Disposition Date Disposition Reason
277001 Treasure Coast duck, daisy 01/2572024 Angelipa Stalwortn - TREASURE Intake Only -
Rows perpage: 10 « 1ot
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3. Fill out contact note with the highlighted below. Make sure to check mark NESF or EPIC,
whichever is applicable to you. Make sure to upload your contact note to the claim. If you have
part c approval for some reason (not on panel, insurance not accepted, etc.) you will see there is
a waiver check box you can mark. These will normally say the provider’s name with the date
range in question. This waiver lets us know you have auth for part c billing and not the insurance
the child has on file.

Contact Note - Service

050172026 Keyshia Rodriguez Melendez - TREASURE

040172026 x 3 Contact Note Not Needed

Mum

S— 17 ASURE X @ 83 - Therapist % 90 - Occupational Therapist

[ Natural Enviranment Support Fee (NESF) EPIC (FLEPIC) Fee?

Services

Part G

individual %

Occupational Therapy % Occupational Therapy X

Joint Servica
97530°GO™ x @

10:00AM x 1100 AW x @

Delayad milestons in childhood (R62 0) X @

Goals

‘280 nal x 41 26 paf

Waivers
Waree: Mumber waiver Typs Start Dste End Oste Approval Status Requested Date Rewewed Date Supporting Doc
& ooanonois Other 192028 wias07 Appraved 5012028 osi2028 -

Rows perpage: 10 - 1-taft

Insurance Information

+ Hane

Electronic Signature Legal Attestation

aning as handwitien signlures. Thes atlestation confims hal intemal conlrols hve besn maintainec, and sl pakcies snd procedures were property Tolowed 1o ensure the suertiily ofIhe eleclionic signalure. This iestation

ncividusis whe pi signatures alest INsl ey understand hal &
cerses that the & re is the legally binding equivaler of th

athe best of my knowledge.

PROVIDER SIGNATURE

Communication Log

Print Templates

English X

‘Gentagt Note - English
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4. Once all the highlighted fields have been filled out you will hit complete

5. Once you hit complete the page will refresh and, on this screen, you will need to select the
payer priority to primary, your Medicaid ID and then hit submit for billing

Review Billing Details - Occupational Therapy - 04/01/2026

Keyshia Rodriguez Melendaz - TREASURE

[ Click to Enter New EOBs

[ Add Override

Waivers - (The folowing waivers are applied to this claim. If you need to remove the waiver, Update Cantact Note before claim submission.

Reviewsd Date Supporting Doc

Current Billing Details

"
®

MedicaldID: 892255100 - 83Group(PT. OT, SLP|

Delayed miestons in childhood (R62.0)

Chaose File | No file chosen

Once this is submitted the status will reflect “Pending Biller Review” —this means it has moved

to your Claims Biller dashboard and needs to have a final review and submitted by you to part c
for processing. Please see Claims Biller Dashboard Guide for those next steps.

UPDATED 5/6/2026 BY KEYSHLA RODRIGUEZ MELENDEZ, TCES BILLING MANAGER



Page |4

COIFFS/CONSULTS/EXITS

1. You would follow the same steps as above to locate the child and create a contact note. You
would fill out all the info required and select the options below to see the options for these
types of services.

Services

Part C X

PartC X Consult x

[ Joint Service

r:w Code + Maifers -

COIFF== § - Pror Aumenzeton rump

COIFFGT™

CONOF™™

2. Once filled out you will follow the same steps to submit for billing and to pending biller review.
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CLAIMS BILLER DASHBOARD

Providers will be assigned the claims biller role so that you may review you claims submit them to part c
for payment.

Once you have completed the steps of creating a claim and hit submit to billing the claims will appear on
this dashboard for a final review from the provider. In this section you as a provider will be able to
double check that a claim was submitted twice and that the payer is correct. This section will show you
the therapies, coifs, consults, exits, nesf and epic fees for review.

Steps:

1. Locate Claim Biller dashboard

| Referral Searches Complaints And Mediation Reparting User Management Provider Enroliment Fiscal Managemenl ~  Initiale Adoplion  Help  Account ~ (&)

stéps

Welcome Back, Keyshla!

vasnecs Cameier - ([

Review Submitted Claims > Search Claims »

2. Select the blue tile “Review Submitted Claims”

t \_ra Referal v Searches =  Complaints And Mediation Reporting »  User Management »  Provider Enrolment »  Fiscal Management ~  Initiale Adoplion  Help  Account ~ (&)
StEPSY

Welcome Back, Keyshla!

vasnecars cameier - ([

Review Submitted Claims » Search Claims >

3. Once you have the claims window open it will populate all the claims you have submitted to
billing. If a claim is not on here you may have not hit sumbit to billing and need to locate it in the
tasks summary for the child in question. On this screen you can sort the claims by name so that
you can review all services rendered are listed here. All claims will populate regardless of payer
is being billed through ESDS with the exception of travel vouchers as that comes to billing once
you finish creating it.

Review Pending Biller Claims

672026 Keyshla Rodiguez Melendez - TREASURE
Pending Claims
Search Critena
o] ]
Search Resulls
O cloim identiter Claim Frequency Esosi0 chia Organizstion Envotment Service Date Sorvice Type CPT & Modifiers Provider Name Payer Supporting Dacument
T e — Ongmal s P ] Treasure Coast  om——— 03052026 1017 T — 7SR E -
e om— Orgmal ot C—c—— Treasure Coast e 04272026 017 ——— 1 SUR -
[ s — Orgnal m— c—————, Treasure Coast SEEC—— T m T -
porpage 25 @
o =
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4. If you realize you have a claim that needs correcting you can select the box on that claim and
select the tile that says requires follow up. Ex: a duplicate claim you need to void or a claim you
selected the wrong payer or information needs to be updated. This action will send the claim to
your claims dashbioard for you to follow up on it. Leave a note that will help you remember why
you sent it back to yoursef for review.

Pending Claims
Search Criteria

Q

Search Results

B  ciaim identifier Claim Frequency ESDS ID Child Organization Enroliment Service Date ~  Service Type CPT & Modifiers Provider Name Payer Supporting Document

P Originat anees, e (sue Coxst R 024202 Service Coordination T1017°TL s TREASURE Part C
[ ee—— Original ey S cosuc Coost " (1202 Senvice Coordination T1017°TL it - TREASURE Part C
Rowsperpage: 25~  1-20f2

- ES19779:1 X

Folow-up Reason
{ Incorrect amount of units need to fix ‘

E =TT

5. Once you have reviewed all your claims you can select the check box at the top next to claim
identifier to select all the claims. To submit to part c you will hit the blue tile that says “approve”
after this is complete the claims will be push to the billing department to issue payment.

Review Pending Biller Claims Back To Case:

Keyshia Rodriguez Melendez - TREASURE

Pending Claims
Search Criteria

Search Results

4 Claim identifier Claim Frequency ESDSID Child Organization Enroliment Service Date = Service Type CPT & Modifiers. Provider Name Payer Suppaorting Document

— Original —
—— Original ——

G Treisus Cosst v 03242026 Senvice Coordination  T1017°TL R TREASURE PanC -
* Treasurs Coast R 037172026 Service Coordination  T1017°TL. RS- TREASURE  PartC -
Rowsperpage 25«  120f2

+ ESIGT9 X
+ ESIGTAA X

UPDATED 5/6/2026 BY KEYSHLA RODRIGUEZ MELENDEZ, TCES BILLING MANAGER



Page |3

6. Once all claims have been approved hit the blue tile “Not needed” to close out the Review
Pending Biller Claims tasks until you need to repeat the process for new claims. This action will
take you back to your dashboard.
Review Pending Biller Claims Back To Cas

Keyshia Rodniguez Melenaez - TREASURE

Pending Claims
Search Criteria

Cancsl Not Neaded

7. To locate your claims you set for follow up you will need to locate the Claims dashboard. They
will be the highlighted area below. If you have a duplicate claim that you need to delete you
would select the claim in that area and select create void claim this will delete the claim.

Welcome Back, Keyshla!

Dashbaard.

Search Cases > Search Claims > Initiate Travel Voucher >

My Tasks

Claim Requiring Corrective Action Aged Claims Summary

CLAIMS YOU SET TO REQUIRE FOLLOW UP WILL APPEAR HERE

Claim Status Request Claim Reversals
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UNIT LIMIT EXCEEDED ERROR GUIDE

1. Locate Enrollment Search->Click search to bring up your caseload->Locate child with unit error
message

2. On case screen you will see Task Summary. Please make sure the highlighted below is set to
“OPEN" so that it just shows you opened claims for the child

Task Summary Create Task 4 Close X

Search Results

——— = RLSERVICES 0552026 -
= Trasiton Fian E— TEASURE ourzez7 - -
3. If you sort the Tasks by hitting the little error, it will put the tasks in alphabetical order making it

easier to view duplicate entries. In the example below you will see that this child has 4 different

contact notes for 1 date of service.

Task Summary Create Task 4 Close X

Search Results
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4. You need to close out all of the extra notes leaving only 1 to actually submit to billing. To close
out a claim you will click on the blue arrow on the far right to open one of the claims. Once you
open the claim you will scroll down to the bottom and you will see the blue tiles. To “delete” a
claim you must hit “NOT NEEDED” do not hit the cancel button when you are billing since this
will not actually delete the claim and will cause you issues.

Review Billing Details - Early Intervention Session - 04/03/2026
S e e
5.

If you hit cancel instead of “not needed” the system will not allow you to submit the claim.
Please email the billing department to have it reviewed.
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