Attachment Tool

Office Ally

The Attachment Tool (Claim Attachments) is built into the claims workflow. It helps providers upload supporting documents like medical

records, lab results, or other required files directly to a claim.

This reduces manual steps, speeds processing, lowers claim rejections, and keeps your document management more organized.

Here’s a step by step:

1.

2.

Log in to the Service Center.
Navigate to Claims — Manage Claims.
In the Manage Claims list, look at the Actions column. For those payers that support attachments, you’ll see a paperclip icon

(“Attach Documents™).
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Click on that paperclip icon. A pop up window will open.
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o Drag & drop files or click to browse and select from your computer.




o Choose the appropriate Attachment Type Code from the drop-down list.

o Click the blue “Attach” button to submit the files.
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5. Back in the claims list, look in the Attachments column,
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6. To see more details about attachments:
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o Click the arrow next to the Status column for that claim. You’ll see status, upload date, attachment ID (downloadable), and

the type code.
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Attachment Tool FAQ

Q: When will | see the paperclip icon?

A: The paperclip icon appears in the Actions column only for payers that support attachments. Hovering over it displays “Add
Attachment.”
Q: What does the upload window show?

A: The upload modal displays key claim details such as patient name, date of service, and claim ID to help you confirm you’re attaching
to the right claim.
Q: Which file types can | upload?

A: You can upload PDF, TIF, or TIFF files.
Q: How many files am I allowed per claim?

A: You may attach up to 10 files to a single claim.
Q: Do I need to choose a type code?

A: Yes, before attaching files you must select an Attachment Type Code from the dropdown.
Q: Are there file size or format restrictions?

A: Yes. Files larger than 10 MB or in unsupported formats will be blocked. You’ll see an error message explaining the problem.
Q: Can | remove a file before submitting?

A: Yes. In the upload window, click the “X” next to a file to remove it before attaching.
Q: How do I see how many files are attached to a claim?

A: The Attachments column in the claims grid shows the number of files currently attached to each claim.
Q: How do I view details about each attachment?

A: Click the down arrow next to the Status column for that claim. You’ll see the status, upload date, attachment ID (which you can
download), and the type code.
Q: How will I know if the upload succeeded?

A: After clicking "Attach," you’ll see a message in green for success or red for an error, with information about what went wrong.




