
MetLife - Insurance Payment Uploading
Step-by-Step instructions on how to obtain the MetLife Claims Summary Page by
trace number and the Explanation of Benefits (EOB) Statement using the MetLife

portal.

Before we get started, be sure your practice has a program/application to do
the following:

● Convert documents or images into a PDF format
● Merge multiple documents into one file

The OrthoFi uploader tool does not have the capacity to merge documents.
Merging documents together must be done prior to uploading. Easy to use
programs/applications recommended by the remittance team would be Adobe
Acrobat or PDF-XChange Editor.

MetLife EFT Payments with a trace number:

The Claims Summary Page by trace number must be merged with the full
Explanation of Benefits (EOB) Statement for every insurance payment. The Claims
Summary Page by trace number provides all of the following payment information:

● EFT trace number
● Bulk total amount of payment
● Issued date of the payment
● Provides all of the patient names for that specific payment

The Explanation of Benefits (EOB) Statement must be uploaded for every patient,
including all NON-ORTHOFI patients. The EOB provides OrthoFi with a detailed
breakdown of the date of service (DOS) for each patient.

The Claims Summary Page by trace number and the Explanation of Benefits (EOB)
Statement must be merged together as one PDF file before uploading to OrthoFi.



Obtaining the required documents from MetLife:

1. Log in to the MetLife portal using your practice credentials.

2. Click on the View Claims tab.

3. Select Viewing Options - select View Claims Information by Patient,
highlighted in yellow in the image below. DO NOT select the claims summary by
practice (RED X).



4. View Claims Information by Patient. For this step you must know the trace
number and the full bulk amount.

1. Search By: Trace Number
2. Enter Trace Number: i.e. 000000012345678
3. Enter Total Dollar Amount: i.e. 311.00
4. SUBMIT



5. Claims Summary by Trace Number. You are now viewing the Claims Summary
by Trace Number. The example below is a bulk payment for two patients. You will
now save the Claims Summary Page and each Explanation of Benefits. The
Claims Summary Page can be saved by selecting the printer icon at the top
right. EOBs can be saved by selecting the printer icon for each patient in the
Print Claim Detail column.



Example of Claims Summary Page:

Example of EOB:



6. Now that you have all documents saved to your computer, it’s now time to
merge those documents together before we upload them to OrthoFi. If you are
using Adobe Acrobat, follow the instructions below.

7. Open the Adobe Acrobat program and select Combine Files.

8. You will have two options to combine the files: either drag and drop the files or
add files by opening up your saved documents. You can move the documents
and put them in any order. OrthoFi recommends the order you see below: Claim
summary page by trace number followed by the Explanation of Benefits (EOB)
Statement (for every patient). Select COMBINE and save the document as a PDF.

You are now ready to upload your payment to OrthoFi!

Visit the link below for a video tutorial on practice uploading.
https://www.youtube.com/watch?v=7Lj41OG9XA0

https://www.youtube.com/watch?v=7Lj41OG9XA0

