
Questions? Please email Lisa Waterman at lwaterman@mt-schools.org

Directions for Entering Non-Billable Entries into the Service Portal:

❊❊TIP❊❊  To enlarge the screen hold Ctrl/+, or Ctrl/Shift/+=

WIZARD: Enter your Non-Billable Note or Service
❖ Remember that the service portal determines which claims to send to Montana Medicaid.  If a service

is performed that would be considered Billable for a Medicaid Eligible student, the service should be
entered as Billable for ALL students, regardless of eligibility.

❖ If a service is NOT listed in an IEP, it is considered Non-Billable.  You can use a Non-Billable Entry

❖ Non-Billable entries are for documentation by a provider for things such as PIR days, student
absence, provider absence, fire drills, and parent meetings.

❖ Non-Billable entries are entered through the same Wizard as Billable entries
❖ They can be entered individually, as part of a group, or for multiple days

How to Enter the Non-Billable Log
❖ Click: Wizards in the upper right of the home page

❖ Select Service Log by Student Wizard

INDIVIDUAL Non-Billable Service Logging
This is to record a student note, non-billable service, or absence.

❖ Select Days you are logging the Non-Billable note or service

❖ Then click Next
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Enter the Specifics
❖ Service Date is populated according

to your calendar choice, but can be

changed

❖ The Service Type is NoProc

Non-Billable

❖ Required fields display a red asterisk

❖ Make notes in the Comments section

and choose an explanation under the

Areas Covered/Assessed

❖ Make sure to save your log
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