How to archive an EOB/ERA.
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In DrChrono, there is no option to delete an EOB/ERA. However, we can archive them which will remove them
from showing under your Remittance Report section.

To archive an EOB/ERA, Please follow the steps outlined below:

1. Hover over Billing.

2. Click on Remittance Reports.
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3. Enter the EOB/ERA number in the Trace # field, if you have it. You can also use posted date, or insurance to
locate the EOB/ERA that you would like to archive.

Remittance Reports

cnaeos Poscatae o Fon e | [raten Reset
Export & Print + Add EOB + Add EOB Baich @ Upload ERA 1-40 OF 40

CheckDate Posted Date DepositDate CheckiTrace#  Insurance Co. # of Claims Paid Adjusted Patient Resp Payment Method
091062016 09/0612016 [E0B] 13462654  CBA Blue o [IEEETE)s20000 5000 5000 Check | QView EOB || @ Update
07/132016 0711322016 [EOB] 13245781 CBA Blue o [EEEE) s 0000 50.00 $0.00 Automated Clearing House (ACH) | Q View EOB || ® Update
07122016 07122016 [ECB] 324361097 Aetna o [ZEEE)s20000 5000 5000 Automated Clearing House (ACH) | Q View EOB || ® Updat:
o201 08212016 [os]s4a2153  CIGNA o [EEEE)soe 5000 5000 Automated Cleating House (ACH) | G View £08 || @ Upats
0611612016 061162016 [ECB135736  Aema o [IZEEE)s20000  $000 5000 Automated Clearing House (ACH) | Q View EOB || ® Updat:
06/152016  06/1512016 [ECB] 34573 Aetna KY o [EEEE)s0000 5000 5000 Automated Clearing House (ACH) | Q View EOB || @ Update
061142016 061412016 [EOB1245676  AETNAPPO o [EEEEEJss000  $000 5000 Automated Clearing House (ACH) | QView EOB || ® Updat:
0611012016 061102016 [osjenrrsaa  ATEMBLe o [EEEE)sw000 000 5000 Automated Glearing House (ACH) | Q.View EOB || © Update
06032016 060312016 [ECB] 54238764  Aetna o [EEEE)si00 5000 5000 Automated Clearing House (ACH) | Q View EOB || @ Update
054712016 057016 [EOB986805  Aetma o [ZEEEJsi0000 5000 5000 Automated Clearing House (ACH) | Q View EOB | ® Update
0511572016 05/0972016 05/17/2016  [EOBI789654  Aetna o (S 5100000 5000 5000 Gheck | QView EOB || @ Updats
Blue Cross
0500812016 050972016 IEOB147465  Blue Shield of o WTEFEETEN 10000 5000 5000 Automated Glearina House (AGH) | Q View EOB | @ Update
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5. Select the EOB/ERA number from the drop and click on the “Update” button.
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+|[From 1012/2016 | [Patient Insurance Reset
Upload ERA 1-40 OF 40

Posted Date

« Add EOB Batch

Export

Check Date Posted Date DepositDate | Check/Trace #  Insurance Co. #of Claims Paid Adjusted | Patient Resp Payment Method
090612016 09/0612016 [EOE] 13462654  CBABiue o ([EEEIT)s20000 5000 50.00 Check | QView EOB || ® Updatq
07/132016  07/132016 [EOB] 13245781  CBABlue (I Unmatched EIGTUET 350,00 Automated Clearing House (ACH) | QView EOB || ® Updats
0771202016 071122016 [EOB] 324361097 Aetna [J unmatcnea EXIu T 50,00 Automated Glearing House (ACH) | Q View EOB || © Updats
06212016 061212016 [EOB]5432153  CIGNA o [IEEEEEE] 520000 000 5000 Automated Clearing House (ACH) | QView EOB || ® Updats
06/16/2016 061162016 [EOBI35736  Aetna [J unmatcnea EXIu T 50,00 Automated Glearing House (ACH) | Q View EOB || © Updats
06/152016 /1622016 [EOBI34573  AetnaKy (I Unmatched EIGT T 5000 Automated Clearing House (ACH) | QView EOB || ® Updats
06/142016 0611422016 [EOBI 245676 AETNAPPO o [EIEEdssoo0  so00 5000 Automated Glearing House (ACH) | Q View EOB || @ Updats
061102016 061072016 [EOB] 981753¢ é;’:gz'" Blue IR Unmatcnca EIT T 50.00 Automated Clearing House (ACH) | QView EOB || @ Updaty
06032016 08/022016 [EOB| 54238764  Aetna (I Unmatcned ETGTET 50.00 Automated Clearing House (ACH) | QView EOB || @ Updats
osn70te 57RO [EoBjsasass  Aetna o EEEEEdsoon  soo 5000 Automated Clearing Houss (ACH) | @ View £08 || © Upda
05/152016 0S/09/2016  05/17/2016  [EOB] 789654  Aetna o [UEEE)$100000 5000 50.00 Check | QView EOB || ® Updat¢
Blue Cross
05092016 0510922016 IEQB1 47465 Blue Shield of o NUFPISTTH 510000 $0.00 5000 Automated Clearing House (ACH) | Q View EOB || ® Updac

6. Now, click on the blue EOB/ERA number, which appears as a hyperlink.

Remittance Reports

ERA&EOB v || 1234567 Posted Date v || From 1011212016 Patient Insurance Reset

ST GIN=YS L +Add EOB | +Add EOBBatch | @ Upload ERA 1-10F1
Check Date  PostedDate  Deposit Date heckdiacedt  Insurance Co. #of Claims Paid  Adjusted  PatientResp|  Payment Method

02/01/2016 020172016 [£08]1234567 | Aetna [ Unmatched FIEIGED] 50.00 50.00 Check QView EOB || © Update EOB || % Delete

7. Click on Action and select Archive Transactions from the list.

ERA List 1234567 from Aetna
Trace Number 1234567

Trace #| 1234567 Payer Name | Aetna Payer ID | 60054 Total Paid | 1000 LIV Unmaiched |
Check Date | 02/01/2016 Deposit Date Payment Method | Gheck v PRSI ) Update EOB | Choose File | No file chosen £ Update EOB
“(Remittance Reports 0 CLAIMS

No. Patient Av‘ & Print Check Date Rejected Billed Adjusted Co-ins PtResp Paid Note Status
Export to File

Q Read Source
Export Source

@ Archive Transactions

& Unarchived Transactions

This will archive the entire EOB/ERA and remove it from view.



