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AMA- How to Submit a Claim in the Provider Portal  

Introduction 

This Job Aid outlines what steps a provider will take to submit a claim through the Provider 
Portal, using Claims & Encounters 

 

Step Action 

1.  Log on to the portal using your credentials. 

 
 

2.  Select the appropriate health plan region (health plan state)  
 

 
 
 
 

3.  Open the Claims & Encounters multi-payer tool within the “Claims & Payments” 
drop-down. 
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4.  Choose the Organization, Claim Type, Payer and Responsibility Sequence  

 

5.  If Professional claim proceed to step 6 
 
If Facility claim skip to step 8 

6.  Professional Claims: 
Enter required information for each claim: 
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IMPORTANT: To add attachments click on “Add Additional Claim 
Information” 
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7.  Click continue to be taken to the summary page. Click Submit. 

 

8.  Facility Claims:  
Entered the required information for each claim 
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IMPORTANT: To add attachments click on “Add Additional Claim 
Information” 

 
 

 
 

 

9.  Click continue to be taken to the summary page. Click Submit. 
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10.  End of Process 

 

 
 
 
 


