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EHR Go Guide: Claims and Ledgers 

Introduction 

Understanding how to submit patient claims and work with patient ledgers is a vital skill. This 
guide will provide an overview of how to enter and edit new patient claims as well as how to 
work with patient ledgers in EHR Go. Please note that not all patients have claim or ledger data 
entered already.  

Additional resources 

Students should have a good working knowledge of how to enter information into the EHR.  

Working with patient claims 

When you launch a patient chart in EHR Go, you will be brought to the Overview tab.  Click on 
the Account section to get started. If the patient has insurance and that information has not been 
added to the chart yet, add it by clicking on the Insurance tab. If the patient already has insurance 
information added or does not have insurance, proceed to the Claims tab and skip to page 3 of 
this guide. If the patient does not have insurance information added, click New in the bottom 
right of the screen to add this information.  
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Add the insurance info for the patient and click Save. Then click on the Claims tab. 

 

The Claims tab will be blank if the patient does not have any existing claims. Select New to enter 
a new claim.   
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There are several features found on this page, and this guide will cover each in detail. 

The first section you will see is the Claim Information. Here you can modify a few different fields. 

Submit Claim to: Select where you are submitting the claim, be it to the patient’s insurance (if 
they have insurance) or to the patient themselves. If there is no insurance entered for the patient 
on the Insurance tab, there will be no options available here.  

Status: Select the status of the claim. Your options include: In Progress, Submitted, Approved, 
Rejected and Denied. 

Status Date: By default, the current date will appear and can be modified, if needed.  

The Registration Data field contains a brief snapshot of the patient’s registration information. If 
any changes need to be made, clicking on Modify Registration Data will bring you to the 
registration edit page where you can make any necessary changes. 
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The Insurance Data field contains a brief snapshot of the patient’s insurance information, if the 
patient has insurance information added under the Insurance tab. Clicking on Modify Insurance 
will bring you to the insurance page where you can make any necessary changes. 

The Appointment Data field shows the patient’s appointment history, if applicable. Clicking on 
Modify Appointment Data will allow you to make any necessary changes. Please note this option 
will only appear if there is an appointment scheduled in the patient’s chart. 
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The Diagnosis or Nature of Illness or Injury field will contain all medical diagnoses that are entered 
and are billable for a patient. A diagnosis is required for processing a claim. To add a diagnosis, 
click on Add Diagnosis. 

When you click on Add Diagnosis the Add New Diagnosis prompt will be displayed. Here you can 
search for a diagnosis by entering three or more characters or by searching/entering the ICD10 
code. Clicking on Add will add the diagnosis to the claim. 

 

The Procedure/Service/Supplies field contains all the information about any procedures 
performed in relation to a diagnosis. Add a procedure by clicking Add Procedure. 
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When you click on Add Procedure, the Add New Procedure window will be displayed.  Here you 
can modify the following fields as needed: date(s) of service, place of service, rendering provider, 
CPT/HCPCS, up to four modifiers, the charge for the procedure, days or units, and the diagnosis 
pointer. Click Add when you are finished. 

 

When you are finished working with the claim, there are three options: 

Option 1: Clicking on Post and Save will post the claim to the patient’s ledger. 
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Option 2: Clicking on Save Without Posting will save your work but will not post the claim to the 
patient’s ledger. 

Option 3: If you are completely dissatisfied with what you have done or want to start the process 
over, click on Cancel. 

If you select Post and Save or Save Without Posting, you will be brought back to the claims page 
and will see your newly entered claim. 

 

If you click on the claim itself, you will be brought to the Claim Details page where you can view 
the claim and decide if you need to Edit or Delete the claim. Select Edit if you would like to post 
a claim that was not posted previously. Clicking Close will close out the Claim Details page. 
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Working with patient ledgers 

To access the patient’s ledger, click on Ledger below the Accounts tab. 
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If your patient has a claim in the system, then you will see some of the data for the patient’s 
ledger is already filled out. If the patient has no claim, the ledger will contain no data.   

There are three different fields you can interact with on this page: Adjustments, Patient 
Payments, Payor Payments. 

To modify Adjustments, click on Add Adjustment. 

This will bring up the Add Adjustment prompt. Fill out the appropriate information as needed.  
One thing to keep in mind is that you must only enter positive numbers in the Adjustment 
Amount field. The Credit and Debit radio buttons determine if the amount entered will be 
subtracted from or added to the account. Click on Preview to verify your entry. 
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If you are satisfied with the adjustment, click on Post Changes. Otherwise click on Cancel to 
change any errors. 
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To modify Patient Payments, click on Add Patient Payment. 

 

This will bring up the Add Patient Payment prompt.  Fill out the appropriate information as 
needed. One thing to keep in mind is that you must only enter positive numbers in the Payment 
Amount field. The Payment and Payment Reversal radio buttons determine if the amount 
entered will be subtracted from or added to the account. Click on Preview to verify your entry 
and, if the information is correctly entered, click on Post Changes. 
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To modify Payor Payments, click on Add Payor Payment. 

This will bring up the Add Payor Payment prompt. Fill out the appropriate information as needed.  
One thing to keep in mind is that you must only enter positive numbers in the Payor Payment 
Amount field. The Payment and Payment Reversal radio buttons determine if the amount 
entered will be subtracted from or added to the account. Click on Preview to verify your entry 
and if the information is correctly entered, click on Post Changes. 

Any changes made to the patient’s ledger will be reflected in the Practice Management Summary 
field at the top of the Patient Ledger page. 

Submitting your work 

Activities in Go instruct you to submit either your Progress Report or Word document to your 
instructor through your Learning Management System (LMS). Your instructor will provide 
additional information if he or she prefers that you use another method to turn in your work, 
such as through email or by printing a hard copy. There is no other way for the instructor to view 
your work in EHR Go unless you submit the document to them.  

 


