myAvatar Mini Guide Close Batch

[bookmark: _GoBack]From Home screen Search Form: Close Batch-Double click to open:
[image: ]

Select Batch Opens: enter Batch ID: Highlight and click on Select:
[image: ] [image: ]

Close Batch opens: Get totals Current Batch Values: (write them down):
[image: ]






Do not exit out of this screen: Click on Home at top: Close Batch will show next to Home telling the form is still open.
[image: ]

Search Forms: Batch Creations or click Batch Creations in Recent Forms,-Open and enter Batch ID #.
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Highlight and Click Select:
[image: ]
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Now Change the Total Entries amount and the Total Charges to the totals you wrote down from Close Batch:
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Now click Submit for the Batch Creations: you will see”-Click Yes,
[image: ]
Search Forms: Close Batch-enter Batch #-Highlight and Select: Your Initial Batch Creation Values and Current Batch Values should match. 
At the top check YES under Close Batch
(Do not submit if they do not match)
[image: ]
Submit                                                                                                                                                        You will get this message: Totals must match you can’t go back and correct. (Do not submit if they do not match). 
If both match click OK 
[image: ]
SUBMIT- it will say Submitting and take you back to your Home screen. You can enter as many of these batches as you can during the day. Each batch should match. Keep your batches separated
During this process while entering into the Batch Creations, Claim Processing and Close Batch you are entering and balancing your claims. This will cut out the Tiff report because they will have to balance here.
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