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Login 

Go to: https://choicessc.smartcarenet.com/ChoicesSmartcareProd/Login.aspx 

Username and Password 

You will receive an initial username and password from Choices.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The system requires 2-Step Verification. This verification will be sent to your email or phone number. 
 

 
 
 
 
 
 
 
 
 
 
 
 
On the My Preferences page, change Image Server to ChoicesSmartcareImageServer in the drop down. 
Click Save in the upper right corner. 
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To Enter a Claim 
Go to the My Office > Care Management > Claims 
 

 
 
 
 
 
 
 
 
The Claim Lines screen will open where you can view the status of Claim items that have been entered. 

 
To Enter a New Invoice 

To enter a new invoice manually, click on the icon called “PP” in the upper right corner. (When you hover over 
the icon, it should say “Provider Professional Claim.”  
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Search for Client by entering the client’s name and clicking on Broad Search.   

 
 

Select the client by clicking the button at the bottom of the text box.  
 
After selecting the client, Provider Claim Entry-Professional will appear, and the client’s name should appear. 
 

Click on Provider which will open the next window to select the Agency. 
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Click on the blue button to select Agency, then click on Select at the bottom of the window. 
 

 
Click on the Insurer dropdown box and select Choices-Indiana. 
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The Claim Header section will pull Patient’s Account No. (client ID) and a generalized Diagnosis. This can be 
changed if you have the client’s correct Diagnosis. 
 

 

To Enter a Service Line 
 

• Enter the From and To Dates for Service Dates, and Time for the Service that was provided. Time 
must be entered in format 10:00 am. You must enter a colon for the time. 

• Enter the billing code in the Code drop down for the service provided. 
• Enter a POS (Place of Service) from drop down. 
• Enter a Rendering Provider from drop down. 
• Enter Units to be billed (if not pre-populated). 
• Click on the calculator next to the Charge field to calculate your charge based on contacted rate. 
• Click on Insert if all the above information is correct. The Claim Line Unit MUST match the Start 

and End time entered. 
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Continue entering Claim lines as above if applicable for the current client you are billing. Click on Save after 
entering all billing for current client. Click Save after entering all billing for the current client. 
 
 

 

 

 

To Enter Additional Clients 
 
Click on the New icon. (It is in the upper right corner. It looks like a sheet of paper and is next to trash can.) 
 
 
 
 
 
 

• You will need to repeat the client search by following the instructions under “Enter a New 
Invoice” and “Enter a Service Line” in this document.  

• Be sure to click Save each time.  
• You can double check the items you added by going to the Claims Line screen. 


