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Claim Search 
Through the claim search function available on the ForwardHealth Portal, users can search 
for and view the details of submitted claims. On the Claim Search panel, users have the 
option to search for a claim based on various criteria. For example, users can search for 
claims by internal control number (ICN), member ID, claim type, claim status, and more.  

To search for a claim, complete the following steps: 

1. Click Claims on the main menu at the top of the secure Provider page. 

 

Main Menu 

The Claims page will be displayed. 

 

Claims Page 
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2. Click Claim search. 

The Claim Search panel will be displayed. 

 

Claim Search Panel 

Note: The following steps apply to all claim searches, regardless of the type of claim for 
which you are searching. 

1.1  Search by Internal Control Number 
The most direct method of searching for a claim is by ICN. 

1. Enter a valid ICN in the Internal Control Number (ICN) field. 

 

Claim Search Using an ICN 

2. Click Search. 

If the ICN was not valid, a “No rows found” message will be displayed in the Search 
Results panel. 

 

Error Message 

If the ICN was valid, the Claim Information page will be displayed.  

Note: An ICN will only be viewable if the billing provider information (e.g., provider 
ID, taxonomy number, service location) for the claim matches the provider 
information under which the user is logged in. For example, if a claim was billed by 
Clinic 1, a user logged in as Clinic 2 for the same provider will not be able to view 
the claim because it was submitted under a different service location. 
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Claim Information Page 
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1.2  Other Searches 
A search using any field other than the ICN field may return one claim or several. You can 
enter information in a single field to broaden your search results or in several fields to 
narrow your search results.  

For example, to review all claims for a specific rendering provider, enter the provider’s ID in 
the Rendering Provider ID field and click Search. To view the claims for a rendering 
provider during a certain time period, enter dates of service in the From Date of Service and 
To Date of Service fields in addition to the rendering provider’s ID and then click Search. 

Note: It is recommended to start with a broad search with only one or two parameters and 
then add other parameters if it is necessary to narrow your search results. 

1.2.1 Search by Member ID 
For most providers, one of the most useful ways to search for a claim is by a member’s ID. 

1. Enter a member’s ForwardHealth ID in the Member ID field. 

 

Claim Search Using a Member ID 

2. Click Search. 

If only one result is returned, the Claim information page will be displayed as shown 
in Section 1.1 Search by Internal Control Number.  

If more than one claim is found, all claims that match the search criteria will be 
displayed in the Search Results panel.  
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Search Results Panel 

Sorting the Search Results 
Clicking a column heading once will sort the results in ascending order by that 
column. Clicking the column heading a second time will sort the results in descending 
order. 

If you hold your cursor over the column, it will show whether or not the column is 
sorted and, if so, how it is sorted. 

 

From Date of Service Column 
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The Search Results panel displays 25 records at a time. To see more claims, click 
Previous, Next, or one of the page numbers at the bottom of the panel.  

 

Search Results Panel 

3. To view a particular claim, click anywhere on the row to select it from the search 
results. 

The Claim Information page will be displayed. 

1.3  Claim Search Bar 
The claim search bar will be displayed at the top of the Claim Information page. 

 

Claim Search Bar 

Through the claim search bar, users may do the following:  

• Perform a new search using an ICN. 

• Return to their search results. 

• Return to the Claim Search panel to perform a new search. 
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1.3.1 Perform a New Search Using an ICN 
1. Enter a valid ICN in the ICN field. 

 

2. Click Search. 

If the number is a valid ICN, the Claim Information page will be displayed. 

Note: Click Clear to erase any entries in the ICN field. 

1.3.2 Return to Search Results 
1. Search for a claim using the Claim Search panel. 

The Search Results panel will be displayed. 

 

Search Results Panel 

2. Click the applicable row. 

The Claim Information page for the selected claim will be displayed. On the claim 
search bar, the Return to Search Results button will be displayed. 

 

Return to Search Results Button 
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Note: The Return to Search Results button will only display if you navigated to the 
Claim Information page from a search results list. The button will not be displayed if 
you navigated directly to the Claim Information page (e.g., if you searched using an 
ICN or if you clicked on the claim directly from your secure Provider page). 

3. Click Return to Search Results. 

The Claim Search and Search Results panels will be displayed. These panels will 
display the exact criteria entered and results displayed for the original search. 

 

Claim Search and Search Results Panels 

You can select a different claim or change the search parameters to perform a new 
search. 

1.3.3 Return to the Claim Search Panel 
1. To return to the Claim Search panel and perform a new search, click New Search. 

 

New Search Button 

The Claim Search panel will be displayed. 

 

Claim Search Panel 
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