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Top Tips & Ideas

• Find what works for you!
• Complete notes timely (best practice is within 24 hours of visit)
• Find a mechanism for tracking clients and funding source information
• Organize billing submissions for tracking
• Clearly label all files
• Do a review of accuracy
• Be aware of billing deadlines 

• Monthly deadline by 3rd business day
• Fiscal year final cutoff

• Submit billing more frequently 
• Reconcile payments timely



Billing Timeline

Provider sends billing to 
Invoices@rmhumanservices.org

An automated response is sent 
when billing is received by the 

inbox (unless external 
encryption system blocks)

A second acknowledgment is 
sent within 3 business days 

when billing is saved to RMHS 
queue (unless external 

encryption system blocks)

Payment for accurate billing is 
mailed to provider within 30 

days



Billing Corrections Requested by RMHS

RMHS sends billing 
correction request to 

designated billing contact

Provider sends corrected 
billing directly to RMHS 

biller who made the 
request 

RMHS makes best effort 
to prioritize corrections, 
but payment is mailed to 
providers within 30 days 
of accurate submission



Billing Corrections Requested by Provider

Provider sends detailed email to 
Billingquestions@rmhumanservices.org 

and attaches billing

RMHS makes best effort to prioritize 
corrections, but payment is mailed to 
providers within 30 days of accurate 

submission. Errors on RMHS’ behalf are 
addressed ASAP for correction



Expected Payment Dates Based on Billing Submission Date



Example Client & Funding Source Tracker



Example Payment Tracker



Accessing Mimecast-  rmhumanservices.org/ei-providers

https://www.rmhumanservices.org/ei-providers


Enter email address and select “Add Invoices@rmhumanservices.org”

mailto:Invoices@rmhumanservices.org
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Select “Attach,” locate and select all invoices that should be submitted, and select 
“Open”



Wait until all attachments have a green checkmark and select “Send.” A 
confirmation that the message sent will appear in the upper right-hand corner



The message will soon appear in the sent folder



Double click to open the message and select “View” to see all attachments that 
were sent



An image of the email with all attachments can be saved by using the 
“Print to PDF” function



Invoices can be saved by submission date with a confirmation of what was sent



Automated Response



Confirmation Files Were Saved



Compliance Issue-Unencrypted Emails

Files are not saved and must be resubmitted!



Compliance Issue-Live Documents

NO files are saved (including any PDF’s) and must be resubmitted!



RMHS Billing Queues: First-In, First-Out



Payment Reconciliation



Missing or Incorrect Payments



Verify Billing is Accurate and Submitted

Missed billings can be submitted to the Invoices inbox. Invoices may not be paid if the DOS is outside of timely filing (i.e., the fiscal year deadline)



Verify Billing is Accurate and Submitted



Emailing Billing Questions



Verify Billing is Accurate and Submitted



Emailing Billing Questions
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