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How to start OHIP BILLING 
The following section describes the step-by-step process for starting OHIP billing on your computer. 

Please follow these steps:  

1. Go to your Desktop. 
2. Find the blue icon with the face image as pictured below: 

 
 

3. Double click on the blue icon to launch OHIP Billing.  
4. After launching OHIP billing, the software will ask you to “Check for Updates.” It is 

recommended to check for updates at least once a week. Click “Yes” to check for updates or 
“No” to ignore. 

5. If you are using the OHIP billing software for the first time, the next table will ask you to enter 
the “Physician Information” as pictured below. Enter all information accurately. Once you enter 

all the required information and click on “Save ,” the program will not show you this table again. 
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The main interface of OHIP Billing is the Claims Management and Claims Entry/Review window  

  

 Billing Process 

The following section will illustrate how to enter a patient record, patient services, delete, edit and 

search for a patient.  

How to enter/edit/delete a patient Record 

1. From the main interface of you OHIP billing software click on “Patient.” The window entitled 

“Patient Management” will appear as illustrated below: 

2.  Enter the required patient information and click “Save.”  
3. On the same patient management window you can edit or delete a patient’s record. To edit, 

simply modify the information and click “Save.” To delete click on “Delete.” 



 

3 
 

How to search for a patient record 

The following section will help you find patient records based on first name, last name or OHIP number.  

1. On the main OHIP billing page, click on “Patient.” On the next window enter the patient’s last 

name and first name and then click “Find:” 

 
2. In the same window, you can also enter just the last name of a patient and click “Find,” this will 

result in a short list of patients bearing the same last name. 

 
3. From this short list, double click on the name of the patient you require and his/her record will 

display.  
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How to search the complete list of patients 

Searching through the entire list of patients can be done in two ways. 

1. From the Patient Management window click “Find” and the complete list of your patients will 

appear.  If the form already contains some information first click “Clear Form” and then click 

“Find” for the complete list. 

2. From the Claims Entry/Review window click “Find Patient” and it will produce the complete list 

of patients. If the form already contains some information, click “Another Patient” to clear the 

information and then click “Find Patient” for the complete list. 

 

How to add services for a patient: 

1. From the Claims Entry/Review window click on “Another Patient” (1) or “Find Patient” (2). If you 
use find patient feature first you will see the entire patients list from which you can choose the 
patient. 
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2. If you wish to search for a patient, click on “Another Patient,” enter the patient’s name and click 

on “Find Patient.” 

3. In the next window select “Service Date” (1) and then click once on the “Claim 
Information/Claim#” box (2); following this you will be able to enter all necessary information 
(3): service code number, services, diagnosis, and so on. Once you have entered the information 
click “Add” (4). You will see the last services added at the bottom of the window (5). If you wish 

to add another service for the same patient, click “Another Date,” and follow steps 1-4. 

 

How to edit services for a patient 

From the “Claims Management” panel, find the patient that you need to edit.  Double click on the name. 

On the “Claims Entry/Review” panel modify the information for services and then click Update.  
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If you have to modify information about the patient (version code, DOB, etc.) click “Edit Patient.” The 

“Patient Management” window will appear. Modify the information, click save and close the window. 

Next click “Update” in the “Claims Entry/Review” window. 

Reconciliation 

The following section describes how to submit a claim and to reconcile a claim. The reconciliation 

process is located on the “OHIP” menu. The menu consists of two actions: 

1. Submission 

2. Reconciliation (please read the Reports/Reconciliation Report, to see how to use this feature)  

Submission 

Submission is used to create and prepare the claim files for being sent to MOH via the “Secure Login” 

website. In order to create a submission file follow the steps listed below: 

Note: You must have at least one patient with a service to create a submission file.  

1. Click on the “OHIP” Menu 

2. Click on “Submission”  

3. After Clicking “Submission” you will have the following image on your screen: 

  

The Submission Table consists of two sections: 

a. Open Claims 

b. Created Claims  

Claims ready for creation 

The following section lists all of the claims that are ready for creation. Follow the steps below to create a 

claim: 
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1. Click on “Create”  

 
2. Once you click on “Create,” a screen will appear containing the submission file number along 

with a confirmation that the file has been created. Please see below: 

 

3. Click on “OK” from the above image. Now your file has been created and is ready to be sent to 

the MOH.  

Reports 
The following section describes how to view downloaded files from the MOH. The report menu consists 

of the following buttons:  

1. Transaction/History 

2. Batch Report 

3. Reconciliation Report 

4. Error Report 

5. Summary of Payments 

Please refer to the image below. 
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Transaction/History 

The following section summarises all of the claims that have been sent to the MOH along with their 

associated costs and services. It also includes all open claims.  

Batch Report 

The Batch Report is the acknowledgement from the MOH regarding your submitted claims. Essentially, 

the MOH sends the batch report before any other files. Once you download the batch file from the MOH 

website and save it in your “Input Folder,” you will be able to access and view the Batch Report. Follow 

the steps below to open the Batch Report: 

1. Click on “Reports” 

2. Click on “Batch Report” 

  

3. The image above shows whether your claims were accepted or rejected by the MOH. The 

creation and process date with the number of claims submitted are also displayed. 

4. Click on “Close”  

Reconciliation Report 

The Reconciliation Report will provide a comprehensive payment report from the MOH. In order to view 

your Reconciliation Reports, follow these two steps:  

1. All Reconciliation Reports downloaded from the MOH must be processed first.  Click on OHIP 

and from the drop-down menu choose “Reconciliation.” In the reconciliation window, click 

“Process Now” for every file displayed. Once the processing is done, close the window. 

2. Click on “Reports/Reconciliation Report.” The following window will appear: 
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3. Click on “Report” to view the report or click on “View Message” to view the MOH message. 

Error Reports 

Error Reports will display all the errors that the MOH has noticed in your claim. Each error will have a 

code that you will let you know what must be done to resolve it. Please refer to the Error Management 

section on how to resolve errors effectively.  

Summary of Payment 

The following section will give you complete details on all the payments done by the MOH. After clicking 

on this page, it will direct you to another page that will allow you to print a copy for your records if so 

desired.  

Error Management 
The following section describes how to resolve errors in the OHIP billing system.  

1. Once you download the Error Report from the MOH, you will be able to read it in the Report 

drop-down menu and in Error Reports.  

2. First check the Error Report content and find out the error code name, date , and the patient’s 

name.  

3. You can un-submit an entire claim file or just one patient’s claim that needs to be corrected. 

To un-submit an entire claim file, go to the OHIP/Submission, and in the next window click “Un-

submit” for the desired claim file. 
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4. To Un-submit just one patient, find the patient’s name in the Claims Management window and 

double click on the name. In the following window click “Un-submit claim.” 

 
5. The claim will then move back to the top section of the Claims Management window, under 

“Open Claims.” In the Claim Entry/Review panel you can make the necessary corrections and 

then click “Update.” 
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6. Once you have made the necessary modifications to the patient info or to the services, submit 

the claim again and upload it to the MOH website.  

 

Referral 
In the following section, you will be able to add a referral doctor. Please follow the steps below: 

1. Click on “Physician/Referral” and choose “Referral” from the drop-down menu 

2. Fill in the Referring physician’s name as well as his provider number in the fields provided – click 

on “Save” to add a new referring physician. 

 
3. You can edit the information for any referring physician by selecting the physician from the grid, 

modifying the information and clicking “Save.” 

4. You may also delete any referring physician by selecting the physician from the grid and clicking 

the “Delete” button. 

5. Once all changes have been made, click on “Save.”  

System 
The System Menu lets you update, backup and enter service and diagnosis codes for the OHIP Billing 

System. By clicking the System Menu you will  get the following tasks: 
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1. Activation 

2. Backup 

3. File Path 

4. Service Codes 

5. Diagnosis Codes 

6. Check For Updates 

7. Clean 

8. Re-process 

Activation 

Activation will let you activate the OHIP billing license in your computer.  Follow the steps below to 

activate your software: 

1. Click on “System Menu” 

2. Click on “Activation” 

3. Enter your Activation Key and click “OK” to complete the activation process 

Backup 

Backup will let you to back-up all the information entered in the OHIP billing program. The steps to 

follow are: 

1. Click on “System Menu” 

2. Click on “Backup”  

3. Click “OK” to complete the backup process.  

Note: The default backup location is inside your computer in the OHIP directory. If you want to change 

the default directory to an external Hard Drive or USB memory stick go to the next section entitled File 

Path.  

File Path 

The following section will show you how to change the default directory from OHIP billing backup to 

another destination.  You can choose an external hard drive, a USB memory stick or another location for 

the software backup. Follow the steps below: 

1. Click on “System Menu” 

2. Click on “File Path.” The following image will appear: 
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3. Click “Browse,” select the new location and click “OK” then “Save.”  

Service Codes 

The following section describes how to add/delete and edit service codes. Follow the steps listed below:  

1. Choose “Service Codes” from the System drop-down menu. 

 

2. Here you can Add/Update or Delete service codes and their associated fees. 

3.  Click the “New Service” button to add a new service – then click the “Save” button to save the 

information. 

4. Select a service from the grid and press the “Delete” button to delete a service.  

 

Diagnosis Codes  

The following section describes how to add/delete and edit diagnosis codes. Follow the steps below:  

1. Choose “Diagnosis Codes” from the System drop-down menu. 
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2. Here you can Add/Update or Delete diagnosis codes 

 
3. Click on “New” to add a new diagnosis code – then click “Save” to save the information. 

4. Select a diagnosis code from the grid and press “Delete” to delete a code.  

 

 

 

 

 

 

 


