
 

Revenue Cycle Management - Process Resource Center 

Procedure: 2.5 Claims Creation/Submission  

iHCFA 
 

How to Attach documents in IHCFA.  

Open a browser 

Go to :   WWW.IHCFA.COM 

You will see a screen that looks like this : THIS IS YOUR HOME SCREEN 

 

Incomplete bills:  Are bills that are stuck for errors  

Missing Documents: Claims that are missing documentation 

Bills processing: Bills that are being processed out to payor 

Import Errors: claims that are stuck for errors during import.  

 

Click on Missing Documents.  

http://www.ihcfa.com/


 

 

ALL THESE CLAIMS NEED ARE NOTES *  

 

 

Click on INSTA DOC upload (this allows you to put more than one note in que for ALL patients. Rather 
than do it one by one)  

 

This brings you to your current DESKTOP – allowing you to choose the saved note that you have pulled, 
saved in a folder from EXSCRIBE.  

It will look like this:  

 



 

Click upload files   (this pulls all the notes attached to ihfcas QUE that allows you to attach them. After 
you click upload – you will be brought back to MAIN screen.  

Click back on Missing documents and click INSTADOC QUE (where all the notes you uploaded are)

 

After you click on INSTAQUE: You will be able to view notes and select. SEE BELOW:  

 

 



 

 

 

You will “Click” Select  this will attach the note that matches with the one you are viewing.. and save and 
send.  

 

You will repeat this process for the notes you have in the que and when your list runs out you are done 
for the day.  

 

Your claims have correct notes attached and are out to the payor.  

 

THAT’S IT!  
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