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Manage Claims – Adjust/Void 
 

Prior to adjusting or voiding a claim make sure pop-up blockers are turned off, sign-in to CHAMPS under 

the Billing provider NPI, and locate the header TCN (i.e., TCN ends in three zeros).  

Only claims with a status of PAID can be adjusted or voided  

 
Accessing Claim for Adjust/Void: 

1. First sign-in to Champs under the Billing NPI  

2. Click on the Claims tab at the top of the page 

 

3. Click on Adjust/Void Claim Provider 

 

4. Enter in the 18 digit TCN number that ends in three zeros 
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5. Click go  

 
 

From here Providers are able to void a claim and make different types of adjustments.  

• Professional claim type - other insurance (OI) information needs to be reported at the header and 

at the service line level.  

• Institutional claim type – OI is not required at the service line level. However, based on how the 

primary payer adjudicated the claim, providers could/should report the service line information in 

order for CHAMPS to properly process the claim.  

• Dental claim type - OI information needs to be reported at the header and at the service line level.  

Providers need to verify beneficary’s TPL information within CHAMPS prior to adding OI. Providers will 

need the Payer ID and Group # of the other payers information. 

Select one of the below to follow instructions: 

a. Adjust a Claim for Reprocessing 

b. Adjust a Claim to Delete Primary Insurance 

c. Adjust a Claim to Add Other Insurance at the Header 

d. Adjust a Claim to Add Other Insurance at the Service Line 

e. Adjust a Claim to Update Service Line Information  

f. Adjust a Claim to Add a Service Line 

g. Adjust a Claim to Delete a Service Line 

h. Adjust a Claim to Add a NDC Code 

i. How to Void a Claim 
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Adjust a Claim for Reprocessing: 

1. Complete steps 1-5, Accessing Claim for Adjust/Void   

a. Click on the Save button   

 

2. Click Adjust 
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3. Select the Adjustment Source from the drop-down menu, enter a comment 

a. Click OK 

 

Adjust a Claim to Delete Primary Insurance   

1. Complete steps 1-5, Accessing Claim for Adjust/Void   

2. Click the Show menu - select Other Payers Information  
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3. To delete other insurance check the box listed under Other Payers 

a. Click Delete  

 

4. Click OK, this removes the other insurance from the claim  
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5. The other insurance is now removed from the claim  

a. Click the Show menu - select Claim Header Detail  

 

6. Once all corrections are made, click Save   
a. Click Adjust  
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7. Select the Adjustment Source from the drop-down menu, enter a comment  

a. Click OK 

 

Adjust a Claim to Add Other Insurance at the Header 

1. Complete steps 1-5, Accessing Claim for Adjust/Void  

2. Click the Show menu - select Other Payers Information  
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3. To add other insurance complete all required fields below denoted with an asterisk (*)   

 

4. To report the other insurance information at the Header select the TCN ending in 000, enter all 

other required information (*).  

a. Enter the Amount and Adj. Reason Code (CARC) (Enter Quantity if needed)  

b. If additional Adj. Reason Code is needed, click Add Another  

c. Click Add/Update to add the information to the claim  

 

5. The other insurance information is now reported at the header. For professional claims continue 

to Adjust a Claim to Add Other Insurance at the Service Line.  
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Adjust a Claim to Add Other Insurance at the Service Line:  

1. Complete steps 1-5, Accessing Claim for Adjust/Void  

2. From the Show menu - select Other Payers Information 

  

3. Select the TCN ending in 000  

a. Complete all required fields below denoted with an asterisk (*)  

b. Click Add/Update 
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4. Once the information is added to the header, select the TCN ending in 001 from the drop-down, 

select Payer1 from the Payer ID drop-down. Enter all other required information (*). 

a. Enter the Amount and Adj. Reason Code (CARC) (Enter Quantity if needed) from the 

primary payer 

b. Click Add/Update 

 

5. If there is more than one service line continue to follow instructions; otherwise, skip to step 7 

6. Once the information is added to the header select TCN ending in 002 from the drop-down, select 

Payer1 from the Payer ID drop-down (this will populate the Claim Filing Indicator). Complete all 

required fields denoted with an asterisk (*) as well as  

a. Enter the Amount and Adj. Reason Code (CARC) (Enter Quantity if needed) from the 

primary payer.  

b. Click Add/Update 
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7. Other insurance information is now added to the claim (showing header and two service lines) 

 

8. Click the Show menu - select Claim Header Detail  

 

9. Click Save and then Adjust  
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10. Select the Adjustment Source from the drop-down menu, enter a comment  

a. Click OK  

 

Adjust a Claim to Update Service Line Information 

1. Complete steps 1-5, Accessing Claim for Adjust/Void  

2. Click the Show menu - select Service Line List 

 

3. Click on the TCN hyperlink for the line that needs to be updated 

 

  

http://www.michigan.gov/MedicaidProviders


 

Manage Claims Adjust/Void – 2/08/18 

www.Michigan.gov/MedicaidProviders            Page 13 of 26 
 

Provider Relations 
4. Change the information that needs to be updated  

a. Click Save 

 

5. Once the information is saved, click the Show menu - select Claim Header Detail  
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6. Click Adjust 

 

7. Select the Adjustment Source from the drop-down menu, enter a comment  

a. Click OK 
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Adjust a Claim to Add a Service Line 

1. Complete steps 1-5, Accessing Claim for Adjust/Void  

2. Click the Show menu - select Service Line List   

 

3. Click Add 
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4. Complete all required fields below denoted with an asterisk (*)  

a. Click Save 

 

5. Click the Show menu - select Claim Header Detail 
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6. If a service line was added an adjustment will need to be made to the submitted charges at the 

header level before completing the adjustment for the entire claim.  

a. Adjust the Submitted Charges amount to account for the additional service line  

b. Click Save 

 

7. Once all of the information is updated, click Adjust 

 

 

 

  

http://www.michigan.gov/MedicaidProviders


 

Manage Claims Adjust/Void – 2/08/18 

www.Michigan.gov/MedicaidProviders            Page 18 of 26 
 

Provider Relations 
8. Select the Adjustment Source from the drop-down menu, enter a comment 

a. Click OK 

 

 

Adjust a Claim to Delete a Service Line 
1. Complete steps 1-5, Accessing Claim for Adjust/Void  

2. Click the Show menu - select Service Line List  
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3. Check the box for the line that needs to be deleted  

a. Click Delete  

 

4. Click OK 

 

5. Click the Show menu - select Claim Header Detail  
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6. Change the submitted charges at the header and click Save 

 

7. Click Adjust 

 

 

 

 

 

 

http://www.michigan.gov/MedicaidProviders


 

Manage Claims Adjust/Void – 2/08/18 

www.Michigan.gov/MedicaidProviders            Page 21 of 26 
 

Provider Relations 
8. Select the Adjustment Source from the drop-down, enter a comment  

a. Click OK 
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Adjust a Claim to Add a NDC Code 

1. Complete steps 1-5, Accessing Claim for Adjust/Void  

2. Click the Show menu – select Service Line List 

 

3. Click on the TCN hyperlink for the NDC code that needs to be added  

 

4. The service line information will display  

a. Click the Show menu - select Drug Information 
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5. Enter the Drug Code, Quantity, and Unit  

a. Click Save  

 

6. Click the Show menu - select Claim Header Detail  

 

 

 

 

http://www.michigan.gov/MedicaidProviders


 

Manage Claims Adjust/Void – 2/08/18 

www.Michigan.gov/MedicaidProviders            Page 24 of 26 
 

Provider Relations 
 

7. Click Adjust 

 

8. Select the Adjustment Source from the drop-down, enter a comment  

a. Click OK  
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How to Void a Claim 

1. First sign-in to Champs under the Billing NPI  

2. Click on the Claims tab at the top of the page 

 

3. Click on Adjust/Void Claim Provider 

 

4. Enter in the 18 digit TCN number that ends in three zeros  

 

5. Click Go 
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6. The claim will load, click Void 

 

7. Select the Void Source from the drop-down menu, enter a comment  

a. Click OK  

b. Claim has now been voided  
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