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Writing off a Claim Item &  
Entering a Partial Payment 
 in WITS  

 

1. Getting here: Login, select the Facility, 

select Agency, Billing, and Payment List on 

the Navigation Pane (left menu). 

 

2. Click on Add Plan Payment to record a 

payment. 

 

NOTE:  Search the Payment List to verify a 

payment has not already been entered.  If a 

payment exists, go to the Profile in the Actions 

column before proceeding. 

 

3. Choose Plan Name. 

 

4. Enter Payment Amount. 

NOTE:  The Payment Amount should include 

the partial amount that will be accepted as 

payment in full, if any. 

5. Click Save. 
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Apply Payment 
 

1. Click Apply Payment. 

 

2. Locate client record to apply the payment 

against.  Check the  box to the right of the 

Actions column to select the claim. 

 

3. Click Paid in Full in the Actions column to 

apply the payment.   

 

4. Click Confirm.  

 

 

 

 

 

 

 

 

 

 


