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List Management 
List Management allows you to create lists of useful 
claims information used repeatedly when entering 
data on the Claims Entry screen.  Using the lists 
feature will both shorten the time it takes to enter a 
claim and increases accuracy of claims entry. 
All lists work basically the same way:  Click List 
Management on the Main Menu and select a list type 
(e.g., Recipient, Procedure, Diagnosis, etc.) from the 
submenu. An example of a Recipient List is shown at 
the right. 

View List 
The Add/View screen for that list is displayed.  The 
lower portion of the screen shows current active  
entries on the list. 
• To view the full list, scroll down the list and 

click the Show All button. To view only active 
entries, click the Show Active Only button that 
will display. 

Add to List 
1. Type the individual’s information in the fields 

provided in the top half of the Add/View screen. 
2. Click Submit. 

Edit List 
1. Click the Edit button to the far right of the entry 

you wish to edit.  This will take you to the Edit 
screen for that list. 

2. Make your changes in the fields provided. 
3. Check or uncheck the box marked “Active” next 

to the new entry.  Only patients marked “Active” 
will appear on your default list. 

4. Click Submit.  This will return you to the 
Add/View screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Delete from List 
1. Click the Delete button in the last column if  

you would like to delete an entry from your list. 
2. A warning window will appear asking if you are 

sure you want to delete the entry. 
3. Click Yes to delete the entry. 
4. Click Cancel to return to the list. 
 
 

A handy reference for the S.C. Medicaid Web-based Claims 
Submission Tool: 

• List Management (pg.1) 

• Claims Entry (pg.2) 

• Claim Submission (pg.3) 

• Reports (pg.3) 

• Claims Status (pg.4) 

• Web Submitted Claims (pg.5) 

• Eligibility (pg.7) 

 

Click to view all entries 
(not just active ones). 

ADD new entries 
using these fields. 

EDIT an entry 
on your list. 

DELETE an 
entry on 
your list. 

Last Updated 08/14/07 
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Claims Entry 
From the Main Menu, click Claims Entry and then select the type of claim (Dental, CMS-1500, UB-04) from the submenu that will appear. 
The lower portion of the Claim Results screen lists all unsubmitted claims.  The upper portion allows you to choose a desired action. 
Claims Entry works the same for Dental, CMS-1500, and UB-04 claims.  The CMS-1500 claim type is used as an example in the information 
below. 

Add a Claim 
1. Click the Add button to open the claim form.  
2. Type in your data as you would any other claim.  

You will encounter drop-down menus, ellipses, 
Copy and Add/Edit buttons in some fields as 
described below. 

3. Click the Save button.  

Edit a Claim 
1. Click the Radio button next to the claim you 

wish to edit. 
2. Click the Edit button.  The claim will appear and 

you may make the desired changes. 

Copy a Claim 
1. Click the Radio button next to the claim to be 

copied. 
2. Choose the Copy button.  (Note: Once the claim 

is copied, there will be a duplicate claim in your 
list.  Be sure to edit the duplicate claim in order 
to avoid sending a duplicate.) 

View a Claim 
1. Click the Radio button next to the claim you 

wish to view. 
2. Click the View button.  The claim will be 

displayed on your screen. 

View History 
1. Click the Radio button next to the claim you 

wish to view. 
2. Click the History button.  In this example, a list 

of all CMS-1500 submitted batches will be 
displayed. 
Remember - A data purge will run the first day of 
each month to delete all submitted claims and 
submitted batches that are more than three 
months old (as determined from the date in the 
Date Submitted field). 

Delete a Claim 
1. Click the Radio button next to the claim you 

wish to view. 
2. Click the Delete button.  The claim will be 

deleted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

View All Claims 
1. Click the View All button.  All of the unsubmitted claims will be displayed on 

your screen. 
Remember - these claims will be automatically purged (deleted) if they are 
more than three months old (as determined by the date in the Date Last 
Updated  field). 

2. Click the Print button.  A list of all CMS-1500 unsubmitted claims will be 
printed. 

3. Click the Back button to return to the CMS-1500 Results screen for other 
options. 

All unsubmitted claims that are more than 
three months old will be automatically 
purged (deleted) on the first day of each 
month based on the DATE LAST UPDATED 
field. 

Ellipsis:  Click to 
choose from lists 
created by you. 

Drop-Down:  Click 
to choose from 
predefined 
system lists.  
 

ADD/EDIT button:  Click to 
open a new screen where you 
can enter additional 
information.  
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Claim Submission  
Claim Submission works the same way for Dental, 
CMS-1500, and UB-04 claims. 
1. Click on Claims Entry > CMS-1500 to go to the 

CMS Claims Results screen.  Verify that these 
claims are ready to submit. 

2. From the Main Menu, click on Claims 
Submission, and then on Claims Submission 
again in the submenu.  This will take you to the 
Claims Submission screen. 

3. Type your Contact Information in the fields 
provided or select from List Management by 
clicking on the ellipsis. 

4. In the Claims Submission Information section, 
click on the Radio button next to the type of 
claims you want to submit.  (Note: To submit 
only specific claims within a claim type, click the 
Edit button to bring up the full list of claims.  
From there, you can select the desired claims to 
submit by clicking the Radio buttons next to 
them.) 

5. Click the Submit button.  A Popup screen will 
ask if you are sure you want to send the claims.  

6. Click Yes.  A screen displaying the batch ID will 
appear. 

Reports 
The Reports feature allows you to see all submitted 
batches, including the batch ID, date submitted, 
name of the submitter, the number of claims that 
were sent, and the total dollar value of the claims.  
This information will remain for three months before it 
is automatically purged (deleted).  You can view the 
specific claims in the batch, and you can either print 
them or copy them for reuse in a new claim.   
From the Main Menu, click Reports.  A submenu will 
appear.  Click the desired claim type for the report 
(example: CMS-1500). 

View Claims 
1. Click the Radio button next to the desired batch. 
2. Click the Detail button.  A Batch Details screen 

will appear that lists all claims in that batch. 
3. To view a specific claim, select the Radio button 

next to the desired claim and click Detail button 
to retrieve the claim list.  The list of claims in that 
batch will display. (Note: To view the current list 
of unsubmitted claims, click the Current button.) 
Note: All submitted claims and submitted 
batches that are more than three months old will 
automatically purge (delete) based on the date 
listed in the Date Submitted field. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Copy Claim  
1. Select the batch containing the claim and click the Copy button.  The Batch 

Details screen will appear with a list of the claims from the selected batch.  
2. Select the desired claim and click the Copy button.  The list of claims will be 

updated with a copy of the selected claim.  You may then select and edit the 
claim as desired. 

 
 

Select Contact 
Information from  
LIST MANAGEMENT. 

 View individual claims in 
the batch. 

 Select the batch. 
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Claims Status 
The Claims Status feature allows you to check the 
status for Dental, CMS-1500, UB-04, Premium 
Payment, and the associated adjustments for these 
claim types regardless of the submission method of 
the claim.  This information will remain available to 
search for six months (from the processing/check 
date) before it is automatically purged (deleted).  You 
can view the status of specific claims, or you can 
enter search criteria to see a range of claims.   
From the Main Menu, click Claims Status.  A 
submenu will appear.  Click Claims Status from the 
submenu. 

Search for Claims Status 
1. Enter the Provider ID and the Medicaid ID in the 

required fields at the top of the Claims Status – 
Search screen.  The Provider ID should be the 
one for the “pay to” provider of the claim for 
which you are searching. 

2. Narrow your search by entering a CCN, a Dates 
of Service range, an Amount Billed, or a 
combination of the Dates of Service and the 
Amount Billed.  (Note: If you choose to use the 
Amount Billed criterion for your search, it MUST 
be the exact amount billed on the claim or the 
system will not find a match.) 

3. Click the Check Status button.  A Claims Status 
– Search Results screen will appear that lists the 
status of all claims that satisfy your search 
criteria. (Note: A warning message will display if 
no matching claims are found.)  

4. Click the Reset button to clear all of your search 
criteria except your Provider ID. You can now 
enter new criteria. 

Sort Search Results 
1. Click on a hyperlink (column heading) to re-sort 

your search results by category.  

Print Search Results 
1. Click the Print button to print the search results. 

Note: You must set your printer to Landscape to 
view all columns on the Search Results screen. 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1234567890 
551212 

Reasons May Include: 
• Claim is older than six  months from the 

processing/check date. 
• Claim has not been adjudicated. 
• Invalid data was entered (i.e., incorrect Provider ID 

or  Medicaid ID). 
• The search criteria are too narrow. 

Completing additional 
search fields will 
narrow your search. 
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Claims Status Results  
Claims Status results will reflect one of the following five options: 

1. Paid – Claim payment has been 
made.  The claim has gone through 
both the adjudication and the 
payment cycles. 

2. Approved – Claim has processed 
and payment is scheduled.  The 
claim has only gone through the 
adjudication cycle and is pending 
going through the payment cycle. 

3. Rejected – Claim has processed 
through the payment cycle and an 
ECF has been issued.  Note: No ECF will be issued for adjustment claims; refer to the Remittance Advice (RA) for adjustment claims. 

4. Denied – Claim has been adjudicated, edit code(s) has been assigned, and approval was denied.  The claim has gone through the 
adjudication cycle, been denied for payment, but still must complete the payment cycle. 

5. Suspended – Claim is in process.  The claim attempted to complete the adjudication cycle, but has been suspended. It has been referred 
to SC Medicaid for resolution. 

Web Submitted Claims 
The Web Submitted Claims feature allows you to 
view, sort, and check the status of your Dental, CMS-
1500, UB-04, and associated adjustments for claims 
that have been submitted via the Web Tool.  This 
information will remain available to view, sort and 
check status for three months from the submission 
date before it is automatically purged (deleted).   
Note: For a claim status to be found, the claim must 
have completed the adjudication cycle. 
From the Main Menu, click Web Submitted Claims.  
A submenu will appear.  Click Web Submitted 
Claims from the submenu. 

Search Claims Status 
1. Click the checkboxes of the claims for which 

you want to check the status. 
2. Click the Check Status button. The Web 

Submitted Claims – Lookup Results screen will 
appear. 
Note: If you click Check Status before selecting 
any checkboxes, a warning window will appear. 

3. To clear all of the boxes that you have checked, 
click the Clear Checkboxes button. Or, you can 
clear individual boxes by clicking on the 
individual box again. 

Sort Lookup Claims 
1. Click on a hyperlink (column heading) to re-sort 

your search results by category. 
Note: If you sort by Recipient Last Name, results 
will reflect a sort by first name as well. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLAIMS STATUS CCN Amount 
Billed 

Dates 
of 

Service 

Check 
Date 

Check 
Number 

Payment 
Type 

Total 
Payment 

Claim 
Status 
Date 

PAID        BLANK 

APPROVED    BLANK BLANK BLANK   

REJECTED     BLANK BLANK BLANK BLANK 

DENIED    BLANK BLANK BLANK BLANK  

SUSPENDED    BLANK BLANK BLANK BLANK  

M00098SC9 

Listed claims are 
connected to this 
Submitter number.  

3-month 
purge rule 
applies. 

M00098SC9
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Web Submitted Claims – Lookup Results 
All information in the columns for the Web Submitted Claims – Lookup Results screen are similar to those for the Claims Status screen. (See 
chart on page 5.)  If a claim has not completed the adjudication cycle, you will receive a warning message that the claim status data was not 
found; try your search again the following day. 

Print Search Results 
1. Click the Print button to print the 

search results. 
Note: You must set your printer 
to Landscape to view all columns 
on the Lookup Results screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Don’t forget the 
purge rules:  On the 
1st of every month, 
the system will purge 
everything older 
than three months. 
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Eligibility 

Checking eligibility is fast and efficient with the Web 
Tool.  You may check eligibility individually, or as a 
batch for multiple recipients. 
Verify One Recipient  
From the Main Menu, choose Eligibility, and then 
Verify One Recipient, to retrieve the Eligibility 
Verification Inquiry screen.   
1. Enter your Provider ID or NPI, and type one of 

the following in the fields indicated: Medicaid 
I.D.; SSN and Date of Birth; or Name and Date 
of Birth along with the Provider ID.  The ellipsis 
is available to access the recipient list where you 
can select the desired SC Medicaid ID. 
Note: The Web Tool will return SSN information 
only if you search eligibility using SSN. 

2. Click the Submit button.  The Eligibility 
Verification Results screen will appear that 
contains the eligibility information of the recipient 
in question. 
• If you wish to check eligibility for another 

recipient, click the New Search button.  
This will return you to the original screen. 

• If you wish to add this individual to your 
Recipient List, click the Add Recipient List 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1123456789 

123456 

1123456789 

Type Medicaid I.D.  
or SSN and Date of Birth  
or Name and Date of Birth. 
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Verify Multiple Recipients 
From the Main Menu, choose Eligibility, and 
then Verify Multi Recipient, to retrieve the Eligibility  
Verification Multi Inquiry Results screen.  
1. Search by SC Medicaid ID, Recipient List, or 

SSN and DOB. (Note: You are able to select 
from the Recipient List to populate the Medicaid 
ID.) 
• Click on the Recipient List button to 

display your Recipient List. Select up to 50 
recipients and press Submit to add the 
recipients to the selection screen.   

• Each time you select from the Recipient 
List, the system overwrites the previous 
entries.   

• To add a new recipient to the selection 
screen, type the Medicaid ID in the next 
available space. 
Note: For more accurate results, enter the 
Date of Service (DOS) in the search criteria 
to receive eligibility verification for a specific 
DOS. 

2. Click the Submit button.  The Eligibility 
Verification Multi Inquiry Results screen will 
appear and display eligibility information for the 
entire batch of recipients. 

3. Click the Radio button next to individual 
recipient name(s).     
• Click Detail to view a complete list of eligibility                                                                                                                                                             

information requested. 
• Click Detail All to view eligibility information 

provided for every recipient shown. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


