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Housekeeping | Navigating the IBHRS Workflow Through NSS

● All attendees will be muted. 
● Please enter your questions into the Questions box in 

the Go To Webinar control panel.
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Objectives

● Walk Through the Clinician IBHRS Workflow

● Configuring the Billing Engine to generate 837P file for submission

● Submitting clients into IBHRS website

● Creating and Submitting 837P file

● Access Resources on the Help Center
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IBHRS Workflow in NextStep Solutions
Let’s Take a Look
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Prerequisites

● You are a NextStep User familiar with basic software functionality

○ Face Sheet

○ Forms

○ Billable Forms/Notes

● Your administrators have enabled the IBHRS forms for any relevant clinical 
programs
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Workflow Overview
The basic workflow for IBHRS-eligible clients is:

7

1

Admitting and Accepting a 
Client into IBHRS Track

Face Sheet

2 3

Complete IBHRS Treatment 
Episode, Complete a POM, 

Open a Care Status

Complete IBHRS 
Assessment Forms

Complete IBHRS Service 
Note

Provide a Service

Complete IBHRS Special 
Initiative, Care Status, & 

Discharge Treatment 
Episode

Complete IBHRS 
Unscheduled Forms
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Step 1: Complete the IBHRS Fields on the Facesheet

Required IBHRS Fields: 
● County 
● Gender at Birth 
● Gender Identity
● Sexual Orientation 
● Ethnicity 
● Primary Race 
● Secondary Race 
● Client information will be 

reported to the State = Yes
● IBHRS Program & Admission 

Date
● Primary Practitioner Path: Main Menu > Admissions > Facesheet 
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Step 2: Complete IBHRS Assessment Forms
Path: Main Menu > Clinical Forms > Assessment Forms > Misc. 

1. IBHRS Treatment Episode - Starting a Treatment Episode
2. IBHRS- Performance Outcome Measures (POM) - Collects the bulk of the information about your 

client.
a. Allows you to do a deep dive on your client and their potential need for care.

3. IBHRS Care Status - This information is based on what you learned about your client in the POM.
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IBHRS Treatment Episode
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IBHRS Performance Outcome Measures
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IBHRS Care Status
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Step 3: Provide a Service
Path: Main Menu > Progress Notes > IBHRS Service Notes
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Step 4: Complete IBHRS Unscheduled Forms
Path: Main Menu > Clinical Forms > Unscheduled > Misc. 

1. IBHRS Special Initiative- This is the first unscheduled form that you will be filling out and it will need to 
be related to a Treatment Episode Form

2. IBHRS Care Status- Most common of the Unscheduled forms that you will be filling out. 
3. IBHRS Discharge Treatment Episode- You will complete a Discharge Treatment Episode when you 

are ready to close the treatment episode. 



15

IBHRS Special Initiative
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IBHRS Care Status
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IBHRS Discharge Treatment Episode



IBHRS Workflow in NextStep Solutions 
Billing Engine
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Workflow Overview
Billing Engine Setup and File Submission
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1

Setting up the 
IBHRS payer in 

Nextstep Billing 
Engine

2 3 4

Setting up the 
Program to include 

the Contract Number 
for IBHRS

Client 
setup

Creating and 
Submitting
Claim File



IBHRS Payer Setup in Nextstep Billing Engine

20

Obtain your agency specific credentials:

● Interchange Submitter ID 

● Application Submitter ID 

● Interchange Receiver ID 

● Receiver ID/Name 

● Payer ID/Name

*You will use this data to 
populate the billing engine 

Log into the IBHRS website to obtain the information needed for the payer setup



IBHRS Payer Setup in Nextstep Billing Engine
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● Click Add

● Select Party Type - 0

● Select Format Type - 37

● Insurance Name - IDPH Grant

● Enter in IDPH Address and contact information

● Select Type - 1900.5 IDPH

Path: Maintenance and setup > Insurance > Insurance  > Page 1



IBHRS Payer Setup in Nextstep Billing Engine
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Enter the data obtained from the IBHRS Website:

● Interchange Submitter ID 

○ Qualifier - ZZ

○ ID - Interchange Sender ID from Contract EDI Profile

○ Name - Name field not required 

● Application Submitter ID - Application Sender’s Code from 

Contract EDI Profile

● Interchange Receiver ID Qualifier -  ZZ

● Interchange Receiver ID -  Interchange Receiver ID from 

Contract EDI Profile

● Receiver ID/Name - 426004523 / IDPH

● Payer ID/Name - 426004523 / IDPH

Path: Maintenance and setup > Insurance > Insurance  > Page 2



IBHRS Payer Setup in Nextstep Billing Engine
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● Enable - Include 2400 CN1 Loop on 837 box 

● Enable - Include Event ID in 2400 NTE Segment on 837 

Path: Maintenance and setup > Insurance > Insurance  > Page 3



Setting up Program to include IBHRS Contract Number
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Obtain your agency specific credentials:

● Note the tracking number for the correct 

funding source that will be entered in the 

Billing Engine 



Setting up Program to include IBHRS Contract Number
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● Select the Programs you are using for your IBHRS 

clients and press [OK]

● Contract Number - enter the appropriate Tracking 

number for the correct funding source

Path: Maintenance and setup > Programs



Client Setup - Generating Client Export XML to submit to IBHRS

The first part of the client setup is submitting the client to the IBHRS website and 
obtaining an EUID via an exported XML file
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2. Reports > IBHRS 
3. Select IBHRS Export > Select Provider Client
4. Select the client or clients you would like to load to 
IBHRS and 
5. Click Export XML and save file locally

1. On the Face Sheet, in the Client information will be 
reported to the state dropdown select Yes and Save. 
● This is the only way client information will be added 

to the export tool.



Client Setup - Submitting XML to IBHRS website 
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In order to add the client into the IBHRS system we need to upload the XML we just created to the IBHRS website.

1. Log into IBHRS website
2. Click IBHRS Reporting to open 

submission page
3. Click Upload
4. Drop the file you just exported
5. Click Upload and then Close
6. The client will now be loaded into the 

IBHRS website



Client Setup - Adding IBHRS insurance record for client
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Once a client has been uploaded to IBHRS they are assigned an EUID. For each client, an insurance record must be created with the EUID 

as the subscriber number.
● In IBHRS website obtain EUID ● In NSS Clinical enter insurance infromation with EUID 

as subscriber number

● Once insurance information is added to the Face Sheet in 
clinical that information automatically flows over to the billing 
engine



Client Setup - Add Client Admission (in order to add the Program to a Service)
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Path:  Main Menu  > Admissions > Face Sheet
● Add the Program you are 

using for your IBHRS to 

one of the Programs on the 

client Face Sheet and 

Save.

● When a service is sent to 

the billing engine for this 

client it can now be 

associated with the IBHRS 

Program

https://nextstep.knowledgeowl.com/help/admissions-qrg


Create Claim File
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Path: Navigation Form > 837 Form Button
 

1. Create and Send Electronic Claim Files
2. Navigate to the HIPAA 5010 Transfer Form by following the path above.
3. Click the Transaction Set drop-down and select a Transaction Set. The default is 

set to 837 Professional.
4. From the Format Type drop-down, choose Format Type of 37 for this set of 

claims.
5. Enter a Start Date and Stop Date or leave the Date fields blank to retrieve all Line 

Items.
6. Click the Contact Employee drop-down, and select a Contact Employee.
7. Fill in any other fields applicable to your Agency's workflow or your specific filter 

criteria.
8. Click the Start button.
9. In the Save As window, Browse for and select the local file folder you would like 

to save the IBHRS 837P
10. In the File name field enter the name of the file then click Save.
11. A window is displayed summarizing the file, review then click the OK button.
12. A window is displayed, “Would you like to transfer/SFTP the file now?”, click the 

No button to transfer the file to the clearinghouse.
13. A window is displayed, “Process Complete!”, click the OK button.
14. On the HIPAA 5010 Transfer form, select the Update Billing Status Only 

checkbox.
15. Click the  Start button. This will change the Print Status on the affected Line 

Items to an N and prevent these Line Items from being sent on a later claim.
16. Click OK to acknowledge the process is complete.

https://nextstep.knowledgeowl.com/help/create-and-send-electronic-claim-files


Uploading 837P file to IBHRS website
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Accessing NSS Help Center



Help Center Resources

Clinical:
● IBHRS User Workflow
● IBHRS Discharge Workflow for CDR 

Episodes
● IBHRS Q&A

Billing Engine: 
● IBHRS Manage Billing Activity Codes
● Add Client Insurance Information
● Admissions Setup 
● Create and Send Electronic Claim Files 
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Administrative: 
● IBHRS Static Site Configuration
● IBHRS Billing Engine Configuration
● IBHRS Linker-Unlinker Tool for Care 

Statuses

Certification:
● IBHRS Certification
● IDPH IBHRS Resources

Future Webinars:
● On Demand Webinars

https://nextstep.knowledgeowl.com/help/ibhrs-user-workflow
https://nextstep.knowledgeowl.com/help/ibhrs-discharge-workflow-for-cdr-episodes
https://nextstep.knowledgeowl.com/help/ibhrs-discharge-workflow-for-cdr-episodes
https://nextstep.knowledgeowl.com/help/ibhrs-qa
https://nextstep.knowledgeowl.com/help/ibhrs-manage-billing-activity-codes
https://nextstep.knowledgeowl.com/help/add-client-insurance-information
https://nextstep.knowledgeowl.com/help/add-client-insurance-information
https://nextstep.knowledgeowl.com/help/create-and-send-electronic-claim-files
https://nextstep.knowledgeowl.com/help/ibhrs-static-site-configuration
https://nextstep.knowledgeowl.com/help/ibhrs-billing-engine-configuration
https://nextstep.knowledgeowl.com/help/ibhrs-linker-unlinker-tool-for-care-statuses
https://nextstep.knowledgeowl.com/help/ibhrs-linker-unlinker-tool-for-care-statuses
https://nextstep.knowledgeowl.com/help/ibhrs-certification
https://idph.iowa.gov/Bureau-of-Substance-Abuse/Substance-Use-and-Problem-Gambling-Data/Iowa-Behavioral-Health-Reporting-System/IBHRS-Documentation
https://nextstep.knowledgeowl.com/help/upcoming-webinars


NextStep has a simple, unwavering goal: 
to support financial success and deliver 
the best, most user-friendly, and most 
flexible EHR technology for behavioral 

healthcare.

The NextStep Way


