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1. Revision History  
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2. System Overview  
2.1 EIBilling Portal  

The EIBilling Portal provides the functionality that supports the Early Intervention (EI) Service 
Providers to submit billing for early intervention services through the Department’s State Fiscal 
Agent (SFA). It is an access point for providers, and Lead Agency Staff, to obtain information about 
the EI fiscal process.  
  

3. System Requirements  
3.1 Software Requirements  
Software/Browser 

Requirements  
Recommend for full functionality  

Microsoft Edge 42.17134.1.0 and higher  
Google Chrome version 70.0.3538.102 and higher 

Mozilla Firefox version 63.03 and higher  
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. Navigation  4 

4.1  Icon Hyperlinks and Buttons  
ICON HYPERLINK   / BUTTON   DESCRIPTION   

  

T his  hyperlinked icon   directs   you to the welcome homepage ( “ Welc ome to  
the Connecticut Birth to Three Fiscal Portal Intervention Fiscal Port al”).  
  

  The location of this button is on the top – left corner of your screen.  

    
  
  

  
  
  
  

  

The location of this button is on the top - right corner of your screen.   
  
Step / Action  

1 .  The CT EI URL opens a pre-login page with alerts, system n ews,  
important links, and the call center phone number and hours   

.  2 Enter your  Username  and  Password.   
Click the  Login  button.   
  

  
  

•   Once logged in, a set of Dashboards on the  Home  page app ears.  
•   Clicking the  LOGOUT  button (top right) logs you out of EIBill ing and  

directs   you to the EIBilling Welcome page.   
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SELECTION TAB  DESCRIPTION  
Maintenance  When clicked, it invokes a drop-down list; they are as follows:  

• Provider Profile: When clicked, it directs you to the Provider Profile page.   
• User List: When click, it directs you to the User Maintenance page.  

Reports  When clicked, it invokes a drop-down list; they are as follows:  
• Claiming:  

 Child lookup: It allows the user to search for every child who has ever 
been in his/her caseload.  

 Claim Lookup: It allows the user to search for any claim that has 
successfully migrated to EI Billing.  

 Claim Research: It allows the user to search for claims using a variety of 
parameters.  

 Claim Status: It allows the user to search for a claim using the claim's 
status as a primary parameter.  

 Claims in Progress: It allows the user to view all outstanding claims and 
separates them by the name of the particular insurance company, 
Medicaid, Escrow, and by Status.  

 Visit Payment Summary: The user can view the cost of all past services 
a child receives and payments for those services, separates them by date 
and payment type.   

• CPT Codes: The Current Procedure Terminology (CPT) allows users to search 
for a CPT code's narrative description.  

• Family Cost Participation Reports:  
NOTE: The state of Connecticut no longer requires Family Cost Participation as 

of July 1, 2022  
 View FCP Payment History: It allows the user to see all past Family 

Cost Participation payments from a specified date range.  
 View Invoices: It allows the user to view bills from a specified date range 

by family.  
 View Statement Details: The user can view the specific information of 

the family cost participation invoices.  
• Financial:  

 Escrow Checks: It shows all Escrow payments by date.  
 Invoice Batch Statuses: The user can search for every invoice and 

claim approved by Birth to Three from an invoicing perspective.  
 Provider Payment Profile: It allows the user to view the aggregate total 

of both paid claims from insurance, Medicaid, and Escrow and 
outstanding claims from both insurance, Medicaid, and Escrow.  

 Provider Payment Summary: The user can view a total of specified of 
funds paid to the provider from both insurance, Medicaid, and Escrow.   

• Insurance  
 Claims Awaiting EOBs: The user can view claims 25 days or older that 

have not received remittance from insurance and no EOB has been 
entered by the provider.   



  
 

CTEI User Guide Updated   Page 15 of 152  
  

  EIHub-                 Early Intervention Billing and Claiming User    
Guide v0.1.0  

 Insurance Remittance Data: It allows the user to search insurance 
remittance by child, payer, remittance type, and/or date.  

 Insurance 835 Checks: The user can view,  
 Posted EOBs: The user can view claims that have remittance from 

insurance and an EOB has been entered and processed by the provider.  
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SELECTION TAB   DESCRIPTION   
•   Insurance 835 Remittance Details :   The user can   ces  search for all remittan 

posted via 835s for each agency/provider.   
•   Invalid Licensed Professional Data : sed   The user can view a list of unlicen 

professionals by provider name.    
  

•   Medicaid :   
   Medicaid 835 Checks ry   It shows the user an itemized view of eve : 

Medicaid payment issued to every EI agency/provider.   
   Medicaid 835 Remittance Details  The user can view every clai m  : 

adjudicated on every Medicaid remit.   
   Medicaid Claim Batches:  It allows the user to view Medicaid cla ims by  

batch date providing the interchange number, claim account, and  claim  
account.    

   Medicaid Claim By Status for a   allows the user to search each remit  
denied claim based on the Adjustment and Remark code.   

   Medicaid 835 Results ery   It provides the user with a summary of ev : 
Medicaid Remit issued.   

•   Summary Reports :   
   Summary by Service Type :  The user can view all payments rec eived and  

outstanding claims by the type of service billed.   
Help   When clicked,  it  invokes a drop - down list ;   they are as follows:   

•   Contacts :  When clicked, it directs you to the Connecticut Birth to Three  Contacts  
page.  

•   FAQ :    
   For Families :  When clicked, it directs you to the Family FAQ pag e (Read - 

only).  
   For Providers : page   When clicked, it directs you to the Provider FAQ  

Read-only).  ( 
•   Information   : 

   For Providers :  When clicked, it directs you to the Provider Infor mation  
page (Read-only).  

•   Training :  When clicked, it directs you to the Training and Support Inform ation  
page.  
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4.4 Calendar Picker  

Clicking any date field on a form invokes the calendar picker (shown below).   
• If a Date field is populated (e.g., 04/18/2022) and the user clicks in the date field, the 

calendar picker appears, showing the data entered into the date field.   
• If a Date field is blank and the user clicks in the date field, the calendar picker shows the 

current system date.  

 

 

ACTION BUTTON  DESCRIPTION    

Directional Arrows   If you click on the left arrow, the system goes back (previous) a 
month.   

  
 The system advances (next) a month if you click on the right arrow.  

 

Month Drop-down   To select a 3-digit month (e.g., Nov), click the drop-down arrow and 
choos from the list of months.  

e  

Year Drop-down   To select a year (e.g., 2018), click the drop-down arrow and choose 
from t list of months.  

he  

Day Block   Click the appropriate day block on the calendar picker to select a day 
manually.  

 

<esc>  
( 
To cancel/close the calendar picker, using the keyboard, depress the <esc> 
Escape) key, or click anywhere outside (e.g., screen) of the calendar picker.   

                                                                                                                              

On most (not all) reports in EI Billing, there must be a date of separation.  

4.5 Spreadsheet/Grid – Sorting Column Headers  
To “order by” columns in the spreadsheet/grid, click on a column header you want to sort.   

  

 

ACTION BUTTON  DESCRIPTION    

 
   

An up arrow first appears inside the column header.    

 
 

  

Click on the down arrow icon in the column header again, switch between 
s the column in ascending or descending order.   

orting  

 



 

 

  

  

Multiple clicking toggles the up/down arrows. For example, clicking on another 
column sorts the table based on the first column header clicked.  
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4.6 Pagination Display Controller  

 

CONTROLLER  DESCRIPTION    

 
Pagination allows you to view large amounts of content more accessible to 
fi and break up several entries into multiple pages, allowing you to toggle 
thro the material with ease. For example, you’ll see this controller at the 
bottom Report page.  
  
• Page one (1) shows up by default.  

• Clicking past page ten (10) selection, an ellipse button “…” becomes 
en at the controller's beginning.  

• When clicking on any number/page, the number button is no longer 
has underline beneath the page number (which means the current 
page displayed).  

nd  
ugh 
f a  

abled 
an  

  



 

 

  

  

4.7 Typeahead  
Typeahead, also known as autocomplete or autosuggest. It is a language prediction tool 
search interface that provides suggestions for you when typing in a query into a search 
field (example shown below).  

 

4.8 Home Page Message Banner  
All-important EIBilling system messages (examples shown below) posted below the 
Welcome graphic on the home page.  

 

 

Special alerts are typically seen pre-login. Messages include routine 
maintenance, call center closures due to training, or call center closures due to 
periodic training.  
  

4.9 Global Search  
Use the search field (below) to perform a global EIBilling portal search.  
  

 

 Search only produces results for EI portal destinations (clickable destinations 
under headings). It will not allow search for specific claims or children.  
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4.10Tooltip  
Hovering your mouse pointer over this icon (?) provides a popup tooltip.  
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5. Pre-Login (All Users)  
5.1 Home (Main Page)  

The EIBilling web portal homepage is a public URL that all internet users (e.g., 
nonregistered) can access. The Early Intervention Fiscal Portal (EIBilling) homepage 
provides users with information and assistance navigating the system (Weekly Provider 
Tips, System News, Important Links, and Customer Service Center contact number and 
hours of operation.).  
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GROUP   DESCRIPTION     

•   If  more than one (1) username   exists for the email   address em  , the syst 
populates a warning message bar (shown below).   

  
  

  

mail  If the User does not receive a system-generated email message in their e 
account Inbox, it may be in the  user’s spam box (an example shown below).  
  

  
  

•   Return to Login  This hyperlink returns the user to the Login page (shown  : 
below).  

•   Forget Password :  If you forgot your password, clicking this hyperlink open s the  
Forgot My Password  page (shown below).  

Forgot My  
Password   

  
Step / Action   

.  1 me or  Clicking the Forgot Password gives the User two options: enter the userna 
an  Email Address .  
•   Username :  The appropriate  U sername ( e.g., My username)  entered.   
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GROUP  DESCRIPTION    

 •  Email Address: The appropriate email address (e.g., 
User123@gmail.c entered.  

2. If you have more than one account linked to the same email address, only 
fi the username (leave the email blank).   

3. If you enter both (Username and Email Address) or just the email address, 
t system prompts a message.  

  
  

If the User does not receive a system-generated email message in their email 
account Inbox, it may be in the user’s spam box.  

    

om)  

ll out 
he  



 

 

  

  

5.2 Text Hyperlinks  
A text hyperlink is a word, phrase, or image that you can click on to jump to a specific 
section within this document. Text hyperlinks are often blue and underlined, but for 
Accessibility requirements, the font color is black.  

5.3 Information  
The pages below provide helpful information (e.g., sample forms) for providers. The 
EIBilling administration team manages the content.  
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5.3.1 For Providers Page  

 

 

LABEL  DESCRIPTION     

Provider  
Information  

This page (read-only) displays any relevant information. A hyperlink adjacent to 
t posted content is available, and when clicked, it directs you to a document or 
webpage (e.g., EIBilling Knowledge Base).  

he  
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5.4 Training and Support Information Page  

This page provides you with how-to information such as Webinars, Videos, Fact Sheets, 
and Request Training.  

 

 

GROUP  DESCRIPTION    

Webinars  This group contains hyperlinks to any relevant pre-recorded webinars, generally 
ab the EIBilling web portal.  

out  

Videos  This group contains tutorials that pertain to the operation of the EIBilling web portal.   
Fact Sheets  This group contains EIBilling Fact Sheet to assist Providers.   

Request Training  This group provides contact information if you would like to set up additional trainin 
sessions or have questions concerning the EI fiscal process (EIBilling) and training. 

g  
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5.5 FAQ  
The pages below provide helpful FAQs for counties and providers. The EIBilling 
administration team manages the content.   

  

5.5.1 For Providers Page  

This page displays Provider FAQs with adjacent hyperlink Answers, and when clicked, the 

answer displays below the Question (an example shown below).  

  

 



 

 

  

FIELD  DESCRIPTION     

Category  

  

This drop-down retains selections added to the County FAQ page:  
• Selecting All displays all FAQ categories relevant to Providers.  
• Selecting a specific category such as “Benefits and Eligibility” displays 

Benefits and Eligibility FAQs for Providers.  

only  

Questions Contains  Use this search field (box) to type in a keyword and click the Apply Filter button. 
Your search results are then filtered. Please see the “Apply Filter” section exampl 
below.  

e  

Jump to…  Clicking a specific FAQ Category hyperlink from the available hyperlinks 
beneath “Jump to…” (example below) positions the FAQ-centered screen.  
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BUTTON  DESCRIPTION     

Apply Filter  

  

When clicking this button, the system uses your keyword entered in the Question 
Contains field and displays your FAQ results (example below).  
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 FCP Payments  5.6 

NOTICE:   
The state of Connecticut no longer requires Family Cost Participation as of July 1, 2021  

  
  

  
  
  

FIELD   DESCRIPTION     
Account Number   This field allows the user to enter their family cost account number    
Total Balance Due   Enter the total remaining Family Cost balance associated with the account.    
Zip Code    Enter the address associated with the account/family.   
First Service Date    The user can enter the date of the first service received associated with this cost.     

  
NOTICE:  

The state of Connecticut no longer requires Family Cost Participation as of July 1, 2021  
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6. Post-Login (Registered Users)  

6.1 Dashboard Page (Home Page)  
The EIBilling Dashboard view is based on the User type. All-State users’ have the 

same Dashboard where they can see “In-Process Claims Status” and “Payment Profile.”   
  

 

6.2 Dashboards  
6.2.1 In – Process Claims Status   

 

 

COLUMN  DESCRIPTION   

Source  This column displays the source where the data came from   

Status  This column displays the claim’s payment source   

# Claims  This column displays the total number of claims by payment source   

Amount  This column displays the total cost of in process claims by payment source.   
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6.2.2 Payment Profile  

 

 

FIELD  DESCRIPTION   

From  Use the calendar picker (activated by clicking in the field) and select 
the ‘from’ date.  

 

To  Use the calendar picker and select the ‘to’ date.   

   

BUTTON  DESCRIPTION   

Run  Click this button to generate the Provider Payment Profile Summary 
bas on your criteria (Start and End dates).   

ed  

   

COLUMN  DESCRIPTION   

Submitted  This column displays the amount of funds submitted to a payment 
source. 

  

Paid  This column displays the amount of funds paid from a payment source.    

Pending  This column displays the amount of fund awaiting to be paid to the 
provi 

der.  

   

ROW  DESCRIPTION   

Insurance  This row displays the amount of insurance funds submitted, paid, and 
pending to the provider.  

 

Medicaid  This row displays the amount of Medicaid funds submitted, paid, and 
pe to the provider.  

nding  

Escrow  This row displays the amount of escrow funds submitted, paid, and 
pend to the provider.  

ng  



   
 

CTEI User Guide Updated   Page 45 of 152  
  

   EIHub-                 Early Intervention Billing and 
Claiming User    

Guide v0.1.0  

  

Total  This row displays the total amount of funds submitted, paid, and 
pending the provider.   

 to  

% Paid  The percentage of funds that have been paid to the provider.   

% Pending  The percentage of funds awaiting to be paid to the provider.   

   

TAB  DESCRIPTION   

Escrow  This tab provides further details about escrow paid to the provider   
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Please refer to section 6.2.2.1.1 Payment Details for description s on  
the columns and buttons.   

  
  
6.2.2.1.1  Payment Details  
  

  
  

BUTTON   DESCRIPTION   
Excel   Click this button to export your report to an MS Excel format. Your web browser  

prompts you with a message pad and three button options (see example below) .  
  

  
CSV   Click this button to export your   you  report to CSV format. Your web browser prompts 

with a message pad and three button options (see example below).  
  

  
PDF   Click this button to export your report to PDF format. Your web browser prompts  you  

with a message pad and three button options (see example below).  
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Resubmit Selected  The system sends the claim back to the payer on file when clicked. Use this when  
Claims  the payer does not have a claim on record, OSC has updated the child’s 

information, or when some data point on the claim needs to be updated and sent 
back to the designated payer.  

  
COLUMN  DESCRIPTION  
Check Number  The column displays the check number.   
Check Date  The column displays the date check was received. Payment 
Method  This column displays how the payment was made. EI Data Source 
 This column displays where the EI data source originated Child Last Name  This 
column displays the last name of the child.  
Child First Name  This column displays the first name of the child.  

Date of Birth  This column displays the date of birth of the child.  

Authorization Number  This column displays the authorization number issued by B23. (Not 
Applicable in CT)  

Service Date  This column displays the date of service care was provided.  

Current Status  This column displays the current status of the payment.   

Escrow Amount Paid on  This column displays the amount paid of escrow paid on a claim payment.   
This Payment  
Escrow Amount Refunded  This column displays the amount refunded of escrow paid on a claim on 
This Payment  payment.  
Total Claim Amount  This column displays the total amount of the claim.   

Total Amount from Escrow  This column displays the total amount of the claim that represent escrow.  

Escrow Batch Date  This column displays the escrow batch date.  

Amount from Insurance  This column displays the amount of funds paid to the provider from 
insurance.  

Insurance Payment Date  This column displays the date insurance made payment for the claim.  

Amount from Medicaid   This column displays the amount of funds paid to the provider from Medicaid.  

Medicaid Payment Date  This column displays the date Medicaid made payment for the claim.  
  

Patient Acct #  This column displays the unique patient account number.   

Provider Invoice Number  This column displays the unique invoice number a provider has.   

Therapist First Name  This column displays the last name of the therapist.  

Therapist Last Name  This column displays the first name of the therapist.  

Therapist NPI  This column displays the National Provider Identifier number of the Therapist.  
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Medicaid Denial Code  This column displays the denial code for the Medicaid claim submitted for 
the service provided for the child  
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COLUMN  DESCRIPTION  
Status  This column displays the insurance status of the child.  
Claim Number  This column displays the claim number.  
Billed Electronically  This column displays if the services were billed electronically.   
Date Billed  This column displays the date billed for the child.  
Response Date   This column displays the date the bill was responded to.   
Amount Billed  This column displays the amount billed for the service provided for the child.  
Service Line ID  This column displays the line-item control number submitted to an insurance 

company  
Amount Paid   This column displays the amount paid for the service provided for the child.  
Check Number  This column displays the check number issued for the payment.  
Check Date  This column displays the date the check was issued.  
CPT Code  This column displays the CPT (Current Procedural Terminology) code, also known 

as service codes for medical procedures  
ICD Code  This column displays the ICD10 code the agency provided.  
Units   This column displays the number of units rendered.  
Denial Code  This column displays the denial code for the claim submitted for the service 

provided for the child  
Denial Source  This column displays the denial source for the claim submitted for the service 

provided for the child  
E277 Information  This column displays the 277 claim status determination code.  
E277 Claim  This column displays an entities reference number assigned to a claim during 
Reference Number  processing.  
835 Status   This column displays the835 adjudication determination status.  
835 Car Group  This column displays the 835 Claim Adjustment Group Code Code   
835 CAR Code  This column displays the Claim Adjustment Reason Code  
835 Remark Code  This column displays the Remittance Advice Remark 
Code 835 Cycle  This column displays the check or trace number value Insurance 
Claim ID  This column displays the unique ID for the insurance claim.  
Insurance Company This column displays the insurance company of the child.  
Policy #  This column displays the policy number of the child’s insurance plan.   
Member ID  This column displays the member ID of the child’s insurance plan. Referring 
Provider  This column displays the referring provider name.  
NPI  
835 Payer Claim ID  This column displays the claim reference number assigned by the insurance 

company  
Medicaid 835 Files  This column displays the file name of the 835 reports  

  
  

6.2.2.1.1a – 2 Escrow   

  



   
 

CTEI User Guide Updated   Page 52 of 152  
  

   EIHub-                 Early Intervention Billing and 
Claiming User    

Guide v0.1.0  

  



  
 

CTEI User Guide Updated   Page 53 of 152  
  

   EIHub-                 Early Intervention Billing and 
Claiming User    

Guide v0.1.0  

  



  
 

CTEI User Guide Updated   Page 54 of 152  
  

  EIHub-                 Early Intervention Billing and Claiming User    
Guide v0.1.0  

  



  
 

CTEI User Guide Updated   Page 55 of 152  
  

   EIHub-                 Early Intervention Billing and 
Claiming User    

Guide v0.1.0  
 

COLUMN  DESCRIPTION   
Payment Type  This column displays the method the payment was made.  
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If no data is found, EIBilling displays the following message pad below.  
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6.2.2.2 Medicaid 835s  

 

 

BUTTON  DESCRIPTION    

Excel  Click this button to export your report to an MS Excel format. Your web browser 
prompts you with a message pad and three button options (see example below) 
  

  

  

CSV  Click this button to export your report to CSV format. Your web browser 
prompts with a message pad and three button options (see example below).  
  

  

 you  

PDF  Click this button to export your report to PDF format. Your web browser 
prompts with a message pad and three button options (see example below).  
  

  

 you  

  
  

 

COLUMN  DESCRIPTION   

Medicaid Cycle  The column displays the Medicaid cycle.   

Check or Trace Number  The column displays the check or transaction number issued to the 
agen 

cy  

Issue Date  This column displays the date the bill was issued.   

Check Amount  This column displays the amount of money paid.    

Adjustments  This column displays the sum of monetary adjustments prior to final 
che amount.  

ck  

Gross Payment  This column displays the gross paid amount before monetary 
adjustment are applied.  

s  

Production Date  This column displays the date the report was added to EIBilling.   
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Details  To view details, click on the Details hyperlink. When clicked, the 
Medicai 835 Check Details appear (see below).  

  

d  
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COLUMN  DESCRIPTION   

Check or Trace Number  The column displays the check or transaction number issued to the 
agen 

cy.  

Check Date  This column displays the date the check was issued.   

Payer Name  This column displays the name of the insurance company.   

Amount Billed  This column displays the sum of amount billed provided in an 835 
report. 

  

Amount Paid  This column displays the sum of amount paid.   

Amount Applied  This column displays the sum of the amount paid and added to an EI 
clai 

m.  

Check Amount  This column displays the amount that was issued on the check.   

  
6.2.2.4 EOBs  

 

 

COLUMN  DESCRIPTION   

EOB Entered Date  This column displays the date the EOB was entered in EIBilling.   

  

  



 

 

  

Insurance Company  This column displays the name of the insurance company.   

Amount Paid  This column displays the amount paid on a claim.   

Check Number  This column displays the check number issued for the payment.   

Amount Billed  This column displays the amount billed to the insurance company.   
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7. Claiming  
7.1 Insurance  

7.1.1 Upload Insurance 835 Files   

This screen enables you to enter payment or denial information from the Explanation 
of Benefits received from the insurer.  

 

 

  

 

FIELD  DESCRIPTION   

Search By…  

  

Using the drop-down, make the appropriate selection from the list.  

 

Upload from  Use the calendar picker (activated by clicking in the field), select the upload 
from dates ‘from’   

  

To  Use the calendar picker and select the to dates   

  
  

  

BUTTON  DESCRIPTION   

Choose File  Click this button to search on your computer for files to add to the insurance 835 
files.  

  

Upload  Based on your file selection, click this button to add a document to the insurance 
835 files.  
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Search  Based on your criteria on the fields mentioned above, click this button to 
genera your query.  

te  

  

If no uploa 
  

  

7.2 Workabl 
7.2.1 In 

ds are found, EIBilling displays the following message pad below.  

  

e Claims   
surance  

 

 

 

FIELD  DESCRIPTION   

Child Last Name  To narrow your search, enter the child's last name for the service provided for 
th child.  

at  

Child First Name  To narrow your search, enter the child's first name for the service provided for 
th child.  

at  

Service Date From:  Use the calendar picker (activated by clicking in the field) and select the ‘from’ 
service date for the child.  

 

To:  Use the calendar picker and select the child's ‘to’ service date.   

    

BUTTON  DESCRIPTION   

Filter  When clicked, the system displays your results based on your criteria 
selection.  

 

    

TAB  DESCRIPTION   

Category 1  
Problems 
Detected by 
Central Billing 
Office  

This tab provides further details about Billing Problems Detected.   

Category 2 -277 
Rejections  

This tab provides further details about 277 Rejections   

Category 3 – 835 
Errors  

This tab provides further details about 835 Errors.    
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FIELD  DESCRIPTION   

Child Last Name  Enter the child’s last name in this field.   

Child First Name  Enter the child’s first name in this field.   

Service Date From:  Use the calendar picker (activated by clicking in the field) and 
select t ‘from’ service date for the child.  

he  

To  Use the calendar picker, and select the appropriate ‘to’ date.   

   

BUTTON  DESCRIPTION   

Filter  Based on your criteria fields mentioned above, click this button to 
generate your query. EIBilling provides your results in a grid 
fashion.  

 

   

 TAB  DESCRIPTION   

Category 1 – Problems  
Detected by Central Billing  
Office   

This tab displays Medicaid problems detected.   

Category 3 – 835 Errors  This tab displays Medicaid 835 Errors     

  

If no problems or errors are found, EIBilling displays the following message pad below.  
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BUTTON  DESCRIPTION   

Resubmit Selected 
Claims  

The system sends the claim back to the payer on file when clicked. Use this 
wh the payer does not have a claim on record, OSC has updated the child’s 
inform or when some data point on the claim needs to be updated and sent 
back to the designated payer.   

en  
tion,  
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8. Maintenance  
8.1 Provider Profile  

 

 

f 102  

TAB  DESCRIPTION  
Provider Information  This tab displays the general background information about a provider.  

Addresses  This tab displays the additional address for the provider.   
Phone Numbers   This tab displays any additional phone numbers for a provider  
Rendering Providers from 
SPIDER  

This tab display rendering provider information received from the 
source system. (This is not used in CT)  

  
BUTTON  DESCRIPTION  

Update  

Click this button to update the provider’s background information.  

   
Add New Address  Click this button to add a new address to the provider profile.  

  
Phone Numbers   Click this button to add a new phone number to the provider profile.   

 



 

 

  

  

8.2 User List  
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FIELD   DESCRIPTION   
User Type   Use this drop - down and select the appropriate provider from the list.   
Lock Status 

  

Use  this drop - down   

Search   Enter a user name in this field.    
  

BUTTON   DESCRIPTION   
Add  User   Step / Action   

me,  Click this button to add a user. Enter their user name, first name, last na 
and email and click save.   
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 COLUMN  DESCRIPTION   

Edit User  To edit a user, click the Edit User hyperlink. The Edit User page 
appear when clicked similar to the add user pop up.  

s  

User Name  This column displays name used to login   

First Name  This column displays the user’s first name   

Last Name  This column displays the user’s last name   

Company  This column displays the organization the user is representing   

Email  This column displays the user’s email.   

NPI  This column displays the user’s national provider identifier number.   

FEIN  This column displays the federal employee identification number.    

Locked   This column displays if the user is locked from the system.    

Lock/Unlock User  This column allows the user to lock or unlock a user from the system.  

 

 

Reset Password  To reset a user’s password, click the Reset Password hyperlink. The 
E User page appears when clicked similar to the add user pop up.  

dit  
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9 Reports  
The reporting screens enable you to generate various reporting to monitor the progress of 

claims and payments from respective payers.  

9.1 Claiming  
9.1.1 Child Lookup  

This screen enables you to search for every child who has ever been on your caseload.  

 

  
  

FIELD  DESCRIPTION   

From Date  Enter the ‘from date’ or click this field and use the calendar picker to 
generate a reporting period.  

 

To Date  Enter the ‘to date’ or click this field and use the calendar picker to 
gener reporting period.  

te a  

First Name  To narrow your search, enter the first name of the child.   

Last Name  To narrow your search, enter the last name of the child.   



 

 

  

Case ID  To narrow your search, enter the unique identification number given to e 
child   

very  

Medicaid #  To narrow your search, enter the Medicaid identification number given 
to every child   

 

Therapist Lane  To narrow your search, enter the Therapist's last name.   

  

You must wait 15 seconds between exports.  
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9.1.2 Claim Lookup  

  
  

FIELD  DESCRIPTION   

Authorization Number  To narrow your search, enter the authorization number for the service 
provided for the child.  

 

Service Date  Enter the date (or use the calendar picker) for the child's service to 
narro your search.  

w  

CIN  To narrow your search, enter the Client Identification Number (CIN); 
this the unique identifier given to participants   

is  

Last Name  To narrow your search, enter the child's last name for the service 
provid for that child.  

ed  

   

BUTTON  DESCRIPTION   

Search  When clicked, the system displays your results based on your criteria 
selection (see the Claim Lookup screenshot example above).  

 

This screen enables you to search for any claim successfully migrated to EI  
Billing.  
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You must wait 15 seconds between exports.  
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9.1.3 Claim Research  

This screen enables you to search for claims using a variety of parameters.  

 

 

FIELD  DESCRIPTION   

Payer  To narrow your search, use this drop-down and select the appropriate 
p from the list.  

ayer  

Status  

  

To narrow your search, use this drop-down and select the appropriate 
st from the list.  

atus  

Child Last Name  To narrow your search, enter the child's last name for the service 
provid for that child.  

ed  

Child First Name  To narrow your search, enter the child's first name for the service 
provid for that child.  

ed  



 

 

  

CIN  To narrow your search, enter the Client Identification Number (CIN); 
this the unique identifier given to participants   

 is  

Authorization  To narrow your search, enter the authorization number for the service 
provided for the child.  

 

Service Date From  Enter the ‘from’ date (or use the calendar picker) for the child's service 
to narrow your search.  
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 Claim Status  9.1.4 

This screen enables you to search for a claim using the claim's status as the  
primary parameter.  

  

  
  

  
  

FIELD   DESCRIPTION   
Status   

  

To narrow your search, use this drop - down and select the appropriate st atus  
from the list.  

Service Date From     Enter the ‘from’ date (or use the calendar picker) for the child's service to 
narrow your search .   

To   Enter the ‘to’ date (or use the  calendar picker) for the child's service to  
narrow your search .   

  
  

You must wait 15 seconds between exports.  
  

BUTTON   DESCRIPTION   
Search   ria  When clicked, the system displays your results based on your crite 

selection (see the grid/table example  below).   
Excel   Click this button to export your report to an MS Excel format.  Your web  

browser prompts you with a message pad and three button options (see  
example below).  
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9.1.6 Visit Pay 

This s 
Attention 
claims' a 

  

  

ments Summary  

creen lets you view how many claims are currently in the Needs  
reports, the adjudication stage where the error was detected, and the  
ge range.  

  

 

 

FIELD  DESCRIPTION   

Child  Enter the child’s name, using global search.   

 

Please refer to section 4.9 Global Search for descriptions on 
us e.  

Service Date From  Enter the ‘from’ date (or use the calendar picker) for the child's service 
to narrow your search.  

  

To  Enter the ‘to’ date (or use the calendar picker) for the child's service to 
narrow your search.  

 

    

BUTTON  DESC RIPTION   

Search  When 
(exa 

 clicked, the system displays your results based on your criteria selection  
ple above and below).  
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COLUMN   DESCRIPTION     

Case ID    
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9.2 CPT Codes (Current Procedure Terminology)  
This screen lets you to search for a narrative description of a CPT code.  

 

 

 

FIELD  DESCRIPTION   

Code  To narrow your search, enter the CPT Code.   

   

BUTTON  DESCRIPTION   

Search  Click this button to return the results (example above showing grid) 
base your criteria entered in the Code field above.  

d on  

   

COLUMN  DESCRIPTION   

CPT Code  This column displays the CPT (Current Procedural Terminology) code, 
al known as service codes for medical procedures. Each procedure 
has a unique five-digit code that identifies health insurance companies 
and the of care provided for the child.  

so  

type  



 

 

  

CPT Code Description     
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9.3  Family Cost Participation Reports  
NOTE: The state of Connecticut no longer requires Family Cost Participation as of  

July 1, 2022  
  

  
TAB: View FCP Payment History   

  
  
TAB: View Invoices   

  
  
  
TAB: View Statement Details  

  
  

NOTE: The state of Connecticut no longer requires Family Cost Participation as of  
July 1, 2022  
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9.4 Financial  

9.4.1 Escrow Checks   

 

 

  
  

 

FIELD  DESCRIPTION   

From   Enter the ‘from date’ (or use the calendar picker) to generate a reporting 
period.  
  

*This is a required field. If left blank, EIBilling prompts the 
follo message:  

wing  
    

To   Enter the ‘to date’ (or use the calendar picker) to generate a reporting 
pe 
  

*This is a required field. If left blank, EIBilling prompts the 
follo message:  

  

riod.  

wing  
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COLUMN  DESCRIPTION   

 

 

Please refer to section 6.2.2.1.1 Payment Details for 
description the columns and buttons.  s on  

9.4.2 Invoice  

This screen l 
from an invoicin 
  

  

  

Batch Statues  

ets you search for every invoice and claim approved by Birth to Three  
g perspective.  

  

 

 

FIELD  DESCRIPTION   



 

 

 

From  Enter the ‘from’ date (or use the calendar picker).  
  

By default, EIBilling selects the previous end of the 
month ‘from date’ and populates the current date.  

 

To  Enter the ‘to’ date (or use the calendar picker).  
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FIELD  DESCRIPTION   

 
By default, EIBilling selects the previous end of the month 

‘from date’ and populates the current date.  

 

Invoice Number  To narrow your search, enter the invoice number for the batch.   

    

BUTTON  DESCRIPTION   

Search  Click this button to return the results (example below showing grid) base 
your criteria entered (Provider, Type, From, To, and Invoice Number) ab 

d on  
ove.  



 

 

  

  

If no invoices are found, EIBilling displays the following message pad below.  
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CTEI User Guide Updated   Page 69 o f 102  
  

9.4.3  Provider Payment Profile  

  

  
  

  
  

  

Please refer to section "6.2.2 Payment Profile” for descriptions on fields, buttons,  
and/or hyperlinks.  
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COLUMN  DESCRIPTION   

EOBs  This column displays the amount of fund from EOBs   

Medicaid 835s  This column displays the amount of fund from Medicaid 835s   

Escrow  This column displays the amount of fund from Escrow   

View Details   To view claims, click on the View Claims hyperlink. When clicked, the 
Provider Payment Profile Page appears (see below).  

 

Please refer to section "6.2.2 Payment Profile” for descriptions 
fields, buttons, and/or hyperlinks.    

  

on  
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9.6.2 Insurance Remittance Data  

 

 

FIELD  DESCRIPTION   

Payer  Enter the payer's name (e.g., insurance company) for the child's 
service narrow your search.  

to  

Check Number  To narrow your search, enter the check number used to pay the 
amount.  

 

Provider Invoice  To narrow your search, enter the provider invoice number.   

Child  To narrow your search, enter the name of the child.   

Authorization  To narrow your search, enter the authorization number for the service 
provided for the child.  

 

Service From  Enter the ‘from’ date (or use the calendar picker) for the child's service 
to narrow your search.  

  

To   Enter the ‘to’ date (or use the calendar picker) for the child's service to 
narrow your search.  

 

Posted From  Use the calendar picker and select the ‘posted from’ the date the child's 
services were posted.  

 

To  Use the calendar picker and select the added date for the child's 
service. 

  

Remittance Type  

  

Select the type of response the data was in. Leave this set to All if you 
ar unsure.  

e  

   

COLUMN  DESCRIPTION   
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Child  This column displays the child’s name   

Service Date  This column displays the service date for the service provided for the 
chil 

d.  
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FIELD  DESCRIPTION   

Payer  Enter the payer's name (e.g., insurance company) for the child's 
service narrow your search.  

to  

Check Number  To narrow your search, enter the check number used to pay the 
amount.  

 

Provider Invoice  To narrow your search, enter the provider invoice number.   

Child Last Name  To narrow your search, enter the last name of the child.   

Child First Name  To narrow your search, enter the first name of the child.   

Authorization  To narrow your search, enter the authorization number for the service 
provided for the child.  

 

Case ID  To narrow your search, enter the unique identification number given to e 
child  

very  

Service Date From  To narrow your search, use the calendar selector, and select the 
service ‘from’ date for the child.  

s  

To  To narrow your search, use the calendar selector, and select the 
service date for the child.  

s ‘to’  

  



 

 

  

Posted From  The "Posted From" and "To" display the Explanation of Benefit 
response manually entered into the system during a specified range.  
Narrow your search and enter the latest date ('From') to see data in data 
results.  

s  

To  Narrow your search and enter the earliest date ('To') to see dates to 
incl in the data results.  

ude  

   

BUTTON  DESCRIPTION   

Retrieve  Based on your criteria fields mentioned above, click this button to 
genera your query. EIBilling provides your results in a grid fashion 
(example sho below).  

te  
wn  
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Excel   Click this button to export your report to an MS Excel format. Your web  
browser prompts you with a message pad and three button options (see  
example below).  
  

  
CSV   Click this button to export your report to CSV format. Your web browser  

  prompts you with a message pad and three button options (see example 
below).  
  

  
PDF   Click this button to export your report to PDF format. Your web browser  

  prompts you with a message pad and three button options (see example 
below).  
  

  
  

9.7  Insurance 835 Remittance Details  
This screen enables you to search for all remittances posted via 835s for each  

agency/provider.  

  
  

  
  

:   To “order by” columns in the spreadsheet/grid, click on a column header you  
want to sort (see  section 3.5 Spreadsheet/Grid – Sorting Column Headers ).   
  

Utilizing date ranges between 0 and 90 days will yield the best response times.  
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FIELD  DESCRIPTION  
Check Date From  Manually enter (or use the Calendar Picker) data as the selected insurance 

payment date.  
To  Manually enter (or use the Calendar Picker) the check date 'to' data as of 

the selected date of insurance payment.  
Insurance Carrier  To narrow your search, enter a name or street address; you may enter “All”  

(or leave blank) to select all.  
Check or Trace Number  To narrow your search, enter the Check or Trace number, or leave blank to 

search all.  
  

BUTTON  DESCRIPTION  
Run  To generate a Medicaid 835 Checks query, click this button. When clicked,  

EIBilling generates a based on your Provider selection (example shown 
above).  

  
COLUMN  DESCRIPTION  
Check Or Trace Number  This column displays the payment number issued by the insurer.  
Check Date  This column displays the date of payment from the insurer.  
Visit ID    
Last Name  This column displays the last name of the child.  
First Name  This column displays the first name of the child.  
Member ID  This column displays the member ID of the child’s insurance plan.  
Patient Control Number  This column displays a unique alpha-numeric identification number for this 

claim assigned by the provider to facilitate retrieval of individual case 
records and payment posting.  

Service Date  This column displays the type of service(s) provided for the child.  
Amount Billed  This column displays the amount billed for the service provided for the child. Amount 
Paid  This column displays the insurance amount paid for the service provided for  

the child.  
TCN  This column displays the claim number assigned by the insurance company.  
Status  This column displays an insurance company's status or Medicaid payment  

(e.g., Paid, Closed, Medicaid, etc.).  
CAR Group Code  This column displays a categorization of a payment adjustment.  
CAR Code  This column displays the CAR Code that explains why the claim was paid  

differently than billed or why the claim was denied.  
CAR Description  This column displays the denial reason in narrative format.  
Remark Code  This column displays the remark code for the service provided for the child.  
Remark Description  This column displays the remark description for the service provided for the  

child.  
Invoice Number  This column displays the invoice number for the service provided for the  

child.  
EI Data Source  This column displays where the EI data source originated.  
Payer Name  This column displays the name of the insurance company.  
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Insurance Company Name  This column displays the insurance company's name or if the claim is 
covered by “Medicaid.”  

Carrier Name  This column displays the insurance carrier   
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9.9.1  Medicaid 835 Checks  

  
This screen enables you to itemize a view of every Medicaid payment issued to every  

EI agency/provider.  
  

  
  

  
  

  
  

You must wait 15 seconds between exports.   
  

BUTTON   DESCRIPTION   
Excel   Click this button to export your report to an MS Excel format. Your web  

browser prompts you with a message pad and three button options (see  
example below).  
  

  
CSV   Click this button to export your report to CSV format. Your web browser  

prompts you with a message pad and three button options (see example   
below).  
  

  
PDF   Click this button to export your report to PDF format. Your web browser  

prompts you with a message pad and three button options (see example   
below).   
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PDF   Click this button to export your report to PDF format. Your web browser  
prompts you with a message pad and three button options (see example   
below).  
  

  
  

  
COLUMN   DESCRIPTION   
Batch Date   This column displays the batch date   
Interchange Number   This column displays the interchange number   
Claim Count   This column displays the total amount of  claims in each batch   

  
Claim Account   This column displays the cost of the claim   
Details   To view details, click on the  Details  d  hyperlink. When clicked, the Medicai 

 Check Details appear (see below).  835 
  

  

Please refer to section 6.2.2.2a Medicaid 835 Check Details for  
descriptions on the columns and buttons.   

  

9.9.4  Medicaid Claims By Status  

This screen lets you search for claims by adjudication decisions for each Medicaid  
cycle.  
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COLUMN  DESCRIPTION  
TSN  This column displays the claim reference number assigned by the insurance 

company  
Procedure Code  This column displays the procedure code of the service provided for the  

child.  
Procedure NPI  This column displays the procedure NPI code of the service provided for the  

child.  
Provider Name  This column displays the provider's name of the service provided for the  

child.  
Patient Control Number  This column displays a unique alpha-numeric identification number for this 

claim assigned by the provider to facilitate retrieval of individual case 
records and payment posting.  

Child Last Name  This column displays the child's last name in which the service was provided.  
Child First Name  This column displays the child's first name in which the service was provided.  
Child DOB  This column displays the date of birth (DOB) of the child.  
Child Sex  This column displays the sex/gender of the child.  
Medicaid Number    
ICD  This column displays the ICD9 code assigned to the child for the service  

provided.  
Medicaid # Confirmation  This column displays the Medicaid number confirmation status. Status  
Service Start Date  This column displays the service start date for the services provided to the 

child.  
EI Data Source  This column displays the Early Intervention (EI) source provided for the child. 
Therapist Last  This column displays the therapist's Last name for the service provided for  

the child.  
Therapist First  This column displays the therapist's first name for the service provided for 

the child.  
Therapist NPI  This column displays the National Provider Identifier number of the Therapist. SBA ID 
 This column displays the strength-based assessment (SBA) number for the  

child.  
Medicaid Cycle  This column displays the Medicaid calls their weeks' cycles.  
Status  This column displays the status of the service provided for the child.  
Adjustment Code  This column displays the adjustment code for Medicaid 835.  
CAR Description  This column displays the denial reason in narrative format.  
Remark Code  This column displays the remark code for the service provided for the child.  
Remark Description  This column displays the remark description for the service provided for the  

child.  
Amount Billed  This column displays the amount billed for Medicaid 835.  
Amount Paid  This column displays the insurance amount paid for Medicaid 835.  

  

9.9.5 Medicaid 835 Results  

https://www.asco.org/practice-policy/billing-coding-reporting/icd-10/general-equivalence-mappings-gems#:%7E:text=According%20to%20the%20CMS%20document,referred%20to%20as%20backward%20mapping.
https://www.asco.org/practice-policy/billing-coding-reporting/icd-10/general-equivalence-mappings-gems#:%7E:text=According%20to%20the%20CMS%20document,referred%20to%20as%20backward%20mapping.
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FIELD   DESCRIPTION   
Cycle   To narrow your search,  use the drop - down and select   the   appropriate   

Medicaid Cycle number.  
  

EIBilling   displays the latest Cycle number (top of the list).   
  

BUTTON   DESCRIPTION   
RUN   To generate a Medicaid 835 Results  query , click this button (see grid le /tab   

example  below   showing results).   
  
  
  
  
  
  

You must wait 15 seconds between exports.  
  

BUTTON   DESCRIPTION   
Excel   Click this button to export your report to an MS Excel format. Your web  

browser prompts you with a message pad and three button options (see  
example below).  
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9.10 Summary Reports  

A reporting suite enables a comprehensive and detailed view of claiming payment 
tendencies by payer, provider, and municipality.  

9.10.1 Summary by Service Type  

This screen lets you view claims paid, paid by whom, and pending by type of service 
provider  

 

 

FIELD  DESCRIPTION   

From Date  
 Null  

Enter the ‘from date’ (or use the calendar picker ) to generate a reporti 
period.  
To show all, select the “Null” checkbox.  

ng  

To Date  
Null  

Enter the ‘to date’ (or use the calendar picker ) to generate a reporting 
period.  
To show all, select the “Null” checkbox.  

 

Date Filter  

  

Use this drop-down and select the appropriate date type from the list.   

Billing Provider  Use this drop-down and select the appropriate billing provider from the 
li 

st.  

Service Type  Use this drop-down and select the appropriate service type from the 
list.  
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FIELD  DESCRIPTION   

Service Category  

  

Use this drop-down and select the appropriate service category from 
the 

 list.  
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BUTTON  DESCRIPTION   

View Report  When clicked and based on your criteria on the fields mentioned 
above, t system searches the EIBilling database and displays your 
results in a gri (example shown below).  
  

When clicked, it may take some time (depending on the 
date ra for your report to generate.   

  

he  
d 
ge)  
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COLUMN   DESCRIPTION   
Service Category  
Description    

This column displays the name of the service category. Expanding ( ) click   a  
service category hive, for example, “General Service,” you’ll notice the  
adjacent “Service Type Description” column detail expanded. Also, the  
“Service Method Description” column provides additional hives (example   
below).  
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Summary By Service Type Details   
  

   
COLUMN  DESCRIPTION  
Child’s Last Name  This column displays the last name of the child.  
Child’s First Name  This column displays the first name of the child.  
Child DOB  This column displays the child’s date of birth.  
Child CIN  This column displays the Client Identification Number (CIN) for the child; 

this is the unique identifier given to participants.  
Source System  This column displays the data source   
Provider Name  This column displays the provider’s name for the service provided for the  

child.  
Provider NPI  This label displays the provider’s National Provider Identifier number.  
Authorization #  This column displays the provider authorization number for the service 

provided for the child.  
Service Category  This column displays a brief description of the service category.  
Service Type  This column displays a brief description of the service type.  
Service Method  This column displays a brief description of the service method.  
Service Date  This column displays the type of service(s) provided for the child.  
Current Status  This column displays an insurance company's status or Medicaid payment  

(e.g., Paid, Closed, Medicaid, etc.).  
Claim Amount  This column displays the claim amount for the service provided for the child.  
Insurance Billing Date  This column displays the date the insurance billed for the child.  
Insurance Denial Code  This column displays the insurance denial code for the claim submitted for 

the service provided for the child.  
Insurance Denial Source  This column displays the source where the denial of the claim occurred.  
Insurance Paid  This column displays the amount of insurance paid for the claim.  
Medicaid Billing Date  This column displays the date the Medicaid billed for the child.  
Medicaid Denial Code  This column displays the Medicaid denial code for the claim submitted for 

the service provided for the child.  
Medicaid Denial Source  This column displays the source where the denial of the Medicaid claim 

occurred.  
Medicaid Paid  This column displays the amount of Medicaid paid for the claim.  
Escrow Paid  This column displays the amount paid by the state escrow for the claim.  
Escrow Pending  This column displays state escrow pending for the claim.  
Outstanding Amount  This column displays the outstanding amount of the claim.  
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Billing History  To view billing history, click on the Billing History hyperlink. When clicked, 
the Billing History page appears (see below).  
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COLUMN  DESCRIPTION   

 

  
Please refer to section 6.2.2.1.1a Billing History for descriptions the columns and 

buttons.   on  

  



 

 

  

  

10 Help  
For help with the EIBilling application, the following sub-menus are as follows.  

10.1 Contacts  
  
  

  
Connecticut Birth to Three Contacts  
  
PCG hosts a Web-2-Case Customer Service application for CT B23 Providers. All customer service requests will be 
made through a submission request form within the CT B23 Fiscal Portal. All customer service requests generated 
through the Web-2-Case system will be handled by the CT B23 EI Billing Team through a triage process. 
 
Below are the screens that a provider will see in the CT B23 Portal.  A new link under the Help Menu has been added: 
“HelpHub Web-2-Case.” This link will open a new window and allow the user to fill in the form and submit a service 
request. 
.  
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10.2  FAQ  

 For Families  10.2.1 

  
  

Please refer to section "5.5.1 For Families Page" for descriptions on fields, buttons,  
and hyperlinks.  

10.2.2  For Providers  

  

  
  

Please refer to section "5.5.2 For Providers Page” for descriptions on fields, buttons,  
and hyperlinks.  
  



 

 

  

  EIHub-                 Early Intervention Billing and Claiming User  
Guide  v0.1.0  

  

  

CTEI User Guide Updated   Page 99 o f 102  
  

10.3  Information  

10.3.1  For Providers  

  
  

Please refer to section "5.3.1 For Providers Page” for descriptions on fields, buttons,  
and hyperlinks.  
  
  
  

10.4  Training  

  
  

Please refer to section "5.4 Training and Support Information Page" for the following  
groups: Webinars, Videos, Fact Sheets, and Request Training hyperlinks.  
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11 My Account  

  

11.1 Update Account  

 

FIELD  DESCRIPTION   

First Name  This field displays the user’s first name.   

Last Name  This field displays the user’s last name.   

Email Address  This field displays the user’s email address (e.g., corporate email).   

    

BUTTON  DESCRIPTION   

Update Account  To update any modifications of the fields mentioned above, click this 
butt 

on.  

11.2 Update Pa ssword   

FIELD  DESCRIPTION   

Current Password  Enter your current password for EIBilling to confirm your password is 
on  

file.  

New Password  Enter your new password.  
  

Password must comply with the following requirements:  
 •  The password must be between 8 and 50 characters long.   

Confirm Password  Enter your new password again so EIBilling can confirm your new 
passw 

ord.  

    

This screen lets you update personal information regarding the EI Billing portal-including  
email address and password.  

  



 

 

  

BUTTON  DESCRIPTION   

Change Password  To update your changes in the fields mentioned above, click this 
button.  
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