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1 Introduction 
Claim templates are designed to streamline and simplify the process of creating new claims 
by reusing previously entered data. By utilizing templates, users can automatically populate 
applicable fields and focus only on updating the specific information that is unique to the 
new claim. Unique services and treatments could be stored for future claim processing.  

Users have the flexibility to create and manage multiple templates for each of the supported 
claim types:  

• Dental 
• Professional 
• Institutional  

 
The Manage Templates tool provides a centralized location for users to:  

• View all previously saved templates  
• Edit existing templates as needed  
• Delete outdated or unused templates  
• Copy templates to serve as a starting point for creating new ones  
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2 Create a Claim Template  
The system allows users to create claim templates, making it easier and faster to generate 
new claims by reusing previously entered data.  

To create a claim template, complete the following steps: 

Step Screenshot 
1. From the Create 

Template menu, 
select the desired 
claim type.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

2. On the New 
Template page, 
enter a Template 
Name. The 
Template Name 
must be less than 40 
characters.  

 



 

 
NM TC Participant User Guide 

  
 

 5 of 26                                                                                                                                     Rev.1, 02/06/2026   

Step Screenshot 
3. Enter a Long 

Description. This 
field is used to 
provide further 
descriptive 
information about 
the template. It is an 
optional field. 

 
 

4. Select the Continue 
button.  
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Step Screenshot 
5. On the New Claim 

Template page, 
under the Basic 
Claim Info tab, the 
system defaults to 
‘No’ for the “Is this a 
Void/Replacement?” 
field. 

 
6. The Submitter ID 

and the Receiver 
ID/Name fields are 
automatically 
populated by the 
system.  
 
The Submitter ID is 
the Medicaid ID of 
the entity 
submitting the 
claim.  
 
The Receiver 
ID/Name field 
identifies the entity 
receiving the 
submitted claim. 
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Step Screenshot 
7. Complete the 

required fields on 
the Basic Claim Info 
tab. Those fields 
have a red asterisk 
(*). Certain services 
require additional 
information to be 
entered on the 
Other Claim Info 
tab. 

 
8. Complete the 

required fields on 
the Other Claim 
Info tab, as 
applicable. 
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Step Screenshot 
9. The Other Services 

Line Info tab returns 
the line information 
entered and is for 
viewing only. Any 
edits need to be 
made on the Basic 
Claim Info page.  

10. Complete the 
necessary fields in 
the other panels 
and then select the 
Save Template 
button. 
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2.1 Create a New Claim from an Existing Template 
The system allows users to generate a new claim from an existing template. Users can begin 
with a current template, customize it as needed, and save it as a new claim. 

To create a new claim from an existing template, complete the following steps: 

Step Screenshot 
1. From the Create 

Claims menu, 
select From 
Template.   
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Step Screenshot 
2. On the Search 

Template page, 
enter the 
Template Name. 

 
Notes: Selecting 
"Starts With" will 
produce a list of 
existing saved 
templates with the 
first two characters 
matching that search 
criteria.  
 
Selecting "Contains" 
will produce a list of 
templates with a word 
or phrase in the 
Template Name that 
matches the search 
criteria.  

 

3. Select the 
Template Type. 
 

Note: Selecting a 
template type is not a 
mandatory step in the 
process. The system 
allows users to 
proceed with or 
without selecting, and 
the functionality 
remains unaffected. 
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Step Screenshot 
4. Select the Search 

button.  
 
Note: A search by 
Template Name will 
return that template if 
it exists. A search 
without a Template 
Name will produce a 
list of templates with a 
word or phrase in the 
Template Name that 
matches the search 
criteria.  

 

5. A list of results 
matching your 
search criteria will 
be displayed. 
When only one 
template is 
created, the 
system 
automatically 
navigates to the 
claims page. 
However, if 
multiple templates 
exist, the user is 
prompted to select 
from the available 
options before 
proceeding. 
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Step Screenshot 
6. On the New Claim 

Template page, 
under the Basic 
Claim Info tab, the 
system defaults to 
‘No’ for the “Is this 
a 
Void/Replacement” 
option.  

 
 
 
 
 

 

7. The Submitter ID 
and the Receiver 
ID/Name fields are 
automatically 
populated by the 
system.  
 
The Submitter ID is 
the Medicaid ID of 
the entity 
submitting the 
claim.  
 
The Receiver 
ID/Name field 
identifies the 
entity receiving the 
submitted claim. 
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Step Screenshot 
8. Complete the 

required fields on 
the Basic Claim 
Info tab.  Those 
fields have a red 
asterisk (*). Certain 
services require 
additional 
information to be 
entered on the 
Other Claim Info 
tab. 

 
 

 

9. Complete the 
required fields on 
the Other Claim 
Info tab, as 
applicable. 
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Step Screenshot 
10. The Other Service 

Line Info tab will 
display the basic 
line item 
information added 
on the Basic Claim 
Info tab. The line 
item cannot be 
edited, but 
additional 
information can be 
added by selecting 
the line item row. 
There are 
additional panels 
that can be 
expanded to add 
additional 
information and 
then select the 
Update button 
once complete. 

 

11. Once the fields are 
completed, select 
the Save Claim or 
Submit Claim 
button, depending 
on if you want to 
save an incomplete 
claim or submit a 
completed claim. 
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2.2 Create a Claim Template from an Existing Template 
The system allows users to create new templates by duplicating existing ones. The user can 
start with a current template, make the necessary modifications, and save it as a new 
custom template. To do this, complete the following steps: 

Step Screenshot 
1. From the Manage 

Templates menu, 
select Copy 
Template.  

 
 
 
 
 
 
 
 
 

 

2. On the Copy 
Template page, enter 
your search criteria 
by entering the 
Template Name or 
the Template Type.   

 
3. Select the Search 

button.  
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Step Screenshot 
4. A list of results 

matching your search 
criteria will be 
displayed. When only 
one template is 
created, the system 
automatically 
navigates to the 
claims page. 
However, if multiple 
templates exist, the 
user is prompted to 
select from the 
available options 
before proceeding. 

 
 

5. On the Copy 
Template page, enter 
the new Template 
Name.  

 
6. Enter the Long 

Description. This is 
an optional field.   
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Step Screenshot 
7. Select the Continue 

button.  

 
8. On the New Claim 

Template page, 
under the Basic 
Claim Info tab, the 
system defaults to 
‘No’ for the “Is this a 
Void/Replacement?” 
field. 
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Step Screenshot 
9. The Submitter ID and 

the Receiver 
ID/Name fields are 
automatically 
populated by the 
system.  
 
The Submitter ID is 
the Medicaid ID of 
the entity submitting 
the claim.  
 
The Receiver 
ID/Name field 
identifies the entity 
receiving the 
submitted claim. 

 

10. Complete the 
required fields on the 
Basic Claim Info tab.  
Those fields have a 
red asterisk (*). 
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Step Screenshot 
11. Complete the 

required fields on the 
Other Claim Info tab 
if applicable.  

 
12. The Other Service 

Line Info tab will 
display the basic line 
item information 
added on the Basic 
Claim Info tab. The 
line item cannot be 
edited, but additional 
information can be 
added by selecting 
the line item row. 
There are additional 
panels that can be 
expanded to add 
additional 
information and then 
select the Update 
button once 
complete. 
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3 Managing Templates  
The system allows users to view, edit, and delete existing claim templates.   

3.1 View Existing Template 
The system allows users to view all existing claim templates. To do this, complete the 
following steps: 

Step Screenshot 
1. From the Manage 

Templates menu, 
select 
View/Edit/Delete 
Template.  

 
 
 
 
 
 
 
 

 

2. On the 
View/Edit/Delete 
Template page, 
enter your search 
criteria. You can 
search by Template 
Name or Template 
Type.  

 
 

Step Screenshot 
13. Select the Save 

Template button. 
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Step Screenshot 
3. Select the Search 

button.  

 
 

4. A list of results 
matching your 
search criteria will 
be displayed. When 
only one template is 
created, the system 
automatically 
navigates to the 
claims page. 
However, if multiple 
templates exist, the 
user is prompted to 
select from the 
available options 
before proceeding. 

 
 

5. The selected 
template will be 
displayed on the 
screen.   
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3.2 Edit Existing Template 
The system allows users to edit existing claim templates. To do this, complete the following 
steps: 

Step Screenshot 
1. From the Manage 

Templates menu, 
select 
View/Edit/Delete 
Template.  

 
 
 
 
 
 
 
 

 

2. On the 
View/Edit/Delete 
Template page, enter 
your search criteria by 
entering the Template 
Name or Template 
Type.  

 
3. Select the Search 

button.  
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Step Screenshot 
4. A list of results 

matching your search 
criteria will be 
displayed. When only 
one template is 
created, the system 
automatically 
navigates to the 
claims page. 
However, if multiple 
templates exist, the 
user is prompted to 
select from the 
available options 
before proceeding. 

 

5. The selected 
template will be 
displayed on the 
screen.  

 
6. Make all desired 

changes to the 
template and then 
select the Save 
Template button to 
save the changes.  
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3.3 Delete Existing Template 
The system allows users to delete outdated or unused claim templates. To do this, complete 
the following steps: 

Step Screenshot 
1. From the Manage 

Templates menu, 
select 
View/Edit/Delete 
Template.  

 
 
 
 
 
 
 
 

 

2. On the 
View/Edit/Delete 
Template page, enter 
your search criteria 
by entering either 
the Template Name 
or Template Type.   

 
  

3. Select the Search 
button.  
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Step Screenshot 
4. A list of results 

matching your search 
criteria will be 
displayed. When only 
one template is 
created, the system 
automatically 
navigates to the 
claims page. 
However, if multiple 
templates exist, the 
user is prompted to 
select from the 
available options 
before proceeding. 

 

 

5. The selected 
template will be 
displayed on the 
screen.   
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Step Screenshot 
6. Select the Delete 

button to initiate the 
deletion of the 
template.  

 
7. The system will 

display a message 
asking, “Are you sure 
you want to delete?”.  
 
To continue with the 
deletion of the 
template, select the 
OK button. To cancel 
deletion of the 
template, select the 
CANCEL button. 
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