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File Import – Treatment Note Service Import Submission 

 
Purpose: How to submit service data from the Treatment Note Service Import report to complete billing workflow 
 
Note - When a service for same client ID, program, date, and code is created in the Treatment Note Service Import report 
and this report is imported and posted, a batch is created. The service data in the Treatment Note Service Import report 
cannot be recreated again. This is to prevent duplicate entry of services. If the file is posted, the end user will need to 
manually enter the services via Fast Service Entry Submission for any post – posting service adjustments.  

 
 
Steps:  

1. Open File Import via the “What can I help you find?” search menu or via My Favorites 
2. Select Fast Service Entry under File Type 
3. Select Upload New File 
4. Select Process Action 

 
a. File explorer opens, select applicable Treatment Note Service Import file previously downloaded/saved to 

user’s device 
b. File details will appear 

5. Select Compile/Validate File 

 
6. Select file from drop-down menu and click Process Action 
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a. If no errors, click OK 
b. If error pop-up displays, click OK and select Print Errors, then click Process Action 

 
c. Review report and correct errors within the file, then repeat steps 3-6 

 

 

7. Select Post File – creates a 

batch for claim adjudication 

8. Click Process Action 

9. Click OK 

10. Select Print File to generate 

a report of posted services 

11. Click Process Action 

 

 

 


