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Introduction

The purpose of this tutorial is to educate 
providers on the Bill Adjustment features 
using the WCMBP System.

 Understand the benefits of Bill 
Adjustment

 How to Search Provider Bill 
Adjustments

 Bill Adjustments
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Bill Adjustment Benefits

Allows Providers to:

 Make corrections to paid bills electronically.
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Bill Adjustment

WCMBP System

 Providers can submit bill adjustments for any bill using one of the 
following methods: 

• Mailroom

• Direct Data Entry (DDE)

• Electronically

Note: Void transactions are not available for DFEC, DEEOIC, and 
DCMWC providers. If providers need to adjust a bill, they need to 
submit an adjustment using their chosen submission method.
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Accessing Bill Adjustment on the WCMBP System (1) 

1. Log in to the WCMBP System. Select a Provider ID Number to continue to the Provider Portal. Then select Go.

2. Select the appropriate profile, Ext Provider Bills Submitter, from the drop-down list, then select Go.
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Accessing Bill Adjustment on the WCMBP System (2)

3. The provider portal main screen displays. Select the Bill Adjustment link under Bills.
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How to Search Providers Bills to Adjust (1)

To search for a bill to adjust:
1. Enter a TCN, or Claimant ID or SSN, and the Date of Service (DOS).
2. Select Submit.
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How to Search Providers Bills to Adjust (2)

The system displays the bills that match the search criteria you entered.

3.    Select the checkbox to the left of the TCN for the bill that you want to adjust.
4.    Select Adjust.
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Adjust Bill

The system will display the Basic Bill 
Information:
 Original TCN (TCN # you are adjusting)
 PROVIDER INFORMATION
 CLAIMANT INFORMATION
 BILL INFORMATION
 SERVICE/BASIC LINE ITEM INFORMATION

Note: The Bill Header sections are minimized on this screen. Select the down arrow to maximize the sections to see and 
select the information to make the corrections.
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How To Submit Attachments (1)

A dialogue box opens asking if you want to submit backup documentation.

1. Select OK to add attachments or select Cancel if no attachment is needed.
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How To Submit Attachments (2)

If OK is selected, the Adjust Professional Bill Details page opens, displaying a new TCN and Add Attachment button. 

2. Select Add Attachment to upload your adjustment document.
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How To Submit Attachments (3)

3. Select one of the options from the Required Fields * and select Line No if the attachment is for a specific 
Service Line Item. 

4. Select Upload file to add attachments and then select OK.
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How To Submit Attachments (4)

The Adjust Professional Bill Details screen shows the uploaded attachment.
 
5. Select Submit.
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How To Submit Attachments (5)

A dialogue box opens confirming your adjustment was submitted successfully.

6. Select OK.
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How To Add Attachments After Bill Submission (1)

Attachments can be added after a bill has been submitted, but only if the Bill Status is “In Process.”​

1. To add an attachment, select Bill Inquiry under Bills.​
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How To Add Attachments After Bill Submission (2)

The Bill Inquiry Providers List page displays. 

Note:

• Only bills processed within the last seven years will display in the system.​
• By default, search results are limited to the most recent 100 bills; however, filters can be used to display 

all bills that meet the specified criteria.
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How To Add Attachments After Bill Submission (3)

2. Select the TCN hyperlink for the In Process bill.​
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How To Add Attachments After Bill Submission (4)

3. Bill Details page displays. Select View/Add Attachment.
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How To Add Attachments After Bill Submission (5)

Images/Attachments Retrieval Page displays. 

4. To upload an attachment, select Upload Images/Attachment.​
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How To Add Attachments After Bill Submission (6)

Note:
At this moment, if the Upload Images/Attachments button is selected and the warning message “Warning! The bill 
processing is complete and additional attachments cannot be added" appears, it means that, although the bill 
status may still display as "In Process," the bill has already been processed and is awaiting a payment decision. 
Therefore, the option to add attachments is no longer available.
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How To Add Attachments After Bill Submission (7)

5. To locate the attachment on your computer, select Upload File. 

6. After selecting the attachment to upload, select OK.
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THANK YOU!
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