
Web Wizard for Home and Community 

Based Service Providers

Please install and test the Zoom application 

before we begin today’s webinar



Who Should Use the Multiple 

Claim Submission Wizard?

• Multiple Claim Submission Wizard is designed to be used by Home 

and Community Based Service Providers for billing services such as:

o Adaptive Equipment

o Community Transition Services 

o Consultation Services

o Crisis Intervention

o Environmental Modification

o Personal Care Services

o Respite

o Supportive Employment

o Supportive Living
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Accessing the Wizard
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• To create a HCBS claim using the Multiple Claim Submission Wizard

• Click on the “Claims” tab



Recurring Tab
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• Click on the “Recurring” tab to access the Wizard

 



Select Template (HCFA 1500)
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• Select a template to start your claim from the drop down



Service Location
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• Select the desired address from the dropdown



Member List
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• Click to view your member list



Add Member
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• Enter Member ID or Last Name and Birthdate

• Member ID is the Medicaid ID on the Member ID card

• Click Add Member



Remove Member From List
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• Under “Actions” click the X to remove the member from your member 

list



Create Claim(s) HCFA-1500
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• For each member selected enter the:

o Modifier (if applicable) up to 4 modifiers may be entered, separated by commas

o First date of service (DOS Start)

o Last date of service (DOS End)

o Total charges

o Number of days or units



Review Claim
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• To review your claim click on the action icon eye

• You can review the claim or change some fields

• Some fields may not allow you to edit

o If those fields need to be changed you will need to delete the claim and start over

• Click on the X to delete the claim



Verify Information
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• From Review claim you can verify the claim information is correct

– If correct, click close to go back to submit the claim

• If needed, you can edit the existing service line or select to Add New 

to add additional service lines to your claims



Adding Service Lines/Changing Claim 

Fields
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• Click on Action icon after your claim has been successfully created

• You can either edit the existing line or select Add New to add 

additional service lines to our claims



Edit Service Lines
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• Enter the new from and to dates, amount and days/units 

• Click the green add button

• You can add up to 4 additional lines for a total of 5 lines per claims

• If you want to change any of the pre-coded fields you should select 

Edit after you’ve added your new service line



Certify Claim(s)
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• Once you’ve completed adding additional service line(s) check 

certification box and click Submit claims



Success
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• Success! Your claims have been submitted!



Print Submitted Claims
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• Click on Print to print a copy of the claims submitted including the 

Web Reference number

• Click Submit More Claims to return to the claims screen to request a 

new template or move on to other functions



Select Template (UB-04)
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• Select a Template to Start Your claim from the drop down

• The template is designed to speed up the claim submission process 

and contains pre-coded claim data



Service Location
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• Select the desired service address from the dropdown



Member List
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• View Member List



Add a Member
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• The member list only needs to be created once during your first time 

using the Multiple Claims Submission Wizard.   

• Enter Member ID or Last Name and Birthdate.  Member ID is the 

Medicaid ID on the member ID card.  Click on Add Member. 



Verify Member Added

Confidential & Proprietary

• You will see Member Added

• Under Actions click the X to remove a member from your list

• If a claim has already been submitted you can click on the page icon 

to view the last claim submitted for that member.  



Create a Claim(s) 1450 UB
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• For each member selected enter the:

o Bill Type

o First date of service (DOS Start)

o Last date of service (DOS End)

o Rev Code (Revenue Code)

o Total charges

o Service Units (days or service units)

o Patient Liability



Certify Claim(s)
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• Certify the claims being submitted are accurate

• You can review claims prior to submitting.  (Refer to Review Claim 

and Add Service Line from above) After all the claims have been 

reviewed for accuracy, select “I certify that these claims are accurate” 

and click Submit Claims.  



Success
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• Success!  Your claims have been submitted!



Print Submitted Claims
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• Click Print to print a copy of the claims submitted including the web 

reference #.  Click Submit More Claims to request a new template or 

move on to other functions.  
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Arkansas Total Care
Provider Services

Phone:  1-866-282-6280

Website:  arkansastotalcare.com

Email inquiries to:

Providers@ArkansasTotalCare.com

http://www.arkansastotalcare.com
mailto:Providers@ArkansasTotalCare.com
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Questions

Please use the Chat feature to enter 

your questions



Thank you
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