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e-Claims - Batch Upload

What access do | need? What else do | need?
SP Claims user role Claims File Reference Number

Open the Claims screen

Log in to the portal and open the
accordion.

For Everyone For Professionals About the Program

# Home

» Client Two new buttons should be available for SP
- Claims Claims users

Batch UploadglieBBatch Download!
ol qBatch Upload

Upload your e-Claims Batch File

The File Upload screen will appear. Click Choose File to open a File Selection dialog
box, navigate to the location of your saved file, and select it. The text ‘No File chosen’ will
be replaced by the title of your selected file.

File Upload The File MUST

Ch filz | Mo file chosen .
= e match CSV File Format.

| understand that the information | have submitted on this form is subject to the hd be a CSV flle only'
provisions stated in the Service Provider Contract. e be (u nder) <1 Mega byte

| understand that submitting any false information may result in the cancellation of the

accreditation to provide services. F||e T|t|e MUST be <96
characters (incl ‘.csv’).

| certify that the information provided is true and correct.

Upload |
If your file does not meet these
requirements, the system will not
accept your file for uploading.

Close

When a File is successfully uploaded, a
_Succgss message will _dlsplay ON SCreen, & tiome > Batch Upload
inclusive of a Claims File Reference

Number.
Success

You will be sent an email when it is processed.
Your Claims File Reference Number is 0126251020191223256

Close

The Reference Number will also be sent
as a confirmation email.

Only after being successfully uploaded, are files then validated and processed by the
system. If the uploaded file is not in the correct CSV File Format it will be identified as
invalid and rejected by the system.

Both approved and rejected claims will display in your Batch Download file.
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