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Submitting and 

managing claims
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TotalAssist Claim Guide
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Don’t forget! You can always 

view the full TotalAssist Claim 

Guide right from the ‘Application 

Status/Pharmacy Card’ section 

of your patient’s application.

TotalAssist Claim Guide
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Submitting a claim

Payable to

• Select and confirm 
the correct address 
for the claim

Documents

• For a full list of 
required documents 
for each claim type, 
see the TotalAssist 

Claim Guide.

Signature

• Read and review the 
attestation 

• Complete the E-
signature and submit

Claim information

• Select who the claim 
is payable to

• Add relevant date(s) 
of service and the 
claim amount

• Search for the 
treating facility or 
service provider 



uniting.patientadvocate.orgTotalAssist.org

Submitting a claim – from the ‘Claims’ tab
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There are two ways to start a 

claim submission. First, you 

can:

 

1. Go to the ‘Claims’ tab and 

click ‘+ Submit a Claim’ in the 

upper right corner.

2. A patient search pop up box 

will appear. Enter the required 

information and click ‘Patient 

search’ to find your patient’s 

application.

Patient data is fictional.
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Submitting a claim – from the ‘Applications’ tab

5

3. Click the ‘+ Submit a 

Claim’ button in the 

upper right corner to 

begin your claim.

The second way to start 

a claim submission:

1. Go to the 

‘Applications’ tab, find 

your patient, then click 

‘View application 

details’.

2. Click ‘Claims’ in 

the lefthand menu.

Patient data is fictional.
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Step 1. Claim information
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Using the dropdown menu, select 

who the claim is payable to:

• Patient/Guardian

• Provider

• Insurance 

• Other

Patient data is fictional.
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Step 1. Claim information – continued 
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Add the relevant date(s) of service 

and the claim amount.

Then click the field ‘Search for 

Facility/Provider/Insurance’.
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Step 1. Claim information – continued 
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Search for the treating facility or 

service provider by entering 

information into one or more fields 

in the blue box.

A list of facilities and providers 

matching the criteria you entered 

will display below. Click on a name 

to select, then click ‘Next’.

ANN                             BARBER                      HERSHEY                     100 CANDY LN          12345678 

HERSHEY HOSPITAL                                                             HERSHEY                      5 MAIN ST 90123456

HERHSEY URGENT CARE                                                             HERSHEY                      678 CIRCLE ST  78901234

ANN  BARBER  

Patient and provider data is fictional.
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Step 2. Payable to
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Physical (100 MAIN ST)    

ANN BARBER 100 MAIN ST

Use the dropdown to select 

and confirm the correct 

address, then click ‘Next’.

Patient and provider data is fictional.
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Step 3. Documents
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To upload documents, you can 

drag and drop into the outlined 

box or click to select files from 

your computer.

Successfully uploaded 

documents will display here. 

Once complete, click ‘Next’.

Tip: For a full list of required 

documents for each claim type, 

see the TotalAssist Claim Guide.

Patient data is fictional.
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Step 4: Signature
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Read and review the attestation. 

Type your name into the ‘E-Signature’ 

field to add your signature to the 

claim, then click ‘Sign and submit’.

Patient data is fictional.
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Claim submission complete
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GAYLE HUGHES

After submitting your 

claim, you will be taken 

to the main dashboard 

and receive an on-

screen pop-up 

notification. 

The notification will be 

green if the claim was 

submitted successfully. 

Patient data is fictional.
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Reviewing details of submitted claims
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To view full details of a 

claim, click the eye icon 

under the ‘Action’ 

column. 

To review details of 

submitted claims, 

navigate to the ‘Claims’ 

tab.

All claims connected to 

your NPI will be listed.

$256.47$256.47

Patient data is fictional.
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Full claim details
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GAYLE HUGHES

ANN BARBER

$256.47

Total Submitted Amount: 

$256.47

Click on the lefthand 

menu to view additional 

items, including denial 

reasons (if denied), who 

the claim is payable to, 

and any attached claims 

documents you 

submitted.

Patient data is fictional.
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