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1. Introduction 

The Claims Direct Data Entry (DDE) Portal allows providers to perform direct data entry of HCFA, UB, and Dental claims, 
along with the attachment of appropriate supporting documentation.    

 

2. Prerequisites 

1. Operating System: Windows 7 & Above 

2. Browser: Google Chrome, Internet Explorer 

 

3. Main Page 

The Main Page appears as shown below. 

1. The document status screen appears as shown below. 

2. The user can filter according to search criteria listed under the Report Filter.  This enables the user to search 
according to defined criteria, such as document number, insured information, patient information, state, 
total charges, or status.   

3. Click on the   button to execute the search.   

4. Click on the  button to refresh the filter screen.   

5. Click on the DocView icon to view the entire document information. 

 

Figure 1: Main Page 
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4. Menu Items 

The Main Page contains the following menu items 

When you click on ‘Document Status’ the user will land upon the same landing page. 

 

Figure 2: Menu Items 

 

Click on the Menu Tab the following list will appear: 

 

Figure 3: Menu Tab 
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4.1. Dashboard 

The Dashboard menu items allow you to CREATE HCFA, CREATE UB, or CREATE DENTAL claims. It also provides the 
opportunity to attach and upload supporting documentation using Direct Data Entry (DDE) mode. 

 

1. New Claim Shortcut Links: 

a. Create HCFA – Open the DDE screen for Professional/HCFA claims 

b. Create UB – Open the DDE screen for Institutional/UB claims 

c. Create Dental - Open the DDE screen for Dental claims 

2. Reports Shortcut Link – Open the Reports page 

3. Processing Count – Represents the count of documents processed, by date. 

4. Doctype Processing Ratio – Displays the percentage distribution of the different types of documents processed. 

5. Provider Submission Count – Shows the number of documents submitted by the provider 

 

 

Figure 4: Dashboard 
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4.2. Create Claim 

1. Click CREATE HCFA 

 

a. The HCFA form appears as shown below. 

 

 

Figure 5: Create HCFA 

b. Complete the form with all the relevant information. 

c. Some fields are mandatory and must be entered. The alert  icon will appear when mandatory field(s) 
are left blank. 
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2. Click CREATE UB 

 

a. The UB form appears as shown below. 

 

 

Figure 6:Create UB 
 

b. Complete the form with all the relevant information. 

c. Some fields are mandatory and must be entered. The alert  icon will appear when mandatory field(s) 
are left blank.   
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3. Click CREATE DENTAL  

 

a. The Dental form appears as shown below. 

 

 

Figure 7: Create Dental 

 

b. Complete the form with all the relevant information. 

c. Some fields are mandatory and must be entered.  The alert    icon will appear when mandatory field(s) 
are left blank.  
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4. Attachments Tab 

a. If supporting documentation/attachments need to be submitted with the claim, click the Upload tab.  The 
upload screen appears as shown below: 

 

Figure 8: Create Attachment 

i. Click Browse and choose the file for attachment. 

1. If multiple attachments are required, repeat this step to add additional attachments as needed. 
2. The total file size of all attachments should not exceed 100 MB. 

b. Click the Claim (HCFA, UB, or Dental) tab to return to the claim. 

c. To save the claim and return later to submit, click Save Draft.  To access the claim later for further 

processing, click DDE Draft from the Work Item  menu on the Dashboard page.   

6. To submit the claim for processing, click Submit and you will be returned to the Dashboard page. 

4.3. Work-Item  

 

This menu item  is used to view and correct claims that were previously submitted via the portal in direct data entry 

mode.  Previously submitted claims can be located by accessing the  menu item.  Claims that were saved to 

draft can be located by using the  menu item. 

1. Click Work-Item .  Submenus appear as shown below. 

 



CareSource Portal Submission User Guide ver 2.2 

 

 

 

a.  To view, access, and correct claims that were previously submitted via the portal in direct data entry mode, 
click Resubmit. 

i. The Resubmit page appears as shown below. 

 

Figure 9: Work Item 

ii. Click the  link to see the claim form. 

iii. The claim form appears as shown below, with all previously submitted data present.  Correct any 
previously submitted information and resubmit the claim by clicking Submit at the bottom of the claim:   
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1b.   To access a claim that was saved to draft, use the DDE Draft menu item to retrieve the claim for further 
processing.   

i. The DDE Draft page appears as shown below. 

 

Figure 10: DDC draft Item 

ii. Open the claim by clicking .  

 

 

Figure 11: Health Insurance claim form 
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iii. Once the claim is complete and ready for submission, click SUBMIT.   

 

4.4. Reports 

1. The status of documents previously submitted via the portal can be viewed by accessing the Document Status 
menu item.   

a. Click on  .  This allows for different search options to locate the status of a claim that has been 
uploaded via the portal. 

i. The document status screen appears as shown below. 

 

 

Figure 12: Reports 

ii. Filter using the search criteria listed under the Report Filter.  This enables the ability to search 
according to defined criteria, such as document number, insured information, patient information, 
state, total charges, or status.   

iii. Click on button to execute the search.   

iv. Click on  to refresh the filter screen.   

v. Click the DocView icon  to view the entire document information. 

 

vi. The document screen appears as shown below. 
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Figure 13: Document Screen 

a. Document preview

b. Metadata/documents fields

c. Audit Trail – Action performed for the respective document can be tracked systematically

d. Back Button – Click the Back button to come to Document Status.
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