
MH Billing –C.O. 
 

1. Run Fee Determination Report from SSRS. 

State Reports/State Sample Reports/Sue/Clients W/Fee Percentage 

 
 

Export report to Excel. 

Save to the share drive under :WITS/MH Billing/FY2015/December15/December 

Clients with a Fee     percentage        This info will be changed for each Month and FY 

Under Agency Name: Copy the “Agency Name”  

 



 

and paste in each row for the appropriate Agency. 

 

 
 

 

 Highlight Header Row and add a Filter.  

 
 

SAVE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

OPEN  WITS 

For Each Region: (1 through 7) 

Select Agency/ Billing/ Claim Item List 

 (in Top Portion of Screen)  

Select- Item Status: Released    Service Date : > (last day of previous month) 

 
 

Screen will populate with all items released after the Last day of the Previous 

Month. 

 

 

From the Gray Actions bar place a checkmark in the box next to the Client name 

   (Checkmarks each line in this criteria) 

In the White box (on Blue claim list bar) select: HOLD and choose Update Status 

   *this moves billing lines for the upcoming month to a hold file temporarily for 

the purpose of maintaining a consistent “cut-off date” for monthly report tracking.  

 

 
 

 

 

 

 



 

From Same Screen change selections to: Released (service date blank) and select 

“Go” 

 

 
 

While holding down the “Shift” key - Select: (Export) From the Blue Claim Item 

List bar.   Information will be exported to an Excel Spreadsheet. 

 Open the spreadsheet and save as V:WITS/MHBilling\ December Raw 

billing.xlsx…….                                            Will change with each new month 

 

 

 

 
 

 

Insert tabs on the spreadsheet for Each Region.  Extract the data for each region, 

then Copy and Paste the Exported data into the corresponding “Tab” 

 

SAVE 
 

 
 

 

 



********* To be Continued********* 
After export is complete and data is saved for each Region, From the same WITS 

screen  

 

Select:  Create Batches 

 
 

    **This batches ALL released billing lines for the selected Agency 

 

 

 

 

 

 

 
 

Now that all released billing lines prior to the 1
st
 of the current month have been 

batched, (on the same WITS screen) change item status selection to:  HOLD and 

select “GO” 

 

 
 

 



When the screen populates with “Hold” items: check the box next to the Client 

Name; verify status of Hold, and select Release from the drop down and “Update 

Status” 

   ** This moves current billing back to release status in preparation for next 

month’s billing 

 

 
 

 

 

 

********* Continued  from above********* 
 
Return to the spreadsheet you saved in V:WITS/MHBilling……….. 

 

 

 
 

 

 

Delete column AM –Unsigned Note and change the header to Fee % to the next 

Column.  

 

Open a Blank Spreadsheet in Excel. Highlight the Column titled “Unique Client # “ in 

Region 1 tab  And Paste it into the Blank Tab 

 



 
 

From Tool Bar select:  Data - Remove Duplicates 

 

 
 

Select “OK” to Remove Duplicates 

 

 
 

 

Open file : MH  Clients with a Fee Percentage 

Filter the data for the corresponding Region. (If you are working with Region 1 Billing 

data, Use Region 1 Fee Percentage data) 

 



Filter on : Agency Name and Expiration Date  (For date select Blank and previous 12 

months) 

 
 

Highlight Unique Client Number Copy and Paste in column of Unique Client #’s you 

have already removed duplicates 

 
Highlight Column “A” , Select-  Data, Sort From Pop-up box choose OK 

 



 
 

Highlight column, From “Home Tab” Choose Conditional Formatting. 

 In the dropdown select: Highlight Cell Rules 

                                         Duplicate Values 

 
 

Select OK 

This will highlight Duplicate values of UCN.  

*** Indicates Clients who have a fee % and Billing lines in this Batch. 

 



  
 

Copy the UCN (Highlighted in Pink) and Paste it into the Filter Search box for UCN in 

the Main Spreadsheet. When the Lines are located, Enter the matching Fee % from the 

current Fee % worksheet into column of the Main Billing Spreadsheet. Continue Until % 

for all Highlighted UCN’s have been entered.   (Complete this for Each Region) 

 

 
 

 

 

 

 



Delete all Medicaid Billing Lines (as we do not bill Medicaid) 

 

 
 

 

 

 

Review Billing units for each Billing line (All Regions). Round all entries to the nearest 

whole Number, and recalculate the charge (i.e. $18.57/1.67=$11.12 per unit) 

 

 
 



(2 units * $11.12= $22.24 Charge)  Update the spreadsheet with changes.  

 
 

 

Sort each Tab (Region) by “Payor” 

 

 
 

Add a new Tab (each Region) for:  Self-pay 

 

 
Highlight all Self-pay Rows and choose “Cut” move to the Self-pay tab and select  

 “Paste” (creating one tab for 3
rd

 Party billing and one for Self-pay billing) 

 



 

 

 
 

 

 

 

 

 

Complete the following steps for EACH 3
rd

 Party tab in the Spreadsheet  
 

Inset column to the right of “Charge” column and Label as “Client Charge” to calculate 

the fee, insert formula (Charge X Fee% = Client Charge) in each row. 

 

Highlight the Charge column and Total the charges.  

 

 
 

 

 

 

 



 

Complete the following steps for EACH Self-Pay tab in the Spreadsheet  

 
Insert column to the right of “Charge” column and Label as “Client Charge” to calculate 

the fee, insert formula (Charge X Fee% = Client Charge) in each row. 

 

Highlight and total the “Charge” and “Client Charge” columns and Total.  

 

 
 

 

** Delete all billings lines with a charge of less than $1.00 

 

 
 

 



 

 
 

Insert a new Tab labeled: Client Demographics. Copy and paste the page from the 

previous month. Using the same process as used for updating the Fee %’s update the 

client list with clients not on the previous month’s billing.  (Search the Unique Client # in 

the demographic page with each tab in the spreadsheet. If a “new” Client is identified, 

complete the remaining fields in the spreadsheet by looking up the client profile in 

WITS).  

 

Email completed spreadsheet to the designated financial staff for processing the billing 

lines.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Update the FY___ report with the data from the spreadsheet and publish in SharePoint 

 

 

Open  V:WITS/MH Billing/SFY 2015/SFY 2015 MH Billing Stats.xlsx 

 
 

 

 

Select the Tab labeled: SFY15 Monthly Claim Summary 

 

 
 

 

 

Access Monthly billing Spreadsheet:  V:WITS/MH Billing/SFY 2015/(current month) 01 

January 2015/Jan 2015 Billing.xlsx 

 

 

 



 
 

 

 

Enter the data from the Monthly billing SS into the MH Billing Stats SS 

 

Complete the Data Elements for each Region for the corresponding time period 

 

 
 

 

 

 

 



Max Billable amount =  

Charge total from R_ 3
rd

 Party Ins. tab + Charge total R_ Self-Pay tab 

 

 

   
 

 (=$2,770.65 + $1,242.80 = $4,013.45) 

 

 

Billable Claims = Total count of billing lines submit (by Region) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Adjusted Amount = 

   Charge total from R_ 3
rd

 Party Ins. tab + Client Charge total R_ Self-Pay tab 

  
 

 

(=$527.07 + $1,242.80 = $1,769.87) 

 

Link the Cells from the SFY15 Monthly Claim Summary Tab with the Corresponding 

cells in the SFY15 Adjusted Claim Summary Tab. This will populate the corresponding 

fields and update the attached graphs.  

 

 



 
 



 
 

 



 


