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CLAIMS OPTIONS 

There are two methods available to submit claims in SHARES.  Either method may be used as best fits the needs of your 
agency. 

1. Upload a batch of claims:  You can easily upload a batch file of claims as exported by your EHR/EMR system.  The 
process involves signing into SHARES and uploading the batch file via the File Transfer menu.  Your batch file can 
contain one claim or multiple claims for multiple members. 

2. Manually submit a claim:  You may manually submit a claim (referred to as a “simple claim” in SHARES) by logging 
into SHARES, pulling up the appropriate member record, and manually entering in the claim information.  This is 
useful for agencies that do not have an EHR/EMR system that exports claim batches.  This is also the preferred 
method to submit claims for Prevention services.  Simple Claims are submitted one at a time. 

Regardless of which method you choose to submit the claim, you can use SHARES to check the status of your claim at any 
time, as well as edit and resubmit your claims. 

The sections below will detail each of those options in greater detail. 

BATCH CLAIM FILE SUBMISSION 

The following steps are needed to submit a Batch Claim file (837): 

1. In SHARES, go to the File Transfer -> Upload menu. 

2. Browse for your batch file to upload. 

3. Upload the file. 

 

Following are each of those steps broken down: 

FILE TRANSFER MENU - UPLOADS 

To submit the batch file, go to File Transfer and choose Upload, then click on the Upload button. 
 

 

The File Upload window opens.   

1. Click Browse to search for and select the file on your computer/network drive. 

2. Select the File Type as 837 Claim 

3. Click Upload 

® 
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Note:   

¶ Compressed (zipped) files are not supported.   

¶ The allowable file extensions are be .csv, .txt, or .x12 

¶ The naming convention of the file to be submitted is:  Four letter Board name/SHARES Provider ID/2-digit 

incremental number/date (yyyymmdd) with no spaces or characters inserted.  For example, a Franklin County 

Agency submitting a file on 1/4/2016 would name the file:  FRAN15830120160104.txt 

¶ It is very important to select “837 Claim” from the file type dropdown, otherwise your claim file will not process 

correctly. 

 

After you’ve uploaded your file, you will see you file appear in the Upload Status section of the page.  The result of 

“Successful” only means that the file was successfully uploaded, and does not reflect on the processing of the content of 

the claim file. 

 

*Note:  If you do not see your file in the list, you may need to refresh your browser by pressing F5. 
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FILE TRANSFER MENU - DOWNLOADS 

When an 837 Batch file is processed through SHARES, a 999 Functional Acknowledgement file will be generated and made 
available to download. 

If the 837 is rejected, a 999 will not be generated for the rejected file and the file will need to be resubmitted. 

To access your 999 file, go to File Transfer and choose Download.   
 

   

Click on the file from the list to download or open.  Depending on your browser settings, a pop-up will ask you 

whether you want to “Open”, “Save”, or “Save As”.  Choose the desired option to access the 999 file. 

 

¶ If there are exceptions, the Board will save the Exception Reports to your download folder. 

¶ If you’ve already downloaded a file, it will be hidden from the default view.  Simply put a checkmark in the “Include 

already downloaded files” checkbox and the previously downloaded files will be visible.  

 

SUBMITTING A SIMPLE CLAIM 

The following steps are needed to submit a Simple Claim for a member: 

1. In SHARES, Search for the desired member and open their record. 

2. Go to the Claims module and select Add Claim. 

3. Enter the claim information and submit the claim. 

 

Below, each of those steps are broken down: 

SEARCHING FOR A MEMBER 

To search for a member, go to Membership and choose Search to bring up the Search form. 
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In order to find and select a member, you must enter enough information in the search criteria screen.  The 
required data combinations to search for a member are: 
 

• Patient ID (also referred to as the SHARES ID) 
• [Last Name, Birth Date, Gender]  
• [Last Name, SSN, Gender] 
 
 

1. Enter your search criteria 

2. Click on the Search button 

 

  
 

RESULTS SCREEN  

Once you click search, you will be taken to the Results tab.  If the member is enrolled in SHARES, you will see their record in 
the results.  Simply double click anywhere on the row with their name to open their record. 

 

If the member is not enrolled in SHARES, you will see “no results” displayed.  You will then need to enroll that member. 

 

CLAIMS MODULE 

To manually submit a claim for the member, click on Claims -> Add Claim. 

 

Note:  If you did not already have a member record open, the “Current Member: Search for and select a member” 

section will be expanded.  You can search for and select a member from this screen. 
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The Simple Claim form opens.  You will need to fill out the areas as outlined in the screenshots below: 

 

1. Pay-to Provider:  This is optional.  Other agencies affiliated with your agency will be listed in the drop down list. 

2. Service Dates: By default, today’s date will populate. 

3. Authorization:  If you had an authorization number from a Service Request, you can enter it here.  Otherwise,  

4. Insurance:  Choose Franklin County Board from the dropdown. 

5. Service Dates: Enter the dates that the services were provided. 

6. Service Details:  Enter the Claimed Amount and Units to claim for. 

7. Diagnosis: Click on the Select Diagnosis button.  This will bring up the Diagnosis lookup window.  
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Select ICD-10 as the “Entry Type”.  You can type the diagnosis code or description in the Code/Description box to 

search.  If you need to narrow down your search more, you can select an item from the category then click on the 

Search button to select your item from the results.  (Note:  entering no criteria and clicking on search will bring up 

the entire list of codes). 

  

Follow the same process to choose the Code by clicking on the Select Code button. The Code lookup window opens.  

 

Enter your search criteria in the code or description fields and click Search.  (Note:  entering no criteria and clicking 

on search will bring up the entire list of codes) 

  

Select your code from the list of search results. 
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The code and diagnosis you’ve selected now show up on the Simple Claim. 

 

 

8. Once you’ve verified the information is filled out  correct and completely, click on “Save Service”.  

 

You can enter additional services on the same claim if needed. 
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9. When done, click on Save at the top left of the window to submit the claim. 

 

You have completed submitting a claim.  You will then be prompted to either check the status of the claim, or add another.   

 

CLAIM STATUS 

To view the status of your claim(s), click on Claims -> Claim Status.  (Note:  If you don’t already have a member record 

open, you can open a member from this screen, or view the status of all claims submitted by your agency.) 
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The following screenshot is an example of the Claim Status window. 

 

1. By default, the “Limit Claims to Current Member” option is checked.  That means that you are currently only 

seeing the status of claims for that member.  In order to see the status of all claims submitted by your agency, 

uncheck this box and click on the Filter  button to show all.   

2. Be sure to check the date in the “Claims Received After” field.  If you are not seeing a claim summary, change 

the date to an earlier date and click on the Filter button again to filter for your search criteria. 

3. You can click on Select Member to search for a claims for a different member.  This is a shortcut so you don’t 

have to go back to the Member Search page, you can just search for a member from the Claims screen. 

4. The Claims section at the bottom is where you will find all of the claim details. 

5. The are information bubbles.  When you hover you mouse over any of these, you will see a pop-up box that 

may give more details.  The  is positioned wherever more information is possible.  If there aren’t any 

additional details for that particular item, there may not be any information populated in the pop-up box.   

6. The blue + symbol next to the Claim Number means that you can expand that line.  When you click on the + to 

expand, more detail is given about the claim (as shown above).  

Below is an example showing claims for all members submitted by the agency, not just the active member record. 
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Below is an example showing the information from the .  In this example, you can clearly see the reason for 

denial. 

 

 

EDITING AND RESUBMITTING CLAIMS 

SHARES supports online correction and resubmission of claims regardless of the form of original claim submission (ex. 

manual entry via a Simple Claim or 837 file upload).  To edit and resubmit a claim, start by going to Claims -> Claim Status.   

 

From the Claims section at the bottom of the window, click on the Claim Number for the claim you wish to edit. 
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This will bring up the Simple Claim window. Click on the Edit button. 

 

 

1. Make the corrections in the necessary fields 

2. Click on Save Service 

3. Click on Save 

 

Changes will be saved and resubmitted for claims processing.  Once the claims processing has been completed, you will see 

the status of your changes by viewing the Claim Status page. 
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