
Deleting a file 

If the file containing the claim has not been picked up for processing, you have the option of 

deleting the file. If you wish to delete the file, you will go into MBS, select the 'Upload Flat File' 

tab, and select 'Delete' next to the file that you wish to delete.  

 

You will get a message asking, 'Are you sure you want to delete this file yes/no’ and will be asked 

to enter the 10-digit file reference number. If you did not write this number down when you 

submitted the file originally, you can go out of the delete file screen and select 'view'. The 10-

digit number to the far right of your file is the file reference number. Enter this number and 

select 'Delete'.  

You also have the option of deleting a single line, or several lines, of a file without deleting the 

entire file. 

  



Delete 1+ 

  

Go to ‘Upload Flat File’. 

Select ‘Delete 1+’ next to your file 

 

Select ‘Delete’ next to the line(s) you want to delete. 

 

You will get a notice reminding you to click ‘Process Deletion for Current Page Only’ to finalize 

the deletion. Click ‘OK’. Click ‘Process Deletion For Current Page Only’.    

If the file has already been picked up for processing, it cannot be deleted, and the claim(s) 

cannot be altered or not processed. You would need to either reverse the claim or create an 

adjustment to the claim. 

 


