
Using Claims Inquire screen to 
find claims “Inprocess” (pending)



Log into CHAMPS through the SingleLog into CHAMPS through the Single--SignSign--On and choose a billing NPI from the list of domains On and choose a billing NPI from the list of domains 
that you have access to.  Choose one of the following profiles: that you have access to.  Choose one of the following profiles: CHAMPS Full Access, CHAMPS CHAMPS Full Access, CHAMPS 
Limited Access, or Claim Access.  If you do not have access to oLimited Access, or Claim Access.  If you do not have access to one of these profiles but you ne of these profiles but you 
need access to submit and view claims, contact the need access to submit and view claims, contact the NPI’sNPI’s Domain Administrator.Domain Administrator.
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On the Provider Portal Page, choose Claim Inquiry on the left siOn the Provider Portal Page, choose Claim Inquiry on the left side of the screen.de of the screen.

0000000

0000000



Step 1
•• In the Claim Inquire screen, use the arrow on the first Filter BIn the Claim Inquire screen, use the arrow on the first Filter By box to choose “From/To y box to choose “From/To 

Dates.” In the blank boxes next to it, put the range of service Dates.” In the blank boxes next to it, put the range of service dates that you are looking for.dates that you are looking for.
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Step 2
• In the second filter by drop down, select “TCN” and use the TCN composition to search 

for TCNs by the source and Julian date embedded within the number.  Enter the first 5 to 7 
digits of the TCN(s) you need to status.  Then use the wildcard at the end of these digits to 
find all claims that begin with those numbers. In this example we are looking for all HIPAA 
electronic 837 claims submitted on July 2, 2009. We entered a range of service dates that 
encompassed all of our claims in the first filter box, followed by a TCN of "3109183%" in 
the second filter field.
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Step 3
• In the “With Status” filter by select “In Process” and click the “Go” button.
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Special Considerations
•• Pended claims (identified as "In Process" status) will not be Pended claims (identified as "In Process" status) will not be 

reported on paper remittance advice and will not have a paid reported on paper remittance advice and will not have a paid 
date in the Claim Inquire screen.date in the Claim Inquire screen.

•• Use the "Save to XLS" button to export the data into an excel Use the "Save to XLS" button to export the data into an excel 
spreadsheet.  Note that numbers are exported to excel as text spreadsheet.  Note that numbers are exported to excel as text 
so the data fields must be converted to number format before so the data fields must be converted to number format before 
any macros or functions can be added to the spreadsheet.  any macros or functions can be added to the spreadsheet.  
Note also that the internet browser's security settings must Note also that the internet browser's security settings must 
allow popallow pop--ups from the CHAMPS website.  See the System ups from the CHAMPS website.  See the System 
Configuration and Settings document on the CHAMPS Configuration and Settings document on the CHAMPS 
informational website for details.informational website for details.


