
Adding or Closing a Contract 

(Funding Source) 

*NOTE:  The Place of Service resides in the Contract. POS is important because it tells MH where services took 

place.  If the wrong POS is in the contract, your claims will be rejected. 

 

Dayhab:  11 

AFC:  12 

 

Add/Edit Data, Contracts, Open 

 

 

Click Add at the bottom of the screen: 

 
 
 
 
 



 
 
 
 
 
 
Enter your new contract number in the box:   
 

 
 
 

The naming sequence for all MH contracts is: 

• MA MED  

• 4 digit code starting with 9 (9998) 

• 7 digit legacy MassHealth number (to find this number, highlight your first contract and click on Edit) 

• Last 4 digits are all zeros (0000) 
You do not need to manually enter dashes, enter the contract number without spaces. 
 
 

  
 

  

Click OK to continue to the next screen.  

 



 

Enter in your contract description…see example below. 

Enter fiscal year, Y for active, beginning date for the contract. You may leave the end date empty. 

Enter Start Date, leave End Date blank. 

Enter Provider and Processor numbers (same) 

Enter Place of Service 

 
 

 
To close a particular contract and all funding sources for individuals assigned with that contract,  
click on Close selected contract and associated funding on the bottom left. 
 

 


