
Closing Claims 

If a claim is still OPEN (835 has not been applied), use Add Manual Payments to close it out. 

If a claim has been REJECTED (835 has been applied), use Correct Rejected Items to mark it as 

Unbillable. (see below) 

Both options listed above will remove claims from aging reports. 

 

Under the Receipts tab, select Add Manual Payments: 

 

 

 

Choose the contract that you submitted your claim under from the drop down box: 

 



 

 

Choose your claim by selecting it from the list and click on the Close Claim button on the 

bottom right of the screen: 

 

 

A message box will appear asking if you want to close the claim.  If you click Yes, the claim will 

be closed out and you will be able to create another claim for that individual, if necessary. 

 

 

 

 

 



 

Marking Claims Unbillable 

Under the Receipts tab, select Correct Rejected Items: 

 

 

Select the error code from the box and click Edit: 

 

 



Choose your claim or claims from the Detail Selection and click on Unbillable. 

 

 

 

 

Once you click on Yes, the claim will disappear from the box and will no longer appear on your 

aging reports.  You will be able to create another claim (ie: to another payer) for that individual.  


