
MH Billing – Regional Offices 

 
UNRELEASED ENCOUNTER REVIEW: 
Prior to the 10

th
 day of the Month, Regional staff should review “All Unreleased” billing encounters to 

determine why they have not been released and work to resolve the issues so the encounters can be released and 

processed in a timely manner.    

 

From WITS Homepage select: Agency, Billing, Encounter List 

 

 
 

 Review all Encounters with a status of:  All Unreleased 

 

 



 
 

 

All Rejected encounters will appear in RED.  To view the reason the encounter was rejected, Hover over 

(Details) and select, a pop-up box will display with the narrative entered at the time the Encounter was rejected 

 

 
 

 

 

 

 

 

 

To review Not Released Encounters,   Hover over the Pencil icon and Select “Profile” 

 

 

 
 

 

 

 

 



 

Review data entry fields for accuracy.  

 

 
*** For duration based services the # of units sessions should be 1 (i.e. 60 min. = 1 unit) 

       For unit based services it should reflect the number of 15 min. units (i.e. 60 min. = 4 units) 

Select the Arrow button to move to the next page. 

 

Verify: Client progress field is complete and there has been a note entered and signed.  

           

 
 

 

If all the above data has been entered, Select:  Release to Billing 



 

If you see this page it indicates there is a problem with the “Client Group Enrollment” 

 

 
 

 

To help determine the issue select the dropdown arrow  

 

 
 

This dropdown would demonstrate the client has 3 Active client group enrollments that you must choose from.  

 

If nothing appears in the dropdown, it indicates there is not an active Client Group Enrollment in the client’s 

profile.  

 

 

 

 

 

To review Client Program Enrollment, from left-hand blue navigation panel select Client Profile, Client Group 

Enrollment. 

 
 

 If the fields are blank the billing encounter cannot be released. A benefit plan MUST be entered. If the client 

does not have benefits/Insurance plan, enter the Payor-type as Self-Pay. 

 



As demonstrated: 

 
 

In this demonstration, the Client Program enrollment End Date was left Blank, indicating the client has 3 active 

benefit options.  

 
 

As a client moves from one benefit plan to another, an end date should be entered.  

 

 
 

 



If the client does have more than one benefit option, Choose the Primary benefit plan option when releasing the 

billing encounter.  

 

 
 

Once the Primary benefit program has been selected, Choose “Finish”.  This now release’s the encounter and 

removes it from the All Unreleased list.  

 

 

Some of the other Errors that will not allow the Encounter to be Released to billing are, Required Data fields 

missing, Program Name selected is not in the same time-line as the Start date of the encounter and Not having a 

Signed Note completed.   

When reviewing All Unreleased Encounters, You determine why the encounter is Not released, send an E-Mail 

to the Rendering staff requesting them to correct/complete the encounter and release it to billing.  

 

 

 

 

CLAIM ITEM LIST REVIEW: 
After Encounters are released, they will populate the Claim Item List.  Prior to the 10

th
 of the month please 

review all Claim items for Accuracy. 

 

Access the Claim Item List by Selecting Agency – Billing – Claim Item List, from the left-hand blue navigation 

panel 

 



 
The Claim Item Search defaults to Item status of Released 

A quick way to review all released claims for errors is to (Export) the data to Excel. 

From the Gray Actions bar mark the white box between Item # and Client Name. By doing so this will select 

(mark boxes for each claim with the status of released) ALL released claims. 

From the Blue Menu Bar midway thru the page titled Claim Item List select (Export) and open the excel 

spreadsheet

 
 

 

Open the Excel Spreadsheet and Enable editing 

 

 
 

Review items for errors 



  (There are numerous data fields so for the purpose of this demonstration I have “stacked” the data fields.) 

 

 
 

 

 

 

 

When reviewing the Claim Items, If you notice a claim item of concern and you do NOT want the item to be 

released and Batched (sent to revenue unit for the purpose of invoicing client) return to the WITS Claim Item 

List, locate the billing encounter of concern, Hover over the Pencil icon in the Actions column and select Profile 

 

 

 
 

 

 

 

 

 

On the Profile screen Select: Awaiting Review- Save – Finish 

 

 



 
 

 

 

 

 

To locate the Claim Item:   Change the Item Status to “Awaiting Review” and select Go.   Billing claim will 

stay in this status until it has been verified and the status changed to “Released” 

 

 
 

 

If it is determined there is an error which needs to be “fixed”, The Claim should be “Rejected” 

 To Reject a claim item, Access the Claim Profile screen and in the Administrative Actions box Choose 

 { (Reject Back out)  } 

 

 

 



 
 

 

 

 

 

 

 

 

A new screen will appear, allowing you to enter the Rejection Reason.  After entering note select Confirm. 

 
 

 

**Note the warning that appears in Bold at the top of this screen,  

 

 

 



 

 

 

 

 

 

 

 

 

Encounter will now show in the client record and on the under Billing Encounters as “Rejected” 

 

 
 

 

 

 

 

 
 

 

 

 

ADDITIONAL INFORMATION: 
   1.When working in the Claim Item List, Please do NOT use the Item Status of  “HOLD”  as this is a status 

Central Office uses when downloading the Monthly Billing Report’s.  

 

  2. Central Office will Download and Process ALL Released Claim Items on the 10
th

 of Each month for the 

previous month’s billing encounters. (if the 10
th

 falls on a weekend or Holiday, the billing will be downloaded 

the following business day) 

 



 

 
 


