
03.12.2025 WIP Timely Filing High Level

Timely Filing 
Denial 

received 

Is account past 
timely f iling limit? 

(xwalk)

Submit write 
off  request

Reconsideration 
needed

No

Click Prof Tx 
inquiry

(4)

Search tx # from export 
(TX_NUM_IN_ACCT)

(6)

Select 
Transactions 

(5)

Click 
"Guarantor 
Account"

(1)

Search by Guarantor 
(account_id) & hit enter 

twice
(2 & 3)

ALT+SHFT+3

CTRL +6

Tab 4 times

Click write 
off  

insurance
(7)

Right click 
txn 

insert 
comment

(10)

Alt + A to 
accept

(11)

Enter 
Adjustment 
Code 3030

(8)

Enter 
Adjustment 

Total
(9)

Process Complete -  end 
automation

Another 
account in 
Adjustment 

queue?

return to 
step (1) and 

search 
account

Yes

No

Transaction Service 
Date = 

DEPOSIT_DATE?

Amount in Epic = 
queue amount

Yes

return to 
step (1) and 

search 
account

Mark as Failure -  
unable to validate 

correct txn

No

No

Yes

Open google 
chrome

log in to 
Availity

MFA via 
google 

authenticate

go to Claim 
Status

(1)

Select 
Organization

(2)

Select Payer 
(3)

Claim 
Number

(4)

Enter 
Provider NPI

(5)

Enter Claim 
Number

(6)

Click Submit
(7)

Result Returned? Mark as failure due 
to "claim not found"

Yes

No

Click on 
Claim

Click 
"Dispute 
Claim"

(8)

"Dispute 
Claim" Option 

Exists?
(8)

Yes

Mark as failure due to 
"electronic submission not 
available"

No

Existing request 
prompt?

Click "Go to 
details"

(9)
Yes

Click "Go to 
Request"

(8)
No

Click 
"Burger"

(10)

Click 
"Complete 
Dispute"

(11)

Enter 
Request 
Reason 

"Reconsideration"
(12)

Enter 
Note
(13)

"Please view 
attached medical 

records as per 
your off ice 
request"

Select 
"Billing"

(14)

Phone 
Number

(15)

Phone Number 
may vary by 

work assingment 
-  

payer/department/etc

Click "Add 
File"
(15)

Attach 
associated 

medical 
records via 
f ile explorer

Click 
"Submit 

Request"
(16)

Addtl 
account in 

queue?

Log Details 
for "Post 

Note"  
process in 

Epic

End Automation and 
start "Post Note"  

process

Start at step 
(1) and 
repeat 

process

Yes

No

Dispute 
produces 

claim 
number/case 

number

Pt 
Provided 
insurance 

information in timely 
maner and/or charges 

were dropped 
timely

Yes Yes

Balance NRP 
to patient 

and pt 
statement 

sent

No

Other Notes: 
*  Look in epic f irst to see if  the 
charge was dropped to timely. Did 
the charge drop out of epic 
*  Insurance billed is correct 
insurance on account? If  changed, 
send claim to correct insurance? 

Fill out bcbs 
reconsideration

Is account past 
timely f iling limit? 

(xwalk)
BCBS

Fill out UHC 
reconsideration 

UHC
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