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Start at the AHCCCS Website  

https://www.azahcccs.gov/ 
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• From the toolbar at the top of the page, click Plans/Providers 
 

• Once the drop down appears, click on AHCCCS Online  

1. Click Plans/Providers 



Log in to AHCCCS Online  
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Enter your 
username & 

password  

Click “Sign In” 
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Click on “Claim 
Submission” 
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Claim Submission Screen  
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• Under “enter new claim”, click on the drop down and 
select Institutional  

• Click “Go” 

Click “Go” 
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Submitter Screen  
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Verify that the information is 
correct  

Next click on the “providers” 
tab  
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This is where you will enter the provider or group billing 
information  

Enter the biller or the group tax ID here  

If you do not have a valid NPI # 
Enter your 6 digit AHCCCS 

provider ID here, and leave the 
NPI field blank 

If you have a valid NPI you must 
enter it here and leave the provider 

commercial field # blank 

This will automatically 
populate to non-person 

entity 

When done entering all the 
required fields, click the 

“find” button  

Do not click 
submit 
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Your provider 
information 

should 
populate here 

Next click on the Service 
Facility tab 
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Enter facility NPI number here  

9999999999 

Click the “find” button  

Next click on the 
patient/subscriber tab 

Enter the attending provider information  
by clicking the “attending provider” tab.  
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Insured or Subscriber Screen  

The Patient/subscriber screen will come up, this is where 
you will enter the member’s AHCCCS information. 
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Enter the members  
AHCCCS ID and  

date of birth 
(MM/DD/YYYY) 

Click on the down arrow  
and make your Payer  

Responsibility selection 

When done entering all the 
required fields, click the 

“find” button  
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Click on the 
“Codes/Values” tab next   

TEST  
M 
701 E Jefferson St, 
Phoenix AZ 85004 

The members information will populate here  
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If billing for inpatient, enter procedure 
code(s) and date 

 
 Do not enter the diagnosis codes 
here, those will be entered in the 

“Diagnosis Codes” tab  

To enter the diagnosis 
click the diagnosis 

 tab  
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Enter the primary 
diagnosis here 

    
 Enter Admitting diagnosis here  

 
Other diagnosis’s in  

particular for inpatient  
claims can be entered  

here 
 

If applicable enter the  
Condition, Occurrence, 

And Value codes here on  
their corresponding tabs  

If no attachments, click “claim information” tab next  
If you want to send an 
attachment click the 
“attachments” tab 
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Claim Attachments Screen  
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• Report Type – Click the drop down and select type of attachment 
• Report Transmission – Click the drop down and select EL – Electronically Only 
• Control Number – Enter the PWK number. We recommend you use the members 

AHCCCS ID followed by the Date of Service, making sure the “A” in the AHCCCS ID is 
capitalized  
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        PWK? The PWK is a number that you will create for each document you want to submit. 
This number will allow the system to link the attachment to the appropriate claim. Ensure there 

are no spaces and you use a capital letter. 
 

 
AHCCCS ID ( 9 – character AHCCCS ID) 
Note: The A in AHCCCS ID must be a capital letter  
 
Date of Service 
 
PWK for Claim 1, Document 1 

Different AHCCCS ID member with the same date of services              
AHCCCS ID ( 9 – character AHCCCS ID) 
Note: The A in AHCCCS ID must be a capital letter  
 
Date of Service 
 
PWK for Claim 2, Document 2 

The combination of the member’s AHCCCS ID and the Date of service is what makes the PWK 
number unique to each claim.  
 

Example of a PWK number using a member’s AHCCCS ID and the Date of Service  

              A12345678 
 
                 
                 08/05/15 
 
          A12345678080515 

       A87654321 
 
          08/05/15 
 
  A87654321080515 
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Make your  
Assignment selection Click on the down arrow  

and make your selection 

Enter the patients  
account number,  

if your office doesn’t  
use one you can  

enter either their  
AHCCCS ID or their  

name, etc.. 

When done click on the  
Service Lines  tab 

Enter the  
bill type here 

Enter the  
span date,  
if only one  

Date enter that  
date twice 

Enter the date  
the member  

Was   
Admitted/Seen 
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Enter the unit for the  

line you are billing 

Enter the  
Date of Service  

for the service  line  
you are billing 

 
If only billing for  

one date enter that  
date twice   

Enter HCPCS  

if required 

                                    Enter the revenue code 

Click on Days or Units  

Which ever you are  

billing for 
When done, click the add button,  

this will bring up a blank screen  

so that you can enter another line  

Enter the billed charge  

for the line you are billing 
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Service Lines Add and Updates  
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The service line will allow you to continue to “ADD” more lines, unless you click edit 
or remove buttons. 

Once you’ve entered all services lines (edited or removed), you will have the option to 
update the changes. 
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Submit  
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Once you’ve completed entering 
all the relevant claim(s) 

information, click “Submit” 
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Claim Entry Confirmation Screen  
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You will receive a message 
that it was successful 

You can go to the 275 portal 
to upload your document by 
clicking on the attachment 
link 

Here you will have two choices: 
View Claims or Enter New Claims 

 
Clicking on View Claim will give you a summary of the  

information that will be sent over to AHCCCS and will allow you 
to edit the claim if needed 

 
Clicking on Enter New Claims allows you to enter a new claim. 



Please send your questions 
regarding this training to: 
 
 ProviderTrainingFFS@azahcccs.gov 
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mailto:providertrainingFFS@azahcccs.gov


Thank you! 
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