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How-To: Download & Import a Remittance Advice (RA) into Microsoft Word*

For those with the appropriate security role and permissions, you can access your RAs online through
the secure Provider Portal. Follow the steps below to download an RA, import it into Word, and have it
open as a .docx file.

*These instructions were written using Microsoft Word 2013 and Internet Explorer (IE) 11; your steps may differ if you are
using other software or other versions of Microsoft and IE.

1. From the Portal, log in to the secure site: https://medicaid.dhss.delaware.gov/provider/. The My Home
page displays.

2. From the top-level navigation, click Resources.

My Home Q=TT Patient Health History | Files Exchang= | Resources )
T —

3. From the Resources menu, click Report Download.

|=| Resources

b Search Providers
Warning: Please follow your security

guidelines for the storage and display of
your downloaded financial information.

¥ Search Drug Codes

» View Drug Formulary

b Links

» Beport Download

4. The Report Download panel opens. In the Report field, select Remittance Advices and use the
calendar selector to choose the From Date and the To Date for the RA(S) you want to view.

Report Download
* Indhzhbes & regured fesld

Enter your saarch otena and ek the Ssanch Butten,

*Report | Remittance Advices e

*From Dates |01/01/2017 =| “To Dated |017/15/3017 =]
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https://medicaid.dhss.delaware.gov/provider/

5. Click Search. The results display beneath the panel. In this example, two (2) RAs fall within the date-
range chosen.

Report Download

* Indicates a required field.

Enter your search criteria and click the Search button.

*Report | Remittance Advices v|

————

Reports Available to Download From 01/03/2017 To 01/20/2017

To Download the report; click the Report Mame

Report Name Create Date

Remittance Advices 01/05/2017 00:00

01/12/2017 00:00

Remittance Advices

6. Review the Create Date to the right. For the file you want, click Remittance Advices; the file downloads
with a file name of Documents.txt.

7. Depending on your browser, your download notification may differ. This example shows IE 11:

D you winfil b5 Spans oF it Docamentitxt [5.53 KE) Dpen Save

8. Click Save and then Save as; the Save as dialog box opens.

a. Navigate to a location on your computer or computer network and click Save.

& Save As -

)~ oestop »

Organize + New folder =

/¢ Favorites
Ml Desktop.
i Downloads

7@ System Folder
I

‘ S Libraries I

P l% System Folder

1&( Computer

S system Folder
- R e .
File name: -

Save as type: [All Files () -

€

Tip: If you are downloading multiple files, you must rename the default file name Documents or
save to different folders so you do not overwrite your files. If you rename, leave the .txt. (For
example, 20170106_RA.txt.)

Page 2 of 3 - March 1, 2018
© DXC Technology Company. All rights reserved.



9. Open Microsoft Word. Select File/Open and locate the Saved file.
Tip: Make sure All Files is selected from the File Type dropdown.

- i L

File name: - l_ﬂl Files () 'r]

Took = | Open vl Cancel

10. To make your file more legible and printer-friendly, follow these steps.

a. From the top-level Word menu, click PAGE LAYOUT tab and click the small arrow to theright.

FILE HOME INSERT DESIGN I PAGE LA":"OUT' REFERENCES MAILINGS

Breaks Indent Spacing
:[ILine Numbers -~ | 3= Left: |0" > |1= Before:
Margins Orientation Size Columns . . =
bc Hyphenation~ | =& Right: |0 T | b= After:
Page Setup Paragraph

b. Inthe PAGE LAYOUT tab, click on Orientation.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

E% IE —=| ‘rBreaks~ Indent Spacing

:[ILine Numbers~ | 3= Left: |0 * |2= Before:
Margins|Orientation| Size Columns . o o=
- - . . bc Hyphenation~ | Z&Right: [0 . | v = After:
Page Setup F Paragraph

c. Select Landscape. Save your file to save these settings.

FILE HOME  INSERT  DESIGN PAGE LAYOUT | REFERENCES MAILINGS

@ @ IE Y= Breaks ~ Indent Spacing

i Line Numbers - | 3= Left: |0" > |1 = Before:
Margins Orientation Size Columns __ . _ o=
- T - . bc Hyphenation~ | Z&Right: |0" - | #= After:
D up IF Paragraph
Portrait L/
S T T |
= B

- D Landscape

Need assistance? Please contact Provider Services at 1-800-999-3371; Option 0, then Option 2:
Option 1 to check Member Eligibility only and Option 2 for Providers to inquire on Claim Status.
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