[bookmark: _GoBack]Remittance Advice (RA)
Processing payments:
Log in to MyAvatar by entering “Username” which is your employee’s number and your “Password”. Click on Sign In
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Start by selecting the form you need
[image: ]Type form name


Select the form by clicking on the form once. Type in Financial Eligibility and double click on the highlighted green. [image: ]
This form will open up which needs for you to type in a client. You will type in the client and double click in order to select the client and to open up the Financial Eligibility form.
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 Financial Eligibility form will open up and you will double click on “MH FINANCIAL”. 
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After you double click on “MH FINANCIAL”, you will be able to see who the guarantors are and what order they are in. 
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You till then need to open another window to go to the Client Ledger. 
To go to the next form , you can either go back to “Home” and search for another form, or click the green plus sign [image: ]  to select the next form Green plus button



  [image: ]Type form name
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Type client’s information” You can search my last name, first name (No space between last name(,)first name). You can search by “Date of Birth” 00/00/0000, “Social Security Number” 000-00-0000, and by client’s number.  A list of clients will come up, double click on client you are searching.
Click enter, or search
“Claim/Episode/All Episodes” is now showing red. Select an option 
“From Date” and “To Date” will pre-populate, you can change the date range
“Ledger Type” select what type of report you need.by selecting “Crystal” or “Simple”
Click on Process





The report opens up.  Here you can check for client’s date of service, if the claim line has been processed, paid or is still unbilled, also check for the Guarantors.
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Once you have reviewed the ledger, click on the red X Dismiss this will bring you back to the form and will ask the following question
[image: ]
If you are done reviewing the report click “no”, if you still want to remain on the form click “yes”


To go to the next form , you can either go back to “Home” and search for another form, or click the green plus sign [image: ]  to select the next form 

  [image: ]Green plus button

Type form name





Spreadsheet Remittance Posting
[image: ]
Search “Client”, type client’s information” You can search my last name, first name (No space between last name(,)first name). You can search by “Date of Birth” 00/00/0000, “Social Security Number” 000-00-0000, and by client’s number.  A list of clients will come up, double click on client you are searching.
Under “Posting by Claim or Episode” select claim, 
Under “Claim” click the arrow down and select the date of service and guarantor
The “Guarantor to Post For” will default to the guarantor you selected under “claim”
For “Posting Date” and “Date of Receipt” click on “T” this is for today’s date
Now click on “Launch Work Screen”
[image: ]
Click on the “Date of Service” payment needs to be posted on, add the payment amount, select a payment code, add the transfer amount, select the transfer code and select transfer guarantor. Once you have completed the spreadsheet click on “Accept”.
Before you submit check the “View Client Ledger” to make sure the postings and/or adjustments were done correctly. At this point, you can make any necessary changes to the spreadsheet.
Once you have confirmed the entries click on “submit”.
Check the “Client’s Ledger” to ensure the payments and transfers were accepted.
1

image5.png
s | ¢

PHILLIP A ECFED (002005442)
@  M29,07110
HE -, WE: -, B

Financial Eligibility »

Name: PHILIP A ECFED
™ 2005442
Sex: Male

Date of Birth: 07/11/1594

[

‘36HECS - VALLEY STAR CWIC MORONGO BASIN

‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36HECS - VALLEY STAR CWIC MORONGO BASIN
‘36GEAR - Valle Star Tay CRT Adut Res
‘36GEAR - Valle Star Tay CRT Adut Res
‘36AZWO - CIOVICA, IRENESNACTIVE

3642 - FFS Psychiatrist

36451 - Cedar House Life Change Center
‘36407 - CEDAR HOUSE REHABILITATION CTR
01130 - VALLEY STAR COMM 0P

00036 - SAN BERNARDINO COUNTY OP

SUD FINANCIAL

MH FINANCIAL

02/12/2018
02172018
02/23/2018
03/16/2018
03277208
03/24/208
05/23/2018
06/03/2018
04/23/2017
05/07/2017
os/11/2011
10/01/2010
11/09/2016
08/11/2016
04/23/2017
11/03/2016
11/09/2016
10/01/2010

Location:
Attn, Pract.: -
Adm. Pract.:

02/12/2018
02172018
02/23/2018
03/16/2018
03277208
03/24/208
05/23/2018
06/03/2018
05/05/2017
07/26/2017

0200772017
11/09/2016





image6.png
Financa Eigbiity
Guarantor

= Guarantor Selection
Guarantor Information
Subscrber Information
Employer Information
Benefits and Elgbity
= Customize Plan

Real Time Inquiry (270) Rec
Online Documentation

Episode Number
Adrision Date
10042010

- ]
program

MH FINANGIAL ~

Dt Informstion From iferent Episod
Ve No

Episoda To Defauk From

Coversge Comments

Gusranor =6

Gusranor =7

Gusranor =6

Gusranor =5

Gusrantor 210

Socal Securiy Number

Bilng Group Number

Link To Financial Elghiity From Another Episods
Ve No

EpisodaTo Link To

Gusranor =11

Gusranor 212

Gusranor 213

Gusrantor 216

Gusrantor =15

Gusranor =16

Gusrantor 17

Gusrantor =16

Gusrantor 219

Gusrantor 220





image7.png




image8.png
Famiy Registration
v Jl FFS Provider Set Up
Recent Forms.

Clent Ledger

Search Forms
a
Browse Forms

Auatr i

Avatar MSO»

Vee

@





image9.png
I

ClaimlEpisodiAll Episodes ~Fiom Date. ~ToDate

Aiepsodes cim Episode [N ] 2 0

splay Zero Dollr Payments/Adjustments

Bres

~Ledger Type-

O arystal C
- Indude Zero Charges
Yes

~Sort By Episode
Yes




image10.png
myAvatar 2018 r=F

Gt |t Lok s s v | e

‘STACEY TEST (000000284) Ep:- Location: - Alerges (0)
F, 47, 08/23/71 Problem p: - Attn. Pract.: -
HE -, WE: -, BHL - DxP: -
Clent Ledger &
Extriect SATAnCE OF Azt ERisoDEs ses.00

(R ToTaL: 885,00 )

1 mrses semsmme as10. 0.00
3 Sitpayim 3000, se0i00
Bl s 30500

print





image11.png
Form Return

Processing report has completed. Do you wish to retum to form?





image12.png
 ierenancerecien « |

Spreadsheet Remittanc...

W m .
O 8 | *
Online Documentation

~Clnt.

~Post 8y Claim or Episode

Posting Date

Al Epsodes Claim

Start Date.
80
~Stop Date.
80
Payment/Adiustment Amount to Post
Defauit Payment Code Default Adjustment Code

Default Trans. To Guarantor

Date of Receppt

Default Payment/Adjustment Code For Amoun To Post

DefauitDisrbute Max Payment Per Service

Defauit Distrbute % Payment Per Service

Manual Receipt £




image13.png
'STACEY TEST (000000284)
®
HE: -, WE: -, BHI: -

Spreadsheet Remittance Posting #

Clent: TEST,STACEY Guarantor: Self-Pay MH

Service
£ # Date

108/23/2018

2 101/01/2015

3 101/10/2019

Payment|Payment Transfer Transfer

Alergies (0)

85]®[2]¢] Mawsa

ransfer New
Guar Balance.
0.00 4]
21000
210.00





image1.png
N myAvatar....

!

(yAvater ~TRAIN =
System Code

E‘?l?
]




image2.png
Close Open Clients:




image3.png
My Forms.

Aging Summar

Clent Ledger
Financial Eigbiity
it Charge Input
Sovoicheet Bemittance Pactinn

Recent Forms.

500,000

‘Spreadshest Edit Service Information
Clnt Ledger

Search Forms

financil elgbiity] 2

Fl Code: FI Exp Dat

Avatar PM / Clent Management / Account Management

Lthwough 20f2




image4.png
Select Client X

E
:
|l





