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Login with Two Factor Authentication

This article describes the necessary steps to log in to OfficeEMR while using a 2FA Application. The two-factor

authentication process requires a user to have a Username, Password, Company, and Token. Depending on your
practice's policies, you may be able to log in without a token.

() OfficeEMR’

- username

valley

Two Factor Application Token: Required

Time Left: 00:02:55

Login to OfficeEMR

1. Navigate to Login Screen
2. Enteryour:

o User Name

o Password

o Company

3. Select Login. If your practice has no additional 2FA requirement you will be granted access to the system

4. Once first-factor authentication is passed, you will be prompted to enter the Two Factor Authentication
Token from your mobile application configured upon initial setup.


https://www.officemd.net/OfficeMD/access/login?
https://www.officemd.net/OfficeMD/access/login?

@OﬁiceEM R

- username

valley

Two Factor Application Token: Required

Time Left: 00:02:55

5. Once the code is entered you will be granted access to the system.

Comments and Alerts

Patient Comments is a tool to either add a comment or note that is viewable within the Patient Setup. Comments
may be setup as an alert in order to notify staff members of important information pertaining to a specific
patient.

Add a Comment

1. Open the Patient Setup

: F"Eiem -|

2. Select Comments from the left navigation menu then the "+" symbol at the bottom



Patient Setup

"
ain

Summary
Demographics
Insurance
Responsible Party

Emergency Contact

Comments

Case Management
Dialysis

MML Self Schedule

e

I I ,—| l- XK}
Mew  Save Train  More

Patient Comments
& T3st, Danielle Born: Jan 1, 1975 (48y:

Type

User
User

3. Type comment into the text area under New Comment and click Save

Patient Comments
& T3st, Danielle Born: Jan 1, 1975 (48y) Gender:

» Existing Comments

® New Comment

By: & !danielle B 02/10/2023 12:20PM (EDT)

MNew Patient comment goes here!

> Default Comments

> Alert

Save



4. Edit Comment by selecting the pencil icon next to the Comment, edit text and click Save
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4. Default Comments may be used by choosing Append or Replace buttons.

Append this comment text to current comment This will add verbiage from Default Comment
| without replacing anything already typed into the Comment field and keeps Default Comments

available.

Replace comment with this comment text. This will replace anything already typed into the
Comment field and collapse the Default Comments area.

Add an Alert

Follow these steps to add an alert:

1. Inthe comments window, expand the Alert area.
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2. Set the Effective Date of the alert, and set the Expiration Date if needed. Effective Date is the first day the
alert will be visible. Expiration Date is the date the alert will no longer be visible. These dates are important
especially when using them for billing activity.

Effective Date £ 02-10-2023
Expiration Date B9 Expiration Date
> Alert

> Users/Groups m

3. Select what type of alert you are creating. This tells the system when the alert should pop-up on the screen
(ex: When the patient is loaded in the EMR)



W Alert
O Al
[ Billing
[ Patient/Claim Comments
s Clinical
[ Patient Loaded into EMR
[J Superbill Chart Tab
[J Order Entry Chart Tab
“[J Front Office
(] Patient Loaded into Scheduler
[J Scheduled
[ Confirmed
[J No-Show
[J Checked-In
[J Checked-0Out
[ Cancelled
] Reminder Sent
L Arrived

4. If necessary, you can assign the alert to one or more users or user group. If the alert should pop-up for every
user, then omit this step.

> Users/Groups m

5. Finally, enter the alert message in the Comment box above Alert and select Save.



> Existing Comments
@ Edit Comment

By: & 'danielle ER 2/10/2023

.New Alert

» Default Comments

Effective Date

1 02-09-2023
Expiration Date (9 02-16-2023
v Alert
O Al
> U Billing
> O Clinical

> U Front Office
> Users/Groups [}

—

My Task - Communications

The My Tasks Communication is an “inbox” of communications sent interoffice. Communications can either be sent as

a message or a task. Additionally, communications can be a general interoffice message, i.e. informing users of a
meeting or linked to a patient chart.

Note: Communications can only be removed from a patient's chart when the attachment has been removed.

Communication Inbox

1. To read a communication click on Communication in the My Tasks portal. Your inbox contains messages
and tasks sent to you as an individual user or any group in which you are a part of.


http://officeemr.knowledgeowl.com/help/how-do-i-remove-a-patient-chart-from-a-communication

EMR List || - Office Communication

My Tasks 2 || Mail
HE Communication (0) I + BB Inbox @
. Health Exchange (0] 4
Orders (1) 1 Sent ltems 16
Resuts (0) [d Deleted ltems 0
[ Superbill (0) | C;v|| ,|p ,|fj
Progress Motes (15) Arranged By: Date
£ eDocuments (1)
& Prescription (0) El Date: Today
[=] Reminder (0) Il Howard, Carcle  Refill

“F Eligibility (0) E| [l Howard, Carole Schedule Follow-up
€7 Patient Portal (10)

[ I SR .

2.The My Task Communications is organized by Inbox (new messages), sent messages and deleted
messages. The Inbox number count represents unread messages.

Mail
+ 2 Inbox 2)
1 sent ltems 16

F Deleted ltems 0

I QB -le -0

3. The Arranged By link allows you to sort messages in your inbox by Date, User, Subject or Priority

Mail

+ [ Inbox 1)
) sent ltems 16
Cd Deleted ltems 0

| Qv|B-[e -0
Arranged By: Da
= Date: Today

4. The icon next to the message indicates if the communication was sent as a Message or Task. The manila
envelope represents a message and the clipboard represents a task

=l Date: Today |
() Howard, Carole Refill
Il Howard, Carole Schedule Follow-up

= Niatas Nldar

5. To read a message or task, click on the message in the inbox. The message will display to the right of the
screen. Additionally, the number count will decrease as this is now a “read” message.

2y - Office Communication

Mail Hew ‘ @ ‘ x |m Reply | m Reply Al | m Forward ‘ own Task‘ Complete Reassign Task
v (& inbox ) Refill
2 Sent ltems 16 Howard, Carole

Sent  Fri 10/15/2021 8:11AM (EDT)

[id Deteted tems ~ ©
To: G Comm.; Howard, Carole; Howard, Carole; Nurse

| Q-8 -|e -6
Arranged By: Date

= Date: Teday Patient called asking for refill of Morco- approved by Dr. Smith - sent to CVS- pafient informed
(1 I Howard, Carcle  Refill

E| Il Howard, Carole Schedule Follow-up

@ Chart #3385; T3st, Ruth; Female; Age: 91y; Home:(205) 555-5555

=l Date: Older
™) | Howard, Carole New Office Communication h

™14p  Administrator, Local MIPS Build FAILED



Message Toolbar

_I Euew‘a|x |Eﬁeﬂy|ﬁﬂepmﬁm |Eanard| [!wnTaslc| Cﬂmplete Reassign Task

1. New - Create a new message
2. Print - Print the message

& PDF Report - Internet Explorer

et
Foward, Cartie

Sent  Fr 10/1S2021 B11AM (EDT)

To Compieted Come.; HOWAT, Carie; HOWSID, Camee; Nursa

i Crart 5335; T3st, Rutn; Female; Ager S1y; HOME205) 5555555

Patent caken 35k for refil Of NOTe- 3pproved by DF. SMIN - 52nt 1 CVS- pabent Inomes

3. Delete - If no further action is required, select the delete 3¢ to remove the message from your inbox
(Communications linked to a patient's chart will not be deleted). If the message is sent to a group, it will only be
deleted from your inbox.

4. Reply - Reply to the sender only

Y Reply: Refill ' ' '
5 send | [*] Task | Normal importance = | 1l Attach | [ ] Mark as Completed
B to.. ‘Huward Carole ‘

Subject |RE: Refil |

RTINS ]

Affached ‘Chart #9385; T3st, Ruth; Female; Age: 91y; Home:(205) 555-5555 ‘

>

W
From: Howard, Carole
Sent: Fri 10/15/2021 8:11AM (EDT)
To: Completed Comm._; Howard, Carole; Howard, Carcle; Nurse

Subject: Refil

Patient called asking for refill of Morco- approved by Dr. Smith - sent to CVS3- patient informed

5. Reply All - Reply to all recipients of the original message



Reply All: Refill
3 sena | [7] Task |4 nomatimportance = | 1 Attach | [ ] Mark as Completed
H To Maure. Dawn; Howard, Carole; Cocke, Sarah; Bowlick, Allison; Rasmussen. Dawn; Dews. Elaine; nicole, test; Test. Carole; Grayson. Reqgina;
" |Mouth, Loud; Wade, Alex; Head, Chandler
Subject |RE: Refil |
Attached ‘Char‘t #9385; T3st, Ruth; Female; Age: 91y; Home:(205) 555-5555 ‘
| ﬂ&’.
~
v
From: Howard, Carole
Sent: Fri 10/15/2021 8:11AM (EDT)
To: Completed Comm_; Howard, Carole; Howard, Carole; Nurse
Subject: Refill
Patient called asking for refill of Morco- approved by Dr. Smith - sent to CVS- patient informed
6. Forward — Forward message to another user
Forward: Refill
E Send | El Task |®Nu‘mallmporhnoe '| l@ Attach | DMamasC
H .. ‘ ‘
Subject | FW: Refill |
Aftached ‘Char‘t #9385; T3st, Ruth; Female; Age: 91y; Home:(205) 555-5555 ‘
ﬂ&’.
~
v
From: Howard, Carole
Sent: Fri 1041572021 8:114M (EDT)
To: Completed Comm_; Howard, Carole; Howard, Carole; Nurse
Subject: Refill
Patient called asking for refill of Morco- approved by Dr. Smith - sent fo CWS- patient informed

7. Complete - If you need to add additional notes to the communication select Complete. This brings up a
Complete Message window to type additional notes.

[ pew | 20 | 90 [ Repy | & Reply an | £ Forward | 0un Task | 7] complete Reassign Task

Refill

Howard, Carole
Sent Fri 10/15/2021 &:11AM (EDT)
To:  Completed Comm.; Howard, Carole; Howard, Carole; Nurse

Il Chart #3385; T3st, Ruth; Female; Age: 91y; Home:(205) 555-5555

Patient called asking for refill of Norco- approved by Dr. Smith - sen fo CVS- patient informed

Complete Message

Confirmed patient received the n




Tasks Overview

Sending a Communication as a Task allow users to track the progress of a communication that would require additional
follow-up. Tasks can be sent to an individual user or a group of users.

1. Select the Task from your Inbox, task details will display to the right of the inbox

& - Office Communication

Mail =l Mew ‘ @ | x | Reply | Reply All | Forward | B Own Task| Complete Reassign Task
v @ Inbox © Schedule Follow-up
) sent items 16 Howard, Carole

Ea Deleted Items 1 Sent  Fri 10/15/2021 8:07AM (EDT)
| To Howard, Carole; Howard, Carole; Nurse

Q, v|| - | = - | fj Task:  (Open)

Arranged By: Date

[ﬂ Chart #3391; Test, Kelly; Female; Age: 21y; Home:(502) 555-5555, Other:(502) 550-5409
El Date: Last Week

I:l l@ el B h T iy Please schedule patient for a follow-up in 4 weeks

2. Select Own Task on the toolbar if you will be completing this task

| Forward ”g Owm Ta.slc" Complete | Reassign Task |
L

3. If another user owns the task, this message will appear

2 Own Task -- Webpage Dialog d

@ This task iz currently owned by Howard,
Carole. Do you wish to own this task?

4. Select Own Task again if you want to disown the task, allowing another user to own the task

2] Own Task -- Webpage Dialog x

@ “ou currently own this task. Do you wish fo
disown this task?

5. Once a task is owned, additional options appear on the toolbar.

Euew|[|§,]|x |ER&ply|ﬁRepnml |E‘Furward ||3[lwnTask||mnplete |mﬂeassignTa.slc||

6. Complete — Completes the task and allows the user to type in notes/messages related to the completion of



il reply an | £ Fonward | [ own Tas plete | [} Reassign Task

Ly
Hupl
omm.; Howard, Carole; Howard, Carcle; Nurse; Office Staff
ss)

le; Age: 21y; Home:{502) 555-5555, Other:(502) 550-5409

up to review lab resuls

Complete Task Message

Patient is scheduled |

the task

7. Reassign Task - Reassigns the task to a new user or group of users

& - Office Communication

{

Te= [ | we [ES [I==] =] | (=

H F:mnmrd: Labs ign Task
Send | [ Task | Nommal | 0 Attach | [] Markas G

O .. ‘ ‘

[

Subject |FW: Labs |

Attached ‘Chart #9391; Test, Kelly; Female; Age: 21y; Home:(502) 555-5555, Other:(502) 550-5409 ‘

O [ w mlm Flm [l
>

From: Howard, Carole

Sent: Fri 10/22/2021 10:17AM (EDT)

To: Test, Carcle; Completed Comm _; Howard, Carole; Howard, Carcle; Murse; Office Staff
Subject: Labs

Please schedule patient for follow-up to review lab results

Send a Communication

The My Tasks Communication tool allows for interoffice communications that can be initiated from the EMR, iScheduler,
Billing Portal or My Task areas. Additionally, you can link a patient chart, claim, or eDocument to the Communication.
Communications can be sent without a patient's chart linked or they can be linked to a patient chart when initiated from
a patient record.



Note: Communications cannot be deleted or removed from a patient’s chart once they are sent.

Send a General Communication to Users/Groups

To create or send a general communication that is not linked to a patient, navigate to My Tasks - Communications

1. Select New (manila envelope)

Billing List « || - Office Communication

My Tasks = | mail [ e[| 2 | 3¢ |7 Repty | &l Reply a1 | £ Fowara | oum
£ Communication (0)  H., {23 1npox ] New Office Communication

Orders (1) 3 sent ltems 12 Howard, Carole

i Fd Deleted ltems 0 Sent  Wed 08/23/2021 4:04PM (EDT)

Results (0) — To:  Howard, Carole

[3 Superbil (0) | Qv -|® -6

Progress Motes (15) Arranged By: Date [ﬂ Chart #9359; T3st, Joseph L., Male; Age: 27m; Home:(343) 543-6786
[E eDocuments (1) I ocker

’ P iption (0) [ Date: Older

@ Reminder {0) (™1 il Howard, Carole Mew Office Communication please review this MML message from patient

A Eligivity (0) (4¢P Administrator, Local MIPS Build FAILED

@0 Patient Partal (101

2. The New Message window pops-up

New Message
5 send | 7] Task | < nommalimportance | 1l Attach | [ ] Mark as Completed
H To... ‘
Subject || |
ﬂs;.
~
I
v

3. Add users and/or groups that will receive this communication by clicking on To. Search for User/Groups,
add and click OK



1 Fed

¥ New Message

[~ send | [¥] Task |<§>Nmnaumpomnoe -| il attach

|m est. John; Provider - Physician; Nurse
3 Subject [ Assign To ]
_E Arep is | | Search for Users and Groups
= v Search
- + Test, Jehn User
7 + Provider - Physician Group
+ Favorite(s)
' Murse Group

[

| ok || clse |

4. Type in the subject on the Subject line, add message details, then click Send

R Il b A Loy | b | Peoe] | P | P 1

New Message

T send | [7] Task | normalimportance | 1 Attach | [ | Mark as Completed

E To.__= Test. Jehn; Provider - Physician; Murse

Subject | Rep Lunch

A rep is bringing in lunch Thursday for the office. Emjoy!

L I m |l

Send a Communication from the EMR Portal

1. Open a patient and then use the Patient drop down and select Communication

AEn




(22l patient ~| === More ~ |
Commenis

Communication
Patient Comniuni =

Care Team

Hospital Round History
Open Patient in Billing
Room Assignment
Print / Fax Queue
Recall

Reminder
MyMedicalLocker Admin
Intake Assignment

Mol@eod B

Close Pafient

2. The New Message window appears.

New Message
3 send | [7] Task |4 Nomal | 0 atach | [Jmarcasc

H ro.. |
S x|

Aftached

Chart #3328; Test, Patient, Female; Age: 46y, Home:(388) 280-6673 |

3. Select the To field to select the user/group to send the message to. A communication can be sent to any
combination of users and/or groups

New Message
3 send | [7] Task | Normal importance ~ | I Attach |

ij

4
r

Subject [E Assign To B
Attached | | nurse| X |Iﬁ
1
x
Nurse

4. Subject line- by default the Subject line is New Office Communication, it is best practice to type in a more
specific subject line



Ly

New Message

3 send | [7] Task | Normal importance | I Attach | [ ] Mark as Completed

b H To...

Subject
Aftached

Murse

Medication Refill request |

Chart #3328; Test, Patient; Female; Age: 46y; Home:(338) 280-6673

5. Attachment- by default the Patient Chart is attached to the Communication initiated in the EMR.

the Attach (paperclip) to attach additional items to the message

1y

New Message

“Jsend | [7] Task | Nomalimportance ~| Ul Attagn | [ ] Mark as Completed
s

b E To...

Subject
Attached

Murse

|Medication Refill request

Chart #9328; Test, Patient; Female; Age: 46y; Home:(383) 280-6678

[l Attachments I
(®) Chatt () Claim () Document ( ) DocGroup Chart# l:"zl

| Attach || Close |

6. Type in body of message and select to Send or Task and optional Importance

New Message
=3 send | [ Task |®Numanmpomnoe '|1@ Altach| [Imark asc
To.. Hurse ’

Subject |Medication Refill request

Attached

Chart #3328; Test, Patient; Female; Age: 46y, Home:(833) 230-6678

7. Select Se

Patient called in with refill request for Percocet 5-325 mg. Preferred pharmacy is CVS on 5th street. Please call patient to confirm at 555-555—55&5] LU S

T

nd to send communication to users/groups in the To field and closed window

Click on

8. Select Task communication to send to users/groups as a task they can own for tracking of completion

9. Importance drop down can be utilized to select Low, Normal or High Importance

<:> Nomal Imporiance " " ll

@ Morm

<J> Low Importance

al Importance

0 High Importance

Send a Communication from the iScheduler Portal

1. Open a patient or select patient on the schedule. Use the Patient drop down and select Send



[ patient ~| & Heip ~ |

Primary Insurance Card
Secondary Insurance Card
[Z] Patient Photograph

=] send Cuwlmnicati:l’llj

Pafient Setup
Communication |7)  paient Histary

2. The New Message window pops up, fill-in all message options and click Send or Task

in

New Message
53 send | [%] Task | € Nomal +| Wl Attach | [] Mark as Completed
o ‘ ‘
Subject |New Office Communication |
4 Attached ‘Chan #9328, Test, Patient; Female; Age: 46y; Home:(388) 280-66758 ‘
ﬂ&’.
~
Send a Communication Billing Portal
1. Receipts Details window
v Receipt Details Receipt Actions

Patient 9343 - Ruth A Demers (81y) Paid By Ruth A, Demers
Status Error Receipt# | 4406 -8913
Received | 03/23/2021 08:27:19 (EDT) Hold 03/30/2021
Type GCo-Pay Method Cash

Amount $10.00 Unapplied | $10.00

Check # Source Normal
Location | Hansen's Happy Faces Clinic

Messages | 03/31/2021 No claim can be found to apply the copay to

w Past and Future Appointments

7, Hold Receipt

[, Reconcile Receipt

J7, Reverse Receipt

[ Edit Receipt

7 Create Claim

B

Last (3)

&P Date

Resource

Location

Actions

05/29/2020 9-00am

Grogan MD, James

Choice Training

3 Create Glaim

03/23/2021 10:00am

Hansen MD, Sherrie

Chaice Training

% Create Claim

7 |03124/2021 9:30am

Hansen MD, Sherrie

Hansen's Happy Faces Clinic

B Create Glaim

No future appointments found.

v Procedures Linked to Receipt

This receipt is not currently associsted with & claim.

2. Claims Detail window



Claim #26856 for Karen T3st 01/01/2020 {21m) x

apen - | K save | ([ History - | £ Payments - | (5] Patient - | Search for Patient Q) ~| 1
A Status & seup Service
N Insurance
Claim 26356 ~ 2 Tist ~ Location |Cm‘m7mimng |
& Guarantor ba 311
Staus  [Info. requested from office v| 8 ewronan Rendering | Howard, Garole L |
al
| v Comments ton Referring |Reremng Provider |
Level  |Pimayy | Biling |Electronic w| @ History picer Referred | Sl
Type [Medicat v| | Patient Engibiity 3 Other Providers
Owner | Howard, Carole | | & Patient Communisations ance |
837 ® Professional (0) Institutional Office: C Icai iy gpsurance |
oo

rance

[ Appointiments -
¥ Authorization
M Orders

A Procedures and Diagnoses [# Progress Notes

Senvice Date | . Modifiers Diagnosis »
Proced: Accident/Rel. C
i From To | POS | W Ao it t 12 34 1 2 3 4
1 | oaimoiz021 & 061302021 @ 89213 (11 w|| 100 5150.00 || 5150.00| 1301
2 | 0&/30r2021 @ 06/30/2021 Q I v| 50.00 || | 4301
o= Add New ltem Total: $150.00 Pay/Adj: $0.00 Balance: $150.00 Receipts: $0.00 -
A Additional Information Messages and Monitoring Queue and Tasking (3)

3. Communications sent from the Claims Detail window automatically attach the Patient Chart and the Claim

- New Message
3 sena | [7] Task | Nomalimportance - | [ Attach | [ ] Mark as Completed

B ro. ‘ ‘

Subject || |
—
Aftached |Claim #26856; T3si, Karen; Female; Age: 21m; Home:{865) 482-1999 x3118 A‘
Chart #3340; T3st, Karen; Female; Age: 21m; Home:(865) 452-1999 x3118 v
ﬂ&’.
~

Viewing Communications

Once a Communication is sent, it is saved to the Patient’s Chart. The Communications can be viewed in several areas:

1. EMR Summary - Encounters

Future n

Today

AR C.Howard Medicafion Refill request 10/0772021
Patient cailed in with refill request for Perc...

Past

R. Smith Mew Patient Visit

J. Megill Post-Op

R. Pain Follow-up Visit

R. Smith NP WiReferral v
Make sure referral is received

2. EMR Timeline - Communications



Clinical Messages

10/07/2021
From: Howard, Carole

To: Nurse

Subject: Medication Refill request

The U.S. Preventive Services Task Force (USPSTF) recommends screening for high blood pressure in adults age 18 years and older.

Timeline

Patient called in with refill request for Percocet 5-325 mg. Preferred pharmacy is CVS on 5th stree...

Immunizations

Order Results.

@

wDocument @ ® ® |
3. EMR/iScheduler - Patient Index drop down/Patient Communications
patient ~ | ** More ~ |
I Comments
Communication
| Patient Communications @.
Care Team
Hospital Round History
(L] Open Patient in Billing
S - = - Test, Patient Born 19-Jul-1975(46y) Gender Female
=i [# (46y)
EELgEl b B Medication Refill request
E Date: Today Howard, Carole
Sent Thu 10/07/2021 4:14PM (EDT)
(=4 Mail Thread To Nurse
il Howard, Carole Sedkdinn Refill request  Thu 10/07/2021 #:14p... || 25K (Open)
] Date: Older (il chart #5328; Test, Patient, Female; Age: 46y; Home:(858) 280-6675
3 Mail Thread N . B )
@ Wade, Alex Patient Test - Question Fri 03/06/2020 3:19PM ... E::;’r"ﬂ“??;‘lsl_ns;vﬂ&gslggl request for Percocet 5-325 mg. Preferred pharmacy is CVS on 5th street. Please call pafient to

4. Billing Portal — Claims

Claim #26856 for Karen T3st 01/04/2020 (21m)

Open v|FISam: -|®Hism '|£'§Paymen1s - | 22 patient -|
A Status B setup
Claim 26856 - Eaa Insurance Tist -
Guaranter
Status |Info_ requested from office v| g EMR Chart oAt
al
Substatus | v Comments tion |
Level |P|imary w7 Billing Elecironic v| @ History pider |
Type  |Medical ~| | Patient Eligibility |
Owner | Howard, Carole | mmun: ons arnce |
837 @ Professional () Institufional o Cifize 0o oot S Isurance |
T Reminders
rance |
ﬁ Appointments -
‘Jg_Q, Orders
A Procedures and Diagnoses (% Progress Notes
# . Service Date Procedure POS ﬁ AccidentRel. Cause Maodifiers
rom [ To y v v mount 12713 ]

My Task - Orders

The My Tasks Orders section is used to process orders placed by the providers or ancillary staff. The primary
purpose of this section is to manage the list of orders assigned to you and/or your assigned user groups, also
known as the Processor. This list can be arranged based on the needs of each user. From the My Task Orders


https://officeemr.knowledgeowl.com/help/user-setting-arrangement-order-arrange-by-in-my-task-orders

you can Add Order Fulfillment Details, Print Requisitions, Input Authorization Details, change the status of an
order and Search for Additional Orders.

My Tasks a

[ communication (18)
. Health Exchangs (0)
Orders (367)
=] Results (0)
[T, superbill (72)
[£] s0AP Notes (94)
5 eDocuments (2)
&7 Prescription (0)
[=] Reminder (0)
42 Eligibility (1)
7 Patient Portal (127)
19 Fax (51)
) Fax Updox (5)
=] Case Mgntt. (2)
ol nyseD (1)
£ Pop Health (81)
B CoverhyMeds

Select an Order in the My Task List

Within the My Tasks - Orders there are two categories listed beneath the "Open Orders" heading, Open Orders
and Unsolicited Labs. The Open Orders count displays Open orders in which your user is the Processor or a part
of the Processor Group for that order.

Open Orders
« Open Crders 99
Unzolicited Labs 1

| Qv|B -8 e |0

Arranged By: Processor

Steps to Complete
1. Navigate to My Tasks - Orders

My Tasks ~

M Communication (18)
. Health Exchange (0)
Orders (367)
2| Results (0)
[T, superbill (72)
[=] s0AP Notes (94)
& eDocuments (2)
&7 Prescription (0)
[=] Reminder (0)
42 Eligibility (1)
7 Patient Portal (127)
15 Fax (51)
[I) Fax Updox (5)
=] case Mgmt. (2)
ol nvsED (1)
£ Pop Health (81)
B CoverhlyMeds

2. Select Open Orders


https://officeemr.knowledgeowl.com/help/complete-order-fulfillment-details-via-my-task-orders
https://officeemr.knowledgeowl.com/help/print-a-requisition-from-my-task-orders
https://officeemr.knowledgeowl.com/help/complete-an-advanced-search-for-orders

Open Orders

' Open Crders 499
Unsolicited Labs 1

| Av|B - |8 |e |0

arranged By: Processor

3. If you have not already done so, set the Arranged By. This will group orders for a more efficient workflow,
i.e. if you will be processing orders for a particular provider, you can arrange by "Ordered by"

Open Orders
« Open Orders 99
Unsolicited Labs "
av|B -
Arranged B Order By

Patient -

[# Casg

Priority
[ Dao

Type
[+ Hea

Order
Kaki

Order Date
= Lait

" OrderBy
8 on

A,
Fast

Appeointment Date

B Tes Processor hd

A,
Fast

4. Find the order in the displayed list. Click on the item and the details will be displayed in the viewing pane.

Open Orders
« Open Crders 99
Unzolicited Labs "

Av|B -|& e |0

Arranged By: Processor

elabs

[+ Head, Chandler

[+ Nurse
(= Office Staff
‘Q Couchpotato, Jackson Male Next Appt: N/A Age: 43y 019/15/1977

Scheduling  Return to office ASAP 01/14/2021 9:38PM (EDT) Stevens, Heather  Open F)
‘Q Ford, Harrison (Indy) Male Next Appt: NfA Age: 71y 02/25/1950

Scheduling  Return to Office - ASAP 02/25/2021 10:43PM (EDT)  Cassady, Wes Open o
Select Multiple Orders

From the list, you can either select and right-click over a single order or select multiple orders at once by
using SHIFT+Click and/or CTRL+Click.

Print a Requisition from My Task Orders

A Requisition, the PDF containing the details of an order that has been placed, can be generated from either the
My Task - Orders section or from the history section of Order Entry. This article describes the steps to
print/transmit requisitions for one or more orders using the My Tasks List.


https://officeemr.knowledgeowl.com/help/user-setting-arrangement-order-arrange-by-in-my-task-orders

Steps to Complete

1. After Placing an Order in the Order Entry Chart Tab.
2. Navigate to My Task - Orders

My Tasks a

1 communication (18)
. Health Exchange (0)
L Orders (367)

=] Results ()

[T, superhill (72)

[=] s0AP Notes (94)
5 eDocuments (2)
& Prescrption (0)

[=] reminder (0)

4> Eligibility (1)

7 Patient Portal (127)
15 Fax (51)

[ Fax Updox (5)

=] case Mgmt. (2)

[lal MysED (1)

£ Pop Health (81)

B CoveriyMeds

3. From the list of Open Orders, you can either select and right-click over a single order or select multiple
orders at once by using SHIFT+Click and/or CTRL+Click. Select Requisition (More Info On Selecting

Orders)
Arranged By: Order Date
[= Date: Three Weeks ago
Labs CBC (INCLUDES DIFF/PLT) 08/11/2021 3:45PM (EDT) Head, Chandler ~ Open Head, Cha... o
[ Date: Last Month
Labs Cholesterol, Total 07/30/2021 1:21PM (EDT) Unfried, Ashley =~ Open Nurse s;
Labs CBC w Diff w PIt m— - Unfried, Ashley  Open elabs )
Requisition ‘
Labs Comp. Metabolic Panel I} Linfriad _Achlev  Cinan elabs )
rint requisitions for selected orders
Labs PSA, Total +"  Status Print requisitions for selected order Office Staff o
Scheduling  Return to office in 2 we E Letter Unfried, Ashley ~ Open Office Staff 0
Referrals Cardiology Referral Vi Diagnosis Unfried, Ashley  Closed  Nurse )
[= Date: Older
@ Copy
Labs T3 Uptake Head, Chandler  Open Office Staff 1
) P, Processing
Labs Thyroxine (T4) Free, Di Head, Chandler  Open Office Staff 1y
Afa

4. The Create Requisitions screen will display the groupings for the order you are going to print and errors that
may need to be resolved first.


https://officeemr.knowledgeowl.com/help/place-an-order
https://officeemr.knowledgeowl.com/help/open-orders-in-the-my-task-list

Create Requisitions X

Reprint Requisitions (3)

Referrals referral Test, Chandler D. (... | ]

B Cardiology Referral

Labs (CPT) LabCorp - OLD2 Test, Chandler D. (... D

® CBC w Diff w PIt

Quest - STL Quest Diagnostics ... Test, Chandler D. (... D e
B Comp. Metabolic Panel

Errors (1)

L\Missing Service Location Test, Chandler D. (... || ¥w
W Cholesterol, Total

‘ OK H Qancel‘

5. After selecting OK, the PDFs will be generated and you will be able to Fax the form, Add it to the Patient's
Print/Fax Queue, or Print the requisition. If you have an Interface, this may transmit the order to the facility
depending on the type of interface.

Page 1 of 1

Open Patient in the EMR from My Task Orders

When processing orders via the My Task list, you may need to reference clinical information about the patient.
You can open a patient's chart in the EMR from this section with the click of a button. This article describes these
steps.

Steps to Complete

1. Navigate to My Task - Orders
2. Select an Order


https://officeemr.knowledgeowl.com/help/orders-results-interface-oru-inbound-oru-outbound
https://officeemr.knowledgeowl.com/help/open-orders-in-the-my-task-list

3. Once a single order has been selected, Open Patient in the EMR from the icon in the toolbar.

Open Orders

« Open Orders 99
Unsolicited Labs 11

Qv|E v\|re-\0

Arranged By: Patient

= B

_g_ Balding, James (Baldy) Male Next Appt: N/A Age: 21y 0
Labs Basic Metabolic Panel (BMP)

Complete an Advanced Search for Orders

The My Task - Orders list will display all open orders assigned to your user as the processor and/or your assigned
user group. In the event, you would like to search for orders outside of your queue you may perform an Advanced
Search to return a list of orders that meet specific criteria.

2laf=

Order # I:l Requistion # :l
ohat# [ |Q Resuts [ WReviewes | V|

Max Rows

M| | Type | v| Electronic I:l
Order Date I:QD To I:gm Reviewed Date I:QD To I:QD
Route Status
- Open -
*DME -Home (DMERC) Closed
A1106 Lakeland Medical Center Cancelled

A1517 Lee Memorial Hospital

A2243 Michiana Hematology

A2255 St Joseph Regional Medical Center
A2443 Pamida Pharmacy

A2611 Van Buren / Cass District Health Dept h -
Created By Processor Reviewed By

Abraham, Vinu - Group Name - Cassady, Wesley -

Armstrong, Anthony *Unassigned Dinn, Phil

Auer, Kevin Completed Communications Erickson, David
Cardio, Charles elLabs Hall, Michael
Cassady, Wesley Greenfield Laboratory Head, Blake
Cavanaugh, Greg Greenfield Pathology Hynes, MD, Patrick
Charest, Michael Greenfield Radiology Kaiser, Adam

David, Cleveland
Dinn, Phil

Greenfield Scheduler
Nurse

Mcdonald, Jason
Morales, Caron

Distler, Chad Office Staff Norris, Drew
Doran, Michael Technician Pepper, Dre
Erickson, David User Name Poland, Kim
Friedly, Kevin Administrator, Local Test, Alex

NAP ..o i VAR b

Steps to Complete




1. Navigate to the My Task - Orders
2. Using the Search Field Dropdown, Select Advanced Search
3. Using the available criteria:

o

o

o

o

o

o

Order #

Chart #

Requisition #

Results

Reviewed

Order Name

Type

Electronic (Electronic Orders are those that have a connected interface)
Order Date - From/To
Reviewed Date - From/To
Route

Status

Created By

Processor

Reviewed By

4. Set your Max Rows to ensure your return the comprehensive list of results.

Max Rows 25

5. Once you enter your search criteria, select the Magnifying Glass icon from the toolbar.

2 |C

"'-"
il

(o[- Fxecute search, using selected criteria

Chart # Q,  Results

Complete Order Fulfillment Details via My Task - Orders

Depending on your practice's workflow, the Order Fulfillment template may be completed in the My Task Orders
section by the processor as opposed to the individual who placed the order in Order Entry. This article will

describe how to add and edit the details of order fulfillment on an open order.

Steps to Complete

1. Navigate to My Task Orders
2. Select an Order

3. If in the order you see the following, select Add to pull up the fulfillment template. If there is no option to

add details, then there is no order fulfillment template tied to the selected order item.


https://officeemr.knowledgeowl.com/help/open-orders-in-the-my-task-list

D8 ¢ #|. =29 -~ Ee Q| |e]

Cardiology Referral
Gumdrop, Billy
Male, Next Appt: N/A

Priority: Normal.

Appointment: Referral at 02/02/2021 00:00am. 9

Processor: Nurse (Open)
Rendering:  Cohen M.D., Sandra Referring: ICD: 1249
Responsible: Gumdrop, Billy Insurance: Auth:

Referral 1: Add@

4. Once the template is displayed add/edit the details and select Close.

- | Referral 1 X

Summary O

Dr. So and So; Indianapolis, AZ, 46204;

Y Referral Details A
Name: |Dr. So and So ‘ Phone:| | Fax: | |
Address: | | City: |Indianapolis | state: Az | Zip: 46204 |
Duration of Stay: I:|
| D Dr. Zachary Smith |:] Dr. Leonard McCoy
Reason for referral: | =

5. Select Save

Male, Next Appt: N/A

Change the Processor on an order via My Task - Orders

To change an order's processor you can complete this while placing the order, in the Order Entry - History, or My
Task - Orders. This article explains the steps to complete this in the Order Entry - History chart tab. There are two
ways to complete this task within Order Entry - History.



Steps to Complete (Right Click Menu)
1. Navigate to the Open Orders within the My Task - Orders.

EMR List «||y » Task Orders

My Tasks % || Open Orders

Communication (18) ||+ Open Orders 99

: Health Erchange {U) Unsolicited Labs 11

1. Orders (387) [ av|E-|&|=|
E Results {0) Arranged By: Patient

[ Superbill (72)

SOAP Notes (94) El B Py

£ eDocuments (2)

2‘ Balding, James (Baldy) Male Next Appt: N/A Age: 21y 04
& Prescription (0)

Labs Basic Metabolic Panel (BMP)
@ Reminder (0) Labs THYROID PAMEL
“ Efiginilty (2) Labs HEALTH FAIR AOE - HPMI
7 Patient Portal (127) Labs Hemoglobin Alc
@f_ﬁ Fax (51)

ﬁ Fax Updox (5) g. Basedow, Jake Male Next Appt: N/A Age: 21y 06/07/200

g Case Mgmt. (2) Labs Hemoglobin Alc

[lg] W¥sSED (1) B

% Pop Heallh (82) 2‘ Costanza, George Male Mext Appt: NfA Age: 51y 01/05/(1
CoverlMyMeds )

B Labs Celiac Disease Panel

2. From the list, you can either select and right-click over a single order or select multiple orders at once by
using SHIFT+Click and/or CTRL+Click.
3. Right-click over the selected order(s), Select Status

Scheduling  Return to Office - ASAP % Requisition
Ea " Stalus
2 Gumdrop, Billy Male Mext Appt: N/A Age: 53y 06/18/% @ Letter
Referrals Cardiology Referral . Diagnosis
Scheduling  Return to office in 3 months @ Copy
Referrals EN_T Referral : Send Communication
Labs “F Q‘I!ll'ﬁ,_Rﬂlltl‘iE @ Create Reminder
Labs Basic Metabolic Panel (8)
e e — 5 open Patient in EMR
Labs Testosterone, Free and Total E Open Patient in Billing
] Labs Alkaline Phosphatase, Serum Open Patient Setup
Labs AST (5GOT) 2 Result Reporting
Labs Cholesterol, Tatal = eDocuments
Labs Fol (Folic Acid), Serum Patient Orders
Labs Testokterone, Free and Total Custom
Labs Urine Culture, Routine Comments
Labs Cortisol - AM
Labs Basic Metabolic Panel (8) Sglect Orders
Labs AST (SGOT) Unselect Orders
Labs Alkaline Phosphatase, Serum Collapse All Groups
Referrals ENT Referral Expand All Groups
99 tems

4. From here, use the select list to change the Processor. You may also change the status of the selected

order(s) from this screen.

Change Processor and

Status for 3 Orders

= X

Processor

Status

Unsoliciied Hesults

User Mame

Abraham, Vinu
Alex, Test

Aleyns, Maud
Anstak, ake
Armstrong, Stretch
Audit, Test

Baker, Kandi
Barnes, Brooke
Bigler, Ward

() Open
() Closed
(") Cancel

(®) Don't Change




5. Save

Steps to Complete (Processing Window)

1. Navigate to the Open Orders within the My Task - Orders.

. Health Exchange (0)
M, Orders (367)

Results {0) @
[ Superbill (72)
SOAP Notes (94)

EMR List «||2y ~ Task Orders

My Tasks % || Open Orders

[=] Communication (18) ||+ Open Orders 99
Unsolicited Labs 11

aQv|HE -8 e |6

Arranged By: Patient

EB

~
£ eDocuments (2) £ Balding, James (Baldy) Male Next Appt: NfA Age: 21y 04
& Prescription (0] Labs Basic Metabalic Panel (BMP)
5] Reminder (0) Labs THYROID PANEL
“ Engininty (2) Labs HEALTH FAIR AOE - HPMI
v Patient Fortal (127) Labs Hemoaglobin Alc
I Fax (51) S - i )
ﬁ Fax Updox (5) g Basedow, Jake Male Next Appt: N/A Age: 21y 06/07/200
El Case Mgmt_ (2) Labs Hemoglobin Alc
i3l NYSED (1) =Ec
% Pop Health (82) g Costanza, George Male Mext Appt: N/A Age: 51y 01/05/
E iyheds Labs Celiac Disease Panel
2. From here, locate and select the order.
EF
g Flintstone, Fred Male Mext Appt: NfA Age: 50y 10/01/19
Scheduling 15 minutes
g Ford, Harrison (Indy) Male Mext Appt: N/A %: 71y 02/
Scheduling  Return to Office - ASAP
B G
3. Within the processing window, select Processor
Bl&|l¢ s [E20 -~ [BE¢|0 =]
15 minutes
Flintstone, Fred TEST
Male, Mext Appt: N/A 01/19/2021
Priority: Mormal,
Appointment: Scheduling at 01/19/2021 00:00am. ’
Processor: (Open)
Rendering: MD, Stephanie Referring: ICD:
Responsible: Flintstone, Fred Insurance: Auth:

4. This will open a separate window where the processor can be changed via a Search Field

Assignment

X

Assign To

| User or Group

| status |Open

v

Phlebotomist | User

Caollection

v wfm

[jmmll

Patient Instructions:

[

Close

5. Save



—_—

&7 |d| . =E]|9 - [d|¢[0] =]
inutes

Flintstone, Fred

Male, Next Appt: M/A

Priority: Mormal.

Appointment: Scheduling at 01/19/2021 00:00am. 9

Change the Status of an Order via My Task - Orders

The order status is used to determine the visibility of the order in the My Task - Orders, Open Orders list. There
are three options for order status: Open, Closed, Cancelled. This article will describe the two ways to change the

status of an order item within My Task - Orders.

Steps to Complete (Right Click Menu)
1. Navigate to the Open Orders within the My Task - Orders.

EMR List «||2 - Task Orders

i TEELE % || Open Orders

[ Communication (18) ||+ Open Orders

" Health Exchange (0) Unsolicited Labs 11

J4, orders (367) Qv|BE -8 |[= |0
E| Results (0) Arranged By: Patient

[T Superbill (72)

SOAP Notes (94) =B A
£ eDocuments (2) g Balding, James (Baldy) Male Mext Appt NJA Age: 21y 04
& Prescription (0] Labs Basic Metabolic Panel (BMP)

[ Reminder (0) Labs THYROID PANEL

“7* Eligibilty (2) Labs HEALTH FAIR AOE - HPMI

v Patient Portal (127) Labs Hemoglobin Alc

W Fax (51)

ﬁ Fax Updox (5) 2 Basedow, Jake Male Next Appt: N/A Age: 21y 06/07/200
El Case Mgmt_(2) Labs Hemoglobin Alc

i3l NYSED (1) Bc

£ Pop Health (82) B Costanza, George Male Next Appt: NfA Age: 51y 01/05/1
Coverld d
E yMeds Labs Celiac Disease Panel

2. From the list, you can either select and right-click over a single order or select multiple orders at once by

using SHIFT+Click and/or CTRL+Click.
3. Right-click over the selected order(s), Select Status

Scheduling  Return to Office - ASAP [Er] Requisition

EG " Status

g Gumdrop, Billy Male Mext Appt: NfA Age: 53y 06/18/3 |_Eb| Letter
Referrals Cardiology Referral . Diagnosis
Scheduling  Return to office in 3 months @ Copy
Referrals EN_T Referral . Send Communication
Labs UF Ctlhlm,_Rnul:ne @ Create Reminder
Labs Basic Metabolic Panel (8)
e E—— Z open Patient in EMR
Labs Testosterone, Free and Total (1] open Patient in Billing

] Labs Alkaline Phosphatase, Serum Open Patient Setup

Labs AST (5GOT) i2| Result Reporting
Labs Cholesterol, Total E eDocuments
Labs Fol (Folic Acid), Serum Patient Orders
Labs Testokterone, Free and Total Custom
Labs Urine Culture, Routine Comments
Labs Cortisol - AM
Labs Basic Metabaolic Panel (8) Sglect Orders
Labs AST (SGOT) Unselect Orders
Labs Alkaline Phosphatase, Serum Collapse All Groups
Referrals ENT Referral Expand All Groups

99 items 1



4. From here, use the radio buttons to change the Status to Open, Closed, or Cancel.

Change Processor and Status for 3 Orders a3
Processor Status

Unsoliciied Results
User Name o~
Abraham, Vinu O Open
Alex, Test () Closed
Aleyns, Maud () Cancel
Anstak, ake (®) Don't Change
Armsirong, Stretch
Audit, Test
Baker, Kandi
Barnes, Brooke W
Bigler, Ward

5. Save

My Task - Superbill

The Superbill task list within the provider's My Task List displays outstanding or incomplete superbills that still
need to be completed and/or submitted. The Superbill task list is unique to each individual provider and is based
on user activity.

Navigating to the Superbill Task List

1. In the upper, left-hand corner of the database, navigate to the My Task List and select Superbill

My Tasks £3
[] Communication (9)
. Health Exchange (0)
L Orders (339)

L=| resutts (3)

|4 Superbil (139)

[£] soap (327)
{5 eDocuments (1)
' Prescription (2)

[=] reminder (2)

“P Eligibility (0)

7 Patient Portal (129)

2. The list will be broken down into two categories: Open and Missing

|2+ Task Superbil

Superbill List
Open 1
Missing 153

B-alAle80

Arranged By: Patient

3. Open = Superbills that have been saved but have not been released for charges.

o Superbills can be in the Open category when a provider forgets to save the superbill or chooses to
not release the Superbill upon saving.

Missing = Superbills that have not been started and/or saved.



o Superbills can be in the Missing category when the provider does not complete the Superbill for a
visit. For example, if a patient is checked-out of their appointment, but the Superbill has not been
completed the provider will receive a notification that the Superbill is Missing.

4. Select a category to generate a list of task items

& = Task Superbill

Superbill List
v Open 1
Missing 153 :

B-2[/Ale (@0

Arranged By: Patient

BT

2_ Test, Alexandra Chart: 25015 Femalj
11/11/2021 Annual Physical Exa

5. Select the Date of Service below the patient's name to open the Superbill

= = Task Superbill Choice =
|| superbill List 8|00 |EH|e|
v Open 1
Mfsesing 153 Superoil | Addiction Behavior Superbill ICD10 ~| Clam # Encounter ~[11/11/2021 [
B Al B0 Senvice Location  *|Frankiin ~| Claim Status [Open - Electronic Superoil E
Arranged By: Patient Procedures Diagnosis
o Payment Plan v Problem List v
] Procedures v Vv Top Provider Diagnosis Codes v
2, Test, Alexandra Chart: 25015 VFemaIe Lookup = DIAGNOSIS CODES =
11/11/2021, Annual Physical Exa
[} Lookup v
Charge Summary
[] Eait charges [Z] El
3) 2]e]] Code Units Charge Amount §
Total = $0.00

6. Complete the Superbill by adding any missing Procedure or Diagnosis codes



8|80 [H|e|
Superbill + | Addiction Behavior Superbil ICD10 s | Claim # Encounter (1174172021 5]
Service Location *‘ Franklin v‘ Claim Status |Open - Electronic Superbill | M
Procedures Diagnosis
Payment Plan v Problem List v
o Procedures n A c J Top Provider Diagnosis Codes v
Biopsychosocial @ 96150 DIAGNOSIS CODES v
Breathalyzer 82075 Lookup v
Case Management T1016
ETG Alcohol Screen 90418
Family 90834
FEE FOR SERVICE FFS
Group 90853
Individual 30min 90833 «
Individual 45min 90834
Individual TeleCounseling 90834-95
0P HO015
MAT Follow Up Visit 99212
Physician Initial Visit 99202
Pre-Admission Assessment 99408 T
Pregnancy Test 81025
PSYCH 99213
PSYCH 99214
PSYCH 99204
PSYCH 99205 LV
Psvchiatric Evaluation 90792
Charge Summary
[] Edit Charges M E'
P DOS Code Units Charge Amount § E .
Copy Delete [11/11/2021 |g0833 B |1 H $D.ODH $0_00|
Total = $0.00
7. Select Save
[BRO=]e]
Super&rj = | Addiction Behavior Sup
Service Location | Franklin
| Procedures
i Payment Plan
L Procedures
i Mimmmsinbhananial n
8. When prompted if you wish to release the Superbill, select Yes
90833 e 1 1|
| &) EMR Superbill -- Webpage Dialog *

@ Do you wish to release this superbill for charges?

| | Yes || No

_____ IT
9. Completed items will be crossed off the to-do list



|2+ Task Superbil

Superbill List
+ Open 0
Missing 153

B-&/e80

Arranged By: Patient

BT

g Test, Alexandra Chart: 25015 Femalg

My Task - SOAP Notes

The SOAP Note task list within the provider's My Task List displays outstanding or incomplete SOAP Notes that
still need to be completed and/or submitted. The SOAP Note task list is unique to each individual provider and is
based on user activity.

Navigating to the SOAP Note Task List

1. Inthe upper, left-hand corner of the database, navigate to the My Task List and select SOAP Notes

My Tasks e
[-] Communication (9)
' Health Exchange (0)
JL Orders (339)

5] Resuits (3)

% Superbill (153)
SOAP Notes (327)
1 eDocuments (1

’ Prescription (2)

[] Reminder (2)

4P Eligibility (0)

) Datiant Darkal 4704

2. The list will be broken down into two categories: Open and Missing

{2 + Task SOAP Notes

SOAF Notes List

Open 4
Missing 323

B-&Ale 80

Arranged By: Patient

3. Open = SOAP Notes that have been saved but have not been signed-off.

o SOAP Notes can be in the Open category when a provider starts the documentation and saves
the SOAP Note, but does not officially sign-off.

Missing = SOAP Notes that have not been started and/or signed-off.

o SOAP Notes can be in the Missing category when the provider does not complete the SOAP Note
for a visit. For example, if a patient is checked-out of their appointment, but the SOAP Note has
not been completed the provider will receive a notification that the SOAP Note is Missing.



4. Select a category to generate a list of task items

4 = Task SOAP Notes

|| SOAP Notes List
+ Open 4
Missing Qﬂ” 323

B-& /Aled0

Arranged By: Patient

Bf

g foofoo, kayleigh Male Age: 31y D
04/18/2018 (CCM Care Plan

EH

£ Head, Blake A. Male Age: 32y DG
04/03/2018

5. Select a date of service below a patient's name to generate the SOAP Note

SOAP Notes List ClEICIEED
‘faipses?ng 32; p\Nl:l [ | Fax Letter ‘(Base SOAP auto populate) v” CCM Care Plan v‘@
'|§,|/"Iﬂ"@‘fj |TTAa A Q‘ |B I U T %% %| ‘5 3 T 5 Reropuiate Note

Arranged By: Patient

=t Bl [xgoece|[Ers==ss =] (8]
et
4 Subjective
04/18/2018 Cﬁcael’lan
EH
£ Head, Blake A. Male Age: 32y DQ

04/03/2018 o Acesulfame
e Latex rash

o

Allergies

BT

6. The provider may enter their pin number and select Save in order to sign-off on the note.

CIHICIEI

PIN [ Fax Letter |(Base SOAP auto populate)
[ha & | [BTUT 5 +][©0w
B][x B0 %] [E:

Subjective

Allergies
7. Completed notes will be crossed off of the to-do list.

SOAP Notes List
v Open )
Missing 323

B-&|/e8 0

Arranged By: Patient

BEf

g foofoo, kayleigh Male Age: 31y D
B 1HE2018 EcMCarePlan

EH

Best Practice: In the event that the provider is not ready to sign-off on the note, they may open the note in the
EMR to complete any changes.

1. Begin by selecting the date of service under the patient's name
2. Then navigate to the provider icon (person in the white lab coat)



SOAP Notes List

Ofren Patient in EMR 3

323
E'%z’ =80
Arranged Patient
EH
2 Head, Blake A. Male Age: 32y DO
04/03/2018

The patient's chart will open to the date of service where the note is either open/missing. This will allow the
provider to add additional documentation, make changes, and sign-off on the completed note.

My Task - eDocument

The eDocuments Task List display a list of electronic documents needing additional review. Users may be sent
documents to review either via scanned, imported, or faxed documents.

Navigating to the eDocuments Task List

1. In the upper, left-hand corner of the database, navigate to the My Task List and select eDocuments

Desktop <«
My Tasks FS
[-J Communication (10)
. Health Exchange (0)
JL Orders (341)

[=] Results (3)

[ Superbill (153)
SOAP Notes (326)
= eDocuments (1)

’ Prescript@ 2)

[ = . - -

2. The list will be broken into two categories: Pending Review and Reviewed (last month)

(=) + Task eDocument Review

Document Review List

Pending Review 1
Reviewed (month) 0
&8s [0

Arranged By: Patient

Pending Review = eDocuments that are awaiting final review

Reviewed (Month) = eDocuments that have already been reviewed within the last month

3. Select a category to generate a list of task items


http://officeemr.knowledgeowl.com/help/sending-a-document-for-review

(= + Task eDocument Review

Document Review List

+ Pending Review 1
Reviewed (montl o]

|28 e [0

Arranged By: Patient

BT

g Test, Alexandra Female Age: 20y DOB: 01/01/2001 Next Appt:
08/18/2020 test doc test

4. Select the Date of Service below the patient's name to open the pending eDocument

2+ Task eDocument Review Choice =
Document Review List EEED Test, Alexandra (25015) Gorn 01/01/2001(2
+Pending Review 1

Reviewed (month) 0 = fax_compressed.tiff

B-l&|8 |80

Arranged By: Patient

ar

" ot Aexandra Female Age: 20y DOB: 01/01/2001 Nex Appt
08/18/2020 ‘test doc test i}

W]

0 FRom,
Alexandra Wade Alex Wade at 6153568011

FAXNUMBER, DATE.
13172753958 Jul 31, 2020

e TOTALNO. OF PAGES INCLUDING COVER,
Test

XURGENT FOR REVIEW PLEASE COMMENT PLEASE REPLY INFORMATIONAL

5. Once the document has been reviewed, right click over the Date of Service to display a list of document

functions

& + Task eDocument Review

Document Review List

+ Pending Review 1
Reviewed (month) 0

E-g|8|8 0

Arranged By: Patient

=T
2 Test, Alexandra Female Age: 20y DOB: 01/01/2001 Next Appt:
08/18/2020 T N test i
[}3 Mark as Reviewed

@, Needs Reviewed By
Review Comments
Send Communication
Create Reminder
Open Patient EMR

Open Patient Billing

m e e [

Open Patient eDocs

Collapse All Groups

Expand All Groups -

6. To close the task, select Mark as Reviewed



& -

Task eDocument Review

|| Document Review List

+ Pending Review

Reviewed (month)

1
0

8880

Arranged By: Patient

BT

_g Test, Alexandra Female Age: 20y DOB: 01/01/2001 Next Appt:

08/18/2020 tes

é —pest |
Mark as Reviewed
| . Pa
@ Needs Reviewed By | Completed
Review Comments

7. Users may add comments to the completed task, otherwise select Completed and then OK

% » Task eDocument Review

_| Document Review List ||3 |° ‘ |
 Dandina Do 4

Mark as Reviewed

[ 4 Review History BX
j P Date Status By For
g test fax pdf -
- 08/18/2020 1:17PM (EDT) Pending Review Wade, Alex Wade, Alex
4 test doc
08/18/2020 Review Created Wade, Alex Wade, Alex

My Comments

Results look good, no follow-up needed. | -

8. Completed items will be crossed off the to-do list

I'EI +» Task eDocument Review

| Document Review List

+ Pending Review 0
Reviewed (month) 0

|88 (8|0

Arranged By: Patient

=T

g Test, Alexandra Female Age: 20y DOB: 01/01/2001 Next Appt:
B8118/2628 _  testdec fosz

s

My Task - Patient Portal

All communications from MyMedicalLocker will display in this To Do list including Secure Communications,



Patient Intake submissions, Shared Documents, and Appointment Requests.

To access this screen, navigate to the My Tasks section of the application.

My Tasks o

Communication (1)
" Health Exchange (0}

—

Orders {11)

[=] Resutts (0)

[T, Superbill (0)
Progress Motes (15)
£ eDocuments (0)
& Prescription (0)

[%) reminder (0)

“ Eligibility (0)

€7 Patient Portal (9)
I Fax (0) @

Pending Review

The Pending Review bucket is a list of pending portal messages that have not been processed.

2y » Task Patient Portal Review

Patient Portal Review

+ Pending Review 9|

B-28[0

Arranged By: Date

E Date: 3 Weeks Ago
2 T3st, Benjamin (Ben) Male Age: 44y DOB: 08/11/1976

@‘ Document Share 05/24/2021 11:394M (EDT)|
El Date: Older
g T3st, Joseph L. (33) Male Age: 23m DOB: 06{25/2019
Message 04/21/2021 1:03PM (EDT)
_L Demographics Import 06/18/2020 6:15PM (EDT)
g Test, Brian Male Age: 31y DOB: 10/15/1%89
[E2] Intake Form 04/07/2020 9:14AM (EDT)

£ Test. Candice L. Female Ace: 37v DOB: 06/19/1983

Pending requests can be arranged by Date, Patient, Request (type) or Provider

Patient Portal Review

+ Pending Review 13
Reviewed (month) 0
-|& &[0
Date

= Appointment Pafient
g Test, Candice £ o Request [By DOB: 06/19/1983

[T Appaintme 02/05/2020 7:37AM (EDT)
g T3st, Deborah (DD N i:je: 71y DOB: 01/01/1950

Click on the message to display list of available actions

e Appointment Request

ACTIONS: Print — Save - Response back to patient - Mark as Reviewed - Patient Index - Open Patient in
iScheduler



[E[]|B|E|@Maﬂcasﬂeuiewed||m|l

Appointment Request
Deborah T3st

Sent 01/15/2020 3:41PM (EDT)
To:  ENT Sandbox

Provider: Christina Dews
Patient: Deborah T3st
Reason: sick wvisit
Timeframe: Tomomow

Preferred Days: Monday, Tuesday, Thursday, Friday
Preferred Time: 8am - 10am
Most Important:  Time of Day

Reached At: (2035) 542-9078

¢ Intake Form - forms completed on portal to be merged =|;| Intake Form

ACTIONS: Import Patient Info - Mark as Reviewed - Patient Index

3= Import Patient Info | £} Mark as Reviewed | |]

Field Name Current Value New Value

i ] EMR Changes Exist. Please go to the EMR to merge these changes.

A\ Please review the following changes
Letters
[SIGNED) Basic Procedure Consent

e Document Share — documents uploaded by patient [Z] Document share

ACTIONS: Print — Import - Mark as Reviewed - Patient Index

11| 3 import Patient Info | () Mark as Reviewed | [ |

Document Name  BitMoiji3.jpg

Comments
Saved Location Documents Registration Photo ID

e Message — secure message sent by patient [ message
q

ACTIONS: Print —Save — Reply - Mark as Reviewed - Patient Index - Communication



%|B|E|@Mﬂl‘ka§ﬂeﬁew&d||@|l

Message Request
Sarah Cooke

1| sent 01/2%/2020 9:02PM (EDT)
4 To:  ENT Sandbox

Patient: Sarah A Cooke

"I| Provider: Adam Walker
Type: Appointment
Bloody nose

Main Phone: (863) 805-9766

e Demographics Import —completed as part of intake

ACTIONS: Print- Import- Patient Index

=1 | = import Patient Info | [ |

Record Sharing

Joseph

|| Sent 08/18/2020 6:15PM (EDT)
1| To: Practice

7| Provider: Fractice

Patient imports

o

! Click here to view Record Sharing PDE
| Aidobe.

Reviewed (month)

The Reviewed (month) bucket is a list of portal messages that have been reviewed in the previous month.

|| Patient Portal Review

Pending Review 10
~ Reviewed (month) 1
880

Arranged By: Date

E Date: Last Week

g T3st, Joseph L. {17) Male Age: 24m DOB: 06/25/2019
+ [~ Message 06/23/2021 2:14PM (El

My Task - Fax UpDox

Overview of My Task - Fax (UpDox)

The My Tasks Fax (UpDox) portal is used to manage electronic faxes that are sent to your practice. This portal
allows you to see new faxes received for numbers that have been assigned to you. Once received, you will use
this queue to manage these faxes. Also, users can access the sent box for faxes here as well.



2+ Task Fax Updox

Neighborhood Physicians Practice ==

Ghe a0

Tye Count

& B saveebo= | 52 Sand Commumication | X Delets | 1 Resend Fax |

Inbox 23
Sent ltems 0(today)

: To: 1367680714 Page: {df2 A543 (6036 POT VoYakirsching

| |6

From: Yo¥o kirschling 317-406-4255
To;

Sont To Posted (MDT) Filename

] Subject: This is a fax test

Urgent:
Review:
Corment:
Reply: X
Infe: X

Message: user setting message

<

>

23 toms.

101 3|

From: CERT env APl acount ™

Last Logon 05/11/2021 G:48AM {MDT) with o unsucoessful logon atfompts:

Session: 2:00:00

My Task Fax (UpDox) Inbox

Last Modified on 05/11/2021 3:36 pm EDT

Distnbuted By ISALUS Healthare

The Inbox within the Fax (UpDox) My Task lists provides a user with a queue of faxes that have been sent to a
fax number that the logged-in user has access to. From this Inbox, users will be able to make a decision on what
to do with each fax that has been received. Users may decide to send the fax as a communication, send the fax
to a patient's chart, or delete the fax. This article describes how to complete these various tasks.

Inbox List

The Fax Inbox will contain a list of faxes that have been sent to a fax number that you have been assigned to.

The list will contain the following details:

e Received From: This is the fax number that sent the fax to you.

e Sent To: This is the fax number that the fax was sent to.

e Posted: This is the date/time that the fax was received.

e Filename: This is the name of the file that was sent.


https://officeemr.knowledgeowl.com/help/updox-fax-setup

% » Task Fax Updox

Type Count <«
Inbox 23 A _-|
Sent Items 0 (today) v
(317 406 Q@ |6 |
Received From Sent To Paosted (MDT) Filename ‘
317) 406-4255 (317) 680-7149 05/10/2021 12:30PM  fax-442712 pdf
317) 406-4255 (317)680-7149 05/06/2021 6:26AM fax-442041.pdf A

(

(317)

(317) 406-4255 (317) 680-7149 05/05/2021 1:20PM fax-441960_pdf
(317) 406-4255 (317) 680-7149 05/05/2021 7:56AM fax-441869.pdf
(317) 406-4255 (317) 680-7149 (052021 7-00AM fax-441856._pdf
(317) 406-4255 (317) 680-7149 09 05/04/2021 12:43PM 1794 pdf
(317) 406-4255 (317) 680-7149 09 11790 pdf
(317) 406-4255 (317) 680-7149 05/04/2021 1:39PM fax-441786.pdf
(317)
(317)
(317)
(317)
(317)
(317)
(

=]

317) 406-4255 (317) 680-7149 05/04/2021 12:49PM  fax-441771 pdf
317) 406-4255 (317) 680-7149 05/04/2021 125_PM  fax-441770.pdf
317) 406-4255 (317) 680-7149 05/04/2021 11:18AM  fax-441744 pdf
317) 406-4255 (317) 680-7149 05/04/2021 9:54AM fax-441712.pdf
317) 406-4255 (317) 680-7149 05/04/2021 9:40AM fax-441706.pdf
317) 406-4255 (317) 680-7149 05/03/2021 12:48PM  oemfax.pdf

317) 406-4255 (317) 680-7149 05/03/2021 12:47TPM  fax-441571.pdf
(317) 406-4255 (3171680-7149 05/03/2021 12:47PM  fax-441570.pdf

Inbox Search

Users will be able to use the Search box at the top of the inbox to search for an item in the inbox. You can search
by any of the fields described above. Simply type in the details and click the search icon.

= » Task Fax Updox

Type Count

Inbox 23

Sent ltems 0 (today)
(317 40| X Q@ |6
Received From vﬂ"] Sent To Po:

(317) 406-4255 ™~ (317) 680-7149 051
(317) 406-4255 (317) 680-7149 05/C
(317) 406-4255 (317) 680-7149 05/C

Inbox Work Area

By selecting a fax from the Inbox List, that fax will be displayed to the right in the Inbox Work Area. This is where
you will be able to take action on an item from your inbox.

Save to eDocs

The Save to eDocs feature allows a fax to be stored into the eDocuments portion of the application. Most
commonly, eDocs are associated with a patient. However, other types of documents can be stored here as well.
The system supports documents related to specific resources, payers, or the company as a whole.

1. Select the fax from the Inbox List

2. Click Save to eDocs



Save the fax to eDocuments

% Save eDocs E Send Ct

<«
C To: 13176807149 Y F
From: YoYo kirschling 317-

3. Complete the Save to eDocs settings:
1. For the Following: Based on your selection here, the search and folder navigation will change.
1. Patient - Allows the document to be stored at the patient level.

2. Practice - Allows the document to be stored at the practice level.
3. Resource - Allows the document to be stored at the resource level.
4. Payer - Allows the document to be stored at the payer level.

5.

2. Search: Based on the type of document you are saving, you will be able to search for that entity as
needed.

3. Under this Folder: Based on the type of document you are saving, you will see the pre-defined folder
structure for that type. Select the Cabinet, Drawer, and Folder you wish to save this document to.

4. To Be Reviewed By: By selecting a user to user group from this list, this document will be assigned to
the appropriate individual within the My Task eDocuments list.

5. Review Message: If sending a document to a user for review, this comment will accompany that
review request.
Save to eDocuments X

Move the following documents To be Reviewed By

# Document Name Size Groups
29 fax-442041.pdf better A
biller
ceeece
elabs
Electronic Labs
hello
For the following @) Patient () Practice () Resource () Payer ::.lErse
. Other
Under this folder Provider - Physician
<Navigate to folder to select> RxRefills
@ Therapy Notes Technician
& first_cabinet A Unsolicited Results
= New Cabinet 1 ype
= Charts Users
@ Insurance Badiola, Liza (leza)
= Responsible Party Barnes, Brooke (Ibbarnes)
@ Lab Results barnes, brooke (bbarnes)
E| X-Rays, MRIs, elc. Review Message
= Consents
= Letters
= ITB Pump L |
= bsk_testing
= testbsk
= Private Vv
= drawer3
< >
Received Date :@E ] oK “ Apply H Cancel

4. Click OK.

5. The item will be removed from your inbox.

Send Communication



The Send Communication feature allows a fax to be sent as an attachment to a user via My Tasks -
Communications. When doing this, the fax is not permanently saved into eDocuments.

1. Select the fax from the Inbox List.

2. Click Send Communication

borhood Physicians Practice |

Jocs | Dp Send Communication | J

g  Pagefol] g

- 4w P - S

3. A new communication window will appear with the fax automatically attached. Complete the

communication information and click Send or Task.
New Message [x]

E Send ‘ D Task " Normal Importance " lm Attach ‘ D Mark as Completed

D To...

Attached

Subject |Reoewed Fax |
ReceivedFax.pdf |

| »

4. The item will be removed from your inbox.

Delete

The Delete feature allows a fax to be permanently deleted. This is most commonly used for "junk” faxes that are
not needed.

1. Select the fax from the Inbox List.

2. Click Delete

Practic Delete the fax

Inication ‘ X Delgte | Resend

I nfd Lﬂ}“ AEALAEAL. A4 O
3. Confirm that you would like to delete the message.

4. This item will be removed from your inbox and permanently deleted.

MyTask Fax (UpDox) Sent ltems

The Sent Items within the Fax (UpDox) My Task lists provides a user with a list of faxes that have been sent out
by the practice for the fax number that the logged-in user has access to. From this Sent queue, users will be able
to see the status of faxes sent and re-send faxes that failed.

Sent Items List

The Fax Sent Queue will contain a list of faxes that have been sent out for fax number that you have been
assigned to. The list will contain the following details:


https://officeemr.knowledgeowl.com/help/updox-fax-setup

e Status: The status of the sent fax
o Success - A green checkmark icon will be displayed to indicate the fax was successfully sent.

o Retrieve - A download icon will be displayed to indicate the fax status has not been updated. Clicking this will
retrieve the most current status.

o In Process - A clock icon will be displayed to indicate the fax is in the queue to be processed. Click this will
retrieve the most current status.

o Error - A red circle with an exclamation point will be displayed to indicate the fax failed.

e Sent To - The name of the recipient that received the fax.

e Fax # - The fax number that the fax was sent to.

e Subject - The subject line for the fax.

e Posted - The date the fax was sent.

e Chart # - The chart number for the patient associated with the fax.
(= »~ Task Fax Updox
Type Count «
Inbox 23 A
Sent ltems 0 (today) v
[ Q@ |6
Status Sent To Fax # Subject Posted (MDT) Chart #

v (317)680-7149  Thisge-ataxiast 05/10/2021 12:28PM 311786

v (317)680-7149  This|is Fhiisdseaifax test [05/06/2021 6:15AM 311322 A

v (317)680-7149  This S TAXTEST 05/05/2021 1:05PM 311322

G (317)680-7149  Thisis a fax te@ 05/05/2021 7-46AM

&>  Audubon Plaza (317)680-7149  This is a fax té 05/05/2021 6:45AM 10458

v (317)680-7149  This is a fax test 05/04/2021 1°:57PM 10495

"  Smith MD, Maria N (317)680-7149  This is a fax test 05/04/2021 1:39PM 10495

« Smith MD, Maria N. (317)680-7149  This is a fax lesl 05/04/2021 1:34PM 10495

Sent Items Search

Users will be able to use the Search box at the top of the sent items list to search for an item in the inbox. You
can search by any of the fields described above. Simply type in the details and click the search icon.

=, + Task Fax Updox

Type Count

Inbox 23

Sent Items 0 (today)

&€

(317 406 X L

Received From vﬂhl Sent To Po:
(317) 406-4255 ™~ (317) 680-7149 051
(317) 406-4255 (317) 680-7149 05/C

(317) 406-4255

(317) 680-7149

05/C

Sent Items List Work Area

By selecting a fax from the Sent Items List, that fax will be displayed to the right in the Sent tems Work Area. This
is where you will be able to take action on an item from your sent box.



Resend Fax

The Re-Send Fax feature allows a fax to be re-sent as needed. This is especially helpful if the fax does not send
successfully the first time.

1. Select the fax from the Sent Items List

2. Click Resend Fax.
| Resend this fax

cte ‘ E Resend Fax ‘

)

3. Complete the Fax Details.

= SE— = |
Send Fax [x]
Fax To the following #'s
S Description Size Click to enter contact search information A v
" SentFax-108.pdf Display 10 of 10 rows Create Contact | |,
~ Number Contact Name Type
(317) 449-0409 == Updox
(317) 451-5357 == Updox A
v (317) 516-0907 *** Updox
(317) 680-7149 == Updox
Cover Page (317) 857-1613 ™= Updox
. - (317) 406-4251 ™"Fax Test #1 Updox
=|YoYo kirschl 317) 406-4255
From | YoYolkrschiing S v (317) 406-4255 ™ Fax Test 55 Updox v
Subject |Thi5 is a fax test | (317) 516-0906 ***Lab Updox
. ] @
[J urgent [ | Review [_| Comment Reply Info  Recipient(s) * I 85 Add I I 85 Deleto I
Number Contact Name T S
Message | | ger sefting message y;}e_ =
A (317) 680-7149 Audubon Plaza Location =]
A
v v
Corcol

4. Click Send.

Send Communication

The Send Communication feature allows a fax to be sent as an attachment to a user via My Tasks -
Communications.

1. Select the fax from the Inbox List.

2. Click Send Communication

borhood Physicians Practice

Jocs | Dp Send Communication | :

g  Paefdl] g

- 4w P .

3. A new communication window will appear with the fax automatically attached. Complete the communication
information and click Send or Task.



New M g

I3 send \ ] Task \ Normal Importance '\ 0 Altach‘ [ ] Mark as Completed

U To...

Subject | Received Fax

Attached |ReceivedFax pdf

iIScheduler- Resource vs. Group View

The iScheduler can be viewed by individual Resource or a Group.

Navigate to iScheduler

5 seor
7 repors

£ ewr

E Billing
% eDocuments

(=] Desktop

Select Resource or Group

O dune2021 O

Su Mo Tu We Th Fr Sa

1 2 3 4 5
8 7 & 9 10 11 12
13 14 15 18 17 15 19
20 21 22 23 24 25 28
27 23 29

Resource
Group

|
|

44| <4

Resource View

Select the Resource dropdown to display list of available Resources for that user.

Resource ~
Howard, Carole L.
Lewis, Micole ~
MeGill MD, Julie M.
MeJunking
Pain Dr., Robert

Provider MD, Ward
Rasmussen MD,
Seals, Danielle

W

+" Smith Dr, Robert
Smith, Talis
Sfipes NP, Christy
Walker MD, Adam
Group

44
=



The iScheduler displays a full week for the selected Resource

ScheduleList  «|| ~ iScheduler Choice Training = Bne 30
2 || oday [=] Time period | [ Search Open | /- Search Recall [ ntake Scheduie| (=1 patient - | € Help ~ | Test, Testy Bom 01-Jan-2020(17m) Gender Female
© © June 27t - July 39, 2021
‘smith D, Robert (0) Smith Dr, Robert (1) smith br, Robert (1) (mith Dr, Robert (1) smith r, Robert (0) smith D, Robert (0)
z Sunday || 3 Monday ] = Tuesday w3 Viednesday 1 Thursday || Frda = Saturny ]
[ Progress Notes (15) 5 g
5 eDocuments (0) = | &
& Prescrpion ) = -
55 Reminder 0) -
4 Elgivaty (0) 120m 120m
€ Patient Porta (10) = |
Fax (0) =] =
g} NYSED (0) 2 =)
& Pop Healt (0) = r
[ covenayi o o
@ wnexnt © =
SuMo Tu We T Fr Sa =
12345 Test, Kelly =
578911 w
IS - g
nnznuss|f Sepurfont - —
27 9 EY s T e Maks sureffera s received
| % TS ifce
Resou i - i NP Witeeral
Howar role L. - - i
Levis, icole 3 o
Juie =
e B =
= =
| |
»n om
s
= =

Group View

Select the Group dropdown to display list of locations or Custom group

Resource

Group
Danielle ASC
Dawn's Office
DMR Hospital
ENT Toledo West
Fart Sanders - West
General Hospital

+ Greensboro Office
Hills Hospital
Mercy Clinic
Micole Lewis
Custom LV
On-The-Fly

b3 K

>

The iScheduler displays appointments for any Resource with appointments or appointment Placeholders for that
location for the selected day



My Tasks

»

] O e e i | ) e e [ <l )

Commnaten
et | © © June 30t, 2021
2 owders (11)

B ot (McGill MD, Jutie M. (1)

(Pain Dr, Robert (1)

(smithn 0r, Robert (1)

[ Superbit (0) m

Wednesday |[1ED

Wednesday.

Wednesday

=] Progress Notes (1) || '
5 eDocumens (0)
& Prescripton (0) »
=) Reminder (0) =
4 Esgilty ()

=
|

s

@ Pationt Poral 10) || 11°7
5 Fax o) 0
g} NYSED (0) =
£ Pop Health (1) pud
(3 covertytrecs =

=
s |

et © |27
Su Mo Tu We Th Fr Sa -
23 45|

57 80w 2|
131415 16 17 18 18 |

2021222324 25 26
27 25 20 [

»
§
H
i
H
H
> b <[>
N
3

Test, Patient
Fort Sanders . tlest Greensboro Office.

|
v Greensboro Office. )
i

Test, Pationt

Custom Group View

[opm
s |
o0 |

| }lnﬂ Testy

Miaks sure referral i received
Greensbore Office.
NP WiReferral

On-The-Fly allows you to select one or more Resources for the selected day

6 7 & 9 10 1112
13 14 15 16 17 18 19

20 21 22 23 24 25 26
27 28 29 [
Resource &
Pain Dr_, Robert

Provider MD, Ward
Rasmussen MDD,
Seals, Danielle
Smith Dr, Robert
Smith. Talis

<[] >

»

Group

HINs Hospnal
Mercy Clinic
Micole Lewis
Custom

+ On-The-Fly
Daily Schedul

<[>

£ Pop Health (0) On the Fly x
E iyMeds Resource(s)

0 June 2021 O + Personnel

Su Mo Tu We Th Fr Sa ~

Brown MD, Michael
Changehle
Dews MD, Christina

+ Grogan MD, James
Hansen MD, Sherrie
Howard, Carole L.
Lewis, Hicole
McGill MD, Julie M.
Mecdunkins
Pain Dr., Robert

+ Provider MD, Ward
Rasmussen MD, Dawn
Seals, Danielle

+ Smith Dr, Robert
Smith, Talis
Sfipes NP, Christy

Wlzllear RATY Arlam

Daily Schedule displays all Resources for the selected day



Schedule List <« ||y = iScheduler

My Tasks % | Today =] Time Period | [ search Open | L Search Recall [ intake Schedule| 5] patient - | @ Help - |
Gommunicaion (8
' Health Exchange (0) © © June 30, 2021

% sme': ((1“1)) ChangeMe (0} . |ChangeMe ChangeMe: ChangeMe Dews MD, Grogan MD, Hansen MD,
-| Resuits e El— ==
T3, Supersil 0) 30 Wednesd 30 Wednesd: 30 Wednesd: 30 Wednesia 30 Wednesd: 30 Wednesd: 30 Wednesd: 30 Wednesd

| 5] Progress Motes (15) =
& eDocuments (0) ] )
& Prescription (0) 2prm Choice Training Hansen's

#gl%l Patient 'g,‘?,‘,’,‘;" Faces
&l Rt-:r.mf\fier ()] 15 Facial Plastic
< Eliginility (0) =
7 Patient Portal (10) =]
15 Fax (0) =
NYSED (0) o Hansen's
g Pop Health (0) = gy Feces

15 @it
[® coveriybess Facial Plastic

a0

O Junez021 O =

Su Mo Tu We Th Fr Sa

123 45 | gpm
§ 7 8 9 101112

13 14 15 16 17 18 18 -

20 21 22 23 24 25 26 20
27 28 29 =
Resource N B
Pain Dr., Robert 15
Provider MD, Ward ~ # =
Rasmussen MD, ol =
Seals, Danielle 5
Smith Dr, Rabert W
Smith, Talis 6Pm |
Group X 15
Fiis ROSpHal —
Mercy Clinic ~ 30
Nicole Lewis =i
Custom ]
On-The-Fiy w7
v Daily Schedule [+, 1

iScheduler Toolbar

The iScheduler Toolbar is located in the iScheduler portal, at the top left of the screen.

=+  iScheduler
™ Today (= Time Period | | | Search Open | || Search Recall | o Intake Schedule| -] Patient * | = Help 'r

© © May 301 - June 5th, 2021
Smith Dr, Robert (0)
[31 Monday |

Smith Dr, Robert (0}
|30 Sunday |

1. Today: You have the ability to move to a future or past date in the iScheduler. Click ] Today tO
navigate back to the current date.

Smith Dr, Robert |
[1

2. Time Period : Select to navigate to a future date based on days, weeks, months or years.

Tadafﬁ Time Period | [ 4.
peiocd [ @ 8k

() Weekis)

() Monthis)
% [Oveny

3. Search Open: Select to search for open appointments based any combination of Resource, Location,
Length, Appt Type within designated time period. To filter by Appt Type, resource needs to be
associated with that Appt Type in Resource set-up. Click Search to display results.



= = iScheduler
Today [=] Time Pen'odl 4 search Open ]IQ

Resource |Smith Dr, Robert

Plus/Minus days

v/
Location |Hi||5 Hospital v|
Length |1 hour v|
Appt Type | v|| 5=
Period ‘O Days () Weeks (® Months () Years|

Clear

Search
() Lo

Open Appointments () Date (®) Resource

4. Search Recall: You can add a new Recall or search Recalls from the Search Recall screen.

¢ Add New Recall: A new recall can be added for future appointments you aren't ready to schedule. Click on
New and enter the details, then select OK

&~ iScheduler
Today (=] Time Period | [ Search open | | Search Recall] [ Intake Schedule| [=] Patient ~| & Help - |
Recall Setup X x
Patient Comments mary 10
Patient  7Test, Patient [=] [t rearFonow-up e ]
Chart o328 | DoB [07iH9ASTS | T ]
Home prone e [ —
WorkPhone [ et [ ] T
Recall Details
Type | Patient Vst w| R |Smith Dr, Rabert v
owose  {oemz | SR —
Recall Status | v/ i Date
[ o [ Gors ][ oo
The
J
£ )
Iﬂ Hew ' Open || Open Patient || Si | Leﬂenl Print Letter Close

¢ Search Recall: You can search for a previously added Recall by clicking Search Recall and entering your

criteria, i.e. Resource, Begin and End Date, then select Search

&~ iScheduler

[ Today Elﬁmepeﬁodrﬁmmomn‘l_@ Search Recall [ Intake Schedule| =] Patient ~ | /& Help ~ |

£, Recall List

x

crate [ Lt o] | enowe| @ emmo[ ]
Sats | V] First Name| | Enapate (06002022 [ wvawe [ ]
Resource | Mames| 25|| Search || Clear ‘
JFm
= Search Results N Row 0 of 4
Sel Appointment Date Patient Chart Last Name: First Mame . Resource Name  Due Date Status Home Phone
1 D 9388 T3st Caolby Howard, Carole L. 03/31/2021 Cancelled (333) 444-5433
2 D 9392 Lion C 041072020 Recall (865) 655-6565
3 D 9336 T3st Siaci 061872020 Recall (205) 555-9999
4 D 9328 Test Patient Seals, Danielle 12/02/2020  Recall (888) 280-5573
£ >
| New || Open || Open Patient || Schedule | Letters | Print Letter Close




| Hew | Open

| Open Patient || Schedule |

| New || oOpen

Open EalientJl Schedule |

[ ew

||_open || Open patient || Scheduie ||

Open: Select Open to view the recall created for that patient

Open Patient: Select Open Patient to open Patient Setup for selected patient

Schedule: Takes you to iScheduler to schedule selected patient from list.

Print Recall List: To print a list of the recalls for your search criteria, select the drop down next to the Search

Results menu, then click Select All. You can then select print to print or export the list of patients

=, Recall List x
cranz [ Lot ame| | cemose| @ emamo|
stws | (V] Fstiame| | Enapate [06°02022 [F] vawe | |

Resource | MaxRuws| 25|| Search || Clear |
=| Search Results Row 0 of 4
Print Jl'"] CTRL +p ient Chart Last Name First Name a Resource Name  Due Date Status Home Phone
S T3st Colby Howard, Carole L. 03/31/2021 Cancelled  (333) 444-5433

l B select Al | Lion C 0410/2020 Recall (865) 655-6565

FE Deseloct Al Tast Staci 06/18/2020 Recall (205) 555-9999
— Test Patient Seals, Danielle 12/02/2020  Recall (838) 280-8673

¢ Print Recall Letters: To print letters for patients from your search criteria, select the letter template you
want to print for all patients selected on the list, then click Print Letter (this brings individual letters for all
patients on the list in a viewer where you can print all letters.

5. Intake Schedule: Select Intake Schedule to view scheduled patients intake assignments.

= Recall List x
s [ Lt e | onows @ o[
stawus | [~]  First Name] | Enapate (05202022 [ wawe [

Resource | Max Rows | 25| | Search || Clear ‘
= Search Results Row 0 of 4
Sel  Appointment Date Patient Chart Last Name First Name . Resource Name  Due Date Status Home Phone
1 93358 T3st Caolby Howard, Carole L. 03/31/2021 Cancelled (333) 444-5433
2 9392 Lion c 04/10/2020 Recall (865) 655-6565
3 9336 T3st Sfaci 06M18/2020 Recall (205) 555-9999
4 9328 Test Patient Seals, Danielle 12/02/2020  Recall (888) 280-6673
£ >
[ mew |[ oven || openpatent || s | Letters || Pt Letter || cioss |
Consent —_—
Basic Procedure Consent
Excuse
Return to Work/School wi limit L\\)
MyMedicalLocker
MML Welcome Letter
— Mew h icalLocker Print
1| Mew MyMedicalLocker Welcome Letter
Patient
Patient Generic Letter
Referring
Follow up Letter to Referring
Follow-up Letter to Referring
—| Initial Letter to Referring
7| Referral to Specialist

By default, the

Intake Schedule opens to Today; however, you can use the search criteria to search by Schedule date,
Resource Group or Resource. From here you can assign an intake, merge completed forms and view

completed forms



iScheduler

[

Choice Trz

Today [52] Time Period | [ Search 0pen | L Search RE:a]IﬂE Infake Schedule[l Patient - | " Help - |

& Intake Schedule - Internet Explorer

Ly

Schedule = Resource Gmupl v| Resource(s) |5l|’|ith Dr, Robert v| Show All
Appointment {3) | Forms to Merge (0) ‘ Completed (0) I
Action Office  Time Patient Device Resource Intake Name Intake Required CoPay Paid Elig.
ﬁ. Connect &:00 PM Lion, C 10/01/1980(60y) Male Smith Dr, Rebert $0.00 $0.00
i, Connect TAA5PM  Test, Patient 07/19/1975(45y) Female Smith Dr, Robert §0.00 $0.00 ~
@ Connect 8:30PM  Tester, Jenny 04/01/1942(79y) Female Smith Dr, Robert Established Patient $000 5000
W
6. Patient: Select the Patient icon for Patient Setup or drop down options
¢ Opens Patient Setup for selected patient
2] Patient Setup -- Webpage Dialog b u] X
/ Patient Setup 0 P P
! Tester, Jenny Gorn 01-Apr-1942(79y) Gender Female [ 10f
New Train  More N
Chart 9375
555 Center Point Road Home  (555)888-2525 Pcp Employer
Work SSN Ethnicity
Knoxvile, TN 37923 USA  Ofher Marital Race
Language
1 Blue Shield - Indiana — Anthem
‘Commercial Start date Sig. On File 01/27/2020
Copay $0.00 Member ID# 123456789 Group/Policy #
Jenny Tester
555 Center Point Road Home  (§55)886-2525
Knocvile, TN 37823 USA Ofrer
Summary
Past 3 Visits
Demegraphics 06/03/2021 8:30PM (15m)  Smith Dr, Rebert Ghoice Training Scheduled Established Patient Visit
08/14/2020 11-454M (15m)  Smith, Talis Greensboro Office Checked-In Post-Op
Insurance 042172020 10-454M (15m)  Howard, Garole L Choice Training Scheduled Post-Op
: Balance: $0.00
Responsible Party Current:  $0.00 31-60: 5000 61-90: 5000 90-180: $0.00 181+ Days:  50.00

Emergency Contact

Comments

Patient

Miscellaneous

e Dropdown options



o

te| -] Patient | ~ | 1 Help - |
Prima urance Card
— Secondary Insurance Card
Patient Photegraph

Send Communication
Patient Setup

Patient History

© i [ =

Patient Communications
Patient Comments

Patient Appointments

Open Patient in EMR

Open Patient in eDocuments
Open Patient in Billing

€25 @ e L]

Extension
Eligibility
[l Add to Recall List
MyMedicalLocker Admin
] Intake Assignment

@ Appointment Audit
Print / Fax Queue
=1 Print Superbill

2] Patient Setup -- Webpage Dialog [ u] X
/ Patient Setup 0 S eee ~ A
! Tester, Jenny Born 01-Apr-1942(79y) Gender Female .Gl
New Train  More -
tule Help Chart 9375
555 Center Point Road Home (555) 888-2525 PCP Empioyer
Work SSN Ethnicity
Knoxville, TN 37923 USA Other Marital Race
" [ Smith Dr, R{ Language
1 Blue Shield - Indiana — Anthem
‘Commercial Start date Sig. On File 01/27/2020
Copay $0.00 Member |0 # 123456789 GroupiPolicy #
Jenny Tester
555 Center Point Road Home  (555)888-2525
Vorl
Knoxville, TN 37823 USA  Other
Summary
Past 3 Visits
Demographics 06/03/2021 8:30PM (15m)  Smith Dr, Robert Choice Training Scheduled Established Patient Visit
09/14/2020 11:45AM (15m)  Smith, Talis Greensboro Office. Checked-In Post-Op
Insurance 0412172020 10:454M (15m)  Howard, Garole L. Choice Training Scheduled Post-Op
. Balance: $0.00
Responsible Party Current:  $0.00 31-60: 5000 61-90: 5000 90-180: $0.00 181+ Days:  50.00

Emergency Contact

Comments

Patient

Miscellaneous

7. Help: Select the Help icon to view shortcuts or the iSalus University

| ]QHelplh:|

5 Shortcits

far  Train Me

L)

e Shortcuts — view Alt Key and Control Key tips



Keyboard Shortcuts
Alt Keys

Alt=0 Patient Index Card

Alt+1 Primary Insurance Cards

Alt+2 Secondary Insurance Cards

Alt+3 Patient Photographs

Alt+4 Communications

Alt+5 Patient Setup

Alt+6 Patient History

Alt+T Patient Communication History

Alt+3 Patient Comments

Alt+9 Patient Appointments History

Alt+ Extension

Alt+s Set focus to the patient search text box
Alt+g Quick Key (this window)

Control Keys

Cirl+? Search Open Placeholders

Cirl+g Appointment Quick View

Cirl+s Appaointment Search window

Cirl+= Refresh the schedule

Ciri+[RMC] Move Appointment {RMC=Right Mouse Click)
Esc Cancel move appointment

e Train Me - helpful training materials via the iSalus University

| 73 search open | [ search Recail [ intake Scheaute| (5] patient - | 7 Help -|
| —
-Ju

(& iSalus University - Internet Explorer — [m] x

ISALUS UNIVERSITY | SCHEDULE

Navigate the Schedule
Create a Patient

Schedule an Appointment

T St P WO
S on SRS A o, AR

Change an Appointment EnEanss ‘ s e S

Confirm an Appointment
Check a Patient In

Check a Patient Out

Schedule a Follow-up
Appointment

Print Watch on @8 YouTube

Add a New Patient to Database

New patients can be added to your database with either the Quick Create, Create MML or Full Patient Setup.

Note: As a rule, always search for the patient prior to adding a new patient to the database.

To Search for a patient, click the search icon in the upper right corner of either the iScheduler or EMR and being
typing. This can be a combination of patient First Name, Last Name, SSN or DOB.



=== by xs

Mo Patients Found Mew

If no results are found, use the dropdown arrow and select Create Patient Account

Search for Patient Q

Display Last Search Results

Create Patient Account I

Turm Off Aute Search

" Advanced

Quick Create

Quick Create allows you to create patient account from this screen with minimal required fields. Enter criteria and
select Create

|||Sealc:h for Patient (O v|

Create Paient Account x

First Name | Test ]
Last Name ‘|F'ﬂﬁf="'I |

L]
008 +[o1012001 [
Gender  [Male v

Home ‘| |Eﬂ| |

Work -] =
Other - |(888) 888-8888| px |

Responsible Party Same as Patient

Setup | Create || Create-mmL |[ Cancel

Create MML

Select Create-MML to quick create a patient account and connect to MML

‘ “Seamh for Patient (O v|

Create Patient Account x

First Name * |Test L]
Last Name ‘|P"ﬁﬂm |

DOEB <[ot0zo01 B4
Gender [Male v

Home ‘| |Ex't| |

Work 4 Ext| |
Other +|(888) 885-8388 | Eyt | |

Responsible Party Same as Patient

e |
Setup | create || Create-MML | | Cancel




Connect Patient

Patient, Test 01/01/2001(20y) Male

Key Requested By Date Status

T e

Full Patient Setup

To create a new account from the full patient Setup, select Setup

Create Patient Account x
First Mame *| 1 ]
Last Name ‘| |

s BT

Home ‘| |Eﬂ| |
Work | | Ext| |
Otner | =

Responsible Party Same as Patient

| Setupl | Create || Create-MML || Cancel |

You are automatically directed to the New Patient Setup window. Fill out required fields (indicated by *) as well
as additional fields, and click Save



Patient Set v B O
atient Setup 18] & e New Patient Setup () [

New |Save| Train More

Name Address Chart

wase | T T
‘ ot [P T E—— R
|
|

Nick [ State [l Country RHC [ Bm
Zip l:l Signature ‘D
Demographics Contact Status

Gender +[Male vz wome [ Jea[ [ ] Mewa [ v
Demographics iy | v wen [ el [ ] Emeees [
Race | N vl omer [ el [ ] Emees [ ]
tang. | vl e [ suen [
Location | Primary Location | Remnger [ ]

Active Repertable || Do NOT print Statements

sufix |

Provider
pcP [ Primary Care Physician ]
Refering | Referring (@]
Doctor | Doctor ‘

ReHist | v

Identification

Primary | v| |

Secendary | v| |

oliDs |

|
|
olID#E | |
|
|

oliDEs |

Respansible Party Same as Patient

1. Insurance — enter required and additional fields. Select “Same as Patient” if patient is the guarantor which
will populate demographic fields

Patient Setup [ B & e i e
= Patient, Test Born 01-Jan-2001(20y) Gender Male pe L@
New Save Train More
Cov. Active Payer Primary 1D ‘Group/Policy # Copay
A
ol .
Guarantor
Summary Caoverage Insured (®) Same as Patient () Individual () Company Populate Patient Information
bomographics | £t [ | aiseent | e [ e
Middle I | nddress2 | | O T Es
Insurance
Last [Patient | city [ |
Responsible Party Suffix [ | state [ v Country ~| zipcode | ]
Emergency Contact Gender [Male v/ Emai I |
c onship |Self v| Empoyer | |
~
Case Management pos & 0 | ‘
Sliding Fee Insurance Policy
: Start [05272021 T Ena [ RIC]  BeneftReset | [l
Immun. Registry
Payer [ Aetna U.S. Healthcare | insuedip  [MemberiD® | [xvzi23 B
Patient Extension -
Type lc | o | vl | |
Miscellansous MSP Reason | v|  GroupName | |
Referral Tracking copy @s|  low[ | Group/Policy # | Plan Code |
Deductible Amount | | met [ [
Macoorposet || wet [ BE
[7] Authorization Required | | Do not perform 270 eligibility | Documentuist | | orermoute || eagiviiy |

2. Responsible Party — Select Populate Patient Information if patient is responsible party. If a different party,
enter required and additional fields as needed



Patient Setup | 1 Le} = o . Y o
= ) Patient, Test Born 01-Jan-2001(20y) Gender Male )Gk
New Save Train More v
#  First Name Last Name Primary ID
1 Test Patient
~
s .
Responsible Party
s Order ‘ Type (®) Same as Patient () Individual () Company Po atient Information
ummary
First [Test | Adaress1 | | Home | | Bt lijl [
Demographics widde | | sacressz | | work | | e [
Insurance Last +|Patient | city | otner  [(883) 8888882 | Ext l:l l:l
Emergency Contact Gender i+ | emai | |
. . ip [Sell w| Employer | |
omments
DoB [ormrzom &= D Type | ~ | 10 Value | |

Case Management
Sliding Fee
Immun. Registry
Patient Extension

Miscellaneous

Referral Tracking

D Email Patient Statements

Security Type|

O

v]seanyoaa ]

3. Emergency Contact — add up to two emergency contacts, then click Save

Patient Setup m P g - ~ N
== - Patient, Test Born 01-Jan-2001(20y) Gender Male polcl
Save Train  More
Primary Contact Secondary Contact
ﬁ Name |5al1 Patient | Name |Geurga Patient |
Relationship | Mother ~| Relationship |Father v|
‘ Home Phone Ext l:l l:l Home Phene l:l Ext l:l l:l
worphone | Jea| [ ] wotprone | lea| ][]
omerprone [ Jeal ][] owerprone [ Jeal ][]
Email [ com | Email [
Summary Granted Full PHI Access May Pick up Granted Full PHI Access May Pick up Medications
Demographics Exclusions to PHI Exclusiens to PHI
Insurance ~ ~
Responsible Party v T v
‘ Comments Comments
Comments ~ ~
Case M v v
Sliding Fee

Check-In

How to Check-In Appointments

1. Right click over the patient appointment, select Checked-In



v Scheduled

ber 4th, 2021 A
Confirmed —
Test M.D., Shawn M. (1 No-Show
1 30 Monday | ™ Checked In | x
Checked-Out
Test, Danielle Cancelled
Annual Physical Exam .
Annual Exam Do Mot Bill

Reminder Sent
B Telehealth

2. The Patient Validation runs looking for missing critical information that would impact billing, Click OK

a Patient Validation -- Webpage Dialog *

Patient Validation Checks:
Danielle Test is missing the following field(s)

Patient's Signature on File

Patient's Signature on File Date

Test, Danielle Primary Insured Signature
Test, Danielle Primary Insured Signature Date

3. Missing items can be added by clicking on the patient name in the upper left hand corner, taking you to the
Patient Setup

4 Quick Pay - Bala

U

4. After making corrections and saving the information, you'll be back at the Quick Pay screen, where the
Patient Validation can be ran again, ensuring all necessary information has been entered

History ‘ Payments ‘ l Validate ‘ ‘ Intake Assign
Insurance In a Patient Validation -- Webpage Dialog X
Coverage A
1 Y Patient Validation Checks:
Danielle Test has passed the validation
checks.

5. If your practice takes Co-pays at check-in, this may be entered from the Quick Pay window


http://officeemr.knowledgeowl.com/help/setup-patients

1@ Quick Pay - 26135 - Danielle Test Bal. $0.00 B X
! 1 Receipt ‘ 2 Claim ‘ 3 Orders gpresmpﬁun| 5 Letters ‘ & Print Queue

|| Appointment Details

A
Appt.ID  Date & Time Resource Name Primary Care Physician Service Location
85526 08/30/2021 8:00AM Test M.D., Shawn M None Reported Family First Physicians |
1 History Payments | | Validate | | Intake Assign
|| Insurance Information
Coverage Active Payer Insured 1D Group/Policy Number ~ Copay
1 Y BCBS Anthem 987654 50.00
~
v
Enter New Receipt Detail
No claim is attached to this appointment, current Charge Rate is 100%
Appointment Estimated Balance: $0.00  No claim, unable to calculate
Amount  [525.00 |
- Include Comment on Receipt Include Diagnosis on Receipt
PaidBy  *[(1) Danielle Test v/
- ["] Receipt Associated with Claim Include Procedures on
Type  *|Co-Pay w| Wethod® | Credit Card v Receipt
s | ‘ ‘ Create Receipt ‘ ‘ Take Payment
Comment |
1| Receipt Transactions
Amount Paid _Post Date Paid By Type Method ID# Comment User ID
~
v
| Reverse Receipt ‘ Print Receipt || Quick Statement | Total Paid l:l [¥]

6. Simply enter the Payment Amount, Payment Type (Co-pay), and Payment Method in the Receipt Detail area
of the Quick Pay window.

Enter New Receipt Detail

Mo claim is attached to this appointment, current Charge Rate is 100%

claim, unable to calculate

Amount  *525.00

PaidBy  *|(1) Danielle Test v|
Type «[Co-Pay v | fMethod | Cradit Card |
D # ! |
Comment |

7. Select Create Receipt for cash, check, and non-PaySimple credit card payments. (Read more about our
PaySimple credit card integration.)

Enter New Receipt Detail

No claim is attached to this appointment, current Charge Rate is 100%
Appointment Estimated Balance: $0.00  No claim, unable to calculate
Amount  *525.00

Include Comment on Receij |+| Include Diagnosis on Receipt
PaidBy  *[(1) Daniefle Test v/ o . bl . ’
|| Receipt Associated with Claim Ezl Include Procedures on
Type *|Co-Pay | Method" | Credit Card w| - N Receipt
o# | | Create Receipt Take Payment
Comment 1

8. For PaySimple credit card payments, select Take Payment

Most practices will wait to print the receipt until Check-Out in order to include future appointments, proof of
visit, and proof of payment on the same printout. However, receipts will generate in the Receipt
Transactions area and can be printed during Check-In, if necessary. Simply select the receipt and then select


http://officeemr.knowledgeowl.com/help/overview-of-credit-card-processing

the Print Receipt button located at the bottom of the screen.

Check-Out

How to Check-Out Appointments
1. Right click over the appointment, select Checked-Out

LUpSH | cs AL NGLan | (5] ImEne uLisuws | Pousi )=

ember 4th, 2021 Scheduled

| >

Confirmed
\_ Test M.D., Shawn No-Show

I ED Mo ' Checked-In

Checked-Out

Cancelled

Do Not Bill
Reminder Sent
Telehealth
test

Bump

Patient Ready

Insurance test

E Appointment Recurrence

Test, Danielle E Search Open Appointments
Annual Physical E
An:::I Exzilfa [T search Appointments

| Add to Recall List
42 Global Call Reminders

2. The Quick Pay screen will load, where the Patient Validation verification can be ran again, ensuring all
necessary information has been entered

History | Payments ‘ l Validate | l Intake Assign
Insurance In 5_1 Patient Validation -- Webpage Dialog x
Coverage A
1 A Patient Validation Checks:
Danielle Test has passed the validation
checks.

3. If your practice does not take copays at check-in, this can be entered from this same screen:



1‘:23 Quick Pay - 26135 - Danielle Test Bal $0.00 8 x
!

1 Receipt ‘ 2 Claim ‘ 3 Orders gpresmpﬁun| 5 Letters ‘ & Print Queue

Appointment Details
|| Appt.ID  Date & Time Resource Name Primary Care Physician Service Location

85526 08/30/2021  8:00AM TestM.D., Shawn M. None Reported Family First Physicians ‘

A

1 History Payments || Validate H Intake Assign

|| Insurance Information

Coverage  Aclive Payer Insured ID Group/Policy Number  Copay
1 Y BCBSAnthem 987654 50.00

Enter New Receipt Detail
No claim is attached to this appointment, current Charge Rate is 100%
Appointment Estimated Balance: $0.00  No claim, unable to calculate
Amount  *[525.00 |
+| Include Comment on Receipt V| Include Diagnosis on Recaipt
PaidBy  *[(1) Danielle Test v| p 9 p

["] Receipt Associated with Claim Include Procedures on
Receipt

Type  *[CoPay w| Wethod® | Credit Card v
ID# [ ‘ | Create Receipt || Take Payment

Comment |

1| Receipt Transactions

Amount Paid Post Date Paid By Type Method ID# ‘Comment User ID

~

v

| Reverse Receipt ‘ Print Receipt || Quick Statement | Total Paid l:l v

4. Simply enter the Payment Amount, Payment Type (Co-pay), and Payment Method in the Receipt Detail area
of the Quick Pay window.

Enter New Receipt Detail

Mo claim is attached to this appointment, current Charge Rate is 100%

claim, unable to calculate

Amount  *[$25.00

PaidBy  *|(1) Danielle Test v|
Type = |Co-Pay W | IMEthod' Credit Card v
D # | |
Comment | |

5. The green pushpin within the tabs indicate an item is ready to be printed or processed. For example, a
pushpin above Orders could indicate that a follow up appointment requires scheduling.

|§ Quick Pay - 26135 - Danielle Test Balance: $0.00 8 x ‘
| 1 Receipt ‘ 8 2 Claim | 8 3 Orders | 4 F‘rescriplion| 5 Letters | 1 6 Print Queue

Open Orders SIEIZ2EINEILE 1Bl R ~
Il QB '|§ ‘P|fj Return to office (Months): 6

Arranged By: Priority Test, Danielle

B Norm Female, Next Appt: N/A

B Test, Daniclle Female Next Appt: N/A Age: 36y 01/01/198q  Priority: Normal.

Scheduling  Return to office (Months): 6 Appointment: Scheduling at 08/3012021 00:00am. @

Processor: Office Staff (Open)

Rendering:  Test M.D., Shawn M. Referring: 1CD:

6. Selecting this tab displays Open Orders. Select the order below the patient's name. This will display the ordel
details in the right side of the window. After reviewing the order details, you can schedule the appointment by
selecting the double boxes in the upper right hand corner of the QuickPay window. This will minimize the
QuickPay window to take you to the iScheduler to schedule the follow-up visit.



0 X
5 Letters | 8 6 Print Gh e

7. Once the appointment is scheduled, select the calendar box in the upper, left-hand corner to re-open the

QuickPay window

= - iScheduler
E Today| E Time Perio

)

8. Single click on the Processing status to Close the Order

8 Xx
1 Receipt | & 2 Claim | f 3 Orders 4 Prescription 5 Letters | gt 6 Print Queue

Dis[g @], B[ -[«[E[e[O]/ 1 dMa
Return to office (Months): 6

Test, Danielle
Female, Next Appt: N/A

Priority: Normal.

Appointment: Scheduling at 08/30/2021 00:00am. @

Processor: Office Staff (Closed) Assigned To: Office Staff
Rendering:  Test M.D., Sh. . Referring: ICD:
Responsible: Test, Danielle Insurance: Auth:

9. Once any follow-up appointments are made and orders are closed, navigate to the Print Queue tab to view
all items waiting to be printed. If no additional items need to be printed, navigate back to the Receipt Tab and

use the Print Receipt button to print the receipt with the future appointment info.

2 Active Report Viewer - Internet Explorer

& | | [ =] 1w 4 [ » )} Pagelof1 | Choice CustomerReceipt
Customer Receipt
Friendly Family Physicians PC LL1
1 Virginia Avenue NPI: 1234567890, TIN:
Suite 500 Federal ID#: 36-4492602
Indianapolis, IN 46204-1928
(317) 687-8111
Patient Appointment
ID #: 85526
Chart # 26135 .
T Appointment Date: August 30, 2021 8:00:00 am
?;n'"ﬂ!ﬁ“-rgfl DOB: 01/01/1385 Check In: 08/31/2021 10:52AM (EDT)
Ki ille. TN 37922 Check Qut: 08/31/2021 12:44PM (EDT)
noxvile, Rendering Provider: Test M.D., Shawn M.
Payer Payment Method Comment Amount
08/31/2021 1:25PM (EDT) Danielle Test Co-Pay Credit Card $25.00
Total: $25.00
Future Appointments
Date Time Rendering Provider Referring Provider Prior Authorization
02/28/2022 8:00:00 am TestM.D., Shawn M.
Over 150 Days 121-150 Days 91-120Days 61-90Days 31-60 Days Current Total Balance
0.00 $0.00 $0.00 $0.00 50.00 $0.00 $0.00
Balances may not include insurance pending or current day's charges

Receipt Batch ID: 17291
Special Message with many characters
Pagetof1

Printed on 08/31/2021 1-27PM (EDT) iSalus Hesfthcara.

Faxing a Letter



For practices that have configured integrated faxes, you will be able to electronically fax any document that you
can print out of the application. Printing documents can occur from nearly any screen in the system.

1. Select the Print icon by selecting the More button, then select Print.

) new | [7) save | D History ~ |

Derautts | (] patient ~

se0 pore 'v|

Template

Initial Letter to Referring

Letter Name |New Letter

Saved

= Print D
1 Encounter

a ||

(0 Audit

Default Setup

for  Train

09/27/2021

2. The Print Preview window will appear, select the Fax button. This is found in the upper right-hand corner.

T i |

3. The Send Fax window will display. PCP, Referring and Care Team Members will display as quick add
Recipients or you may search for additional Recipients. Select the Recipient, add Subject, Urgent-Review-
Comment-Reply-Info option and/or Message, then click Send.

Send Fax
Fax To the following #'s
5 Description Size Click to enter contact search information (-'\ w
+" PDF Report 1 page(s) Display 2 of 2 rows Create Contact
Mumber Contact Name Type
(883) 123-4567 Deoctor Test, MD PCP
v (G83) 123-4567 Doctor Test, MD Referming ~
Cover Page
From tharuIe Howard || v
v
Subject | Mew Patient Referral x|
£ =
[ ]urgent [/] Review [ | Comment [ | Reply [ |Info  Recipient(s) = [63add | | (34 Delete
Mumber Contact Name Type S
Message | Thank you for your referral e - =
~ (838) 123-4567 Doctor Test, MD Referring B
~
v v

4. To fax a SOAP/Progress Note, click on the Print icon at the top right and then follow steps 2-3 from the

Print/Preview screen.


https://officeemr.knowledgeowl.com/help/electronic-faxing-integration-setup-the-electronic-faxing-integration

5 (09092071 Caroe Howrd (im0 v 7 I

Subjective

Cervical fige disorder at C5-C§ level with radiculopatny Future

History of Present lliness - Howard, Carole

Chief Complaint: Elbow Pain, Foot Pal (= PDF Report - Intemet Ex plorer

History
Soap Note

ical History: 5 DOB: 0107157 Age &
Personal Medical History: Endocrine e

2 Tertam
s S 72 4757 e

Allergies

* Ko Known Drug Allergies

History ot Frecant insze - Howars, Careis

Current Medications

5. To fax a Letter from the Quick Pay window, click on the Print icon and again follow steps 2-3 from the

Print/Preview screen.

5 X

‘ 1 Receipt || 2 Claim || R 3 Orders || gpuesuipﬁunl 5 Lefters I 6 Print Queue

Quick Pay - 9341 - Ineeda Test Balance: $0.00

p—
D‘@@ SEIEIEIERE

RCL Il itial Letier to Referring SavedBy [ | Status [+]
Letter Name [New Letter | Letter Date | |Revision| |
“TTABAJQHBI!:F@%HE:H\ ‘
— — — e

Scanning and Importing Documents

Most documents are scanned and imported via the eDocuments Portal. Navigate to the eDocuments portal by
locating the portals in the lower, left-hand corner of the database.

Scanning Documents

1. Search for Patient by clicking on the manila folder to open the search screen. Type in the patient name to
view results, then select patient.

& ~ eDocuments ENTChoice =
[Advanced Search | ( v/
=] = -[® -0
A
) Patient Search - Webpage Dialog x
) B e e IQ test X | Advanced Search ‘O Patient Search
New Open Train More
Patientld = | LastName =| FistName =| NikName =|MddeName =| Sufix =| DOB = |HomePhone = | OfterPhone =| State =| Gender
928 Test Patient o719/1975 | (888) 2806678 N Female
9329 Test Jillian Otolaryngology 107231969 | (555) 555-5555 N Female
9331 Test Alexandra Alex 01012001 | (317)275-3958 N Female
9332 Test Alexis 10/04/2021 | (333) 555-6677 Female
9333 Test Jonn 100412021 |(333) 555-6677 Male

2. Patient Documents are scanned into the Patient Docs Cabinet. Open the Cabinet, Drawer and then Folder

that you want to scan documents to.



Patient Docs & -

& Documents 4) Cabinet
ﬁ Insurance (2) e ———
Registration {0)

ﬁ Cemrespondence (1)

I Test Results (1) Drawer,
Laboratories (0]
Radiology (0) Folder,
Cardiology (0)
I Other (1)

3. Right click over the Folder to scan a document into that folder.
From the menu, select either:

e Multiscan (SF) to scan a multiple page document as one file.
e Multiscan to scan each page as it's own unique file.

Patient Docs & -

[E] Documents (4)

ﬁ Insurance (2}
Registration (D)

ﬁ Comespondence (1)

5§ TestResults (1)
Laboratories (0)

am Multiscan

am Multiscan

[E P Move Docs
P T Import

In MNew Folder

Delete Folder

Rename

4. The edit window will appear. Begin by creating a Filename.

Multiple Page (Single File) X
Location: Documents: Test Resulis:Radiology

Document Group: Filename x

Filename: IMR[ Repor I "

Type: =

Comment: Erter:sionl—-—lnF

Receive Date:

[ ok || cancel |

5. Users may wish to add additional data to the document. Click on the following additional fields to add:

e Add a Comment
Multiple Page (Single File) b4
Location: Comment X

Document Group: |
Filename:

Type:

Comment:
Receive Datrégj

[ ok || Cancel |

e Add a Receive Date (Note: This will add the document to the patient's Timeline per the receive date.)


http://officeemr.knowledgeowl.com/help/timeline

Multiple Page (Single File) x

Location: Decuments: Test Resulis:Radiology
Document Group:

Filename:

Type: ReceiveD... X

Comment: [

Receive iﬁte:

6. Press the OK button to scan the document(s). This will launch the PC’s scanner menu.

[ ok || Cancel

Multiple Page (Single File) X
Location: Documents: Test Resulis:Radiology

Document Group:

Filename: MRI Report

Type:

Comment: From Lighthouse Imaging

Receive Date: 0972172021

OK Cancel

Importing Documents

To import a document into eDocuments, follow these steps:

1. Right-click on the Folder where you want to place the document(s). You must right-click over a folder, not a
cabinet or drawer.
I} Test Results (1)

am Multiscan (SF)

m Multiscan

Move Docs

g .
Fl
P Mew Fuer

In Delete Folder

Rename

2. Select the document from your computer and click OK.



B9 Select Import File(s) 4

= o w | || 2021 'DE'22_1 1 544B|pg
I had . _I £5032.jpg
- BR033 bioreference lab.jpg
=L Patient Education.jpg
4 Users prirt PIF jpa
3 choward Procedure Report.phg
S Desktop Recall file.cov

-'"-" |r|'|.5gE=:5: ta U |:|||:|.E||:| T&name F'IF.ipg
Test. Patient MR png
Test, Patient.Lab Report. jpo

ak. Canhicel

Pro Tip: Users can multi-select documents by holding the +Ctrl button on your keyboard and selecting all of
the documents you would like to import.

EMR Overview

The following guide is an overview of the EMR Portal. Users will gain knowledge of the different areas of the EMR
portal including setup and some additional helpful tips

To access the EMR, begin by selecting the EMR portal the bottom, left-hand corner of your screen.

Reports
_IFQ EMR

5] i5cheduler

@ eDocuments

D Desktop
Currerit User Trainer, Test

Tip: Users can set the EMR as their default screen when logging in to the program by modifying their
Default Screen in the User Setup.


http://officeemr.knowledgeowl.com/help/copy-user

Selecting a Schedule

1. To view patients on a resource or multiple schedules, click on the pencil to display a list of resources.
Select the Pencil Icon to reveal the resource(s) schedule(s). Select the Resources in order to display the
appointments scheduled with that Resource.

=] Case Mgni. (0)
[l NYSED (1)

£ Pop Health (83)
[ CoverhyMeds

. " Resources Setup

]

@ December 2021 ©)
Su Mo Tu We Th Fr Sa

12 3 4
5 6 e 91011
12 13 14 15 16 17 18
19 20 21 22 23 24 25

AUENT e
Adam Latilia, LCSW
Adam Welch, MD
Addison Palmer, M.D.
All Artar, MD

v Anderson M.D_, Scott
Andrea Jehnson, ARNP
Andrew iSALUS, MD

Angeline Diokno, MD
Ann Chapman, PT

Anna M i oT
Anna Marie Sander, MD

26 27 23 29 30

Clinician’s Schedule 2

" “Resources Aruna Rau, MD
A Asad Ullah, MD
["|crestwood Office [ Bertha Katz, MS, PT, CE
Blaire Adams, ARNP
Patients to Display Blake Head
Disp. Chief Complain Bobbie Tests

Bradley G. Orris, MD, FACS
Bridgette Laurent, Psy.D.

Burke Plante, CHS v
v Carlys Fake Resource

Disp. Appt. Status
I:‘ Disp. Room Status
Only Checked In

2. The list of appointments will display in the Office Schedule.

My Tasks % || <« Patient Charts -
Hc ication (4} Clinician's 2
— Health Exchange (0) Tuesday Dec 7, 2021

L Orders (343) Checked-In: 0

5] Resuits (5)
[% Superbill (0)
SOAP Notes (0}

Anderson M.D., Scott (4)

Test, Angie (5. %% @ Y
12:00PM - A

12:45PM
=] eDor.u!'m?mg {0} Headach
¢ Prescription (0) Scheduled, Annual Ex.__
[=] Reminder (0 Intake: 0%, 0%

“P Eligibility (0) -
i Smith, Joan {... ¥ %
©7 Patient Portal (131) e ?
[ Fax (0) 1-10PM
17 Faox Upda (0) 2 week PO
Scheduled, Post-Op F...
£ Gaze Mant. () Intake: 0%, 0%

[lall M¥sED (1)
£ Pop Health (33)

B Johnson, Emi... % % 9
=t CoverMyMeds

1-15PM -
1:45PM
Follow-up- review MRI ...

© pecember2021 © ||| gonenuied Re-Evaluat

Su Mo Tu We Th Fr Sa Intake: 0%, 0%

T 123 4 '

5 sz 9 10 11 m
12 13 14 15 16 17 18 ||| 1:45PM -

19 20 21 22 23 24 25 f| 230PM

New Patient Exam- ne__
Scheduled, New Patie....
Intake: 0%, 0%

26 27 28 29 30 M

Clinician's X
Anderson M.D_,
Sonﬂ

Patients to Display
Disp. Chief Complai
Disp. Appt. Status
|:| Disp. Room Status
[ only Checked In

[] Time Checked In W
2] Rurmachilif o Siabu__|

~

Appointment Display Options

1. Select preferences for what is displayed in the Patient List with the various display options.



Clinician’s 5chedule

e
+ Resources

Andersen M.D.,
Scott

Patients to Display EI
Disp. Chief Complaint
Disp. Appt. Status
Disp. Room Status

[ ] only Checked In
Time Checked In
SuperbillSoap Status
Auto Refresh

Intake Status

Open Patient in EMR

1. From the scheduled appointment, select the patient from the schedule. The lime green side bar to the left of
the appointment indicates the patient’s chart is currently open.

& - EMR
<« Patient Charts - wew || save | [Foetais ~|  copy | Epatient ~| o more - |
Clinician's Schedule R
Tuesday Dec 7, 2021 — Allergies — Medications
Checked-In: 0 — —
amox /i, Ambien CR 6.25 mg tablet extended release
Test, Angie (5. %% Amoxicillin Amitiza 24 meg capsule
12:00PM - 9 ~ cg
12:45PM BEE /1, amoxaping 100 mg tablet
gmam Annual Ex__. Mo Known Drug Allergies /1, amoxaping 150 mg tablet
Intake: 0%, 0% /1. amoxapine 150 mg tablet

/1, amoxaping 25 mg tablet
/2, cephalexin 250 mg tablet

St oa T

1:00PM - /1. Focalin XR 30 mg capsule extended release
1-10PM

2 week PO /1. Focalin XR 30 mg capsule extended release
Scheduled, Post-Op F... /1. Focalin XR 30 mg capsule extended release
Intake: 0%, 0%

=

1. Intuniv ER 4 mg tablet extended release

> [

1. Prozac 40 mg capsule
1. Wellbutrin SR 150 mg tablet, 12 hr sustained-release

> [

Johnson, Emi... %% 9
1:15PM -
1:45PM
Follow-up- review MRI ...
Scheduled, Re-Evaluat....
Intake: 0%, 0%

.

Jones, David ... % % N . o
1:45PM - g _ o
New Patient Exam- ne_
Scheduled, New Patie... The U.S. Preventive Services Task Force (USPSTF) recommends screening for high blood pressure in adults age 13 years and older.

Intake: 0%, 0%

NOTE: Always open scheduled patients in the EMR from the appointment list. Searching for the patient will not
link back to the scheduled appointment for the required SOAP Note or Superbill.

2. To open a patient’s chart that is not on the schedule, search for the patient in the top, right corner of the
EMR portal.
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B Jones, Alberta Born 01-Jan-2002(19y) Gender Female

atient P # graph

nunization m

[, Patient AMP

¥

Menu Bar

The menu bar across the top of the EMR portal has additional options for navigating and performing tasks in the
patient's chart.

Details/History

Toggle between the Timeline Details and History view

| New | Save |[Sipetas | | copy |[EPatient -
@ History

a8 Maore v|

Patient Index/Drop down options

Click on icon to open Patient Index or use the drop down for additional menu options

Hew | Save | E Details ™ | Copy | Patient | %% More T |
‘Allerai Comment l
ergies
= - Communication
Penicillins Patient Communications
Care Team 3

Hospital Round History
Open Patient in Billing
Room Assignment
Print / Fax Queue
Recall

Reminder
MyMedicalLocker Admin
Intake Assignment

Moleod B

Close Pafient

More menu

Print the Patient Facesheet



Mew | Save |[Fpetais +|  copy | Patient *|eo° More -]

i 2 Print
Allergies
Encounter e

Penicillins Audit i

Default Setup

f=r  Train

Patient Display

The patient’'s name, DOB and Gender display on the top right of the screen. Simply hover over the name for
additional demographic information.

B Johnsqq, Emily Born 06-Jan-1999(22y) Gender Female

Patient Johnson, Emily

Borm 06-Jan-1999(22y) L
Gender Female

Primary Ins.

Secondary Ins.

Phone Home {317) 275-3543

MML Mot Connected
Chart # 9642
“valuation T —

Top Section
Displays Allergies, Medications, Problems and Encounters

e Drop downs
Utilize drop down for Allergies, Medications and Problems to open chart tab or mark as reviewed

Allergies = Medications. — Problems
Open Allergies Tab — —
Na Known Drug Allergies Gozaar 100 mg tablet Diabetes due to underlying condition w diabstic arthropathy
/i, metformin ER 500 mg tablet,extended release 24 hr Chronic kidney disease, stage 1
Singulair 5 mg chewiable tablet Acute recurrent sinusitis, unspecified

e Encounter hyperlink

Double click on encounters to open the appointment list

4 Dot Tou
e IS DI TS Andeson 5, S Famly P Py Scheddd R Bt (Gl el 1o 1 Choice =
© peeotdr | & Johnson,Emily 5o 06-an-t
04/09/2014 11:00AM  04/09/2014 11:30AM  Wundt MD, Carol iSalus Healthcare Carmel  Confirmed  Medication Check _[Chief] Medication Ch.. _
10/20/2013 LOPM  10/20/2013 L:ASPM ISALUS MD, Andrew Nehow  Therapy T
101072013 S00A 101072013 158 esper D, re . Conimed Fotow s
10/08/2013 9:00AM  10/08/2013 9:45AM  ISALUS MD, Andrew  iSal Cancelled. Therapy Diabetes due to undertying condiion w diabetic arthropathy Future
06101203 103081 05/10/2013 11:00AH  vans O, ace Confimed edctonCheck suge 1
05012013 11008 05012013 11300 Fynes MO, Pt Shatied  Iotaver  [chel kol eausbon
— Today
[ STR—
[rTp——
Past
[ C Wundt  Medicaton Check
MdicatonChock
O.pesper  Folowun
FE A ——
5] P Hynes  Ininal Vist
kel veusion
Thems
U T

Clinical Messages

Clinical messages display in this section based on rules/setup



Clinical Messages

The LS. Preveniive Services Task Force (USPSTF) recommends screening for high blood pressure in adults age 16 years and older.

Timeline

The Timeline within the Summary chart tab allows a user to see key data points that have been added to a patient's chart
over time. Each clinical marker can be hovered over to see basic information about that new chart time. Once clicked,
more details are displayed.

s @ @ @ \ \
Notes ‘ () ‘
OnderResuts ‘ ‘
conmcrs e ‘ ‘
f— ® ® ® ‘ ‘
o ® ‘ ‘
Hearn Exchange ‘ ‘
@ S/519 e 111819 Today

e Hover to display details

08/11/2019

Insurance_Cards. Secondary Insurance Cards

Secondary Insurance Card - BEack.png
Secondary Insurance Card - Front. png

Patient Photograph EMR.Head 5hot
headshot prg

@ @

) ®

e (Clipboard

The Clipboard at the bottom left of the Timeline allows users to Reconcile Allergies, Medications and
Problems. Keep or Remove items then click Save



& Patient Reconciliation for Chart 9542, Johnson, Emily D1/06/1999(22y) Female -- Webpage Dialog x
Penicillins. X N . . - N ropa
Allergies, Medications, Problems and Immunizations will be updated as indicated by the Action column.
Action Allergen Reactions Date Source N
Keep Penicilins 12/07/2021 Patient Chart
1 Action Medication Date Source
Keep Cozaar 100 mg tablet TABLET ORAL 12/07/2021 Patient Chart
Keep metformin ER 500 mg tablet extended release 24 hr Ta_ 12/07/2021 Patient Chart
Keep Singulair 5 mg chewable tablet TABLET, CHEWABLE .. 12/07/2021 Patient Chart
Action  Problem Date Source
Keep Acute recurrent sinusifis, unspecified 12/0772021 Patient Chart
Keep Ghronic kidney disease, stage 1 12/07/2021 Patient Chart
Keep Diabetes due to underlying condition w diabetic arthropa... 12/07/2021 Patient Chart
&3 Action  Immunization Date Source
Action Immunization Forecast Due Date Schedule Source
The U.S. Preventive Services Task Force (USPSTF) recomm
Medications
Notes
v
Order Results
. * Allergens and Medications will be loaded using today’s date if the source date is blank
Communicalions Retrieve only Active Allergy and Prablem CCD values
Encounter |12/07/2021 g Preview Save
eDocuments [T ccDA Mot Available B

Vitals

124721

e Vitals

To view Vitals Graph/Table, click on the Heart symbol at the bottom left of the timeline

@ Vitals - Johnson, Emily 22y Female - Internet Explorer

@ Graph () Table
Blood Pressure
Pulse (bpm)
Temperature
Weight

Height

BMI

Respirations (bpm)
Pain

SPO:

>

Blood Pressure

-
Procedures

-#- BP Systolic

-+ BP Diastolic

1217721 12/8/21

[prescribed [ Current Roc ETEESN [f]
Cozaar O

Metformin O

5
o
Singulair O 5

121721 12/8/21

=) Adm..;;;t;xﬁm

5 s

Reports

8 em v

[ ischeduler Hospital Rounds A

é—‘ Billing L [Die[o Health Exchange

Arranged By:

& enocuments. El o) 12721
=%
[ pesktop — %



Patient Photograph/Telehealth

This section displays the Patient Photograph. You can also launch a Telehealth session if enrolled.

Patient Photograph 3

Patient AMP

The Patient AMP is a quick view of Allergies, Medications, Problems, Vitals and Results

Patient AMP Y
IS Allergies

Penicilling

&7 Medications
Cozaar 100 mg
tablet
metformin ER 500

/i mag tablet extended
release 24 hr
Singulair 5 mg
chewable fablet

.4 Problems
Diabetes due to un...
Chronic kidney dise...
Acute recurrent sin...

2 Vitals

[=|Results

Chart Tabs

Chart Tabs contain templates to document a patient encounter. The list can be customized (see Customize
View section) for instructions.



Chart Tabs
Summary
HPI
Vitals
History
Allergies ¥ g
Immunizations
ROS
Exams
Exams
Azsezsment
Order Entry
Medications ¥ g
Superbill
SOAP Motes
Letters
Problem List v
Flowsheets
Chart Share
Obstetrics
eDocuments
Treatment Plans
Extension/\Vital
Patient Education
Goals
Dialysis Visits
Implantable Devices
Health Exchange

3

Quick Picks

The Quick Picks tool allows a user to set up custom phrases that can be copy/pasted into any template.

Quick Picks A
R

Treatment Plan
+ plan 1 [}.

Expression Builder

| had a discussion
with the patient and ~
have expressed to
the patientthatlam ¥
s find witt

E/M Coding

The E/M Coding optional tool allows a user to calculate E/M code based on new 2021 rules based on MDM
(Medical Decision Making) or Time.

E/M Coding &

vos 12072021 7

Pafient (@) Mew () Est.
Time

99205
99204
99203
99202

MDA

Refresh

Customize View

e Top Section, Timeline and/or Other section view, right click anywhere on the Timeline



Train Me
= window Print
g User Settings I@"
Screen Setfings
Company Setlings

{9 Refresh

'@ Sefup

Mark or unmark each item you want to view. You can also order each section by moving the up/down
arrows

Setup
sl
Top Section
1‘ Section Name: Enabled
Allergies
| Medicaticns
Problems
‘, Encounters
Goals I:l
Timeline
Section Name: Enabled
Medications
f MNotes
Immunizations

Order Resulis
— Communications
eDocuments
Obstetrics

Vitals

Health Exchange

OO RIEO R R RO R

Telehealth
Authorizations
Other
Section Name Enabled
Patient Reconciliation
Clinical Messages

e Chart Tab/AMP view, right click in the Chart Tab area, select Setup Favorites

Chart Tabs
Summary
HPI ~
Vitals
: ~  Display Favorites

In Display All

R

<4

_E{ £} Setup Favorites

Qu
| EE Expand Al

— 2~ cCollapse Al

Select Chart tabs to view as well as select order they display with the up/down arrows, then click Save



1} Setup Favorites X

Ichart Tab Favorite
HPI
Vitals ~
History
Allergies H

T Immunizafions D
ROS
Exams H
Exams H
Assessment

] Order Entry
Medicaticns H
Superbil
SOAP Notes —
Letters H

¥ problem List
Flowsheets H
Chart Share ]
Obstetrics Il v
I —— [orl

< | | >

e Setup Sections

Right click in the Patient Photograph or Patient AMP area to display Setup Sections option — mark each
area to enable and/or display expanded, then click Save

lj Test, Patient Born 19-Jul-1975(46y) Gender Unknown

test pat Q]
D Problems | Encommters | =

Patient Photograph %

Na active problems Future

Today | I

Patient AMP.

% Allergies
Mo active allergies  *

& Medications
EE Expand an
o
7 B _Colapss a1
Selup MM
Chart Tabs

Summary

£¥ Setup Sections x
Ecﬁlnn Name
Patient Photograph
Palient AMP

- Allergies

- Megications

- Problems

- Results

- Vitals

Quick Picks

EM Goding

A<

Past

ed Enabled AR, C. Weather... Message Request

»

!!H!!!!!!g
R ERIREEEIE

EMR Office Schedule

The Office Schedule can be configured in the EMR to display a list of appointments for a specific resource or a
group of resources. This allows a user the ability to navigate through a schedule without leaving the EMR portal.

Navigating to the Office Schedule

1. From the EMR Portal, the Office Schedule will be displayed on the far, left-hand side under the calendar



19 Fax (49)

117 Fax Updox (1)
[=] case Mgmt. (5)
[zl NYSED (1)
£ Pop Health (83)
[3 CoveriMyMeds

) December 2021 )
Su Mo Tu We Th Fr Sa

Office Schedule

Hospital Rounds @

Dialysis Rounds M

Note: Applicable practices/users may also have access to the Hospital Rounds and Dialysis Rounds

schedule.

Setting up the Office Schedule

1. Select the Office Schedule bluebar to reveal the settings within the Office Schedule

() December 2021 (&)
Su Mo Tu We Th Fr Sa
5001 2 3 4
5 6 7 8 9 [
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 3

Office Schedule e
. " Resources

~
Adam Hiett

2. Using the Pencil icon, select the resources that you wish to display in the Office Schedule settings

& Prescription (2)
|=) Reminder (2)

“P Eligibility (0)

€ Patient Portal (136)
[ Fax (49)

15 Fax Updox (1)

[=] Case Mgmt. (6)
[lal NYSED (1)

£ Pop Health (83)
[F coverMymeds

() December 2021 ()
Su Mo Tu We Th Fr Sa

12 3 4
56 7 8 9
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

Office Schedule 2
.(|Resources
~
Adam Hiett D
Artar MD, Al

|| Dietzen MD, Chuck

3. Select the resources you wish to include in your Office Schedule and select Save

. " Resources Setup

X

B

Locations

1130 Professional Park
6801 Dixie Hwy- Louisville Peds
9217 US Hwy 42
Bardstown Road
Crestwood Office

East Louisville Pediatrics
Elizabeth D. Anstak PT
Evergreen Park

Exam Room #1

Markus Laney, M.D.
Physician ACP, MD
Prospect Peds

Purcell M.D., Patricia
Rolling Meadows
Room 2

TestFox

Vinu S. Abraham, M.D
WesiPort Rd
Machines/Devices
Belmont - Chair2
Kilnatrick - Chairt



http://officeemr.knowledgeowl.com/help/dialysis-rounds

- I

1
DFI Save the changes forthe current setug hup x

T

© |
artal (136) %

« Adam Welch, MD

% (1) ~ Addison Palmer, M.D. ~
ot (6) « Al Artar, MD
1) Anderson M.D., Scott
Andrea Johnson, ARNP
th (83) Andrew iSALUS, MD
vieds Angeline Diokno, MD
I Ann Chapman, PT
er 2021 © Anna M. Schimmoler, OT
‘e Th Fr Sa Anna Marie Sander, MD
2 3 4 Aruna Rau, MD
10 KB Asad Ullah, MD
4. Resources may be selected or deselected to display their schedule within the Office Schedule panel
[~1 Communication (3) T — B
. Health Exchange (0) Friday Dec 10, 2021
11, Orders (341) Checked-In: 1
=] Results (3) Dietzen MD, Chuck (3) Q
|4, superbill (153) Wade, Jimmy (31y) xxg
[=] SOAP Notes (326) 4:00PM - 4:15PM v [N
{=] eDocuments (1) Follow-up Ortho Visit
’ PI’ESK}HU“DH @) ggéélg(ﬁ!(—é%_ll—:)ﬂllﬂwup Ortho Visit
|=] Reminder (2)
“ Eligibility (0)
© Patient Fortal (136) John, Adam (329) xx o
g Fax (49) First visit, back pain
Fax Updox (1) Scheduled, Problem Visit
[ case Mgt (6)
EEI NYSED (1)
£ Pop Health (83) Smith, Carly (49y) % Q
[& covermyMeds 4:30PM - 5:00PM
pickup new boot
© December2021 &) - DM
Su Mo Tu We Th Fr Sa
1.2 3 4
567 8 9 [
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31
Office Schedule 2
” Resources
A
[ ] Adam Hiett D
[ Artar MD, All
Palmer M.D.,
Addison v
[ ] welch MD, Adam
Hospital Rounds ¥

Schedule Display Settings

Setting Name Description
Displays the chief complaint for the scheduled
Disp. Chief Complaint appointment
Office Schedule X
Patients to Display Friday Dec 10, 2021
Checked-In: 1
|«£| Disp. Chief Complaint Dietzen MD, Chuck (1) Q
Dma Ams Dlsha et “d A
Follow- rtho Vi
Do e i Checked Ty Folowp Ortho Visit
mrm - . -. . . Intake: 0%, 0%
Displays the appointment status
Disp. Appointment Status Office i 2
Friday Dec 10, 2021
I Checked-In: 1
P -2 el o ol b Dietzen MD, Chuck (1) Q
Wade, Jimmy (31 xx
Disp. Appt. Status . A y’ g A

[ D, A i

e i o Intake: 0%, 0%




Disp. Room Status

[v] D Syl Mol
Disp. Room Status
[ ) ey o i
[V T i I

Only Checked-In
Fop e Cume

Only Checked In
I T ek

Ml amee_ wao

Time Checked-In
[ ] LM S LIS
Gy C il b
Time Checked In

* bl s~ Xl

Superbill/SOAP Status
|| iy O
e L el s
Superbill/Soap Status

|| e

Auto Refresh

Intake Status
o boll e+ ol
aa dpmgge
Intake Status

Displays the Room Assignment and Status

Office Schedule 2
Friday Dec 10, 2021
Checked-In: 1
Dietzen MD, Chuck (1) Q
Wade, Jimmy (31y) xx d
4:00PM - 4:15PM el
Follow-up Ortho Visit
Checked-In, Follow-up Ortho Visit
& PM

Displays on actively checked-in patients

Displays the time the appointment was checked-in

Office Schedule 2
Friday Dec 10, 2021
Checked-In: 1
Dietzen MD, Chuck (1) Q
Wade, Jimmy (31y) =
4:00PM - 4:15PM v N

Ortho Visit
gllow-up Ortho Visit

;(am Room #1,
Intake: 0%, 0%

Displays the Sign-Off status of the Superbill and SOAP
Note

Office Schedule

»

Friday Dec 10, 2021

Checked-In: 1
Dietzen MD, Chuck (1) Q
Wade, Jimmy (31y) I xx b'
4:00PM - 4:15PM v N

Follow-up Ortho Visit

Checked-In, Follow-up Ortho Visit
3:36PM (EDT)

Exam Room #1, waiting for Nurse
Intake: 0%, 0%

Note: First icon represents Superbill, second icon
represents SOAP Note. Red X's represent incomplete
and green checkmarks represent complete.

Refreshes the EMR Office Schedule every minute

Displays the appointment intake status

Office Schedule X
Friday Dec 10, 2021
Checked-In: 1
Dietzen MD, Chuck (1) Q
Wade, Jimmy (31y) x % d
4:00PM - 4:15PM v alle

Follow-up Ortho Visit

Checked-In, Follow-up Ortho Visit
3:36PM (EDT)

Exam Room #1, waiting for Nurse

Note: First percentage represents the Total overall
intake, Second percentage represents only the require
fields.


http://officeemr.knowledgeowl.com/help/room-setup
http://officeemr.knowledgeowl.com/help/intelligent-intake1

For even more control, review the EMR Primary Appointment Color settings. Users may also choose to
include EMR Secondary Appointment Color settings.

<« Patient Charts || ~
Office Schedule

Thursday Feb 11, 2021
Checked-In: 1
Heinlein PA-C, Matthew L.... (3
Head, Blake A. (31y) d
2:00PM - 2:30PM v |

»

Blake, JOEL. (81y) ('
3:00PM - 3:30PM

EMR User Preferences (Summary Settings)

The Summary Chart Tab in the EMR may be configured to a user's desired preferences. This gives a user a
custom experience when navigating through a patient's chart in the EMR.

Summary Tiles

The Summary Tiles can be managed to include or/and exclude additional data when viewing a patient's chart

1. Open a patient in the EMR (either from a scheduled appointment, or by searching for a patient)

S M0

(5 Head, Blake A. (BH) Born 20-Mar-1989(32y) Gender Male

T XA
Patient_dotograph 2

N

» active goals A

2. From the Summary chart tab, right click over the middle of the tiles in the center of the screen



http://officeemr.knowledgeowl.com/help/user-setting-emr-primary-appointment-color
http://officeemr.knowledgeowl.com/help/user-setting-emr-secondary-appointment-color-right-side-bar

Reviewed Today v
04/11/2017

Clinical Messages

| recommends screening for high blood pressure

Train Me

e
= Window Print
2

User Settings

Sereen Setings |
Company Settings
() Refresh

D l:o:l Setup

/_"\ p
& @&
3. Navigate to Setup
& Train Me
| = Window Print B

£l User Settings
Screen Settings

Company Settings

0

Il‘@[ Setup b |
4. Choose to Enable to Disable tiles displayed in the Top Section
2l Setup E
1 =
Top Section

Section Name Enabled
1 | Allergies
| Medications
I Problems .
’"‘ Encounters @

Goals

5. Select Save

iy Setup
T
I Top Section
Section Name El
| Allergies
‘| Medications
! Problems

6. The tiles at the top of the screen will update with your selections



Allergies " Encounters |

Cipro /A Advil 200 mg tablet Rheumatic heart failure

A Future ~
Codeine 4, Tegretol XR 100 mg tablet extended Chest pain, unspecified
“ release |:|
Sulfa (Sulfonamides) Type 2 diabetes mellitus without v
ccomplications
<« ]
Reviewed Reviewsd Reviewed Today v
04/11/2017 0411172017 04/11/2017

Clinical Messages

The U.S. Preventive Services Task Force (USPSTF) recommends screening for high blood pressure
in adults age 18 years and older.

Medications

Timeline Display
Users may choose to update the order of items that are display within the Timeline on the Summary screen.

1. Open a patient in the EMR (either from a scheduled appointment, or by searching for a patient)

SAe 30

B Head, Blake A. (BH) Born 20-Mar-1989(32y) Gender Male

BEE g, X Q]
L Goais [l =

Patien graph a

) active goals A

2. From the Summary chart tab, right click over the middle of the tiles in the center of the screen

Reviewed Today v
04/11/2017

Clinical Messages

| recommends screening for high blood pressure

Train Me

e
1= Window Print
S

User Settings

Screen Settings I
Company Settings
() Refresh

D @ Setup

3. Navigate to Setup

& Train Me
| = Window Print B
£l User Settings
Screen Settings
Company Settings
c,

ll@[ Setup b




4. Choose to enable or disable sections that are displayed on the Timeline

Timeline
Section Name Enabled |
Medications
f Notes
Immunizations
Order Results
Communications
eDocuments
Obstetrics @j
‘ Vitals
Health Exchange
Telehealth
Authorizations I:‘
Other

5. Rearrange the order of the sections by single-selecting an item and using the "up" and "down" arrows to
organize the order of items

Timeline
Section Name Enabled -
Medications
Move the seléetedNBiesn up (4
Immunizations :
ELOrder Results
Communications
eDocuments
Obstetrics D
Vitals
Health Exchange
Telehealth
— Authorizations O
|_‘<p/'|
Other
6. Select Save
-——

o Setup

) '% Top Section

Section Name
24 |Allergies

|| Medications

. Problems
3"‘ Encounters

7. The Timeline will update with your selections



* Retrieving Timeline...

Medications
Notes
Immunizations
Order Results
Communications
eDocuments
Vitals

Health Exchange

Telehealth

Reorganize Chart Tabs

Users are encouraged to reorganize the order in which the chart tabs are displayed. This gives the user a more
customized experience in the system.

1. In the lower, right-hand corner of the screen, right-click over the Chart Tabs area

Tegretol XR 100

4. Mg
“ tablet extended v
Chart Tabs b4
Summary
HPI A
Vitals
History
Display Fau%@s
Display Al

Ol £5 setup Favorites

EE Expand Al

Collapse All

2. Select Setup Favorites
HPI A
Vitals
History ’7
Allergies

Inf : :
" Display Favorites

p& the FIRRLEYL A windowd

M £¥ Setup Favorites ‘

5

s{ 3 Expand Rl
L @—

— = Collapse All
Qul.2 i

3. Choose to enable or disable Chart Tabs that are displayed on the list



£} Setup Favorites x|

P |
Chart Tab Favorite |
HPI I
Vitals A
History
Allergies

[ mpr—r— @
ROS
Exams
Assessment |:|

| order Entry
Medications
Superbill
SOAP Notes L
Letters

¥ problem List
Flowsheets ]
Chart Share ]
Obstetrics ] Vv
alnm 1 ,j‘

<| | >

4. Rearrange the order of the Chart Tabs by single-selecting a Chart Tab and using the "up" and "down" arrows
to organize the order of Chart Tabs

B L= L=l bl " .
Tvne 2 diahetes mellitue
£} Setup Favorites x|
B | :
Chart Tab Favorite .
HEI
q Maove the selected section up A I
zecommends s
|\ mmunizations []
" r
Exams ]
Exams
Assessment D
Order Entry
Medications
Superbill
P —_— ryl

5. Select Save
Lvne 24

£} Setup Favorites

=]

"Thart Tab
HPI

Vitals

History

6. The Chart Tab list will update with your selections



Chart Tabs ¥
Summary
HPI

”~
Vitals
History
Allergies
ROS
Exams

Order Entry
Medications
Superbil
SOAP Notes

Vitals Chart Tab

The Vitals Chart Tab allows a user to document various vitals signs for a patient encounter. The Vitals screen
can be viewed using either the English or the Metric units. Vitals can be entered manually by visit or can be copiec
forward from a previous visit.

Adding New Vitals
1. Begin by navigating to the Vitals Chart Tab

Chart Tabs 3
= Summary
HP!

¥
fa)

Vital

Hist

Aller

ROS

Exams

Order Entry

Medications

Superbil

SOAP Notes

Letters v
Problem List

2. Complete fields by simply entering numeric values for each desired field

vital Signs (@) English () Metric

Guose [ | [ ~] Bw

Height ft in Weignt os [ |oms  BSA :
Temperature F [0l w|Method Respration | | BreathsMinste  BodyFat | |%
Meadcic. | |in Neckcic | | wastcic | |in wpcre. | |
Percentiles

eadcre | |% worl | % e [ %

Blood Pressure/Pulse
Systolic Diastolic Extremity Puise Rhythm

sitng  [120 |/ 80 |mmig [LeftUpper Exemity ! 80 |peatsivin

<

standing | |+ |mmhg | v | | Beatsiin
spne [ |r [ Jmmig | v Jeeasn [ v
Pulse Oximetry

HeartRate | | BeatsiMin O,Saturation | |% DelveyMethod | |

Extremity v Fo, [ ] Fow [ Iiersmn

Pain Assessment

[ undergyearsoidor g O O O O O O O O O OO worst
1 2 3 4 5 B 7 8 9

Non-English speaking  pain o 10 Pain

3. Select Save or navigate to a new chart tab to save all values

) new | ) save | 0 mistory = | perauns | 5] patient =

4| vital signs @L\English O Metric

1| Heignt ft in Weight s | | ozs
, Temperature F Method  Respiration l:l Breaths/Minute B
Head Circ. l:l n Neck Circ. l:l in Waist Circ. l:l n H

Percentiles
- - e ~ —— a

]

m m



http://officeemr.knowledgeowl.com/help/company-setting-default-vitals-units-to-english-vs-metric-in-the-emr
http://officeemr.knowledgeowl.com/help/notes-clinical-marker

Note: By entering the patient's height and weight, the BMI will automatically calculate and display in the
Patient AMP.

Patient AMP

e e e e e e s e

»

Essential hypertension (disorder) A
Asthma Accident and Emergency atten. ..
Asthma (disorder)

Left lower quadrant pain

Unspecified atrial fibrillation

@ Vitals
BMI: 18.61 on 11/09/2020

[5|Results @

Chart Tabs
® Summary
HPI

< |

<«

>

Viewing Previous Vitals

Users may need to review previous vitals records before documenting new vitals. They may also choose to graph
records to display trends in their completed SOAP Note.

1. From the Vital Signs entry screen, navigate to the History button in the toolbar

) New | ) save | O Histgyy =|  Defauits | [ Patient ~

Vital Signs (@) English () Metric

=

cucose [ | [mgaL
Heignt ft in Weignt s [ o
lam ra 1 | —— 1 | —
2. The history screen displays previously saved Vitals records
[ New | [®) save ‘ D Details '| Copy | Patient ~ | °°° More '|
= Vitals Summary < Row 1 of 37
) w Date Height Weight Head Circ.  Temp. BIP Pulse
1 02/11/2022 4:18PM 5, 7.00in 145 Ibs @ 9860 F 120/80 mmHg 60 Beats/Min
2 11/09/2020 3:54PM 61, 2.00in 145 Ibs
3 04/24/2018 1:29PM 61, 1.00in 190 Ibs
4 08/01/2016 4:29PM 71 1.00in 600 Ibs
5 08/01/2016 4:27PM 51t 120 Ibs

HPI Chart Tab

History of Present lliness (HPI) chart tab is used to document any development of the patients’ present iliness that was
discussed during an office visit. It is an encounter-based chart tab where data differs from encounter to encounter. If
the data does happen to be the same or similar there is an option to copy forward from the previous encounter. HPI
templates vary based on the specialty of the practice.

Access HPI Chart Tab

1. Open patient in EMR from scheduled visit. Select HPI Chart Tab


http://officeemr.knowledgeowl.com/help/patient-amp-details
http://officeemr.knowledgeowl.com/help/add-data-trends-to-note

Chart Tabs v
Summary
Problem List A
History
Allergies D
Vitals
ROS

e v

s

oz _wo_ -

2. Select HPI Template from drop down if more than 1 template

) New | [7) save | 0 mistory ~ | Derauits | 5] patient | *** More ~ |

Template |History of Present liness v " |

Summary D

Type of Visit
Chief Complaint
Patient Reported
Neck/Head Pain

EEE NE N |

Pro Tip: Users may save a default template that automatically loads in the User Setup

3. If your practice has multiple HPI templates, use drop down to access additional HPI templates

et o

) new | [©) save | (0 vistory ~ | Derauns | 5] patient -

Template VJ| ” |
Orthopedic gummnry 0

Histery of Present lliness™®
Pain Management
General HPI

—

Menu Bar

1. New- Select the New icon to document a new or additional HPI.

[ save | (O History = Defauts | [ patient -

’II!I',@I “ee More *
STTaD W
[
2. Select the Save icon to save the current HPI
L] New E_ Save | 1) History '| Default5|Paﬁmi w =% More T
R
Template :-|.- V"
| Summary

3. History/Details icon. Toggles between current template to history of past templates for that patient



[ vew | ™) save | 0 History = | Detauns | 5] patient ~ | *** More + |
|
Template | History of Present liness® | Howard, Carale [12116r2021 4:55Pm (EDT) |
O
The patient, is a 31 year-old Female here today for a new patient evaluation.
o]
Chief Complaint: Low Back Pain PR-HEP CERVICAL
The patient has tried and failed a Physician-Recommended Home Exercizse Program (HEP) for cervical spine pain of at
least & weeks over the last 3 months to include side-to-side neck tilis, neck flexion, extension and rotations, shoulder rolls,
overhead arm stretches/presses, scapular squeezes, single arm row, standing wall pushups and cross amm shoulder
stretches.
o Type of Visit T
Chief Comnlaint v
[ New ||35ave |@Deiais|'| @Cup}r |Pa|ient v | ®®® More '|
L
= Encounter History Row 1 of 1
w Encounter Template Name Created By Medified By

T 12182021 History of Present liness®  TranerTest  Howard,Cale 1211

4. The Copy icon is available when viewing the History. Click Copy to copy selected HPI to current template

e

[ Mew ||35ave|§neiais 'I] (™ Copy | E3] Patient =
I

= Encounter Higtory l_h"—ﬂ Row 1 of 1
w Encounter Template Hame Modified By

5. Patient Index/Patient Drop Down

Easy access to these menu items from the HPI Chart Tab

[ wew | ) save | 0 tistory = | Deauts | [ Patient | = === more - |
Template |History of Present liiness* Comme [1211872021 4:55PMm (EDT) |
=1 communication 0
The patient, is a 31 year-old Female here today for a Patient Communications
Care Team ~
Chief Complaint: Low Back Pain PR-HEP CERVICA Hospital Round History
The patient has tried and failed a Physician-Recomm| 0 Patient in Billi ') for cervical spine pain of at
least & weeks over the last 3 menths to include side-f IEI pen ent in Siling ion and rotations, shoulder rolls,
overhead arm sfretches/presses, scapular squeezes, Room Assignment ps and cross arm shoulder
strefches. ]
7 [Er] Print f Fax Queus =
4 [l Recall =
@ Reminder v
B3 MyMedicalLocker Admin v
Intake Assignment A
Close Patient o
[T, g L
...More print
Select ...More/Print to print the HPI
D Mew | B Save | @ History ~ | Defauliz | Patient = |®°° More ~ |
Template |History of Present liness® v |[Fowara, g/ Print [12r1672021 4:55Pm EDT) |
D Encounters e
Summary ] O
The patient, is a 31 year-old Female here today for a new patient eval @ Audit
¥ Default Setup ~
Chief Complaint: Low Back Pain PR-HEP CERVICAL TQ Train
The patient has tried and failed a Physician-Recommended Home Exefcise Program (HEF] for cervical spine pain of at
least & weeks over the last 3 months to include side-te-side neck filis, neck flexion, extension and rotations, shoulder rolls,
overhead arm siretches/presses, scapular squeezes, single arm row, standing wall pushups and cross arm shoulder




EILIEID R R b M | Page1of1 - 5 |

Willow T3st History of Present lliness
Chart Number: 5330 DOB: 01/01/1980 Apge: 31y Services Provided at: Comprehensive Spine Inst
Home Phone: (254) 515-8741 Gender: Female
Address: 123 Test Lane
Winter Garden, FL 34787 Encounter Date: 12162021
Chief Complaint:

The patient, is a 31 year-old Female here today for a new patient evaluation

‘Chief Complaint: Low Back PainPR-HEP CERVICAL
The patient has tried and failed a Physician-Recommended Home Exercise Program (HEP) for cervical spine pain of at least 6 weeks over the last 3 months fo include side-to-side neck tilts, neck
flexion, extension and rotations, shoulder rolls, overhead arm stretches/presses, scapular squeezes, single arm row, standing wall pushups and cross arm shoulder stretches.

CONSERVATIVE CARE

The patient has exhausted numerous conservative treatment options in the past including teroidal anti. ibed and OTC pharmacologic management including
pain medications and ofher pharmacotherapy, physical therapy. posture corrections, varius manipulations and other therapies such as chiropractic and acupuncture, ice and heat, a physician-
recommended home exercise program (PR-HEP), and ofher interventional proceduresisurgeries when appropriate.

Comments: HPI Phrase 1

2nd line of phrase
Information included in this report is confidential.

..More Default Setup

Select to create a Default template

D New | [%] save | @ History '| Defaults | Pafient ~ | “** More ‘|

Template |History of Present liness® v |[Floward, ¢ =) _Print [12/1672021 4:55PM (EDT)
E Encounter Date
Summary . O
The patient, is a 31 year-old Female here today for a new patient eval @ Audit
% Default Selu@ ~
fr  Train

Chief Complaint: Low Back Pain PR-HEP CERVICAL
The patient has tried and failed a Physician-Recommended Home Exercize Program (HEPT] for cervical spine pain of at
least 6 weeks over the last 3 menths to include side-to-side neck tilis, neck flexion, extension and rofations, shoulder rolls,
overhead arm siretches/presses, scapular squeezes, single arm row, standing wall pushups and cross arm shoulder

Using Default Templates

To load a saved Default for an HPI template, click on the Defaults icon which will display a list of default
options, select the default to load

) wew | [7) save | (0 History v!| Defaults |F Patient

Template |History of Present liness*| Select Default to Apply x | |

228 More T |

Clear Template

ERE RE NERE NE NE RE |

Merge Intake

Intake Templates can be built for a patient to complete on the My Medical Locker that merge to an HPI
templates. If there is intake data to merge, this will be indicated by a blue dot. Select the HPI chart tab, and
select the items to merge



Intake HPI x Patient F S

Intake Merge Template Due Posted
Hew Patient History of Present liness™ 121772021 11:258M (EDT)
~
v
Field Name Current Value New Value ‘
A\ Please review the following changes A
Templates m
What is the main reason you " -
are here today: Right knee injury Patient AMP z
Date: 11/02/2021 % Allergies
y . ~
Explain Injury: Heard something pop No active allergies "
Is your pain related to an ' Medications
openfactive auto accident, N Y Mo current medicatior
personal or work injury: Yes
Work or Personal Injury: Yes M Y la‘ Problems
iz lumbai
Waork or Personal Injury Date: 1140212021 T
Cervicalgia
Are you working with an v
Atforney due fo injuries Vitals
relafed to an auto N v v
accident/PIPiwork injury: Mo £ >
How long has pain/symptom Chart Tabs ¥
: 2 ¥
. been present (months) * Summary
Type of Pain: Sharp N Y Problem List ~
# History
Type of Pain: Shooting M Y v Alergies
Vitals
_ *ROS
Display Only Changes »-y Merge I?o Chart @ Mark Completed « HPI

ROS Templates

Add a new ROS

1. Once in a patient's chart, select the ROS chart tab.

SHJgiialn (ariunyper ...

© Problems

Other disorders of ...
Microscopic hemat...

Reviewed UPJ obstruction, co... ¥
10/02/2019 Chart Tabs

Problem List
History
Allergies
Vitals

ROS

HPI J}”]

2. The ROS screen will load.



[l New | ) save | O wistory - | ) Deouts | ] patient = | === more ~
Template |Flev1'ew of Systems VI
Summary

ROS
Constitutional Genitourinary - "
Temperature (°F) l:l Yes ” Frequency D D
Chills D D Urgency D D
Muscle Aches D D Hesitancy I:‘ I:‘
Poor Appetite D D Nocturia I:‘ I:‘
Poor Sleep D D Urinary Inconfinence D D
Might Sweals D D Hematuria D D
Weight Gain i Female Yes Mo
Weight Loss - Pregnant (]
Comments | Irregular Menses D D

: ; Yes Ho IMizzed Menses D D
Cardio/Respiratory Abnommal Vaginal Blesding D D
SOB . I:‘ I:‘ Diyspareunia D D
Wheezing I:l I:l Vaginal Discharge D D
DCE I:‘ I:‘ Drysuria D D
Edema LE's I i Yes  No
cpP

3 D D Penile Discharge D D

Palpatations D D Erectile Dysfunci D D
<5 D D ile ysln ion |

h Comments
mpris % % Musculoskeletal e e
sam [ ] O e 2=

s | | JeintPain | -

3. Then you can either click all of the necessary boxes for this patient OR you can click the Defaults button. This will
check all the normal boxes and then you can edit as needed.

D MNew | B Save | @ History ~ |Defa@| Paﬁent s
|rm

Template |Fl1wiew of Systems R VI ” |

a8 fore v|

| Summary | |

4. Select either the [Base] Practice Defaults or one of the custom user default templates.



4

=222 More T

| Bl pefautts | 2 patient

| Select Default to Apply x
: Group Defaults i :
[Easze]

Dir Garly Default RO3 h

Clear Template

5. Document the patient's Review of Systems as appropriate.

[l vew | [ save | 0 vistory = | [ Defauts | = patient ~ | === more = | £
Template |Rev1'ew of Systems vI || |
Summary O

Constitutional: Mo Chills, Mo Muscle Aches, Mo Poor Appetite, Positive Poor Sleep, Mo Might Sweats, Mo Weight Gain,
Mo Weight Loss.
Cardio/Respiratory: Positive Shoriness of Breath, Posifive Wheezing, No Dyspnea on Exeriicn, Mo Edema in Lower
Extremities, Mo Chest Pain, Mo Palpatafions, No Orthopnea, Mo Cough, No Hemoptysis, No Sputum.
Genitourinary: Mo Freguency, Mo Urgency, No Hesitancy, Ne Mocturia, Mo Urinary Inconiinence, Mo Hematuria.
Neurclogical: Mo Headache, No Dizziness, No \Weakness, Mo Difficulty Walking, No Mumbness, Mo Tingling.

7 ROS =
Constitutional Genitourinary ey Mo
Temperature {*F) I:I fes Ho i D
Chills - Urgency @
lMuscle Aches D Hesitancy |:|
Poor Appetite D Mocturia D
Poor Sleep D Urinary Incontinence |:|
Night Sweats L] Hematuria O
Weight Gain ] g Yes No
Weight Loss ] . 0O 0O
Comments | Imegular Menses D |:|

Miszed M
Cardic/Respiratory Yes NG 5 ense-s : D D
Abnommal Vaginal Eleeding D D
OH : D Dyspareunia D D
Yinceamg D Vaginal Discharge D D
BBk D Dysuria D D
Edema LEs L] Yes Mo
i D Male
Palpatafions D Perrilt-a Disnharge. D D
Orthapnea D Erectile Dysfunction D D
Cough D gt | Yes L3 [+ |
Hemoptysis D Musculoskeletal
N ke | | O

6. Once you have it completed, click Save.




[ ew [ [ save | D mistory ~ | 1 Detauts | [ patient ~

Template Review of Systems vI

288 pne T

Summary

Constitutional: Mo Chills. Mo Muscle Aches, No Poor Appetite, Positive Poor §
Mo Weight Loss.

Cardio/Respiratory: Positive Shoriness of Breath, Positive Wheezing, No Dy
Extremities, Mo Chest Pain, Mo Palpatations, Mo Orthopnea, Mo Cough, Mo Hem
Genitourinary: No Frequency, No Urgency, Mo Hesitancy, Mo Mocturia, Mo Urin,
Meurclogical: Mo Headache, Mo Dizziness, Mo Weakness, Mo Difficulty Walking

Edit an Existing ROS

1. Once in a patient's chart, select the ROS chart tab.

ShdgHalin (arumyper ...

Problems

Other disorders of ...
Microscopic hemat...

Reviewed UPJ obstruction, co... ¥
10/02/2019 Chart Tabs ¥

Problem List
History
Allergies
Vitals

ROS

HP| Qﬂ“j

2. Click on the History button from the menu bar at the top of the screen.

DNew |HSave|®Histury "|=BDB‘FauHs|F'atient "|@Mure "|

Template |RE'\fiew of Sysiems n rn] vI
L [

A Summary

Constitutional: Mo Fever.

Immunologic: Mo Latex Allergy.
MNeurclogical: Mo Decreased Sensation.
Gastrointestinal: Mo Consfipation.
Respiratory: Mo Shoriness of Breath.
Far/NoseThroatiMouth: Ba Hearing | nss

3. Double click on the ROS entry that you want to edit.

Y vew | bl save | P Detsits | Ccopy | & patient < | 3 More - |

& Encounter History Row 1 of 42

w Encounter Template Mame Created By Modified By e
1 10/24/2019 Review of Sysiems @ Rivers, Kelly Rivers. Kelly

2 0711072018  Review of Systems Head, Blake Head, Blake
3 02/19/2018 Review of Systems Rivers, Kelly Rivers. Kelly




4. The existing ROS will load, make the necessary changes.

DNe‘w |HSave|@'Hismry '|=:BDefauIts|Paﬁent '|@Mare '|

Template | Review of Systems v |Rivers, Kelly [10:242019 1:20Pm |

Summary O

Y
Constitutional: Mo Fever.
Immunelegic: Mo Latex Allergy.
Neurclogical: No Decreased Sensation.
Gastrointestinal: Mo Constipation.
Respiratory: Mo Shoriness of Breath.
Ear/Nose/ThroatMouth: Mo Hearing Loss.
Hematologic: Mo Easy Bruising.
Musculoskeletal: Mo new bone pain.

o ROS Py
Constitutional Yes  No pespiratory Yes  Noo pyrm Yes  No
Fever [ od Shoriness of Breath | | b Hearing Loss [ [l

|| Tobacco Use Screening' Cessation

Cardiovascular Yes No Gastrointestinal Yes No Musculoskeletal Yes No
Chest Pain [ o Constipation [ |+ MNew Bone Pain [ o
Hematologic Yes No Neurclogical Yes No Immunologic Yes No
Easy Bruising [ o Decreased Sensation | | |+ Latex Allergy [} |+
Genitourinary Yes No Pain Yes N BMI
Leak Urine/ Wet St [ (]  [#]  Areyousxperiencing [ o) S FAM & normad
pain? — || BEMI is abnormal - low
Comments l:l || BMI is abnormal - high
Current Meds
|| Documented

|| Mot Documented

5. Press Save when you are done adding all changes.

DNew |HSave|®His10ry '|@Defaults|Paﬁem '|®Mare '|

Template | Revie [TTBystems v |Rivers. Kelly
|
\,_/" Summary

= Constitutional: Mo Fever.
« Immunologic: Mo Latex Allergy.
« Neurglogical: Mo Decreased Sensation.

Gastrointestinal: Mo Consfipation.
Respiratory: No Shoriness of Breath.

Copy an ROS from a Previous Encounter

1. Once in a patient's chart, select the ROS chart tab.




slhusHiali (atiunypetn ...

£ Problems

Other disorders of ...
Microscopic hemat...

Reviewed UPJ obstruction, co... ¥
10/02/2019 Chart Tabs

Problem List
History
Allergies
Vitals

ROS

HPI Qﬂ”]

2. Click on the History button from the menu bar at the top of the screen.

DNB‘W |HSave|®Histury "|@Defaurts|F'atient "|@Mure "|

Template |RE'\fiew of Systems n rn‘! vI

LY
\._J Summary

Constitutional: Mo Fever.

Immunologic: Mo Latex Allergy.
MNeurclogical: Mo Decreased Sensation.
Gastrointestinal: Mo Consfipation.
Respiratory: Mo Shoriness of Breath.
FarNose/ThroatiMaouth: Fn Hearinn | nss

3. Click once on the ROS entry that you want to copy forward.

CInew | bl save | Pl petais +| Cocopy | 52 Patient - | 3 more - |

& Encounter History Row 1 of 42
w Encounter Template Name Created By Maodified By S

1 10/24/2019 Review of Systems Rivers. Kelly Rivers, Kelly

2 07/10/2018 Review of Systems @ Head, Blake Head, Blake

3 02/19/2018 Review of Systems Rivers, Kelly Rivers. Kelly

4. Then select Copy from the menu bar.

CYvew | bl save | P oetais +| 53 copy | B patient = | & wore ~ |

I8
@ Encounter History RJ I]
w Encounter Template N\a‘me} Created By
' ___l
2 07102018  Review of Systems Head, Blake
3 0211972018 Review of Systems Rivers, Kelly Rin
4 AT Review of Sustams Arhairkla Tammu A

5. The previous encounter ROS will load, make the necessary changes.



DNew |HSave|@'Histury '|@Defaults|Paﬁent '|®Mure '|

Template | Review of Systems ~ | Rivers, Kelly 102412019 1-29Pm |

Summary O

'Y

Constitutional: Mo Fever.

Immunclogic: Mo Latex Allergy.
Neurclogical: Mo Decreased Sensation.
Gastrointestinal: Mo Consfipation.
Respiratory: Mo Shoeriness of Breath.
Ear/Nose/ThroatMouth: Ne Hearing Loss.
Hematologic: Mo Easy Bruising.
Musculoskeletal: Mo new bone pain.

4 ROS L%
Constitutional Yes  No  poniratory Yes  No gy Yes Mo
Faver [ Shoriness of Breath | | | Hearing Loss [0 |

Coments [ ] Ll Comntsoronuser  conmems |

|| Tobaceo Use Screening/ Cessation

Comens [

Cardiovascular Yes No Gastrointestinal Yes No Musculoskeletal Yes No
Chest Pain || |#  Constipation [ Mew Bone Pain [ "
e B e ) E—
Hematclogic Yes No Neurclogical Yes No Immunolegic Yes No
Easy Bruising [0 | Decreased Sensation || | Latex Allergy [ d
Comments [ | commems | | commems[ |
Genitourinary Yes No Pain Yes No  BmI
Leak Urine/ Wet Self [ | [ Areyouexperiencing [ (2} BMI s normal
Comments ,—l pain? — || BMIiz abnarmal - low
[= s |:| [ | BMIis abnormal - high

Current Meds

|| Documented

|| Mot Documented

6. Press Save when you are done adding all changes.

DNE‘W |HSave|®Histury "|@Defaurts|Patient "|@Mure '|

Template |Revig [TTEystems  [Rivers, Kelly
|
\._/' Summary

Constitutional: No Fever.
Immunologic: Mo Latex Allergy.
Neurclogical: Mo Decreased Sensation.
Gastrointestinal: Mo Consfipation.
Respiratory: Mo Shoriness of Breath.

User Template Defaults

User Template Defaults

Users can setup and use template default values for HPI, ROS, Exam, Assessment, Treatment Plan and Order Fulfillment
templates

Creating Default Templates


https://officeemr.knowledgeowl.com/help/document-user-template-defaults

You can create a Default Template following these steps:

1. Click on the

&R sewp

EMR Portal

g Reports

iSche

gE“Rﬂ'm

I—EI Billing

2. Open a test patient’s chart using the Patient Search

9401 Patient, Test
9328 Test, Patient
2 results @

H|te.-stpatie| x O, v|
x
01/01/2001 Male
071191975 Female
Mew

3. Click on the Chart Tab to set template defaults for, i.e. Exam.

Chart Tabs

w

Summary
Problem List
History
Allergies
Vitals

ROS

HPI

Exams

Assessment

Nirdar Frfre

Immunizations

obstenir.w;{hj

Treatment Plans

ﬂ

v

4. Select the Template to set default values for.

Defaults | 5] patient -

—

Ortho Physical Exam -Comprehensive

Theracelumbar Spine Exam
Otolaryngology
Physicﬁixan

DNEW||E]SWE|®HBM "| =55 More T
Template v |

General SO

Venipuncture

Orthopedics

5. Select the More menu and then Default Setup option

6. Press the New button.

| Mew r#l Delete |
|

Save

5

7. Enter a Name for the set of defaults

[ New | [ save | D History ~| ) Defauts | [ patient = | =** more ~ |
Template |Phy3ica| Exam v|| [E'] Print
Summary D Encounter Date
(0 Audit
L3 Default Setug, |
f=F  Train {IJ




Mame *|Limited Exam| *

Tooltip

8. Check the Only for Me checkbox to keep the defaults private to your user id.

%Onh{ for Me

9. Go through the template and set the default value.

Summary |

» Incision: intact.
ENT: normal left ear, normal right ear, normal upper lip, normal lower lip, normal otoscope, nermal throat, normal A
teeth.

# Eyes: Pupils equal, round, reactive to light, normal cenjunctiva, normal sclera.
# Gastrointestinal: no HSM.
= Meurclogic: Alert and criented x 3.
& Genitourinary: Testes down, no masses, no hernia, no inguinal lymphadenopathy, ne suprapubic tenderness. (V]
L Exam A
sl
General Norm AbNX petails Gastrointestinal Norm AbNX petails

No Acute Distress O [ ] sem

Appears Stated Age |:| |:| l:l MNe Tenderness

Obese O [ l:l Normeactive Bowel Sounds
Well Developed ] [ ] mNoHsm

Well Mourished O [ l:l No Rebound

I
[
I
i
I

o Guarang I
skin Norm Abnx petajig [

o ases o
warn n i —
NoRash/Bruises/Lesions [ | [ | | |

Extremities AbNX  petails

Incision Norm Abnx petajlg Intact distal pulse w/o CIC/E

Clean |:| |:| l:l MNe Edema
Dry O o[ ]

I

10 & g OO EDDDD!DDD

Neurclogic AbNX  petails
° . Alert and Oriented x 3 O [ ]
o —
o sryinema 0 O Cranial Nerves 2-12 intact O [ v
Me drainage |:| |:| — —

10. Press the Save button.

Pro Tip: You can create multiple defaults for the same template.

Using Default Templates

Default Templates that are saved can be loaded in the EMR utilizing the following steps:
1. Load the template that has saved defaults and click the Defaults tab for a list of saved User Defaults. If
there is only one default for that template, simply click the Defaults tab



[ wew | [ save | 0 istory ~ | 5] Defauts | =] patient ~

228 Mare T |

Template |Physical Exam Select Default to Apply x I |
Group Defaults O
[Base]
Comprehensive
Detailed
Limited
Post op %
A
General Norm AL Norm ADNX petgilg ~
Mo Acute Distress 0 [ O O l:l
sopern Sivtson [ [ =S R —
0 g Su s —
Well Developed 0 [ O O l:l
Well Nourished O ™ | Clear Template | 0O O |:|
2. The items/clicks for that User Default will load into the template
Template |Physical Exam v I |
Summary O

* Incision: intact
ENT: normal left ear, normal right ear, normal upper lip, normal lower lip, normal ofoscope, normal throat, normal ~
teeth.

& Eyes: Pupils equal, round, reactive to light, nermal cenjunctiva, nommnal sclera.
& Gastrointestinal: no HSM.
* Neurologic: Alert and oriented x 3.
* Genitourinary: Testes down, no masses, no hemia, no inguinal lymphadenopathy, no suprapubic tendermess. W)
v Exam A
General Morm ABNX petails Gastrointestinal Norm AbNX petails ~
o e O o s —
e sosises 1 0 [ | otedmss O O [
Obese O O I:I Normoacfive Bowel Sounds [ | [] I:I
— O vonsw o
B T Y oo
o S No Guarding O o[ ]
othase s
Warm O o[ ]
o Hori s —
NoRash/Bruises/Lesions [ | [ | |
Extremities Norm AbNX petails
Incision Norm ABNX petailg ntactgistal pusewiocice | [ ||
o 00 L] tecn s
D [ 1]
v O O Neurologic Norm ADNX patajlg
O Alert and Oriented x 3 O [ ]
wopors 0 0 [ ]
Cranial Neves 2-12intact [ | [ [ |
s
overswonn [ 0 ]
Noctn oo ]
00
Tenderness | vl | |
S
Head Norm Abnx Details
N Ab o
Normocephalic i l:l Musculoskeletal orm ADNX De tails
Afraumatic ] [ l:l ROM O O l:l
ENT Norm Abnx Details Mo Tenderness l:‘ |:| l:l
LonEar N — L ool
Right Ear [0 [ ] NoSwetng O O el vl
Upper Lip 0] [ | Mewasses OO [ ]
Lovier Lip L] l:l Genitourinary Norm ADNX patajlg v
Nitnzrnne [z 1 — — —

3. To clear the default that was loaded, select Clear Template and this will unmark any checked boxes or



notes that were saved as a part of the User Default

e

[ wew | [) save | 0 History = | [] Defauts | [ Patient ~
Template |Ph5.rsi|:al Exam Select Default to Apply x || |
Group Defaults O
# Incision: intact. [Base]
o ENT: normal left ear, normal . otoscope, nermal throat, nermal s
testh. Camplehenswe
& Eyes: Pupils equal, round, re Detailed
& Gastrointestinal: no HSM. Limited
*« Neurologic: Alert and oriente Post op
* Genitourinary: Testes down Ty, no suprapubic tenderness. [
< A
General Norm Al Norm AbNX petgils e
No AcuteDistess u oo [ |
Appears Stated Age O O O O |:|
0 O 00 [ |
Wel Developed C oL ]
weinoushea [ [ cls Tenpie oo ]
No Guardh ool |
: Norm Abnx F
Skin Details — — —

Pro Tip: You can edit a saved Template Default by clicking the More menu and then Default Setup. Select
the default to change, make changes and click Save.

Surgery Ordering Overview

Surgery Ordering Overview

A surgical practice needs an effective workflow for managing the ordering and scheduling of surgeries and
procedures. This guide will walk you through how to place an order for a surgery or procedure as well as saving
default orders.

1. Select Order Item

¢ Navigate to Orders Chart Tab, Click on Order Entry

Chart Tabs

[IETTTIVTTFa= TT VT B
ROS

Exams

Exams
Assessment

<4

SOAP Notes
Letters
Problem List

¢ Select the Order Template to display the order options. Select the blue bar with the Surgery Orders (this will
vary by practice)



Order Template | Orders

v Ordered By

*| Carole Howard |

Summary

Assignment O

Diagnosis “ Physician “

Search

Follow-Up Visit

In-Office Procedures

Labs

X-Ray

MRIMRA

CT Scans

DEXA

Therapy

Immunotherapy

Referral

o (| ||| || o

Surgery

>
S

'Ear Surgeries

[ ] Billateral Myringotomy with Tubes
|:| Myringotomy of Left Ear

[] myringotemy of Right Ear

D Tympanoplasty of Left Ear

|:| Tympanoplasty of Right Ear

|:| Tympanomastoidectomy of Left Ear
|:| Tympanomastoidectomy of Right Ear
D Ossicular Reconstrucion of Left Ear
I:‘ Ossicular Reconstrucien of Right Ear
D Foreign Body Removeal in Left Ear
|:| Foreign Body Remoweal in Right Ear

Nasal Surgeries

[ | septoplasty

[ ] Nasal Turbinate Reduction

|:| Functicnal Endoscopic Sinus
D Balloon Sinusplasty Surgery
I:l Rhinoplasty

|:| Masal Cautery

|:| Foreign Body Removal in Nose
[] closed Nasal Reduction

e Select the Surgery or Procedure

Throat Surgeries
|:| Tonsillectomy
|:| Adenoidectomy
D Tonsillectomy and Adenocidectomy
[] Trachiotomy

I:l Thyreoidectomy (Partial)

|:| Thyroidectomy (Complete)

[] Thyroid Lobectomy (Pariial)

[ ] Thyroid Lobectomy (Gomplete)
[Jupep

[] Micro DL with Biopsy

G

U

Surgery

Ear Surgeries

[] silateral Myringatomy with Tubes
I:‘ Myringotomy of Left Ear

[ Mvrinactomv of Riaht Ear

e Ordered by

It is important that the Ordered by is the provider ordering the surgery or procedure. Click on the

MNasal Surgeries

Masal Turbinate Reducticn

@ Septoplasty

[ Functional Endosconic Sinus

magnifying glass to change the Ordered By

Throat Surgeries

D Tonsillectomy

D Adenoidectomy

[1 Tonsillectomy and Adencidectomy

*| Search for Users w
x
Alex Wade awade
Allizon Bowldick abowlick
«cute recurrent pal Anthony Miller amiller
Ben T Stipes bstipes
Carole Howard choward
Carole Test clest
Chandler Head chead
— | Christy T Sfipes cstipes
Wsician Clone Ward whbclone
Danielle Seals dseals
Visit
edures
10 of 46 results MNew




Tip: The Ordered By can be defaulted to a provider or another user in the User Setup

2. Summary Edit

e Click on the Order - this will open the Summary Item Edit Window. The Order Route and Processor are set
by default.

Summary ltem Edit X
Soap Text Default Soap Text  Lab Instructions
Septoplasty Surgery

AT Instructions
Order Status | Open v
ICD Code Click to Enter
Order Route |5“l93l‘1|' V| Processor |0fﬁCE Staff w

e Assign ICD Code (this can be also done when saving the order)

Summary ltem Edit X
Soap Text Default Soap Text  Lab Instructions

Septoplasty Surgery for (Dizziness and giddiness,
Acute recurrent pansinusitis)

Order Prigrity E:asilﬁn:“tions

Order Status |0pen v|

ICD Code R42,J0141 |

Order Route Sur Vl Processor | Office Staff v|
r Details Assignment A |

3. Order Fulfillment

e An order for surgery or procedure will typically have an Order Fulfillment attached. This allows users to
enter additional details for scheduling. Enter details for the surgery/procedure, then click Okay



Summary ltem Edit x

Soap Text Default Soap Text  Lab Instructions
Septoplasty Surgery

oy [Nom | Pt

Order Prioity  [Nom v e

Order Status | Open v|

ICD Code Click to Enter

Order Route |Sun;|en|I vl Processor |0fﬁ|:e Staff v
- Details Aszignment M

Surgeon:|Dr. Jones | Out-Patient [ _| In-Patient

H and P Dictated: Yes [ | No

Location: |Genera| Surgery Center |

Labs: [ ]cBc [ | BMP PT [ JPwpTT [JEKG [ Jua omer ]
Radiology: [ | CXR Olherl:l

[]sco [ ]| TED Hose Additional Orders: | |

Meds/Pre-Op Antibiotics: | |

Length of Procedure:| |

Anesthesia Type: |:| General |:| MAC Lecal I:l Mene
CT: [ ves [¢] Ne Nav: [ ves [¢] Mo

pate:| [ Faciity|

| Ordered: I:‘Yes |:| Mo

Pre/Op Instructions Given: Yes
Post/Op Instructions Given: Yes

I:‘ND
I:‘ND

ower [ ]

Special Equipment: [ | Balloon [ | 3.4 mm NaviBlade [ | Propel

1} Default Setup |1 D OK || Cancel || Apply |

4. Default Setup

This tool allows users to save options that are selected in the fulfillment
¢ Click on Default Setup (bottom of fulfillment)

|
*C'-‘Deiaunsmp1nefauus [ oK |[ Cancel | Apply |

¢ Click New to enter name and proceed to enter details for that surgery default, then click Save
¢ |oad Default- click on Defaults for a list of saved defaults, select the default to load.



Select Default to Apply X

I Group Defaults

- Adenoidectomy less than age 12 ~
Adenoidectomy less than age 12, BMT
BMT

- Clarific

CRNF

DISE

Eustachian tuboplasty - bilateral
Eustachian tuboplasty - unilateral
Humingbird-Study

Humminghbird

Inspire

Latera

Sentinel Mode for Melancma

Sinuva

Sjogren's

‘ Clear Template |

‘ﬁ' Default Setup) Defaults oK

5. Save Order

e When all details for the surgery/procedure are complete, click Save.
e Assignment- Associate diagnosis codes to the procedure, then click Save



Assignment X

Al Diagnasis
+ Surgery ' Code Recent
+ Septoplasty Surgery for (Dizziness + JO141 Acute recurrent pansinusitis
Code Problem List B
+ R42 Dizziness and giddiness
R509 Fever, unspecified -
b |
Priority Processor | Office Staff viF
Summary |
Surgery |
Septoplasty Surgery for (Dizziness and giddiness,... R42 0141 Morm  Office Staff

Save ” Cancel

Surgery Processing Overview

This guide will demonstrate how surgery scheduling staff can process an order once it has been placed in the
EMR.

Access Order

Orders can be accessed for processing either from the EMR/Orders History or My Task Orders
1. EMR/Orders History Access

e Click on History from Orders Template area



[ New | [7) save | 0 higtory = | Derauts | [ patient - | ** More - |
|
Order Template |0lders v| Ordered By  *| Talis Smith
Summary Assignment O
Orders
= Surgery - Septoplasty Surgery for (Acute recurrent pansinusitis)
Template H Patient H Diagnosis H Physician ” Search
Follow-Up Visit T
In.Nffire Provceduree L
e Click on Orders Tab to see a list of patient’s orders.
DNEW||E]Save|@DEiaIs '| Copy |F'aiier|t"“ll'lure '|
i (é Orders Results W
|| Arranged By: Priority
1| E Norm
Procedures Septoplasty 12/03/2021 11:04AM (EDT) Howard, Carcle Open Office ¥
Labs T5H 03/05/2020 12:24PM (EDT)  Rivers, Kelly Closed  Office @
Radiology  Chest X-Ray PA and Lateral  03/05/2020 12:24PM (EDT)  Rivers, Kelly Closed  Office Staff T
Scheduling Return to office in 6 weeks  03/05/2020 12:24PM (EDT)  Rivers, Kelly Closed  Office Staff @
Labs Basic Metabolic Panel 01/13/2020 10:144M (EDT)  Kaiser, Adam Cancelled elabs @)

2. My Task Orders Access

¢ Navigate to the My Tasks in the EMR and click on Orders. This will display a list of orders in which the
current user is assigned as the process or processor group

EMR List « ||y - Task Orders

b TR % || Open Orders
Communication (1) + Open Orders 133
. He cchange (0) Unsolicited Labs 0

| Qv|B -8 |=|0

Arranged By: Order Date

[, Superbill (0)

Progress Notes (15) El Date: Current A

£ eDocuments (1) ‘g Test, Patient Female Mext Appt: NfA Age: 46y 07/19/1975

' Prescription (0] Procedures  Septoplasty 12/03

[=] Reminder (0) . |,\@

<P Eligibility (0) Date: Older

7 Patient Portal (10) g Beasley, Kirby Male MNext Appt: N/A Age: 4.1y 10/04/2017

[ Fax (0) Labs Hematocrit 01/15

afl WvSED () Labs Vitamin D-25 Hydroxy 0115
oo He 1 ahe bllarnan Fand Camnrehencive TT n1is

5 Poo Health (0)

e Sort- based on workflow- select the Arranged By to sort orders (i.e. if you schedule for a particular provider,
you can arrange by “Ordered By” to see that provider’s open orders to be processed)



& -~ Task Orders

Open Orders

v Open Orders
Unsolicited Labs

133
0

Qv B -8 |®|0

Patient
E Date: Current Pricrity ~
B Test Patient F§  Type
Procedures Order 12/03
E Date: Older " Order Date
2 Beasley, Kirby Order By
Labs Appointment Date 01/15
Labs Processor 01/13
Labs rgen, Arprene 01/15

Processing Orders

1. Order Processing window can be opened from EMR or My Task Orders
o If accessing order from EMR, click on the yellow arrow to open the Order Processing screen

DNEW“ES&VE‘DDEIEIS " Copy |Pa|\em T | #** More '|
ré Orders T Results W
Arranged By: Priority
= Norm
Procedures Septoplasty 12/03/2021 11:04AM (EDT) Howard, Carole Open  Office Slzif[ J)]
Labs TsH &) Order Processing — Wehpage Dial x
Radiology ~ Chest X-Ray PA and Latera| rder Fracessing -- ¥iebpage Uislog b
Scheduling Return to office in 6 weeks E’]|[§,}\|® v| |EH ‘®| |ﬁ| Order #: 258
Labs Basic Metabolic Panel
Septoplasty
Labs Allergen, Food Compreheny Test, Patient
Radiology  X-Ray Chest, PA and Later;
~ . Female, Age: 46y 12/03/2021
Radislogy ~ CT Head/Brain wfcontrast
Radiology ~ MRI Head/Brain w/contrast Priority: Normal.
Scheduling  Follov-up in 1 day Appointment: Surgery at 12/03/2021 00:00am. @
Procedures  Billateral Myringotomy with
Referrals  Audiologist Referral Processor: Office Staff (Open)
Other Auditory Brain Response (4 pendering:  Howard, Carole L. Referring:  Smith Dr, Robert cD: 0141
Other Ultrasound of the Neck
Other Fine Needle Asperation of Responsible: Test, Husband Insurance: Auth:
Other CPAP Bi-Level Surgery Scheduling Sheet - New:
Surgeon: Dr. Jones, Out-Patient, Surgery: Date: 01/19/2022, Time: 8:00 a.m., Location: General Surgery Center. H and P
Dictated: Yes. Anesthesia Type: Length of Procedure: 30 minutes.
CT: Yes.
Pre/Op Instructions Given: Yes, Post/Op Instructions Given: Yes

¢ [f accessing order from My Task, click on order, the Processing screen will display on the right

2. Processing options

(£~ Task Orders Choice Training =
Open Orders ECIZCINEDEEEIECIEE
v Open Orders 133
Unsolicited Labs [} Septoplasty
— Test, Patient
Q ] =
2 |2 =6 Female, Next Appt: N/A 12/03/2021
Arranged By: Order Date
Priority: Normal.

E Date: Current
B Test, Patient Female Next Appt: N/A Age: 46y 07/19/1975 Appointment: Surger at 1211372021 00-00am. @

Procedures  Septoplasty N 12/03/2021 11:04AM (EDT)  How: Processor:  Office Staff (Qpen)
[l Date: Older Howard, Carole L. Referring:  Smith Dr, Robert CD: 10141
B Beos . ; 10097
2 Beasley, Kirby Male Next Appt: NfA Age: 4.1y 10/04/2017 Responsible: Test, Husband Insurance: Auths

Labs Hematacrit 01/15/2020 1:42PM (EDT)  Joned

Labs Vitamin D-25 Hydraxy 01/15/2020 1:42PM (EDT)  Jonet Surgery Scheduling Sheet - New:

Labs Allergen, Food Comprehensive IT 01/15/2020 1:42PM (EDT) Jone{ | SUFgeon: Dr. Jones, Out-Patient. Surgery: Date: 0171912022, Time: §:00 a.m., Location: General Surgery Center. H and P

Radiology €T Chest wfcontrast 01/15/2020 1:42°PM (EDT)  Jones gﬂ:‘: ‘es. Anesthesia Type: Length of Procedure: 30 minutes.

Radiology ~ CT Sinuses wfcontrast 01/15/2020 1:42M (EDT)  Jonet | PreiOp Insiructions Given: Yes, PosOp Instructions Given: Yes

Procedures  Adennidectomy Surnery DUHS/090 14280 (FDTY  Tomes

e Order Priority — click on the word Priority to change priority, i.e. stat



Septoplasty
Test, Patient
Female, Mext Sppt: N/A

Order Priority x

Appointm|
Prierity Nerm v| Piortypate |
Processon Sat
Nolif if no re I | weiyey [ v
Rendering Same day ICD: 10141

Results by
Responsil Call Auth:

Marm
Surgery Scheduling Sheq
Surgeon: Dr. Jones, Out-Pat 19,2022, Time: 5200 a.m., Location: General Surgen
Dictated: Yes. Anesthesia T e 30 minutes.
CT: Yes.
Pre/Op Instructions Given: Ye Biven: Yes

e Appointment: this will display current appointment information

e Processor: The processor is set as default, i.e. Office Staff. The processor can be changed/re-routed by

clicking on current Processor.

¢ This section also displays the status (open). Click on the words “open” to change to close.

¢ Rendering: The rendering provider for the order. This can be changed by clicking the name and searching
for provider/user. Once the Requisition has been printed, this cannot be changed.

e Referring: This is the patient’s referring provider in the Patient Setup.

e |CD: The ICD(s) associated to order. Based on Order type, this field can be set to required during the

implementation process.
e Responsible: This pulls from the Patient Setup

¢ Insurance/Authorization: Enter authorization information, Insurance Coverage and/or Billing Type for the

order

Insurance x
Authorization
Insurance
Payer Coverage
Blue Shield - Tennesses 1
Self Pay I}, 2
Employee Plans, LLC 3
BiingType [ |
Close

¢ Scheduling details/fulfillment: Click to review/edit/update details for the surgery/procedure.

Septoplasty
Test, Patient
Female, Next Appt: M/A

12032021

Priority: Mormal.

Appointment: Surgery at 12/03/2021 00:00am. 9

Processor: Office Staff (Open)

Rendering: Howard, Carole L. Referring: Smith Dr, Robert ICD: 10141

Responsible: Test, Husband Insurance: Self Pay Auth:
Bill Type: Patient Bill

Surgery Scheduling Sheet - New:

3. Save Order

e Click the Save button if any changes have been made to the Order



4. Print Requisition

e Click the Print icon to print an Order Requisition, then OK in the Create Requisition screen

sk Orders
lers I =i I
PI E bs 3 Septoplasty

Test, Patient

Female, Next Appt
y: Order Date

Priority:
N
Appointment
wedures  Se e L s Processor:
Rendering:
New Requisitions (1) Responsible:
bs He Surgery Surgery Orders Test, Patient = ST e
bs Vit m Septoplasty
bs Alld Surgeon: Dr. Jon
i _ Dictated: Yes. Am
diology C CT: Ves.
diclogy CcT Pre/Op Instruction
scedures  Ad
her Co
diclogy Mo
bs HD [}
heduling  Foll
dialogy CcT

5. Right Click options

AppUnLICn

2021 11:04AM (EDT.... Hoaes
@ Requisition
+" Status
@ Letter

§ 2 Diagnosis

2020 1:42PM (EDT
2020 1:42PM (EDT °

[ Copy
2020 1:42PM (EDT —
2020 1:42PM (EDY Send Communicaticn
2020 1;42PM (Dt || Create Reminder
2020 1:42FM (EDT 5. Open Patient in EMR
2020 1:42PM (DT [1L] Open Patient in Billing
2020 1:42PM (EDT Open Patient Setup
2020 1:42PM (ED—| EE Result Reporling

% eDocuments
2020 11:064M (ED Patient Orders

2020 11:06AM (ED

Custom

Coemmenis
2020 1:41PM (EDT Select Orders
2020 1:41PM (EDT

Unselect Orders

2020 1:41PM (ED1
2020 1:41PM (EDT  Sollapse All Groups
2020 1:41FPM (EDT Expand All Groups

ANTN A.A1DRA CETY

e Requisition — prints requisition
e Status - change status of order, i.e. closed
e |etter — allows user to print a letter, i.e. Consent Form



Print Letters for Patient 9328 X

Conszent

Basic Procedure Consent I ~
Excuse by

Return to Works/School w/ limit

MyMedicalLocker

MML Welcome Letter

Mew MyMedicalLocker Print Instructions

New MyMedicalLocker Welcome Letter

Patient

Financial Policy W
Patient Generic Letter

e Diagnosis — update or add diagnosis to the order
e Copy - creates a copy of the order with options to copy values from diagnosis and/or fulfillment details

f Check any of the Order(s) you wish to copy then select "Copy™.

Procedures 12/03/2021 11:04am Open  Office Staff Howard, Carole 9325 Test, Patient

=)
Evcouner [12m32021 B

Copy Diagnosis records.
I

Copy fullillment values NS

Gopy

An order can be edited by elicking on the Order D ) which is orits copied flag (slso X
Any inactive Users (denoted in gray) will be replaced using either your user id or your “Default Order By Uiser” seiting Copy

Arranged By: Order Date

= Date: Current

~
g Test, Patient Female Mext Appt: NfA Age: 46y 07/19/1975 -
Procedures  Septoplasty 12/03/2021 12:55PM (EDT) Hows
Procedures  Septoplasty LZJWZI]H 11:04AM (EDT) Howz
= Nate: Older .

¢ Send Communication — brings up New Message window to send a communication regarding the order
e Create Reminder - brings up Reminder window to create a reminder



OlE] ]« |@]0[&]w]

Gl To... itys=h

Subject ||

Stat 120032021 [  Status: Open
Due l:@ E Priarity: Mormal Recurring: Nene

Comment

OK | | Cancel

e Open Patient in EMR — quickly open patient in EMR portal
e Open Patient in Billing — quickly open patient in Billing portal

e eDocuments — open patient’s eDocuments

¢ Patient Orders — gives list of current patient selected orders

e Comments — opens Patient Comments window to quickly enter patient comment/alert
e Select Orders — highlights all orders in group, allowing for right click options to be applied to all orders

highlighted

Patient Orders

Open Orders 134
Unsolicited Labs 0

Qv|E-|8|® |6

Arranged By: Order Date

E Date: Current

2 Test, Patient Female MNext Appt: NfA Age: 46y 07/19/1975

¢ Unselect Orders — unselects highlighted orders

e Collapse All Groups — collapses all groups, click + to open one group

Procedures  Septoplasty 12/03/2021 12:55PM (EDT)  Howard,
Procedures  Septoplasty 12/03/2021 11:04AM (EDT) Howard,

El Date: Older

i Test, Patient Female Mext Appt: NfA Age: 46y 07/19/1975
Labs TSH 03/05/2020 12:24PM (EDT)  Rivers, K
Radiology  Chest X-Ray PA and Lateral 03/05/2020 12:24PM (EDT)  Rivers, K
Scheduling  Return to office in 6 weeks 03/05/2020 12:24PM (EDT)  Rivers, K
Scheduling  Follow-up in 1 day 01/13/2020 10:14AM (EDT)  Kaiser, A
Radiclogy ~ CT Head/Brain w/contrast 01/13/2020 10:144M (EDT)  Kaiser, &
Radiology MRI Head/Brain w/contrast 01/13/2020 10:14AM (EDT)  Kaiser, A
Labs Basic Metabolic Panel 01/13/2020 10:144M (EDT)  Kaiser, &
Labs Allergen, Food Comprehensive IT 01/13/2020 10:14AM (§9T) Kaiser, A
Radiology  X-Ray Chest, PA and Lateral 01/13/2020 10:144M (EDT)  Kaiser, &
Procedures  Billateral Myringotomy with Tubes Surgery 01/13/2020 10:14AM (EDT)  Kaiser, A
Referrals Audiologist Referral 01/13/2020 10:144M (EDT)  Kaiser, A
Other Auditory Brain Response (ABR) 01/13/2020 10:144M (EDT)  Kaiser, A
Other Ultrasound of the Neck 01/13/2020 10:14AM (EDT)  Kaiser, A
Other Fine Needle Asperation of the Neck 01/13/2020 10:144M (EDT)  Kaiser, &
Other CPAP Bi-Level 01/13/2020 10:14AM (EDT)  Kaiser, A



= = Task Orders

Open Orders
+ Open Orders 134

Un=olicited Labs 0
QB -8 |e|0

Arranged By: Processor

Elabs

Howard, Carole

Murse

EERERE|

Dffice Staff

e Expand All Groups - re-expands groups if collapsed

Documenting Pharmacy/Preferred Pharmacy

Documenting Pharmacy

Follow these steps to search for the patient's desired pharmacy when creating electronic prescriptions:

1. Create a new prescription by either performing a drug search or by selecting a prescription favorite.

2. Click on the Pharmacy field.

Heinlein, Aston
1234 Test Street Blue Springs, MO 64015
Prescribe Phone: (317) 687-8119 DEA: BM8803632
Patient: Cross, David L. 04/07/1956(64y) Male Written:  03/04/2021
28 Park Meadows Nashville, TN 37215  Phone (615) 661-0213
Drug: atenolol 25 mg tablet
Sig: 1 TAB ORAL every day

Dispense: 30 Tablet

Refills: Two Effective: Void: Dispense as Written: No

Note:

Pharmacy: Test 000 Pharfgacy 10.6MU (703) 205-1295 000 Pending Response Way, Arlington, VA 22201

Diagnosis:

More+ BEHSfitChECk Coverage Save Print Send

3. The application will display the patient's Preferred Pharmacies, recently used pharmacies for the patient,
pharmacies with the same  zip code at the patient's home address, and office favorite pharmacies. Click on
a pharmacy or press the Search button to find a different pharmacy.


https://officeemr.knowledgeowl.com/help/send-an-electronic-prescription-from-a-drug-search
https://officeemr.knowledgeowl.com/help/send-an-electronic-prescription-from-rx-favorites-list
https://officeemr.knowledgeowl.com/help/preferred-pharmacy

Pharmacy \Z‘
a
Preferred Address City State Zip Phone
E' 10Dot6 Pharmacy Store1 ... 56789 Long Pharma... Reallylongcity... CA 90009 3102683115x1234...
Recently Used Address City State Zip Phone
v {, Test 000 Pharmacy 10.6MU 000 Pending Respo... Arlington VA 22201 (703) 205-1295
Zip Code Search Address City State Zip Phone
'E' CARESPOT-NASHVILLE 2001 Glen Echo Rd  Nashville TN 37215 (615) 292-0012
h CVS/pharmacy #6437 3801 Hillsboro Pike Nashville TN 37215 (615) 385-0622
{, EyeRx 2204 Crestmoor Rd.... Nashville TN 37215 (833) 883-3391
{' Green Hills Pharmacy 2134 Bandywood Dr  Nashville TN 37215 (615) 292-3359
{' Kroger Nashville 895 2131 Abbott Martin Rd Nashville TN 37215 (615) 297-4431
h WALGREENS DRUG STO... 3901 Hillsboro Pike Nashville TN 37215 (615) 298-5340
Search List Address City State Zip Phone
3
" -
Sear@lju Patient Location Previous Next Done

4. Type in the name, address and/or zip code of the pharmacy you're searching for (e.g. CVS 46060 or CVS
lakeview or CVS Noblesville)



Note: To search for a pharmacy out of your state, de-select the State checkbox next to the Pharmacy Search

field.

Pharmacy Selection and Maintenance X
[1akeview cvs € Jstatemo [ JLocal [ mai IR New Pharmacy 181
N:
ame Address City State Pharmacy D
CVS 17310 IN TARGET 4701 LAKEVIEW PK... ROWLETT -
CVS/pharmacy #0638 74 SOUTH LAKEVIE... GIBBSBORO NCPDPID * l Type ‘ Print Only
CVS/pharmacy #0883 2018 LAKEVIEW AVE... DRACUT
CVS/pharmacy #10068 8626 Lakeview Rd Rowlett Name N
CVS/pharmacy #4634 111 LAKEVIEW DR. NOBLESVILLE
CVS/pharmacy #7431 3430 LAKEVIEW PK... ROWLETT Activation [ B - | D [ Active
Store Number |
Service Specialty
Levels Levels
Address:
Cross Street |
& Address 1 ’
Address 2 ‘
city \
Contact:
Email [
Phone ‘ Fax
Usage:
< »
6 items 4 »

5. Single select the Pharmacy you're searching for to view the pharmacy's details and map

6. Double-select the Pharmacy you're searching for to use it for the prescription.

Multiple Resources (4)

BE

Drug and Dosage for Internal Medicine Favorites

[5

e 4]

Adams, JoAn... %% Q
AM - v

AM

Heinlein, Aston

Checked-In, Telehealth

Allen, Bobby .. %%
8ok g

Scheduled, Allergy Shot

Adderall XR 20 mg capsule,extended release [Disp: 30.00 Capsule Sig: 1 Q Day Refill: NR ]

Adderall XR 5 mg capsule,extended release [Disp: 30.00 Capsule Sig: 1 Q Day Refill: NR ]

amlodipine 10 mg tablet [Disp: 30.00 Tablet Sig: 1 @ Day Refill: 2]

amiodipine 5 mg tablet [Disp: 30.00 Tablet Sig: 1 Q Day Refill: 2]

amosicillin 500 mg capsule [Disp: 21.00 Capsle Sig: t TID Refill: NR |

AndroGel 20.25 mg/1.25 gram (1.62 %) transdermal gel pump [Disp: 3.00 Box Sig: Q Day each axilla Refill: 3 Alert]
aspirin 81 mg chewable tablet [Disp: 100.00 Tablet Sig: 1 Q Day Refill: PRN ]

atenolol 25 mg tablet [Disp: 30.00 Tablet Sig: 1 Q Day Refill: 2]

Grant, Anna (1...% % 9
11:45AM -

12:00PM

Heinlein, Aston
Scheduled, Botox Inject...

MISYS, TEST .. %%
45P

Hei . Aston

Hospital Rounds 2

EIENEENZ)

in 250 mg tablet [Disp: 6.00 Tablet Sig: 2 initially then 1 QD x 4 d Refill: 1]

Bactrim DS 800 mg-160 mg tablet [Disp: 14.00 Tablet Sig: 1 BID Refil: 0]

benazepril 20 mg tablet [Disp: 30.00 Tablet Sig: 1 Q Day Refill: 2]

buspirone 10 mg tablet [Disp: 60.00 Tablet Sig: 1 BID Refil: 21

buspirone 30 mg tablet [Disp: 60.00 Tablet Sig: 1 BID Refil: 21

Bystolic 10 mg tablet [Disp: 30.00 Tablet Sig: 1 Q Day Refill: 5 ]

Bystolic 20 mg tablet [Disp: 90.00 Tablet Sig: 1 Q Day Refill: 3 |

chlorpheniramine-codeine 2 mg-10 ma/5 mL oral liquid [Disp: 90.00 Milliter Sig: 5 mi QBH pra cough Refill: NR ]
Cipro 500 mg tablet [Disp: 14.00 Tablet Sig: 1 BID Refill: NR ]

&~ EMR Choice Training
« Patient Gharts [ ~ [ [ new | [ save | D) mistory | = patient + | *#* more + | A\ Cross, David L. Born 07-Apr-1
Office Schedule B N4 |' B © \ 8 options ~ \ | \ Patient BSA [225 |
iz A 2, T Drug Search My Favorite My Therapeutic Glasses Other Favorites
Checked-In: 1

Arranged By: Location

Dialysis Rounds 5

0/0

80|

Heinlein, Aston
1234 Test Street Blue Springs, MO 84015
Prescribe Phone: (317) 687-8119 DEA: BMB803632
Patient:  Cross, David L. 04/07/1956(65y) Male Written:  04/2212021
28 Park Meadows Nashville, TN 37215 Phone (615) 6610213
Drug: atenclol 25 mg tablet
sig: 1 TAB ORAL every day
Dispense: 30 Tablet
Refills:  Two Effective: Void: Dispense as Written:  No
Note:
Pharmacy: CVS/pharmacy #4634 (317) 776-3601 [§11 LAKEVIEW DR., NOBLESVILLE, IN 46060
Diagnosis: CVS/pharmacy #4634
Phone: (317) 776-3601
More+ rint  Send
Address: 111 LAKEVIEW DR, NOBLESVILLEIN 46060




Pharmacy Selection and Maintenance

QL |6 A state:mo  Local | | Mail

Name Address City State

To search for a Mail Order pharmacy, de-select the State checkbox select the Mail checkbox.

Pharmacy Selection and Maintenance

Q | | €) Jstate Mo [ JLocal 3 vai

Name Address City

Include Mail Or

Patient Preferred Pharmacy

Patients have the ability to select their Preferred Pharmacy on the My Medical Locker- based on practice setup.

To view the patient’s preferred pharmacy outside of the Medications Chart Tab, open the Patient Index and use
the ..More menu list and select Preferred Pharmacy

Patient Setup | w = -
New Train
Advanced Search AT
Chart 9330

123 Test Lane AccidentRelated Cause

Winter Garden, FL 3478 Appointments
noemail@email.com Authorizaticns

James T3st Care Team

Home (322) 323-2323
Demographic History

Self Pay
Personal Payment Document Management
Copay $50.00 Eligibility
. Histol

Summary Willow T3st o

123 Test Lane Lab Result Entry

Demographics Winter Garden, FL 3478 Preferred Pharma
Insurance Past 3 Visits Intake Assignment
Responsible Party 12/16/2021 2:00PM (30n  MyMedicalLocker Ad...

1201572021 10:30AM
Emergency Contact & Office Communications

127132021 &:00AM (301 patient Communicatio...
Print / Fax Queue

Comments
P . Balance: $0.00

You can view the patient’s preferred pharmacy. In addition, you can add a new or additional preferred pharmacy
by searching for pharmacy and clicking on Add



Preferred List
Pharmacy Address City State  Zip Phone
‘[' CWSipharmacy #1320 13697 W Colonial Dr Winter Garden FL 34787 (407) 656-8680
~
s
W
Search Q) & A Add | L Remove
Search List
Pharmacy Address City State  Zip Phone
Recently Used
‘h CVSipharmacy #1820 13697 W Colonial Dr Winter Garden FL 34T8T (407) G56-8680 N
Zip Code Search
‘@ ADVENT HEALTH-TOTAL HEAL... 3131 Daniels Rd Winter Garden FL 34787 (407) 395-2865
‘h CHC Pharmacy-Winter Garden 13275 West Colonial Drive Winter Garden FL 34787 (407) 614-5374
T CVS 17338 IN TARGET 3343 Daniels Rd Winter Garden FL 34787 (407) 395-0112
‘@ CVS 17810 IN TARGET 204 Ruby Red Place Winter Garden FL 34787 (407) 550-9007
‘{g ECKERD DRUGS #3203 4110 Winter Garden Vinel... Winter Garden FL 34737 (407) BTT-3131
‘fm FH CENTRA CARE -WINTER G... 3005 Daniels Road Winter Garden FL 34787 (407) 654-8186

Superbill - Create from EMR

Superbill

The Superbill Chart Tab allows providers to create claims at the time of service to eliminate lost charge tickets
and to promote faster payment. Follow these steps to complete a Superbill from the EMR.

e Open patient from EMR, click on Superbill Chart Tab.

Chart Tabs b
Vitals
ROS ~
HPI
Immunizations
Exams
Obstefrics
Assessment
Treatment Plans
Order Entry
Medications
Superbill
Prog Notes
Lette v

e Select the Superbill and Service Location from the drop down menu

858 More ™ |

[ ew | [Z) save | 0 mistory ~ | Deautts | B3] Patient =

ENT Office Superbill ICD10 v| claim# ]

Service Locafion  *|iSalus Healthcare East | Claim Sfatus | 5
Carelink Home Health Diagnosis

CheiceMD Telehealth N Problem List

Community East I/\@

Esi Community South Top Provider Diagnosis Codes
Davita Indy Morth Dialysis Most Common Diagnosis Codes
och Lookup

Family First Physicians

Fishers

Franklin W
Franklin — Johnson Memorial Hospital

Superbil it

N I i




e  Adefault Superbill and Location can be assigned to a Resource to load as default

¢ Edit Service Location, Rendering Provider, Service Provider, Alternate Provider and/or Supervising Provider,
click on the Claim Status dropdown. You can also enter an Admission date and/or Claim Narrative

[ ew | 7] save | (O History *|  Derauts | E3 patient | *** More ~ |
Superbil tlAudinIugy Diagnostic Superbill v| Claim # I:I
Service Location ‘| V| Claim Status | | P
* | | Admission I:@D Accident/Related Cause
Referring Provider | | ciaim
Marrafive
Alternate Provider | |
Supervising I'-‘rwidai |

e Add Procedure codes
o From blue bars- open the appropriate blue bar, select the Procedure code(s). Click on appropriate
code(s) for the visit.

Procedures
Audiclogy T
EAR v
Nose ¥
o Office Visits A
MNew Est
Mew Est
Office Visit 99204 " 99214
Office Visit SSJ\LD 99213
Office Visit 99202 99212
Miffira Vieit aand Q44

o From Lookup- search for code via Lookup- enter code in search and select

[ Mew | ) save | O History *|  Derauits | [ patient | == More |
Superbil - Otolaryngology Superbil If (& Search - Intemet Explorer — O %
Service Locati = | General Hospital
ENICE LoCaton | |66?62l _|_ -
Procedures
Audiology x*
Provider Favorites
S0 Search Results
Nose 58750 66762 CPT
o Office Vigits 66762 7417626 CET
Throat
Looku

| Procedure Gode Search |

4 results All Mew

e Add Diagnosis codes
o From Problem List




DNele]Save‘@Histﬂry ‘|

Derauts | [ patient -

“°° Mare ~ |

Superbill + [Valley Superbil v| caims | |
Servics Location | Community East ~| Claim Status | | ¥
Procedures Diagnosis
C i -op Clearance v ' Problem List A
Immunizations ¥ | |Acute sinusitis, unspecified J0190 o
jecti ¥ | |Essential (primary) hypertension n
Laboratory v Top Provider Diagnosh_{odes ¥
< Office Visits A Diagnoses v
Office Visit New Est Lookup v
Level 1 99201 99211
Level 2 99202 99212
Level 3 99203 99213
Level 4 99204 o 99214
Level 5 99205 99215
‘Other Services v
Preventative v
Procedures v
Lookup v

o From Top Provider Diagnosis Codes (populates automatically based on usage)

Fa Problem List v
o+ Top Provider Diagnosis Codes Fiy 2
;I::cr:::“l:; breast associated with the 09112
Acne conglobata L7o1
Acne vulgaris L7000
Acute bronchitis, unspecified J208
Acute recurrent sinusifis, unspeci J0191 o
Acute sinusitis, unspecified JO130
Adengviral pneumaonia J120
Adjustment disorder with anxiety F4322
Adjustment disorder with mixed anxiety and F4323
depressed mood | |

o Custom blue bars (based on practice preference- you may have custom list of diagnosis codes to
select for superbill)

Diagnosis
Problem List v
Top Provider Diagnosis Codes v
LumbarfSacral e Fiy
!\nlqr_lnsing spondylifis of unspecified sites 459 U
in =pi
Congenital spondylolisthesis QTe2
Intervertebral disc disorders with M5106

myelopathy, lum

o Lookup: Brings up a Diagnosis Code Search window - search by code or words

Diagnosis
o Problem List v
Top Provider Diagnosis Codes v ~
N . = -
Ld Diagnosis (& Search - Internet Explorer — O
Diagnosiz Codes v
7 Logkun . A |Iumhar| x
Diagnosis Code Search ] ”
N170 Acute kidney failure iith tubular necrosis ICD10 Provider Favorites
ICD10 Search Results N
M41126 Adaol i i liosis, lumbar region 1CD10
M41125 Adol it idiopathic liosis, th lumbar region ICD10
M4216 Adult ostecchondrosis of spine, lumbar region 1CO10
M4215 Adult ostecchondrosis of spine, theracolumbar region 1CO10
M4516 Ankylesing hyperostosis [Forestier], lumbar region 1CO10
M4815 Ankylosing hyp iz [Forestier], th lumbar region Ico10
M456 Ankylosing spondylitis lumbar region 1CD10
M455 Ankylesing spondylifis of thoracolumbar region ICD10 &
M4T016 Anferior spinal artery cempression syndromes, lumbar regicn 1CD10
25 of 308 results ICD10 New
Charge Summary
[] Edit Charges

P
DOS Code
[ < oromez] s

4
NERESE
Units Charge Amount =|| & =

[ ][ sere| [ swmro AMARM




A blue diagnosis code is one on the patient’s problem list. A black diagnosis code is not on the patient’s
problem list. Clicking a black diagnosis code will turn it red and push the diagnosis code to the patient’s
problem list when the superbill is saved.

¢ Add modifiers, click the icon that looks like a piece of paper with a red X:
Charge Summary

l_j Edit Charges g ’_”_H_”_”_”_”_”_‘ d:
:p DOS Code Units Charge Amount )

oo lete (972020 Jsgzis )1 | s1sOn| s

o Type in the appropriate modifier or select one of the used modifiers and click the green arrow to
push it over to the appropriate spot. Click OK.

Charge Surl gg213

Sl " 3 %FWWﬂﬂﬂﬂﬂﬂ

P
Copy Delete 9921“ Modifier#3 | | <:]|
Modifier#4 | | (3

| oK || cancal |

5.00

o After a modifier has been added, the piece of paper icon will show with a green plus sign to signify
that there is a modifier being used.

B

[] Edit Charges 3 a
P e €
DOS Code Units Charge Amount

Copy Delete [03/17/2020 |gg213 %Eﬂ 5125.m|| s125.nn|

Total = $125.00

e Add Units- click on the Units box to edit units for the CPT code (daults to 1 unit)
Charge Summary
[] Edit Charges ’7

(¥
\’) DOS Code Units Charge Amount

Xz ow B JL S

e Associate the procedure codes to the appropriate diagnosis codes

Charpe Summary

8™ o Hﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ*

B o [t ]| S0 snsL
@x 15832 ﬁ-| $1,903.14| [ $1,803.14| (A[A ]
5 o] sy (s ][ o[ smom A

Total = $2,168.14

e When all codes are entered, click Save



D Mew || D S@l @ History ~ | Defaulis | Patient = | " More ~ |
Superbil * | Choice Super v| came [ ]
Service Location | ENT Toledo West ~| Claim Status | | ¥
Procedures Diagnosis

consult A J Problem List A
Eval level 4 99214 Low back pain M545 &
Eval leve 3 99213 o Osteoarthritis of knee (disorder) M179 &
Venipuncture 36415 Top Provider Diagnosis Codes ¥

o After Superbill is saved, the Claim Status = Closed Electronic Superbill

a0 pore T |

O New | save | O History ~|  Defauts | [ Patient
Superbill «|Choice Super ~| Claim#
Service Location  * | ENT Toleda West v| Claim Status |Glused - Electronic Superbill
Procedures Diagnosis
L consult v < Problem List
Lookup v Top Provider Diagnosis Codes
New Section 2
Lookup

e To make edits to a Closed Electronic Superbill, select Allow updates to 'Closed-Electronic Superbill'- make
necessary updates and click Save

Charge Summary

[] Edit Gharges [ | Allow updates to 'Closed - Electronic

T Superbill
P DOS ;ﬂ“]de

P 8

Units Charge

5 X proma] sz

SOAP Notes

B[]

51su.uu| | 51 sn.uu| [+

The SOAP Note chart tab is a dynamic chart tab in which data pulls for various chart tabs to create a formal visit
note. Users may have various SOAP Note letters to choose from when creating a SOAP Note.

Navigating to the SOAP Note Chart Tab

1. Begin by documenting all aspects of the visit. (For example, History, Vitals, Allergies, ROS, HPI, Exams,
Problem List, Medications, Orders, Treatment Plan, Superbill, etc)

Chart Tabs
Summary
History
Vitals
ROS
Allergies
HPI
Exams
Problem List
Order Entry
Medications
Treatment Plans
Superbill
Progress Notes pﬂ"]

LARLLLLLALL

v
¥

| >

<

| ettars.

P — !

2. Navigate to the SOAP Notes chart tab, the system will generate a SOAP Note based on the user's default

SOAP Note letter.



1 D new | B save |0 mistoy +|  perauits | B2 patient + | =** more |
1 PINI:I [Progress Note v [soap v“:l
{[Traa AT#]|[B I VT 5 +][=0 1%} Re-Populate Note
IeB]xe0ee]]

Date: 02/11/2022 Provider:
Patient: Alexandra Test
Date of Birth: 08/13/2021

History of Present lliness - Wade, Alex

New Patient
Patient is a 0 year old White female who presents today for Hematuria.

History

Past Medical History
« Type 1 Diabetes

Cancer

Hypertension, unspecified
Wegener's Granulomatosis

Depression

Asthma

Renal Disease

Past Surgical History Amputation, Dialysis, Liver Biopsy Has the patient ever had a surgery or invasive
procedure: Yes

« knee replacement - Date: left knee ; aug 2021 ; Baptist Hospital ; Dr. Johnson

« hip replcement ; Date: right hip ; sep 2021 ; Baptist ; Dr. Smith

Social Historv

>

3. Users may choose to change the SOAP Note letter by selecting a new template from the first dropdown.

Defauits | [ patient | *** more ~ |

Progress Note M
(Base SOAP plank) —
(BGSE S0AP auto populate) R&P(}pulale N

MyMedicalLocker
New MyMedicalLocker Print Instructions ﬂ
New MyMedicalLocker Welcome Letter
SOAP

History and Physical

Injection Note

Medical Note

"~ Progress Note [}

[T |

In most cases, the SOAP Note type will generate on it's own based on the SOAP Note letter template
settings.

Progress Note Wl SOAP vl I]
(Base SOAP blank) 1
(Base SOAP auto populate) Re-Populate Note

MyMedicalLocker
New MyMedicalLocker Print Instructions ﬂ
New MyMedicalLocker Welcome Letter
SOAP

History and Physical ~
Injection Note

Medical Note

| Progress Note I}

=1

4. Once the user has reviewed the note and is ready to sign-off, navigate to the PIN box and enter their unique
4-digit pin. Click Save.

) New | ) save | 0 mistory ~ | perauts

Piifeees] b [Progress

Mundn- A704 4190079

5. For scheduled visits, a signed SOAP Note will be indicated using a green check mark on the appointment.



<« Patient Charts E >
Office Schedule
Head, Blake (2)
frequent blocdy nose
Intake: 110%, 100%

Friday Feb 11, 2022
Poland, Mary Elle...
Checked-In, Established Pa...

»

Q

Checked-in: 1
1:00PM - 1:15PM
12:45PM (EDT)

NOTE: Practices may use various terminology when labeling the final office note. (I.E. Progress Note, Visit

Note, SOAP Note, etc)

Billing Overview

Billing Overview

O €3 | [ % sewpscreens -| B Reportingwindows ~| | % setsiing info_~| X web Searcnes - 3
Today's Activity
Exigibilty Superills Collected Receipts Applied Receipts Patient Payments Total Payments Care Team
% @
62/373 71373 361373 5/$1,398 5/%1,398 3180 69/$2816 339/1$28,356 408 /831,173 1123

New / Scheduled Ghecked Out/ Scheduled Checked / Scheduled Greated / Gharges

Greated | Charges

Created / Gollected

Greated / Applied

Procedure / Amount Procedure / Amount Procedure / Amaunt Locations / Resource:

<

] >

Key Performance Indicators o

L.:é

Post
$115,537

$7,706,869

Revenue
Cycle

B

Manage
$4,271,417

Prepare
4492

1>

[erocesure — A/RDOS =
[Jeharges - 0- 30 Days
Oeaysea — 31 -60Days
[eemens _ 61- 90 Days

Adjustments — L
O w@&f@@@.ﬁ@g#& d@“f@&#&@& -f,g&@e*#-fff &“‘@@#f&#&f&&&i
&4 == o0s b B L E -¢‘ a‘ v

The Billing Dashboard is the landing page of the Billing portal. The Billing Dashboard consist of 3 main areas.
Today's Activity, Revenue Cycle Wheel, and Key Performance Indicators. Below we will talk about each of these

areas and how its info is to be utilized.

¢ Today’s Activity: This area will show you the numbers for today’s date of service allowing you to get a
glimpse of what is to be expected for your day’s totals. This area is automatically updated to the current

date of service.


https://officeemr.knowledgeowl.com/help/todays-activity-059c7ea

¢ Revenue Cycle Wheel: This area acts as a glance on the claims cycle and also doubles as individual users
queues when you click the word Revenue Cycle based on setup. Each tile within the Revenue Cycle wheel
will allow you to dive in to view what the numbers consist of but also allowing you to bring up the applicable
data by hovering over it and clicking the magnifying glass. The Revenue Cycle wheel is essentially where
you will initiate your day by clicking on the applicable tile you will be working on a diving into the perspective
data you need, whether reviewing and submitting claims, working rejected and denied claims, posting
payments, or working on your practice’s aging. The Revenue Cycle wheel consists of 5 tiles.

o Prepare: This tile will show you Missing claims (patients that are checked in/out but no superbill has
been documented), Missing Data claims (claims that are missing crucial data to be processed),
Ready for Processing Claims (claims that are ready to be reviewed to be submitted) and Claim Issues
(claims that have NDC Errors or that fall into a Global Period Days).

o Submit: This tile will consist of claim batches that are either pending to be submitted (Pending
Submission), claim batches that are pending to be acknowledged (Response Submission), or claim
batches to which all claims have rejected (Error Submissions).

o Manage: This tile will consist of your Rejected and Denied claims, claims that are put into a Biller
Defined status, and claims with No response with 7 days (default is 7 days but can be changed per
user).

o Post: This tile will consist of your payments pending to be posted. This includes ERA deposits, EOB
Deposits, Statement Deposits, and Receipts. They will be listed as Deposit Errors, New Deposits,
Receipts, and Posting Errors (some may not show if you do not have any). The Deposit Errors will
consist of ERA Deposits with a PLA (Provider Level Adjustment) Adjustment which will need to be
looked at to resolve it. The New Deposits will consist of any ERA Deposits, EOB Deposits, and
Statement Deposits that have not been posted yet. The Receipts will consist of Error Receipts
(receipts that the system has not been able to auto post which require a user to post them). The
Posting Errors will consist of claims that have been sent to posting but they have a claim level error
which will need to be looked at to resolve it.

o Collect: This tile will consist of your practice’s aging. This will include both insurance and patient
aging. By expanding the each aging you will be able to view the aging broken down by aging bucket (0-
30 days, 31-60 days, 61-90 days.....)

¢ Key Performance Indicators (KPI): This area will show you a line graph for a 90 days period dependent on
the options you have selected (checkboxes on the left). The options to select to view the data will be a user
setting and users will be able to look at the data that is the most pertinent to them. By clicking the jumpbox
next to the KPI header you can view additional options to select from and also alter the time frame to view
the line graph for.

Billing: Entering a New Patient from Billing Portal

Entering a New Patient from Billing Portal

The below will guide will walk you through how to create a patient from the Billing Query window in the instance
you are manually entering a claim and the patient is not yet in the database.

1. Inthe Billing portal select the Billing Query


https://officeemr.knowledgeowl.com/help/billing-revenue-cycle-wheel
https://officeemr.knowledgeowl.com/help/rcw-prepare
https://officeemr.knowledgeowl.com/help/rcw-submit
https://officeemr.knowledgeowl.com/help/rcw-manage
https://officeemr.knowledgeowl.com/help/post
https://officeemr.knowledgeowl.com/help/collect
https://officeemr.knowledgeowl.com/help/key-performance-indicators-28eef6b

Insurance
Authaorizations
Billing Query
Claim Submisst
Dialysis Billing
Statements
Ready to Send
Batches

>

2. On the Billing Query toolbar select the New Options drop down and click Claim.<\li>

= - Billing

Q 'fJ '|@ Setup Screens '||E|Reporli|

plelg-s-a-E - & - -
Claim fa

= Patient & Pafient

3. Enter patient’s last name, first name, or date of birth in the textbox to search for the patient. You should
always search for the patient first before adding a new patient even if you are almost positive the patient is
not in your database.

) Patient Search -- Webpage Dialog

x Qe [[[F R -|@ -

= Search Results (0 total rows)

Chart

A Name Employer

No data found

4. Once confirmed the patient does not exist in the database click the New (white sheet of paper) icon.

]

> -l@ -
t|%@|ﬁ“ @ -

5. In the Patient Setup window complete the patient’s info (fields with a red asterisk are required. The fields
that are required for billing are; First Name, Last Name, Address 1, City, State, Zip, DOB, Signature
checkbox, Signature Date, Gender, Home phone number, and Responsible Party checkbox "if same as
patient"). Click Save and proceed to the insurance tab.



&) Patient Setup -- Webpage Dialog

Patient Setup | ] ’E‘b =

New Patient Setup ,\_Fﬂl
New Save Train More ;

Name Address Chart

e | | ez [ ] veerdewe [
‘ ] I T A N T =
Nick [ |
\ |

s v ol v we [ B0

Suffix Zip l:l |:| Signature l:EEl
Demographics Contact Status
Gencer | I 1 N | = e )
Demographics Ethnicity * | ][] work T e[ ] empoyea [ ]
Race | vl ome [ Jea[ [ ] ewpoe [ ]
- | W oo [ ] s [
Location | Primary Location | meminger [ ™

Active Reportable || Do NOT print Statements

Provider

PCP [Primary Care Physician |

Referring \ Referring |

Docter | Doctor | N
RicHist | v|

6. Inthe Insurance tab complete the Guarantor section (if patient is the policy holder select Same as Patient to
populate the patient demographics. If the policy holder is a spouse or parent select Individual, click
Populate Patient information to bring over the address and complete the remainder of the section).
Complete the Insurance Policy section by entering a Start Date, Payer, Insured ID, Copay (if applicable), and
Group Name and Policy # (if applicable). Click Save. If patient has a secondary insurance click New at the
top and repeat these steps to document the secondary insurance. If secondary insurance is not applicable
proceed to any additional tabs as applicable (Responsible Party tab if the Responsible Party Same as
Patient was not checked in the Demographics tab).



& Patient Setup - Internet Explorer — m} had
Patient Setup [ - ~
0 B 1 oo Patient, Test Born 01-Jan-1989(33y) Gender Female () fo;t
New Save Train More
.
... ISG'US Cov.  Active Payer Primary 1D Group/Policy # Copay
1 " Anthem Blue Cross 123456 $0.00
2 ¥ AETHA 21135847561 50.00 A
v
Guarantor
Summary Coverage Insured (®) Same as Patient () Individual () Company Populate Pafient Information
Demographics Fus rcaress 1 [T | none e[
e P | e 5]
Insurance
v [ |
Responsible Pa
b " sum [ state Country [USA % Zip Code [43125 |
Emergency Contact Gender Female v| Email [kraig@test com |
Comments R Self w| Empioyer | |
]
Case Management DoB D ([ | ‘
Dialysis Insurance Policy
Emplo Start (102015 G ena [ BT penefmeset [ G
mployer
Payer [ Anthem Blue Cross | insursdiD  [MemneriD#  w| [123456 |
Sliding Fee
9 Type ‘|C Vl yID | Vl | ‘
Immun. Registry M3P Reason | v|  GroupName | |
Extension Cory @3 ox[] GroupPolcy # | PanCose [ |
Miscellaneous D Amount | | et | s
Max out of Pocket Met =
Referral Tracking | ‘ | H
I:‘ Authorizaticn Required I:‘ Do not perform 270 eligibility Document List | | Order Route | | Ehgibility

Billing: Entering a New Claim from Billing Portal

Entering a New Claim from Billing Portal

The below will guide will walk you through how to create a claim from the Billing Query window in the instance

you are manually entering a claim.

1. In the Billing portal select the Billing Query window.

Ingurance
Authorizations
Billing Query
Claim Submisst
Dialysis Billing
Statements
Ready to Send
Batches

>

2. On the Billing Query toolbar select the New Options drop down and click Claim.




Q ;J '|Setup Screens '||E|Reporli|
plelg-& - -3 | -k -
Claim lla

= Patient & Patent

3. Enter patient’s last name, first name, or date of birth in the textbox to search for the patient.

&) Patient Search -- Webpage Dialog

et,e QM e|DE|R -|@ - [] Include Inactive Patients Max Rows [s0__ |

= Search Results (6 total rows) Row 1 of &

Chart & Mame Employer Primary Type Primary 1D DOB Age Gender Home Ph

+ s s owmwnsee sy

2 9492 Test, Paper SSN 08/24/1982 39y Male (317) 667-8119

3 9765 Test, Paper S5N 222-55-8888  01M9/1972 49y Female (317) 687-8128

4 9792 Tesli, Patient 05/05/1989 32y Male (317) 540-6987

5 24832 test, patient SSN MI-11-1111 0TH9M975 46y Male (317) 490-9629

6 24976 Test, Patient 07191975 46y Unknown (317) 555-5555

4. Double click on the patient’s name to open a new claim window.
5. In the new claim window complete the necessary claim info.

New Claim for Test Patient 01/011989 (32y)

x
open - | Kl save ~| - Histoy || | Payments - | (52 patient - | Search for Patient Q4 v| &1
A Status Patient Service (2)
Clim  New - Patient 9796 - Test Patient ~ Location | Service Location |
Status  |Ready to Send Primary, Electronic | 2T3SJT::;16G2:vepo o a51s Rendering | Fendering Provider |
Substatus | | Pat Location | Patient Location Referring | Provider, Automated Fax |
Level  [Primary s piling [Electronic | Pat. Provider | Pafient Provider | Refersd | @1
Type [Medical v Resp. Party | Patient, Test | 2 Other Providers
Ouner | Farias, Michell | Primary | (1) Anthem Bilue Gross | Attemate | Atemate Pravider
837 (®) Professional () Institutional [ AETNA | Supenvising | Supervising Frovider
Tetiay | Tertiary Insurance | Ordering | Ordering Provider

[] override Insurance 22 Authorization Attending | Attending Provider

Purchasing | Purchasing Frovider

A Procedures and Diagnoses (1)

B Service Date | cos Frocedure Amount Madifiers Diagnosis
From | To Units |  Charge | Amount T2 ]34 1 T Z 3 T ]
1| 09102021 @wmfzum | v| ‘ s0.00 | | ‘ | | ‘ | ‘
= Add New Item Total: 50.00 Pay/Adj: $0.00 Balance: $0.00 Receipts: $0.00
a Additional Information Messages and Monitoring Queue and Tasking
Admission | |l Hour | ~| Aging /A There is currently nothing in the Queue for this claim

Discharge | W1 Hour | w| Billing Message WA
Claim Validation N/A

Patient Validation x
Onset l:@ 8 Patient Only A
Gode Limitations WA
Required Fields WA
Global Period WA
s 837 Validation WA
Monitoring WA

A Alerls ‘ |@cummem ‘ |Lh| Activity Log

Billing: Claim Submission Manual

Workflow: Claim Submission Manual

Step 1: Click on Billing



Step 2: Go to the prepare area of the Revenue Wheel.

33

Prepare
147

A

¢ Ready for Processing - Claims that are currently ready to be sent out

a';j Prepare: 147 claims

* Missing Claims 28
¥ Missing Data 35
A Ready for Processing 83
* Ready to Send Primary, Electronic 7
* Ready to Send Tertiary, Electronic 2
* Closed - Electronic Superbill 74 Q

¥ Claim Issues % 1

Step 3: Click

on the Magnifying glass to go into the Closed Electronic Superbill billing query queue.

Step 4: This step assumes all coding has been completed Refer to Coding best practices for this portion. Click
and choose the claims you wish to submit manually. You may check and uncheck the whole queue by clicking the
plus sign on the second column down or you can check the claims one by one for processing.

P 2|3 -3 |62 -|E - [ -|E2 | ~| Max Rows [958
# |+ Claim DOS Submission Status Billing Charges Balance
1 : 32234 | 08/02/21 Closed - Electronic Superbill E $0.00 $0.00
2 : 32236 | 08/02/21 Closed - Electronic Superbill E $0.00 $0.00
3 : 32235 | 08/02/21 Closed - Electronic Superbill E $0.00 $0.00
4 : 32227 | 08/02/21 Closed - Electronic Superbill E $0.00 $0.00
5 z 32276 | 10/14/i21 Closed - Electronic Superbill P $85.00 $85.00
6 : 32105 | 01/19/21 Closed - Electronic Superbill P ($1.00) ($1.00)
7 : 32237 | 08/02/21 Closed - Electronic Superbill E $0.00 $0.00
8 z 32226 | 08/12/21 Closed - Electronic Superbill E $175.00 $175.00
-g 9 z 32154 | 04/06/21 Closed - Electronic Superbill E $125.00 $125.00
3 10 z 32215 | 07/01/21 Closed - Electronic Superbill P $125.00 $105.00
E 11 z 32170 | 04/06/21 Closed - Electronic Superbill P $85.00 $85.00
] 12 z 32169 | 05/05/21 Closed - Electronic Superbill P $85.00 $85.00
E 13 z 32225 | 07/21/21 Closed - Electronic Superbill E $140.00 $140.00
g 14 z 32220 | 07/08/21 Closed - Electronic Superbill E $125.00 $125.00
w 15 z 32166 | 04/22/21 Closed - Electronic Superbill E $125.00 $125.00
16 : 32228 | 08/02/21 Closed - Electronic Superbill E $0.00 $0.00
Closed - Electronic Superbill
17 32134 | 02/25/21| 03/03/2021 1:29PM (EDT) | 03/03/2021: Unknown E $65.00 $65.00
03/03/2021: BillingMD Valdiation error
18 32112 | 01/20/21 Closed - Electronic Superbill E $120.00 $120.00
1al[] 2220 | 08102121 Clnsed - Flectranic Sunerhill F 000 S0 00
( \‘ 1 1 ‘f\ | . -

Step 5. Once all claims are chosen then it is time to submit the batch. Navigate to the second tool bar and
choose the submission options tool (green arrow pointing to the right) click the down arrow next to this tool and
click submit claims.



s -3 - e

Submit Claims

= Submit Staterm -
&

View Submission |

Step 6 : the prepare back opens up click ok

| Prepare Batch -- Webpage Dialog

@Prepare Batch for Payer
837 Professional 837 Institutional
2 Primary Claims |:| Primary Claims |:| Primary Claims
|:| Secondary Claims |:| Secondary Claims |:| Secondary Claims
D Tertiary Claims D Tertiary Claims D Tertiary Claims

Paper

Prepare Batch for Statement (Responsible Party)

atch for File Exdr:

2 Claim(s)
No extract formats are available

laim Information

A total of 2 claims were selected.

K J Cancel

Click ok again:

| Claim Submission -- Webpage Dialog

(\1.) Claim Submission Message(s):

o Primary Paper Claims:

© Submission number 3630095, consisting of 6 Paper Claims has been submitted
& Primary Electronic Claims (Professional):
© WARNING - EDI File Created, but no clearinghouse detected

Submission number 3630096, consisting of 40 Electronic Claims (5010) has been
submitted.

These submissions may be viewed on the claim Submission window

Step 7:

Navigate to Claim Submission:

Insurance
Authorizations o
Billing Query | Clam Submi
Claim Submission
Dialysis Billing



Step 8: find the batch you created:

18 1 3619573 10/13/2021 5:18PM (EDT) Claims. Electronic  lellen 1 0 1
19 [ 3630005 10/25/2021 12:20PM (EDT) Claims. Paper !amandaﬂn‘ 6 4 2 v

<

Step 9: Click process:

e [ SUDTTISSIONS 8#| Submission 1D ubmission Date | B0l B
Submission Detail X
-| Submission ID: 3630095.25376870 Date: 10/25/2021 12:20PM (EDT) Batch Type: HCFA Primary Claims Created By: Weber, Amanda
_| Claim Total: 6 BillingMD Failed: 4 BillingMD Passed: 2
= Submission Details Row 1 of 6
Claim = Passed  Payer A Rendering Provider A Patient Total Balance w Remove

1 @173 (1)COMMONWEALTHO... Dietzen, ChuckMD  Head,Blake | $5000 #5000, [

2 32224 (1) COMMONWEALTH O... Dietzen, Chuck MD Head, Blake $65.00 $65.00 O

3 32215 (1) First Health (NALC) Kildare, Richard MD Doe, Gail $125.00 $105.00 (]

4 32112 (1) Moms insurance comp... Cohen, Sandra M.D. ‘Gumdrop, Billy $120.00 $120.00 |:|

5 32169 v (1) First Health (NALC) Kildare, Richard MD Doe, Gail $85.00 $85.00 O

6 32170 || (1) First Health (NALC)  Kildare, Richard MD Doe, Gail $85.00 $8500 [

$530.00 $510.00

)
j < >
! | View Submission | ‘ Open Claim | | Open Patient | ‘ HCFA |

i | Bf 3619573 10/13/2021 5:18PM (EDT) |Claims Electronic |lellen 1

0 1 @
Wl = 2630009 4 21 12:20PW EDD) [Claims  [Pager Jlamanga [ o 4

Step 10.
Click OK
assed - Payer - Rendenng Provider
Submission for 3630095.25376870 X .

(®) Process Submission

Print HCFA form(s) -

ur

V| o€
7| (O Reprocess Submission loc
7 (O Remove Submission |_

Your Submission is being processed

] OfficeEMR - Webpage Dialog X

Submission 3630095.25376870. is now being
processed

Billing: Claim Submission Automated setup

Claim Submission Automated




Here are the steps for turning on the new automatic claims processing functionality. There are two parts to it:

1. Setting a status to be included

2. i.Go to Setup:

x Setup

B Dannrie J

ii.Payers:
Diagnosis Co

Payers @

Superbill Templates

iii.Window Settings (gear)

iv.Go to Setup: Claim Status

oAy
User
Claim Status Setup
Financial CIassJ\}U
Claim Rejection Codes
Audit
Payment Codes
ERA CARC Refresh
ERA Amounts Close

ERA Status/Payments

v.Select one of the Ready to Send statuses (Primary/Secondary/Tertiary), either paper or electronic



X
0 "‘ =) |P ‘ v Claim Status #9 @

Claim Status Values

1 Group * | System Status vl
] Description *|Ready to Send Primary, Electronic |
Display Order
Flags
[ ] Auto Submit Status

I:l D D Skip Auto Receipt

Claim Status Usage

vi.Click the box marked Auto Submit Status

Auto Submit Status
ot

vii.Save

ni [ L

Claim S% Save Reference Table

viii.Repeat for as many statuses as need to be set up. Only the Ready to Send statuses are available.

1. Turning on the time for claims to be batched/submitted
= Go to Setup:

I f:ﬁ AUIIIIISUAavni

x Setup
3. !l!u_ = . ﬂr

o Company Settings (or click the binoculars)



Company Settings

Admini
Company Settings,

Ermnlavuar Madnla

o Use 'auto' as your search keyword

Setting | auto

Patient Education

Patient Validation Rules
Problem List Settings

| Procedure Settings and Rules
Receipt Settings and Rules
Receipt Settings and Rules
Receipt Settings and Rules
Statement Rules and Settings
Statement Rules and Settings
Submission Settings and Rules
Submission Settings and Rules

Use Medline for Patie
SmartHealth ASY che
Auto codify problem |
DX Changes: 1 Prom|
Skip auto-posting of (
Skip auto-posting of (
Skip auto-posting of [
Auto-Send Ignored W
Auto-Send Statemen
Auto post electronic ¢
Auto Submit hour

o Select the setting Auto Submit hour

Setting ‘ Auto Submit hour|

Value | 0 |

Rule ‘ Integer value between 0 and 24

Tool Tip | Enter the hour of the day (Eastern Standarc
0=Never,1=1am, 9=9am, 12=Noon, 14=2pn

time

o Set a time using the one or two digit number equal to the time on the 24 hour clock - all times are

Eastern Time

Setting | Auto Submit hour

Value |12

o Save

Save settings |

A F.||®|1
A .




NOTE: The clearinghouse pickup time is 8 PM (Hour 20) Eastern / 5 PM Pacific for claims to be
forwarded the same business day. If the Auto Submit hour is set greater than that, the claims will not be
picked up by the clearinghouse until the next business day.

Billing: Estatement Deposits from PaySimple

To Identify EStatement deposits from Pay Simple

If you are specifically just looking for the eStatement payments, then you can also click on the More button in
Deposits and select Statement ePayments. Set a reporting date and then refresh to get the list.

Steps

1. Billing Portal

2. Deposits

Payment| Deposits

Referred

Payments (Legacy)

Deposits j“l
3. More

"I1 More window actions ¥
= LE B ]
Train More
[
N

4. Select EPayments

Change Display Settings

e

Deposit Reconciliation

Deposit Reporting

N =~ ]

Statement ePayments




5. Choose dates

(2] Statement Electronic Payments -- Webpage Dialog X
Statement Responsible Party Patient Amount Message Review
4
N
Reporting Criteria: Start |08/02/2021 [§I[=] Eng  [09117/2021] [§ =] N Refresh ‘ l Mark Reviewed | | Close

6. Refresh the list

‘I:TRperQh | icfl

You can also search for Statement deposits and look at the check/trace id. The eStatement payments will
display CC information instead of a true check number.

7. Go to the billing portal.

8. Click on Deposits

Payment| Deposits

Referred
Payments (Legacy)
Deposits Jhﬂ

9. Click on Advanced search



Advanced Search Q

Ad Deposit Status o

I
10. Search for the trace ID

Deposit Date | ML L]
Check/Trace 1D | |

Model % @ Standard O Converted O Legacy O N/A

Please also note that in reports the payer is going to be the responsible party from the statement.

Can | create a HCFA paper claim for a claim that was initially
sent out electronically?

Solution:

If the claim was initially sent out electronically, it can be printed out as a paper claim. But the following steps will
need to be taken.

e | ocate the claim that needs to be printed. Change the Claim to Ready to Send Primary, Secondary, Etc,
Paper

Open ™ | ol save - | @ History ~ | E.:j Paymenis = | Patien

A Status Pati
Claim 26556 -
Status Info. requested from_nffice: w
REdUY U SET P i
Substatus |Ready to Send Se Ready to Send Primary, Paper
Level rimary, Paper
Type Ready to Send Secondary, Paper
Ready to Send Tediary, Paper
Owner Ready to Send, Statement
Payment Arrangemeant
837 Sent, Statement
Sent, Electronic N
Sent, Paper

e Create the Claim batch by Submitting Claims.



=+ Billing
QO €3 [ +| 10 setup Screens ~| = Reporting Windows ~| -
)

5% setBiling info ~ | (X Web Searches * 1@ - |

2 |F -2 - |5 - |EE o oy oD - s Rows [ 9999 |

# |+ | Claim opos || 5] SubmitClaims | Status Billing
5 ! = Submil Statements ,
‘:DI 26856 | 06/30/21 | Ready to Send Primary, Paper | P
e - — .. @ View Submission - e -

e Go to Claim Submission and locate your claim batch.

Insurance
Authorizafions

Claim Submission

e Select your Claim batch, hit Process and select Process Submission to print the HCFA Form.

Submission Detail x
gﬁ:ﬂ:mlm 1693517935554 Date: 01282020 12:10PM (EDT)  Batch Type: HCFA Primary Claims Created By: Weber, Amanda
Total: 1 BillingMD Failed: 0 BillingMD Passed: 1
= submission Details Row 1 of 1
Claim & Passed - Payer & Rendering Provider A Patent Total Balance v Remove
1
(@) Process Submission 0.0 0.0
Print HCFA farm(s)
== ~
() Reprocess Submission
() Remave Submission
Mote: Ona claim has been modified since submission was
created
——
W
£ Y
View Submission Open Claim Open Patient HCFA Process |

Billing: Enter an Authorization

Best practice for tracking Authorizations.
When entering an authorization, you must make sure you are entering the auth as it was approved.

For example, if there is a start and end date then put in a start and end date to make sure the system is tracking
this authorization for you. The Reason entered is dependent on the authorization reason and that it is for internal
use only. Lastly the Referring | would put is optional as is some cases it is not needed.



1. Select the patient
index card to open
the patient setup
screen

2. Select “More” Select “Authorizations” to enter authorization information for visit

2
Train || More

‘wmid  Advanced Search A s

AccidentRelated Cause
mosy  Appointments E
Authorizafions | RS
Care Team :

o Cay
oy Document Management
s Elgibility Lt

3. Select the “Referred To” tab. Select the paper with the green + sign at the bottom of the screen to add a new
authorization

=
1 &
1

| Reteed By | Referred To

|| @) Autharieations Show 48 BThORZABONS Row 0 af0] |
|
1 o e Raason . Retemrsd To Payer Covenge St £

HE
o data founi

4. -Enter the reason as “Consult and Treat” -Select Status as “Received” -Select Tracking as “Referred to” -Select
Type as “Authorization” -Enter Auth # -Select Insurance -Select Rendering provider -Search & select referring
provider (if not populated) -Enter effective start & end date -Enter # Visits authorized Select “OK” Note here you
can also enter visits and or units with a warning for the system to track the authorization for you.



Authorization - New X
Authorization Effective Amount

Reason  |Xofigo Infusion | st [os012021 G Amount [ |

Status Needs Review Tracking | Referred To A Ena o [10812021 B used ||
v Received (o) Referred By v . N
Auth not required v e Warning 101152021 G Wamning E Amount
eferral

Exteral PA Type |/ Authorization | visits Units 1

ey

Auth Date [090172021 B[] # Visits used || sunits | |used[ |

nine  [12e45em ey || MWamingwiloccurfier [6 | visits  Wamning will occur after || nits
Facility | |

creates [ ] createaty :

Cal Date 8]

==

Service |
Referring | Refering ‘ . is Priman{ ] Procedure :
) [v] coue Description
D Patient has been scen b A9606 RADIUM RA-223 DICHLORIDE THERAPEUTIC

D Referral letter with results sent out/received
["] care for condition was assumed

Rendering | Bolan P.A-C, Amy E.
Byrd MD, Gregory F. A ts 0+ xD I L\} I |

Cameron MD, Brent < Code

Castor PA-C, Zachary Di s

E==n| i |

Active Payer «
v HCC MEDICAL INSURANCE SERVICES Primary

Inactive Payer «

Self Pay Secondary

T30+ x0D Code | ]
[ o< [ Camcel [ Aoty |

Once the Auth is entered the iScheduler will track the authorization for you.
The authorization is also tracked in the billing portal via the claim entry screen

Lastly the provider can see it within the EMR via the Superbill chart tab

Billing: Pull a Referring Provider list

How to Pull a referring Provider list

1.Got to the Billing Portal
IE] Billing
ﬂ eDocuE L

2. Click on the top tool bar on the down arrow by setup screens tool tip and click provider.

| @ Setup Screens ¥ ‘ [ff
Patient

Payer

cked (
CodefFee

Location (

Provide;

3.0nce the provider search opens click on advanced Search.



‘ oProvider s

Last Name NP1

4. Choose referring

Advanced Search X

v Commonly Used

Docors [ ]

Rendering O NA (O Rendering (@) Referring

I b

‘v Demographics

5.Click Search.

v

g

6. The list will populate. Now you can print to pdf or export to excel by navigating to the purple gear.

Choose print

©Provider Search 0]
[ Secuiy

_| screen

7 Company

User

Print
Audit

Refresh

Close
—

(& View Report X

How would you like to view your report?

Billing: Locate Submitted Statement Batches

You would be able to see past submitted batches via the billing portal.

1.Please navigate to batches under the statements blue bar.

2.Click on Advanced Search.



3. Choose submitted and the dates you are viewing on the statement.

4. Then Click Search.

The previous batches will show in the queue.

How do | print a patient transaction history?

Patient transaction history PM report

You may also go to Reports portal,

N Setup
Reports

T EmMR 1

PM Reports
Report <« || ¥ Keport Fv Keports EN 1 Associates o1 San vi¢
My Tasks ¥ Report Search
Audit
ppone Al caecory [N v | Repot |
Security

_ -~ Patient

Logins
Payment Last Name [ | charts [ |-l | Il
Tickets
Urology Extract First Name | | Balance | |Io | |
Billing ~Clai
E:::::g x::ﬁ:z (Adv) Place Of Service Equal @ Not Equal | v
PM Reports Date of Service | |@m | |ﬁ Code Range | | ) | |
:s:::if:z Post Date | |Em | |@ Payer | |
Disk Space -Payment/Receipt ® And or
EMR Deposit Date | IEm | |@ Payment Type | v
2:::;:? of Care Post Date | |@m | |ﬁ Type | v
iReport ~Provider
My Task Counts (v
P ion Loa Last Name/Doctor # | | Group |
£ Administration First Name | |
K setup -
Re: Date | |Em | |@ Appointment Status I v
g — Post Date: | |Em| |ﬁ Resource | |
[_E_] Billing
B



Choose patient transaction history

—
Report Search

Category |BillingVD - Claim Report Patient Transaction History

Dationt

Put in the chart #

Chart # L e[
Then click launch report

Resource |:
[Conen g ||

Billing: How to update Provider Credentials

Credentials For Payers by Provider

1.Login:

2.Go to Set up

Basic Setup
Company Profile
Contacts
Implementation
Location Categories
Locations
Patients
Providers
Referral Source
User Groups
Users

Schedule Setup

>

3.Providers

4. Search for the provider on the upper right



B - Setup: Providers

Urology of Indiana =

®» w00

Provider 0 -

Batler MD, RobertA. O £}

” New Save Train More

Summary

Demographics

Identification

Billing Addresses

Rendering
Providers

5. Once the provider is selected click on the more button

<

More

7,835

Referring
Providers

6. After click on more, click on credentials, the provider credentials box will open:

&] Provider Credentials for Robert A. Batler MD -- Webpage Dialog x
Sys ID Payer Name Financial Class Payer ID Pin/Group P12 |3 |4|5
458564 Ambetter MHS Medicaid 68069 . 2| o
45624 Medicaid Anthem Hoosier Healt | Medicaid Paper b g
45627 Medicaid EDS Secondary Medicaid SKINO - 4
45630 Medicaid Managed Health Serv...|Medicaid paper b g
D¢ | 45633 Medicaid 2018 MDwise Care C... |Medicaid paper 1 o+
Ig |45756 DO NOT USE Medicaid 26160 *
il 45798 Not valid Medicaid paper *
i 450 HIP Anthem HIP SB630 A A
45804 HIP Caresource HIP paper b g v
All Ghanges to provider credentials will immediately take effect. [ Provider |[ Paver |[ credental [ New |
< >
7. To enter a new credential click on new
I
@] Provider Credentials for Robert A. Batler MD -- Webpage Dialog x
Sys D Payer Name Financial Class Payer ID Pin/Group P|1 2 3 |[4]|58
45564 Ambetter MHS Medicaid 68069 . 2|4 o
45624 Medicaid Anthem Hoosier Healt... Medicaid Paper F g
45627 Medicaid EDS Secondary Medicaid SKINO - d
45630 Medicaid Managed Health Serv...|Medicaid paper o
D 45633 Medicaid 2018 MDwise Care C... |Medicaid paper b g
Ig |45756 DO NOT USE Medicaid 26160 o
il 45798 Not valid Medicaid paper *
il 45501 HIP Anthem HIP SB630 E b g
45804 HIP Caresource HIP paper b g v
All changes to provider credentials will inmediately take effect. | Provider | ‘ Payer | ‘ Credential H New ‘
< >




8.Find the payer you want to create a credential

0 Add PaEr Credential

L

TR S

Payer ‘ Payer Name |
| PinGroup | |
: Participating [ |

| Save ||| Cancel

1
1

il
| IEY YL

E]

9. Choose the tab that the credential needs to be created appropriately.

J 1 Pin/Group 2 Submitter 3 Bill To 4 Pay To 5 Rendering & Paper
& Electronic Pin/Group Values Row 1 of 19
Use ID Description PIn/Group
~
L a e |
2 ¥ XX National Provider ID (NPI) \ |
3 1A Blue Cross Provider Number \ |
4 1B Blue Shield Provider Number \ |
3 1H  CHAMPUS Identification Number | |
[ FH  Clinic Number \ |
7 1J  Facility ID Number \ |
8 BQ Health Maintenance Organization Code Number \ \
9 LU  Location Number \ |
10 1D Medicaid Number \ |
11 1C Medicare Number \ | v
12 B2 Drefarred Drovider Dirnanizatinn Mumber I |
EMera[ 3 [ & [ ¥ [X 1) [ ok [ cancel |[ appy |

10. When complete click on apply and ok




Billing: Authorization Report

Authorization Report in Billing Portal

In this document we will train you how to work through the Authorization Report.

1. Navigate to the Billing Portal.

—
L] iScheduler
@ Billing
& epocu

2. Click on Authorizations under the Blue Insurance Bar.

Insurance
Authorizations

Billing Query

3. Now you can view the search criteria to find an Authorization.

4. After entering your criteria click on search.

rization

n [t

Free Form

with
(Claims with Missing/Iinvalid Authorizations

Appointment Date

Scheduled With

start 02115/2021 [& [
st
e

Appointment Status

Scheduled

ayer Confirmed A
No-Show

Checked-In

Checked-Out

Cancelled v

Reminder Sent

Byrd MD, Gregory F
Cameron MD, Brent
Castor PA-C, Zachary
Clinical Research
Conference Room
Cook MD, Barbara
cT

Davis MD, Jeffrey
East DTE

East Lab

Farha MD, Aynam

andarine

5. Then your search result will open in the next tab

oermar | Listof referring providers |'

search Criteria ‘ Search Results ‘ MaxRous[Z5 | Clear | seacn_|
Authorization Effective Start Date Effective End Date
Reason  [Now san | B0 s |
Type v Free Form End O || ml End O B
i with L N
Claims with Missing/invalid Authorizations Authorization Date Visits/Amount
Start =]} vists Left < ||
Status Needs Review Tracking | Referred By end O ]l Unisten < ||
Received Referred To
Auth not required Adthorzat [ Procedure Amount Left < I:l
\nactive Claim orization
Referral
Created l:g =] User ID
[] Payer
[] Rendering [] Provider [] piagnosis
ETm S oo |



R ——— Max Rows| o Licar ean |

= i with il i i Row 0 of 25
Status Patient Scheduled = App. Date Primary  Second, Tertiary A

1 Checked-Out  Galindo Moreno, Ramon Castor PA-C, Zachary 02/26/2021 3:30PM . "4 v

2 Checked-Out \Weber, Denise A. Jensen MD, Jonathan A 02/26/2021 2:30PM (U] v v

3 Checked-Out Robl. Richard M. Nabbout MD, Philippe 02/26/2021 2:00PM . v v

4 Scheduled Ryan. John P_II (Patrick) Farha MD, Ayham 02/26/2021 11:30AM . 4 v

9 Checked-Out Jones, James M. (Jim) East DTE 02/25/2021 4.00PM . "4 v

6 Checked-Out  Higbee, Dan F Saad MD, Kahlil 02/25/2021 3:30PM (U] v v

6. Double click on the authorization to view the Auth or change information in the Auth.

Authorization - X
Authorization Effective Amount
Reason [l | st [0225r2021 Amount l:l

Status Needs Review Tracking v Referred To End O [08/24r2021 g m] Used l:|
v Received A Referred By )
Auth not required ~ waming [0724/2021 &[] Waming>[ | Amount

External PA Type ] .
emal Authorization Visits

Units
Auth Date D avists | | vsea || sunts | |usea| |

Warning will occur after I:l Visits  Warning will occur after l:l Units

Ref# [vA0D11983396 | auney [vA | ‘ l
Facilit
Created  |03/02/2021 | Created By [Icooper | v
=]
cuome [ B[ W
sevee [ BO
Procedure
Referring ‘REJE”’”Q ISe\er:leﬂ insurance is Primany{_|
| v | Code ‘ Description |
[] Patient has been seen
D Referral letter with results sent outireceived
[] care for condition was assumed
Rendering | Byrd MD, Gregory
Cameron MD, Brent Al 3Dk xXMD Code | |
Castor PA-C, Zachary v
Cook MD, Barbara Diagnosis
| v | Code ‘ Description I
Insurance Active Payer Coverage
v VA CCN CLAIMS-MEDICAL Primary
+ 30+ %D cote | |

1 I} [ ok | cancel | Appy |

Billing: Special Message on Statement Setup

Follow these steps to Access the Statement Setup Screen:

Administration

Setup
Reports
EMR

iScheduler

" R [Pl ST e

1. Log in to the software and Open the Billing Portal.




Ingurance
Authorizations
Billing Query
Claim Submission
Dialysis Billing
Statements
Ready to Send

Baftches
Patient

Patient Responsibility
Payment Import
Sliding Fee
Payment Posting
Referred Care

2. Click the Ready to Send link under Statements on the navigation bar. payments jLegacy}

a0

Statements - Ready to Send £}

Ready to Send

Security

Screen

Related setup windows

T

Sehl&j

Print
Audit
Refrash
Close
3. Click the Gear icon at the top right of the screen and select Setup.
4. The Statements Settings Screen appears.
.é:] Statement Settings -- Webpage Dialog X
Setup Cycles
Balance Forward Letter |  Day of Month Count | Actions
Missing R Party Count
D A-4 ~
Threshold B-41
C-151
Minimum Days from Last Statement D-106
Auto-Send Warn. | v| [E-e2
F-31
Envel Base o
nvelone | | G-33
P |Isalus v| H-80
I1-97
Messages J-7
K-41
Message Based On (@) Statement Aging () Statement Gounts L %0
M-85
B Please balance due
1. AR 0-30 Days [ pay | i
2. AR 31-60 Days |Ynur balance is currently 60 days old. | 0-24
3. ARB1-90 Days |Ynur balance is currently 90 days old. | P-16
Q-60
4. AR 91-120 Days |Your balance is currently 120 days old. | R-4
5. AR 121-150 Days |Your balance is currently 150 days old. | 5-53
T-164
6. AR =150 Days |Your balance is currently over 150 days | T
Past Due Notice Level O NA ()1 ()2 ®3 (O4 OS5 (06 V-3
W- 18
I:‘ Past Due Statement will include all details X-114
Final Notice Level O 1 O2 O3 0405 @6 Y-0 :
D Final Notice Statement will include all details =f
More Statement Settings Add Cycle | | Close

1. Click on More Statement settings.

More Statement Settings




1. Click on Messages (Special)

2] Company Settings for Statement Rules and Settings -~ Webpage Dialog

Statement Rules and Settings

(PERSE)
Groups Settings
Company Setting [ Sefting  Prompt payment message #7
A
Miscellaneous (1) Value Thank you for your prompt payment ™
Build (8) ~ Message to display when client has made a payment
within the last 30 days.
Contact Information (5)
5 Valid String value
Credit Card (4)
Display (12)
Sefting  Special Message 1 #15 L%
Messages (Special) (4)
Vendor (2) Value  [special Message 1 |
Special Message 1
Valid String value
Sefting  Special Message 2 #16 L3 —
I} Value Special Message 2 |
Special Message 2
Valid String value
v Vv
l Refresh | l Close

7.Change the messages to your specifications.

8. Click on Contact information, and change to your specifications.

= Company settings tor Jtatermnent Hules and settings -- Webpage Lhalog

Statement Rules and Settings

(PERSE)
Groups Seltings
|Company Setting I Setting Contact Hours # ¥
~
Miscellaneous (1) Value | gam - 5pm N
Build (8) ) Vv
Contact Information (5) ]
Credit Card (4) Phone Description #1
Display (12) Valid String value
Messages (Special) (4)
Vendor (2) Sefting Contact Days #10 Q
Value Monday - Thursday A
v L]
Phone Description #2
Valid String value
I} Setti Billing Inquiry Message #25
v ng g inquiry g v
Value  |For Billing Inquiries or Comments, please call |
Refresh | | Close |

Billing: Billing Profile Contact information update



The billing profile is the information that goes on to the statement. Sometimes you may need to update your

address or phone number. Please follow these steps below to change your contact information as it relates to
billing.

1.Go to the Setup Portal

% Setup
[/ Re:;:]

2. Click on Company Profile

NIy 13SKS

Basic S Company Prafile

A

‘Company Profile

P [

3. Change the profile to billing by navigating to the magnifying glass and choose billing.

hysicians PC LL1 ()1
Practice
Billing

4. Click on Contacts and change to your specifications.

Primary Contact
Name [Jill Smith |
Email |vil@aolwefwef |
Phone  |(317)687-8128 | Ext [123 | [work |
Secondary Contact
Narme [(888) 672-8500 |
Email | |
Summary Phone | e[ J[ ]
Demographics Copy Practice Values
Contacts

Billing: How to Remove a Deposit

When initially moving the Choice product, you may have a deposit that imported into Choice for claims that were
not created in Choice. The deposit needs to be entered into the client’s previous system. This document is to
demonstrate how to remove the deposit.

1. Go to Billing module and select Deposits under Payment Posting.



Aging Analysis
Charge Analysis

Location Analysis
Payment Analysis v
Receipt Analysis

2. Select the Deposit that needs to be removed.

Deposit B419 for AETMA (Crested 08252021 by sdmin) o
v Deposit Detalls @
[ 419 Type  ERA Chacke | [CCRTM || Depost 50.00
= 1 1 1 = =
States Hew Payer I[ | © | Payments | 5000  ignoee
i admin |4 Pay Method | [ERA Hon-Payment | Aduestments S0.00 7 Ean |
Deposited | (082352021 1™ isswea (08242021 B[ | Pay Type IIEB_D* | $0.00 % Resetfemove |
D view ERA Detsits ) Open Human Readahie ERA
w Deposit Emors
| o | Amouwnt Message Action
| 22 S0.00 Payes Mesmatch: AETNA Q Resome 3.
1 records) dispiayed, of which 1 i unresalved
v Deposit Claims Find Claim [ Search By PGA. Gioim or Ghavt Number ]
| Cwmxe |cwmD | Chupsd | a0 | Momed(Bs) |Detuciie PR1)| Coos(PR2) | CopryPRY) | Adwsimests | momaton |  acton | |
— o 5000 50,00 50.00| $0.00 $0.00 5000 50.00 5172500 (4] £oe :
|I 1 of 1 recorcs displayed, nern posted Page w4 1 ® || of i

3. Prior to removing the Deposit, review it to verify that it needs to be removed. This can be done by reviewing
the Human Readable ERA. If the Claim ID is 0 this may also mean the Claim was not created in Choice.

Depoait #419 for AETNA (Croated (2872021 by acimin] |
w Deposit Details Deposit Actians k=
© Irs Tre ERA [orcce |CONMEEE oo | 000 © Soed o Pk
Saaius Hew Payer | | C) | Payrments 5000 | |40 rgmere
Owner | [admn 104 Pay it | [ERA Moo Payment | Adrtreets so00 | 7 Ede
Depented | (03232021 1™ mawwe (08242021 1) PayTye | [EOBTOAN | s0.00 | X Resetemeve |
0 vewerapens B open ruman =
v Deposit Errors
© | s | Meriage Acwon |
m 3000 Payer Mismaich: AETHA Orean |3 |
1 recons) dvspleyed. of whvch | & svescived
w Deposit Claims. Find Glaim [ Search By PCK, Clsim or Chaet Number ]
Caimiel | CamiD | Chaged |  Pad | Alwsd(B6) | Deducttle (PR1) | Coins (PRZ) | CoPay(PR3) | Adusimests | informaton Acion |
i - 1 wee 000 000 5000 5000 w000 5000 #se (4 em c‘
T af 1 pecoerts cispiayed, nevo posted Page w4 1 W || ool

4. Click on Reset/Remove to remove the deposit. Note: Once the deposit has been removed, this cannot be
undone.



Deposit 8419 for AETHA (Creaded 08282027 by admin] x

v Deposit Detalls Deposit Actions &
™ L Tive ERA [coecs | [Com— Depost 5000 [@ send o posting |
Suta | Hew [P | ] O [Poymensn | s0m0 [@wnoe ]
Owner | [Bauin BT . el [ su00 [7eee ]
Depossed | (08232021 (517 haved (0824001 B[ [PayType | [EDECWY | Exciusions 5000 | % mosememove |

Q) View ERA Dotsits [ Open Human Resdatis ERA

v Deposit Erors
[ ® Amount | Acton |
mz 5000 Payes Mismatch w | O Resore [
1 recovs) clisplayed, of which 1 iz unnesohved Given Whe lollowing informabon, how would you ke o proceed? e
1 Depos# record
o
w Deposit Claims :mem PCM. Claim or Chart Number
1 Claim necords .
| camxet [ cami | chaped © Sendce Line Adusiment records | =
I T 2 Eivor iecoids | | ﬁ
(T |0 | 000 0 Posted Paymests reconds bo | £1,72500| [l Em o
el L Coisra e t
1.6f 1 records displayed, zevo posted (®) Remeve sl deposit information. Page | 4 1 b | ol
4 farmaton

5. A Remove Deposit window will appear to confirm the deposit has been removed.

|#® RemoveDeposit . xF

The following items were removed/encountered:

Deposils 1|Removed

Deposit Claims 2|Removed I]
[l | Deposit Claim Payments 4 Removed
| |Deposit Adjustments 6 Removed

Deposit Emrors 4 Removed

Billing: How to Reset a Deposit

There may be an instance when a deposit will need to be reset. Once a deposit is reset it will revert to its original
settings prior to when it was previously posted. A reset deposit can affect various billing reports, as this will now
change the post date for the deposit. This document is to demonstrate how to reset the deposit.

1. Go to Billing module and select Deposits under Payment Posting.



Aging Analysis
Charge Analysis

Location Analysis
Payment Analysis
Receipt Analysis

[

2. Select the Deposit that needs to be reset.

Deposit 2418 for AETMA (Crested 08252021 by sdmin) xi
w Deposit Details &
o an Type  ERA Cracke | [CCODMMMM. | Depoms 0,00
stans _':u.. n.-.- "I| ]q:;.,.;.' 5000
Ouner  [admin |4 Pay Method | [ERA Hon-Payment | Agstments 30.00 L ea |
Deposted | jpazazan B isswea [o0zaz021 ﬂn‘mm- IEED* |. I $0.00 % ResetRemove |

D view £RA Devnits

E Open MHuman Resdanle CRA

|I 16f 1 recorts displayed, Ten posted

w Deposit Emrors
0| Amcunt Message Action
mnz $0.00 Payes Miamaich. AETHA O resovs |3
1 recovds) dispiayed, of which 1 i unresaived
¥ Deposit Claims Find Claim [ Search By PN, Gl or Chavt Numeer ]
| ClsmXel | ClaimiD | Chaged | Padl | Alowed(B6) | Deducibie (PR-) | Coles (PR2) | CoPay (PRI | Admsimests | information Acton |
— o 5000 $0.00 50.00| $0.00 $0.00 5000 50,00 5172500 (4] £oe :
Page M |4 1 B of1

3. Prior to resetting the Deposit, review to verify that it needs to be reset. A reset effects all the claims within
the deposit. Be aware that a reset of a deposit will affect billing reports due to the change in the post date

of the claim.
Deponit 2419 for AETHA (Crostod 08252021 by scmin) X
v Deposit Details Deposit Acsons e
[ Pe—— Ol e wor| (@ senttopones |
[sum ."" im.m .! Ii‘\lm | soo :(an—
'1“"' | R 1| e /et _
ot k3 ) s (82470 G porTe | E0BOW ] oo [Tremnem ]

@ viewErapesss 2] Open Human Resastis ERA

w Deposit Erors
[0 | mew Message aion |
| m 5000 Payer Mismasch: AETHA ry— Jc
T recovd) dhaphined, of mhich | @ oredched
w Deposit Claims Fing Ciabm [ Search fiy PCM. Gl or Chart Numiber_ 3
- - : . . : : - : . . <
Clabm Xrel a-l:-l Charged | Paid | Aiowed (BS) | Deduclible (PR-1) | Colns (PR2) | CoPay (PRY) | Adjsimests | information | Achon |
| - 0 .00 50.00 5000 so00 30.00| 0.00 30.00 surson| [3 eas |C
1 of 1 recons digpiayed, 2em posted Page | wa| 4 1 b |[wt] ot

4. Click on Reset/Remove to remove the deposit. Note: Once the deposit has been reset, this cannot be

undone.



Deposit 8419 for AETHA (Creafed 082352021 by adimin)

=

v Deposit Details Deposit Acticns a
|io 49 Type ERA Check# | [COMMSSSSSSS |[Deposit 50.00 () Send ta Posting
o - eme | - | papmeres | 000 O tgre '
o-mnr |ntt |L':\-n-ruuw [Ei.m |- i 000 S e |
|Ocpostes | (86252021 T towod (09242621 BT |PorType | EOBOW =3 5000 X Resstomave |

D view ERA Dot [) Open Human Readable ERA

¥ Deposit Emors

Achion

1 recorifs) displayed, of which 1 s unresalved Given the following information, how would you Bke to proceed?

1 Deposit recond
1 Claim records
¥ Deposit Claims 1 Payment records
- 1 Claim Adjustment records
| Claim Xrel Claim 1D Charged | 0 Servics Ling Adpsilment necoids
t T 2 Ervor reconds
TR o $0.00| 0 Posled Payments records

B all

“Reset the deposit recalculating payment infarmation.

1.6f 1 cords displayed, 26V podted S,

L] Amousl | I
E“_ﬂ ry
2 50.00] Papst Mismatch: O Resohve -

PN, Giim or Ghart Number |

Information | Action
b $1.725.00| (4] e ~
w
P W 4 i LTI A

[Coom | comea |

Billing: How to look up a claim in Change Healthcare RPA

using the trace number

There is a possibility that a biller may need to review a claim in Change Healthcare Clearinghouse. From the
clearinghouse the claim can be reviewed in more detail. This document will demonstrate how to retrieve the
Clearinghouse Trace number in Choice, and view it in Change Healthcare.

1. Open the claim, Click on the drop down arrow to access the Submission History.

Insurance - Billing Query  {}

Claim ji o e -—y
open *| H save ~| [ History Payments ~ |5/ Patent |

X
[Search for Patient Qv )

Patient
Patient L2 e

Service
Locaton | dnimmmme’ et "

Renderng |

2. Select the date of the claim submission and locate the Trace #.

Patien!: EEEER. T

Submission £ 3522623

Submission Type Status  Claim Passed Edits. & Messages
ClearingHouse

P Trocc # 1508210017 W 12021 12 B
Same as patient 06/30/2021 07-59-20 G PARTNER HAS FORWARDED THE

Payer TO THE PAYER, WAITING FOR ACKNOWLEDGEMENT FROM THE
HumanaCheice (Medicare Health PAYER

3. Right Click on the Trace #, a copy trace box will appear.



Submission Listing for Claim 3

Submission # 3522623

| Patient e

Submission Type Status  Claim Passed Edits. & Messages

CleaningHouse
Responsibke Party Trace # 180871001

Same as patient 063072021 0T Copy Trace Irﬂ 1AS FORWARDED THE CLAIN
Payer TO THE PAYERT, i "EDGEMENT FROM THE

HumanaChoice (Medicare Health | PAYER

4. Log into Change Healthcare and select Claims and Tracking, and Find Claims.

Community | Learning Center | Payer List | Need Help?

) | Default Profile | # Logout

‘ PATIENT CLAIMS & REJECTIONS PAYMENTS REPORTING TOOLS
ACCESS ~ AND TRACKING ~ AND DENIALS ~ AND BILLING ~ AND METRICS ~ AND SETUP ~
Track Claims > Find Claims  ©ir
SUBMIT CLAIMS TRACK CLAIMS g Q
st s
| | Find Claim Batches .
ormaceo S
| | Find WC Needing Attochments wousv || 3 wi|iDayls) W
Insured 1D: Patier Find Claims With Payments QERNCN
Billling Provider Tax ID; Billing rrosmomn res: POV NOME OF ILE Py LISt G | YR LIST )
Search and select Payer
CH Processing Status: Payer Processing Stotus: ERA Processing Status: Clairm Workflow Status:
Al ~ All w All w Select v

. (575 s s <) [ ) R

5. Paste the Trace # taken from Choice into the CH Trace ID field and select Search.

Track Claims » Find Claims r ] tche nd WC N ng A t nd Clair N 1y
Simple Search Go to Advanced Search
J ————— Account: CH ng Darte:
SR — | frevieus v |[3_v][oerim ]
Insured ID: Patient Account #: Patient Last Name: Patient First Name:
Billing Provider Tax ID: Billing Provider NPI: Payer Name or ID: ) My List @ ( Payer List )
Search and select Payer
CH Processing Status: Payer Processing Status: ERA Processing Stotus: Claim Workflow Status:
All e All ~ | Al w Select l

Claims Per Poge: |

Result 1to1af 1.
Show All Bejgction M“_g}_-.‘,qm’;
Trace D 4~ [ Account | site Name

Date Processed | Claim Type irPuyle | BP Tax ID
. e e

P — Not Paid

07/06/2021 Professional  SMMNO

10 ~| SortBy: | Date Processed || Ascending w SEARCH CLEAR FIELDS SAVE TO MY TASKS
3 Show Bulk Update Options
Expert «
| Workdlow Status [ CHStatus | Enigibility Status | Charge s |
Assignee | Payer Status. | Remit Status Remit $
0 Rejected (& $ 2456.00

Billing Pro Tip: Manually Migrate Patient Balances from OId
System; Creating a Balance Forward CPT

A new client will not have a patient’s previous balance moved from their

previous system into Choice. The balance forward can be manually created

and added to the patient’s balance.

1. Go to Billing > Setup Screens > Code/Fee.



& ~ Billing
0|f, | x @SetupSﬁum '|
Today's Ac Patient

New Appoi

2. Select New code.

dRE|®Ae| ]
v/ CPT| v/ HCPCS | X ICD9 | X ICD10 || Balance forward|
E Search Results (0 total rows)

A Type a Code  Billing Code

Mn data foiimd
3. Select Procedure.

Which type of code would you like to create?

_Procedure || Diagnosis || Cancel

4. Give the Balance forward a Code name, enter the Start date, assign it a Class, and enter a Description.

2] Procedure Code -- Webpage Dialoh X
Procedure Codes
0 B ™ e New Procedure Code () 51
New Save Train More
G9903
1036F *Code Values 2
99214
69210
G8482
92557 92567
4040F 92504
31505 v
Fee Group
summanry Effective '|a1m1m01 ED N | ED
Code Provider | Rendering Provider 4

5. Under the Billing Section select Patient is Responsible for payment.



1036F

99214
69210
68482

4040F
505

G9903

é_j Procedure Code -- Webpage Dialog
Procedure Codes

'EP\ :‘o ceoo

New S‘av;a Train  More

BF -Balance Forward ()

X

i

o
1

92557 92567

Codes
Billing I:‘ Only allow this code to be used once per day.
Revee [ | [
Asa L ]
Payment
GlobalPeriod | 0|
Type () Electronic () Paper (®) Unassigned

I Patient is responsible for payment I

Billing Pro Tip: Manually Migrate Patient Balances from Old
System; Creating a Balance Forward for a Patient

A new client will not have a patient’s previous balance moved from their previous system to Choice. The balance
forward can be manually created and added to the patient’s balance. To create a Balance Forward for a patient,
you must first have the balance forward CPT code. Review the Creating a Balance Forward CPT before reviewing

this document.

1. Go to Billing > Billing Query. Select the New claim option.


http://officeemr.knowledgeowl.com/help/billing-pro-tip-manually-migrate-patient-balances-from-old-system-creating-a-balance-forward-cpt

2. Search for and select the patient.

Billing List «||% ~ Billing
My Tasks ~ Q f, ~ | JO etup Screens '“E]Repodmgthm '|'
[~J Communication (5) ol 2 3 Max. Rows [
. Health Exchange (0) <«
Orders (5)
Results (0) 3 Patient
[@ Superbill (1) [] Missing Signature
SOAP Notes (40) | | | |
& eDocuments (0) el S
& Prescription (3) First Name | | LastName | |
[<) Reminder (0) {{More}}
4> Eligibility (3)
@ Patient Portal (0) = Guarantor
§5 Fax (5) [ ] Missing Guarantor
I%I mED © . First Name | Last Name | |
hhNed {{More}}
= Payer/insurance
A o
[ ] Missing Insurance
Fin. Class | v

2 Patient Search -- Webpage Dialog

Kstcd xQv|e|D|S R @ - V] Include Inactive Pati

[ Search Results (2 total rows)

Chart a Name Primary Type  Primary 1D DOB Age Gender
1 9342 T3st, Carole 01/01/2001 20y Female (8¢
2 9523 T3st, Casey 08201991 29y Female

. A new Claim screen should appear. Enter the Service Provider and Location.

New Claim for Carole T3st 04/01/2001 (20y) X
Open '| Ik save —| L History - | | Payments -| (32 Patient -| Search for Patient Q V| =
A Status Patient Service (2)
Claim Mew = Patient 9342 - Carole T3st ~ Location l Service Location |
Ready te Send Pri Electronic enderi i
Status  |Readyto man. v 1250 Trailside CL. ;Im Winter G [Randering Provider |
[ v/ Pat. Location | Patient Location | Refering | |
Level  |Pimary | piling |Electronic w| Pat. Provider | Patient Provider | Refered | B
Type [Medical v/ Resp. Party | T3st Tom (Cookie) | 2 Other Providers
Owner | Smith, Staci | Primary | (1) BCBS - Capital Blue | AMemate | Attemate Provider |
837 @) Professional () Institutional Secondary |[2) Self Pay | Supervising [Supervm‘ng Provider |
Teriary | Tertiary Insurance | Ordering [ Ordering Provider |
E] Ovemide Insurance i [ Attending Provider |
F i [ Purchasing Provider |
A Procedures and Diagnoses (1)
2 Service Date ] POS Procedure Amount Modifiers Diagnosis *
From To . Units Charge Amount 1 2 3 4 1 2 3 4
1 | 06/07/2021 06/07/2021 v $0.00
Total: $0.00 Pay/Adj: $0.00 Balance: $0.00 Receipts: $0.00

. Enter the Date of Service, the Procedure code for Balance Forward, the Charge amount and Claim status set
to Ready to Send, Statement. The Date of service can be any date prior to the date of entry. The date can
be the date of Go live, the date of the last patient payment in the old system, or the date of the last Visit in
the old system. Remember the date that is selected can affect Billing Reports.



x

7 Claim #26964 for Carole T3st 0110172001 (20y)
| open ~| Kl save *| @ History * | £3 Payments ~| (&3 patient ~ |

Search for Patient Q) | 161

A Status Patient Service

Claim 26964 ~ Patient 9342 - Garole T3s1 + Locaion | Te— |
Iﬂ’ |Ready to Sens, Statement hd |I :250 Teailside C1. - lm lmkimklmkl Winter G ing | U — |
[ v/ Pat. Location | Fatient Location | Refering [f \
Level  [Statement w| giling [Electronic | Pat Provider | Fatient Provider | Refered | 9]

Type |Medical v Resp. Party | T3st, Tom (Cookie) | 2 Other Providers
Ovmer | Smith, Staci | Primary | (1) BCBS - Capital Blue | Atemate | Altemate Provider ]
837 ® Professional () Institutional Secondary | (2) Sel Pay | Supenvising | Supervising Provider |
Tertiary [ Tertiary insurance | Ordering | Ordtering Provider ‘
[[] override Insurance 2 puthori [ Provider \
|

| Purchasing Provider

A Procedures and Diagnoses (1)

2 Service Date [ POS Procedure Amount i Di »
From To ’ Units Charge Amount 1 2 3 4 1 2 3 4
1 052872021 £ 052812021 | er ]| v I $150.00 |

Total: $0.00 Pay/Adj: $0.00 Balance: 50.00 Receipts: $0.00 -

5. Click Save.

Billing: Eligibility
How to Run Real time Eligibility and Batch Eligibility:

Eligibility in our system can be ran from the schedule or the patient set up. Eligibility can also be set up to run at
night.

Batch Eligibility set up:

Navigate to the Eligibility MyTask

My Tasks 2
Communication (4)
. Health Exchange (0)
A, orders (362)

=] Results (0)

[ superbill (0)

[=] SOAP Notes (0)

m eDocuments (1)

' Prescription (0)

[=] Reminder (5)

“ Eligibility (2)

€D Patient Por{Mi126)
19 Fax (0)

19 Fax Updox (0)
=

Fora Mamt 0V

Click on Eligibility:
The work queue will open to the right.
Navigate to the upper right and click on the purple gear.

[ Settings

Choose set up:



Security

Screen

Company

Setul
Pri n@
Audit

Refresh

Close

Set the parameters for Batch eligibility to run. Choose pulling days, Coverage, NPI, Pulling types, and
appointments for batch to run.

| Batch Eligibility Setup -- Webpage Dialog be

Pulling Days

Default Provider ‘ Dietzen M.D_, Charles J

Coverage O Primary Insurance
@ Primary and Secondary Insurance
() Primary, Secondary and Tertiary Insurance

NPI Location () Provider NPI

O Provider Group NPI %

(@ Provider Group NPI if it exists, otherwise use Provider NPI

Pulling Type (® Monthly (Perform eligibility if patient has not had eligibility pulled within the current month)
O Bi-Monthly (Perform eligibility if patient has not had eligibility pulled for the current month, or since the 15th of the month)
O Always (Perform eligibility for a patient each and every time)

Appointment Status Appointment Type Appointment Resource
« Scheduled v 19.2 Test v Locations
+ Confirmed v 20.1 Test | v 1130 Professional Park ()
No-Show v Annual Exam v 6801 Dixie Hwy- Louisville Peds
+ Checked-In v Appendectomy v 9217 US Hwy 42
+ Checked-Out v Case Management v Bardstown Road
Cancelled + Catheter Change v Crestwood Office
+ Do Not Bill v Cautery v East Louisville Pediatrics
+ Reminder Sent v Cholecystectomy + Elizabeth D. Anstak PT
+ Telehealth + Clinical Assessment v Evergreen Park
v test v Colposcopy v Exam Room #1
v Bump v Covid testing v Markus Laney, M.D
+ Patient Ready v Cryo + Physician ACP, MD
+ Insurance test v Cysto + Prospect Peds
v B?"Yh Visit v Purcell M.D., Patricia
+ Discharge + Rolling Meadows
(V] v
v DME + Room 2
DME Enllosasiin

'O Refresh

Running Eligibility real time from patient set up.

Go to the patient set up:

6P patient - | 1

Patient ~ | & Help - |

Primary Insurance Card

@

Secondary Insurance Card

e
[ [ (&

s

Patient Photograph m

5 Open the patient setup window

Patient Setup

Patient HISlD@

Patient Communications

&

Patient Comments
Patient Appointments

Open Patient in EMR

[ {5



Click on More:

=

Train

soe

More

Click on Eligibility

Test,

ain

WebMD.com A

Advanced Search

Accident/Related Cause
Appointments
Authorizations

Care Team
Demographic Bridge
Demographic History

Document Management
Elig

Lab Result Entry

Preferred Pharmacy

Intake Assignment
MyMedicalLocker Ad.

Office Communications v

Datinnt inati

N =

= el =1 =1 el @

e

Double Click on the Carrier you wish to run

2] Patient Eligibility -- Webpage Dizlog

ﬁeu‘%‘ﬁ‘@

X

Test, Chandler D. (Chandler) Born 02-Nov-1997 (23y) Gender Male

Click ok to run Eligibility

Service
Provider
Coverage

Benefit

x|

[z G

’Adams ARNP, Blaire

AARP Medicare Supplement (87366) Coverage #1

llndlvidual

<

lHeaIIh Benefit Plan Coverage (30)

Member ID

First Name
Last Name
Birth Date
SSN

Subscriber

Dependent

65416161+61

Chandler

Test

]}

11021987 [5|

Relation. Active

er D. (Chandler)

D Only Display Active Insurances



AARP

(87366) Coverage #1

Soee [ G

Provider  |Adams ARNP, Blaire v[

7 Coverage Ilndiwdual v[
Benefit IHeaKh Benefit Plan Coverage (30) vl
Subscriber Dependent

Member ID |65416161+61

First Name | Chandler

Last Name |Test

- A
Birth Date 1110211997 /=] | =
SSN [ |
Display More Eligibility Options

View the insurance breakdown.

Note you will want to click on services to see copay.
You can also click on the PDF to get the full breakdown.
From the iScheduler:

Hover over the appointment you may run eligibility by right click or left click over the appointment.

Right click and follow steps above:

Send Communication
Patient Setup
Patient History

Open Patient in EMR
Open Patient in Billing

=]
Q
‘ (Afl E Patient Appointments
g
L)
=

Dal Quick Pay —
-

Eligbilty |

— Telehealth Sesls’i\ﬁ

— Nurse's Note S—

Left Click and follow steps above:

Billing: How to Run a Statement Report

How to find the statement report for enhanced delivery payments. The Statement Electronic Payments screen is
found inside the Deposits screen

Workflow:



1. Go to the billing portal

|@ Billing |
B anno
2. Click on deposits

Payments (Legacy)
Deposits

o

3. Click on More

soe

More

Date =’ ‘E

4. Click on deposit Reconciliation

[~

Change Display Seftings [

Deposit Recenciliation

Deposit Reporting @

Statement ePayments

5. Search for deposit type statement

{2 Deposit Reconciliation - Webpage Dialog

ReporingPerios. “[t02eze2t T - [ B

Date Search Type *|Depos\l v‘

Deposit Owner | v‘

Deposit Status [ v/

Deposit Type v
EOB

Import File ERA

Import
Statement
Deposit ID Deposit %

L]
@

6. Click Search
|[Csearen | '

7. Then you can export or print to pdf.

(B[R] o

PosﬁngEus =

Billing: Collection Process with Data Media

Currently the collection process within iSalus is manual. Below is an outline of the statements and when letters
versus statements are sent via Data Media. Note that this could change depending on your preference of settings



within the statement set up. Many practices have created status and sub status to track where statements are in
the collection process. You can create several sub statuses to follow. Some examples are collection, pending
collection, sent to collections. Also some use Tst letter, 2nd letter, 3rd letter, and final notice.

Statements go out as follows:

1st Statement

2nd Statement

3rd - PAST DUE notice

4th -Past due notice (no statement)

5th -Past due notice (no statement)

6th- FINAL NOTICE (collection Letter)-no statement

Final Notice letters will continue to go out after Final Notice, until we manually change status to Collection.

\§| Statement Settings -- Webpage Dialog X
Setup Cycles
Balance Forward [] statement Monitoring Letter | Day of Month Count Actions
I:l A-Z [First Day of Month 048 | X Delete , 7 Edit
Missing Responsible Party Count A
Minimum Days from Last Statement x_
Min. Threshold
Auto-Send Wam l V‘
Envelope ‘ v\
Processor l Isalus v ‘
Messages

Message Based On (@ Statement Aging (O Statement Counts

1. AR 0-30 Days |Please pay balance due

2 AR 31-60 Days |Y0ur balance is currently 31 - 60 days old.

4 AR 91-120 Days |Y0ur balance is currently 120 days old.

5. AR 121-150 Days |Your balance is currently 150 days old.

|
|
3. AR61-90 Days |Y0ur balance is currently 61-90 days old. |
|
|
|

6. AR > 150 Days |Your balance is currently over 150 days out

Past Due Notice Level ONA O 1 O2 @3 O4 O5 O6

Past Due Statement will include all details

Final Notice Level ONAO1O2 030405 ®@s v

Final Notice Statement will include all details

More Statement Settings Add Cycle ‘ l Close

Whenever you process your statements: Practice preference

Change Claims sub status as follows on 15th of each month prior to sending out batch:




For Account balances under $50.00 (you decide the threshold) :

—_

Statements

. (Go to Statements,
2. ready to send,

D Show Warnings Only

3. Unclick show warnings only, L& Z[re ey |

export to excel, by navigating to the purple gear and clicking print.

&

Ready to Send I
| Security
Screen

Company

—

g Print

\\I\\)

Print
Audit

Refresh

Close

1. filter by level 4 and balances. Print it (export to excel for a working report) .

1. Then go to Billing Query using search criteria by account to make adjustments on balances under $50.00)
Once all of this done account should show as follows:

1. After 3rd statement is sent-Now Level 4, "Past Due"

2. Adjust off account balance "Bad Debt Adjustment”, Create Pop-up Alert and change account status to
"Collection”

3. Level: Statement

Once all of this is done account should show as follows:

After 6th statement is sent, "Final Notice"
Status: Statement Sent

Substatus: Collection Letter Sent

Level: Statement.

M own =

Quarterly-(In addition to Monthly steps) Every Mar/June/Sept/Dec

1. Go to Ready to Send, select level 6+, export and print.

2. Go to Billing Query, Make Adjustments on any that are UNDER $50.00 as BD Adjustment. Create a Popup
alert and change account status to Collection.  ( These would be if any were previously missed at Level 4)

3. Using Billing query search Criteria, search all account with substatus of "Collection Letter Sent", update
substatus to "Pending Dr. Review"



All Accounts that are making payments status should be as follows:

Status-Sent Statement

Level-Statement

Substatus-Payment Plan

These accounts will need to be reviewed quarterly as well to make sure payments are being made. If no
payment in last 45 days, phone call to patient. Update status back to Pending Dr. Review to include on
collection review report.

ok W

. 9. Accounts with NO payments within last 30 days- Change Substatus to "Pending Dr. Review"

10. 10. Go back to Billing Query search criteria, search all accounts with substatus of "Pending Dr. Review".
Export this to excel, sort/filter by Rendering Provider. This will be their collection review report.

11. Print Collection Review report and give to Physician for review. Send Office communication to Nicole that
Reports were given to Physicians.

Once report is returned by Physician, Make adjustments according to Physician response as either BAD debt
W/O or collections. Add Alert popup, accordingly.

1. Go to billing Query and pull a pending collection report.
2. Change account Status to Collection.

Billing: Missing Refunds

FAQ: How do | remove items from the Missing Refund report?

1. If assigning credits from the Refund Report, double-click on the claim number with the Missing Refund to oper
the Patient Transaction History. If not, skip to step 2.

2. Open the Patient Transaction History from whatever screen you are in.

3. In the Patient Transaction History window right click on the payment line creating the credit and select Credits.
4. In the Credit Entry window you will get a pop-up asking if you would like to create a credit, click Yes.

5. In the Credit Entry window, in the Refund To drop down select the refundee you would like the credit to be
applied to (if different than what has defaulted), then confirm the payment affected, and set the Level to the
appropriate one to match the refundee.

6. Click OK

Billing: Moving Credits

FAQ: How do | move a credit from one claim to another claim?



Step 1:

O 0 N O o b WON =

. Pull up the patient's history.

. Go to the claim which has the credit

. Right click and select Add Payment

. Enter a Deposit Date (usually today's date) and a Paid By of Responsible Party

. SKIP THE PAYMENT LINE ENTIRELY

. On the Adjustment line, enter a POSITIVE amount equal to the credit being moved
. Select the Adjustment Type Moved Payment

. Click Post

. Close the window to go back to the patient history

Step 2:

0 No o WwN =

. Go to the claim where you would like to apply the credit

. Right click and select Add Payment

. Enter a Deposit Date (usually today's date) and a Paid By of Responsible Party

. SKIP THE PAYMENT LINE ENTIRELY

. On the Adjustment line, enter a NEGATIVE amount equal to the credit being moved
. Select the Adjustment Type Moved Payment

. Click Post

. Close the window to go back to the patient history

Billing: Apply Refund to a Claim

FAQ: How do | apply a refund to a patient's claim?

1. Pull up the patient's history.

O 00 N O o b WN

. Go to the claim which has the balance being refunded.

. Right click and select Add Payment

. Enter a Deposit Date (usually the check date) and a Paid By of the Refundee
. SKIP THE PAYMENT LINE ENTIRELY

. On the Adjustment line, enter a POSITIVE amount; should be the amount you are refunding
. Select the appropriate Adjustment Type: either Refund to Patient or Refund to Insurance

. Click Post

. Repeat for each procedure line as needed

Billing: Refunds Report

Refund Reports

Within OfficeEMR™ there may be a time when a claim will be over paid either by the patient or by the payer. In
some cases a refund may be required to be done to either party. This is a relatively simple process and can be

completed by following the below steps.



1. In the Billing portal click on Open Reporting Windows icon in the toolbar. Click on Refunds. You can view all
claims that have credits by running the Refund Report.

5] 556

Account Query
Practice Aging

-E Reconciliation
Daily Receipts
Practice Analysis

Insurance Aging

- Patient Aging

' Refunds
Patient Collections
Pending Collections
Other Reports
Payer Mix
Provider Counts
EDI Extract

2. In the Report Search window click Launch Report.



Report Search

Category IB:IImgMD - Claim IRefund
- Patient

First Name
~Claim

Place Of Service () Equal ® NotEqual |

Date of Service ] |Ehl IE
Post Date l B | i

- Payment/Receipt

\Ho | i




The Refund Report is divided into four statuses.

+*
*

3

2

g,

4.

Patient/Responsible Party Refundee: This refund status means a credit has
been assigned to be due to the patient/responsible party.

Payer Refundee: This refund status means a credit has been assigned to be
due to the payer.

Missing Refunds: This refund status means a credit has not been assigned to
be due to a patient/responsible party nor a payer. (Credit needs to be created
and assigned.)

Refund Errors: This refund status is caused by moving a credit without
adjusting the credit on the Credit Entry window.

.
-
s s s s E RN R N NN RN N N NN NN NN E NN NN N NN E NN NN NS NN N SN NN NN NN NN SN EE NN NSNS EEEEEEEEEEEEEEEEEEmnnud’

| B| |4 41 | » b Pagelof3 | MDEverywhere Fa.. | Refund

North East Medical Associates

Refundee

Refund
Patient/Responsible Party
(Case, Mary 'Refundee
Hall, Teresa . Claim # DOS Patient Rendering Provider Amount
Oft, Jonathan Case, Mary (Responsible Party) (525.00)
Simpson, Homer 26873 11/13/2009 9379 - Case, Jim Jr Harrigan, Caswall MD (51.00)
Stolz_ Kim 18491 - Hall, Teresa (Patient) {525 .00)
J 28221 11/14/2012 9491 - Hall, Teresa Collins, Ann MD (525.00)
[Fost, Annolie 19406 - OMt, Jonathan (Patient) $10.00
Test, Ima 27022 04/07/2010 9406 - Oft. Jonathan Smith. Troy MD (510.00)
19346 - Simpson, Homer (Patient) $19.50
Colden Rl NUrance Company 26794 05/21/2008 9346 - Simpson, Homer Harrigan, Caswall MD (525.00)
(36467) 9347 - Stolz, Kim (Patient) $0.00
26842 07/3172009 9347 - Stoiz, Kim Webster, Thomas MD (5200.00}
Group | Inc.
TR 9550 - Test, Annette (Patient) ($17.00)
Missing Refunds 28225 11/15/2012 9550 - Test, Annetle Collins, Ann MD (335.00)
— 28495 07/2572013 9550 - Test, Annette Armstrong, Thomas DDS PC (515.00)
Refund Emrors Test, Annette Total ($50.00)
9363 - Test. Ima (Patient) (3279.75)
27333 11/02/2010 9363 - Test, Ima Belza, Robert MD (5110.00)
27137 06/17/2010 9392 - Test, Ellen Belza, Robert MD (525.00)
36491 - Group Insurance Service Center, Inc, (Payer)
26958 02/24/2010 9380 - Caser, Jill Sweaim, J MD ($25.00)
Total Refunds ($471.00)
FINE] 0N 12092013 12230.45 pm (EDT, S3AUE HeITCHE Fage1or3
North East Medical Associates
Missing Refunds Report
Refund
Claim # DOS Patient Total Balance Aooiaet
26847 08/14/2009 9379 - Case, Jim Jr $70.00  (51.130.00) 0.
26873 11/13/2009 9379 - Case, Jim Jr $5.00 (526.00) S
26887 12/17/2009 9383 - Test, Ima $195.00 ($169.75) $0.
26912 01/19/2010 9353 - Carr, Bemry 5§94.50 (550.00) $0.
26918 0172172010 9392 - Test, Ellen 5§94 50 (560.00) S0
27077 05/05/2010 9404 - Williams, Forest $230.00 (545.00) S0
27137 06/17/2010 9392 - Test, Elien $25.00 (55.00) $25.
27361 11/16/2010 9355 - Normal, Abbie $150.00 (574.01) S0,
27914 03/2772012 9515- Test, Pam $70.00 (520.00) S0.
27979 05/07/2012 9533 - Distler, Abigail $14.03 (50.97) $0.
28020 06/13/2012 9550 - Test, Annefte $10.00 {55.00) $0.
28214 09/13/2012 9586 - Test Troy (52 0O) (S2 on) S0
28200 01/2472013 9379 - Case, Jim Jr §50.00 (535.00) $0.00)
28536 10/14/2013 9630 - Poland, Kimberly 5$90.00 (520.00) S0.
Printed on 120972013 12:30:46 pm (EOT] SaiLs Healhcare Page20f3
North East Medical Associates
Refund Errors Report
Refund
Claim # DOs Patient Total A e
26842 07312009 9347 - Slolz. Kim 2300 3200.008




Billing: Working the Refund Report

Once the Refund report is ran you can work the refunds directly from the real time online reports.

In the Refund Report,
double click on the
Claim # of the claim
you would like to

create the credit for.

North East Medical Associates

Primted on 120972013 12230:46 pm (EDT)

ISalus Healthcare

Missing Refunds Report

Refund

‘ Claim#  DOS Patient Total  Balance ~ Nefund
| 26847 08/14/2009 9379 - Case, Jim Jr $70.00  (S1,130.00) $0.00
| 26873 11/13/2009 9379 - Case, Jim Jr $5.00 (526.00) $1.00
[ 26887 12/17/2009 9363 - Test, Ima $195.00 (5169.75) 50.00
I 26912 01/19/2010 9353 - Carr, Berry $94.50 (§50.00) $0.00
| 26918 01/21/2010 9392 - Test, Ellen 594.50 {560.00) $0.00
| 27077 05/05/2010 9404 - Williams, Forest $230.00 {545.00) $0.00
| 27137 06/17/2010 9392 - Test, Ellen $25.00 (55.00) $25.00
| 27361 11/16/2010 9355 - Normal, Abbie $150.00 (574.01) 50.00
| 27914 03/27/2012 9515 - Test, Pam $70.00 (520.00) $0.00
27979 05/07/2012 9533 - Distler, Abigail $14.03 (50.97) $0.00
28020 13/2012 9550 - Test, Annette $10.00 (55.00) $0.00
28214 09/13/2012 9566 - Test, Troy (52.00) (52.00) $0.00
28299 01/2472013 9379 - Case, Jim Jr $50.00 (835.00) 50.00
28536 10/14/2013 9630 - Poland, Kimberly $90.00 (520.00) $0.00

Page2013




&) Patient Transaction History -~ Webpage Dislog

it -
falala (@ -la o] Yot Annette Florn 25-Sep-1965 Gendor Famale Charr 9550 | [
Claims (22020) All Patient History Singi E T 5 e: ($5.00)
DOS 06/13/2012 Claim: 28020 Collins PT. Ann. Claim Total $10.00
06/132012 26020 (55.00 $10.00 Closed - Electronc [ oo e cioces  Flectronic Sup (7] Moddy Claim Aging 0
061372012 Siding Sca .4 Add Payment lentTest, Annetie 5.00
061132012 CoPay | [ Add Comment Test, Annetie 5.00
061132012 CoPay | o Communication Test, annette 5.00)
Reminder e
- Claim Unsubmitted Balance: (55.00)
7. Brovider Total Unsubmitted Balance: (55.00)
T View Submission
THERA
011522013 from Annette Harmis
/‘ Pt is making pymts on acct beginning 2/1/13
@
In the Patient Transaction
History window right click
5
on claim # and select
Credits.
. .
In the Credit Entry window you

will get a pop-up asking if you
would like to create a credit,

2] Credit Entry -- Webpage Dialog

k click Ves.

Claim

cims

] BillingMD -- Webpage Dialog

- Credit Detail

Are you sure you wish to create a credit?

even if you close the window.
If you select 'No’ this window will close
and no credit will be created.

If you select “Yes' a credit will be created,




.In the Credit Entry window, in the

Refund To drop down select the
refundee you would like the credit
to be applied to, then click ok.

E] Credit Entry -- Webpage Dialog

Claim Patient

Claim # Chart# (9550 | Name |Annette Test |
_ Credit Detail

Deposit Date *|06/132012 | Amount

Claim 'lRefllﬂd E Claim Level |Primaw -

Payment  *|5-5.00 - Co-Pay from Annette Test

Comment | |

Billing: Completing a Refund to a Patient/ Payer



In the Refund Report,
double click on the
Claim # of the claim

you would like to do
the refund to.
North East Medical Associates
Refundee
Claim # DOS Patient Rendering Provider Amount
| Case, Mary (Responsible Party) (525.00)
\ 26873 11/13/2009 9379 - Case, Jim Jr Harrigan, Caswall MD (51.00)
19491 - Hall, Teresa (Patient) (525.00)
28221 11/1472012 9491 - Hall, Teresa Collins, Ann MD (525.00)
| 9406 - Oftt, Jonathan (Patient) $10.00
\ 27022 04/07/2010 9406 - Ott, Jonathan Smith, Troy MD {510.00)
19346 - Simpson, Homer (Patient) $19.50
\ 26794 05/21/2008 9346 - Simpson, Homer Harrigan, Caswall MD (525.00)
19347 - Stolz, Kim (Patient) $0.00
\ 26842 07/31/2009 9347 - Stolz, Kim Webster, Thomas MD ($200.00)
| 9550 - Test, Annette (Patient) (517.00)
11/15/2012 9550 - Test, Annette Collins, Ann MD (535.00)
\ 28495 07/25/2013 9550 - Test, Annette Armstrong, Thomas DDS PC (515.00)
\ Test, Annette Total ($50.00)
19363 - Test, Ima (Patient) (5279.75)
\ 27333 11/02/2010 9363 - Test, Ima Belza, Robert MD (5110.00)
| 36467 - Golden Rule Insurance Company (Payer)
\ 27137 06/17/2010 9392 - Test, Ellen Belza, Robert MD (525.00)
136491 - Group Insurance Service Center, Inc, (Payer)
\ 26958 02/24/2010 9380 - Caser, Jill Swaim, J MD (525.00)
\ Total Refunds ($471.00)

In the claim window
click on Payments .

. On the Payment window \

create an Adjustment for the
value of the credit, using
Refund to Patient or Refund
to Insurance as the
adjustment type.

\_

J

*

eWmEEEEEEEENEEE,

The adjustment type will be based
on who the refund will be made out fo.
You can also enter a check number

under the ID 1t on the adjustment line.

Yassmmmnnnnnnmnt®



£ Payment -- Webpage Dia;og -

Patient

Chart # 2 Last[Test | Firs{Annetle | Rendering Provider [COlins MD, Ann C. |
Ins 1 IAﬂ.“ |Ins2 | |In33 | |
- Claim
Claim # status * [T | Level [Statement [v]
_ Payment Detail
Line # Deposit Paid By
| [T 2] <203 | [ | | post

Amount * Method * Type * [ ]
Payment | ) Lv] I—J
Adjustment |$35.00 TR . - | | _

Comment Al |—]

" linsurance O
Complete
Payments Receipts -
a Payments Row 1 of 1 e
From Date Procedure Completed Paid Adjustment Amount Amount Due
1otns012 ee213 N :
Click Post.
v
Claim [ (5105.00}| {SZ0.00)[ SSU.OIJI (535.00)|
Totals.

| Claim Comment ||  Credits || Histoy || Refresh | | Close ||

(S



On the BillingMD pop-
up window box click yes.

2 BillingMD -- Webpage Dialog

This action will result in the adjustment of ’l
credit record(s) from a

credit total of -535.00 to $0.00, which is
an adjustment of $35.00. ’l

Do you wish to continue?

PoYes [ Mo |

On the Credit Entry pop-
up window select the
credit and click Adjust.

T ——
I € | Credit Entry -- Webpage Dialog

Claim Patient .
Claim # _ Chart# - Name |Annette Test
G
Credit Detail | — ? jm"""‘_
@ Procedure Date Refundee User Amount ‘

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
*

@ Your claims should now have a
zero dollar balance. Be sure to update
your claim status accordingly.

AN ENEEENEEEEE N,

L]

+

*lI'I-IIIIIIIIII-III'I'I.I.III'IIIIIIIIII-I-II.

Billing: Medicare Secondary MSP



How to enter a MSP reason when Medicare is secondary.

RPA Reject: OTHER PAYER INSURANCE TYPE CODE IS MISSING OR INVALID

The claims rejected on RPA frontend because the Insurance Type code/ SBRO5 value in Loop 2320 is missing.

The Insurance type code / SBRO5 value is required when Medicare is a Secondary Payer.

Please correct and resubmit the claims with Insurance type code in Loop 2320~ SBRO5.

1. Go to the patient set up.

| IE ,|E Open patient setup window ﬂ
! .é‘ Setup @ Imission

— (L) History e
31 3:43PM (E
3— | Eligibility 3:43PM (E
o1/l Comments 3:43PM (E
>/ B Reminder 3:43PM (E

=" Letter(s)

2. Click on the insurance Tab.

Demographics
Insurance

Responsible Par@

Emarnanecuv Cantact

3. Click on Medicare secondary

Cov. Active Payer
1 Y  Blue Shield - Indiana --- Anthem
2 Y Medicare - Indiana




4. Choose the MSP reason

Gender Description Code
A
Relationshi
Salonsip - gyck Lung 41 [
DOB Employer Group 12
ESRD 13
Insurance Policy |Large Group Health Plan (LGHP) 43
No-Fault Insurance 14
Start Other Liability Insurance a7
Payer PHS or Other I.:e.d. Agency 16 ]
Veteran's Administration 42
Type Worker's Compensation 15 v
MSP Reason W
5. Click Save.
* FI_IT' Q’
v Save Train

Billing: How to pull a referring providers list

How to Pull a referring Provider list. For various reasons one possibly being marketing, you may need to pull your
referring doctors list. Follow the steps below to obtain the list:

1.Got to the Billing Portal
f_‘n-] Billing
=] eDocu& L

2. Click on the top toolbar on the down arrow by setup screens tool tip and click provider.

@ Setup Screens ¥ ‘ ﬁ
Patient

Payer
CodefFee
I Location

Provide;

3.0nce the provider search opens click on advanced Search.



‘ oProvider s

Last Name NP1

4. Choose referring

Advanced Search X

v Commonly Used

Docors [ ]

Rendering O NA (O Rendering (@) Referring

I b

‘v Demographics

5.Click Search.

v

g

6. The list will populate. Now you can print to pdf or export to excel by navigating to the purple gear.

Choose print

©Provider Search 0]
[ Secuiy

_| screen

7 Company

User

Print
Audit

Refresh

Close
—

(& View Report X

How would you like to view your report?

Billing: PM/DMA estatement payments look up

To Identify EStatement deposits from Pay Simple

If you are specifically just looking for the eStatement payments, then you can also click on the More button in



Deposits and select Statement ePayments. Set a reporting date and then refresh to get the list.
Steps

1. Billing Portal

2.Deposits

Payment| Deposits

Referred

Payments (Legacy)

Deposits Jhﬂ
3.More

"1 More window actions |¥
= TUS
Train More
[
<

4.Select EPayments

Change Display Settings

e

—_-

Deposit Reconciliation

Deposit Reporting

N | o]

Statement ePayments

5.Choose dates



(2] Statement Electronic Payments -- Webpage Dialog X

Statement Responsible Party Patient Amount Message Review

Reporting Criteria: ~ Start D End D N Refresh H Mark Reviewed || Close

6.Refresh the list

Mark Re

]t‘TRpfrpch | i<f|

You can also search for Statement deposits and look at the check/trace id. The eStatement payments will
display CC information instead of a true check number.

1. Go to the billing portal.

2.Click on Deposits

Payment| Deposits

Referred
Payments (Legacy)
Deposits nﬂ“ﬂ

3.Click on Advanced search

Advanced Search Q




Ad Deposit Status Q

4.Search for the trace ID

Deposit Date | ML M L]
Check/Trace 1D | |
Model % (® Standard O Converted () Legacy () N/A

Please also note that in reports the payer is going to be the responsible party from the statement.

Adding Guarantor

Adding Guarantor

When adding an insurance to a patient account, sometimes the Guarantor is someone other than the patient. There are
a few fields necessary to set this up properly to prevent billing issues.

From the Patient Setup screen, select the Insurance tab. Always select New to add a new insurance.
Flip Coverage to appropriate designation depending on whether it is primary, secondary, or tertiary.
Add start date, payer, Insured ID and any other necessary information.

If Guarantor is the patient, select Same as Patient. If it is an individual other than the patient, select

Hwn =

Individual.

o If Guarantor has the same demographic info as the patient, select Populate Patient Information. Edits
can be made to fields if needed.

o By default, Signature will only prepopulate if Guarantor is the same as patient. When adding a
different Guarantor, it is necessary to check the Signature box and add the date. Typically, this will be
the same date the patient signed, or the policy start date. If the signature box is not checked, this
will cause claims to fail.

o ltis also critical to fill in the relationship to the Guarantor and the DOB.



Patient Setup

= h— T
New Save Train More

T3st, Danielle 5o 01-Jan-1975(46y) Gendor Female [ 11

n ICov Active Payer Primary 1D Group/Policy # Copay ‘
1 ¥ United Healthcare 123456789 $40.00
la)
o .
Guarantor
Summary Coverage |1 v Insured (O Same as Patient (@) Individual (O Company te Patient
Demograpics | P At 1 [0 | orene [ S|
Wi [ ] Adkess? | |
Last [T3st | ciy [knoxvitte: ]
Responsible Party st [ Jsme [N w|  coumy[USA v| zZpcods[22 |
Emergency Contact Gender [Female | Emai |danielleseals@isalushealthcare com ]
[+ jonship |Parent v| Employer | ]
Case Management o8 [osnrisar = Property Casualy [ | | |
Sliding Fee Insurance Policy
mimun, Registry Start [or012019 {1 End | Bl penctReset [ BT
Payer United Healthcare 1 Insured 10 .Mambsl ID# v ‘123456769 ‘
Patient Extension Type Commercial V‘ Secondary ID v/ [ |
Miscellaneous MSP Reason v GroupName | ‘
Referral Tracking copy @s [ w00 Oow [ | Group/Policy # Plan Code ]
Deduciible Amount Met 2 mm]
MaxoutofPocket | | Mat | B
D Authorization Required j Do not perform 270 eligibility Document List [ Order Route Eligibility

Adding Responsible Party

Adding Responsible Party

By default, the system will assign the patient as their own Responsible Party. When the patient is under the age
of 18, it is strongly encouraged to assign a legal adult as the Responsible Party. When it comes to billing, there
are many errors that can come from not having a legal adult as the Responsible Party. There are other reasons
a patient would not be their own Responsible Party as well.

1.

From the Patient Setup screen, select the tab Responsible Party. Always select New to add a different
Responsible Party (RP) and flip the Order to 1 for the default RP. This is so that if a patient ever needs to
become their own RP, the setup exists, such as when a minor turns 18.

Select Individual or Company, depending on the situation.

If the RP has the same demographic information as the Patient, select Populate Patient Information to fill in
majority of the fields. Changes can be made if needed to the address, email, phone fields.

Be sure to enter Gender, Relationship and DOB for the RP.

If the practice opts to have statements emailed and the RP elects this option, check the box to Email
Patient Statements, enter the Security Type and Security Data. This will be the PIN information to protect

patient health information.



Patient Setu & o .
¢ P . 0 M e T3st, Danielle Som 01-Jan-1975(46y) Gender Female 1)
New | Save Train More

| # First Name Last Name Primary ID Relationship
1 Dan Tast Father
2 Danielle T3st ~
b v
Responsible Pa
Order -1 vl Type () Same as Patient (@) Individual () Company ;
Summary

First Dan | Address 1 [100 Main St | Home [(555)555-5555 | Ejt? ]
Demographics wode | Address2 | | work [(555)555-5555 | Ea (555 || |
Insurance Last +[T3st City [Knoxville | other [(555)5556555 | Ea| || |
Suffix | | state N v Country USA  w| Zzip Code [37922 |
Emergency Contact Gender [Male v/ Email |danielleseals@isalushealthcare.com ]
Relati ip |Father V] Employer | |
Comments DOB 030711947 1D Type v | 1D value ]
Case Management Email Patient Statements
Sliding Fee Security Type| Patient DOB | Security Data |01/01/1975
Immun. Registry O

Assigning Users to Letters

Letters -Granting access to users

Users will need to be assigned letter templates that are viewable from their log-in. Based on the letter template,
the letter will be viewable in EMR, iScheduler or Billing portal or assigned to be a SOAP note or Intake Letter.

1. From Setup

¢ Navigate to Setup/EMR Setup/Letters (Admin user)

EMR Setup

Chart Tab Settings
Flow Sheets
Immunizations

|[ictec ]
Order 5

Order %5
PDF Print Layouts
Pharmacies

e Click User Setup to bring up the User Assignment page

=y = Setup: Letters

DHW|30|BI1| Cupy|r- Delet 4% Refresh
= Letter Templates
| ID | & Template Name | Letier Type | Clail
1 16 Audiclogy SOAP Note SOAP Note

12 BasicProcedureConsent  Comsent



e Grid Assignment

.dj User Assignment -- Webpage Dialog

X

Letter = = ) .
= Letter Assignment ()15}
M Save  Train
l ' Letter tadam lagarcia lamanda lawade !bbarmes !blake !carole !cdaoud | !chandler ‘
Audiology SOAP Note x x o
Basic Procedure Consent x X x
EMR Nurse MNole — Base x X x x x x X x x
Follow up Lefter fo Referring x x x x x x x x x
Follow-up Lefter to Referring x x x x x x x x x
Initial Letter to Referring x x x x x x x x x
« Medical SOAP Mote x ®
Y MML Welcome Letter x ® x x x x X x *x
| ke | New ocker Print i x x x x x x x X x
User Assig New ocker Welcome Letter ® ® ® ® ® ® ® ® ®
Default Assignment Patient Generic Letter x * x X x X b x x
Referral fo Specialist ® x x x x x x x x
Return to Work/School w/ limit x x x x x x x x x
SOAP Note x
SOAP Note x X x x x »x x x
W
15 Results <[ ] >

Assign letter template to users via Grid Assignment by putting x in box to assign or assign a letter
to all users by clicking the letter name. You can also assign all letters to a user by clicking the user
name, then click Save.

e User Assignment

Assign multiple letters to multiple users or all items to one or more user

Letter

= e

Save Train

Letter Assignment

£2

Summary

Grid Assignment

= 1

Default Assignment

e Default Assignment

Letter Assignment ltems

() Allltems (@) Selected ltems

Users

() AllUsers () NoUsers (8 Selecled Users

 Item [ v user D
Audiology SOAP Note 16 Adam Kaiser ladam
~ Basic Procedure Consent 12 Adrian Garcia lagarcia
EMR Nurse Note - Base 6 Alex Wade lawade
Follow up Letter to Referring " v Alex Wade awade
v Follow-up Letter to Referring 5 Allison Bovdick abowdick
Initial Letter to Referring Amanda Weber lamanda

Medical SOAP Note 15 Anthony Miller amilier
~ MML Welcome Letler 7 Ben T Stipes bstipes

New MyMedicalLocker Print Instructions -] Blake Head Iblake
New MyMedicalLocker Welcome Letter 3 v Brooke Barnes Ibbames
Patient Generic Letter 3 Carcle Howard Icarole
Referral to Specialist 10 Carole Howard choward
Return to Wark/School w/ limit 2 Carole Test ctest
SOAP Note 13 v Chandler Head Ichandler
SOAP Note 14 Chandler Head chead

Christy Stipes Ichristy

[y
P Tiamai

Assign the Default Letter to load in the EMR to multiple users from this window

>




Letter = =
55 Letter Assignment
M Save  Train
l I Letter Assignment Default tems Users
() AlUsers (®) Selecied Users
Item D ~ User o]
Audiology SOAP Note 16 Al [ Adam Kaiser ladam ~
Basic Procedure Consent 12 « Adrian Garcia lagarcia
EMR Nurse Note - Base L + Alex VWade lawade
Follow up Letter to Referring 11 Alex Wade awade
Faollow-up Letter to Referring 5 Allison Bowlick abowlick
+ Initial Letter to Referring 4 « Amanda Weber lamanda
Medical SOAP Note \ Anthony Miller amiller
Summary MML Welcome Letter 7 - Ben T Stipes bstipes
New MyMedicalLocker Print Instructions 9 « Blake Head Iplake
Grid Assignment New MyMedicalLocker Welcome Letter 8 + Brooke Bames Ibbames
Patient Generic Letter 3 « Carole Howard Icarole
User Assignment Referral to Specialist 10 Carole Howard choward
Return to Work/School w/ limit 2 Carole Test ctest
S0AP Note 13 « Chandler Head Ichandler
SOAP Note 14 Chandler Head chead
" Christy Stipes Ichristy
% Christy T Stipes cslipes
et P P R

2. From User Setup
Letters can be assigned to users via the User Setup window.

¢ Navigate to Setup/Basic Setup/User Setup or click Current User at the bottom left corner

Basic Setup
Company Profile ~
Contacts
Implementation
Locations
Patients
Providers
Referral Source
User Groups
I Current Liser Howard, Carole [l Appointment 3._dus I Or
B e et T e
e Select User to assign letters
¢ Single or multi-select letters and click Save
| ISR A
Users Letters - Test, John (jtest) Section
Pedulla, Ted Setup
Poland, Kim [ Kal Default Letter Template User
Rmussen‘ Davin ‘Paﬁem Generic Letter v User Groups
Rivers, Kelly i User Cross Reference
Rivers, Kelly Assigned Lefter Templates MyTask Superbill
Seals, Danielle i All MyTask Progress Moles
Seals, Danielle Conszent Resources
Simpson, Homer Basic Procedure Consent Roles
g:ﬁ:, ;:j © JEMR Nurse Note ‘Scheduler - Resources
Lt . +|EMR Nurse Note - Base Fax
Smith, Staci = Templates
Smith, Talis CIIE ; zat
i v[Retum to Work/School wi limit Qmunzgons
Stipes, Ben T. - v Letters
Stipes, Christy W ocker ™
Stipes, Christy T +MML Welcome Letter SIS - Hew
Tist, Julie lew MyMedicalLocker Print Instructions Allergies
Test, Carole lew i ocker Letter Assessments
_ " Exams
Test, Danielle Patient k Treatment Plans
Test, Erica C. +Patient Generic Letter =
SOAP Note Orders
Foll : Letter to Referi Fatent Extension
v ollow up Letter to ng Patient Histary
Test, Tina Follow-up Letter to Referring ROS
Wade, Alex L finifial Letter to Referring Dilysis Visi
Wade, Alex v[Referral to o
x::trcmzma W pOABNOE ChartSharshiD
VWhiting, Jeff W frudiology SOAP Note Miscellaneous
Medical SOAP Note Sinn (F

e Select Default Letter Template to load in the Letter Chart Tab



FAQ: Unable to view the full Patient Transaction History

under Patient Setup

Initially a new user may not see a full listing of the Patient Transaction History under the Patient Setup. The

default settings of the Patient Transaction Search may only be set to show Claims with a balance.

The following steps can be used to update this setting.

1. Go to the Patient Transaction History screen. This can be done by Double clicking on the Balance line of

Patient Setup.

T Patient Setup -- Webpage Dialog O *
Patient Setup e —~
1] ! ces Patient, Test Born 01-Jan-1989(32y) Gender Female ()10}
New Train  More
@ Chart 9796
® ® ISG IUS 123 Test St Home (785) 477-1626 PCP Provider, Automated Fax Employer
Work 55N Efhnicity Not Hispanic or Latino
Groveport, OH 43125 USA Other Marital Race Asian
Kraig@test.com Language
Anthem Blue Cross (877) 814-4803
Commercial Start date 07142015 Sig. On File 11012015
Copay $0.00 Member ID # 123456 Group/Policy #
AETNA
Commercial Start date Sig. On File 11/01/2015
Copay $0.00 Member ID # 21135847561 Group/Policy #
Summary Cases (Active)
090172017 CS: Preschool Active Auer, Kevin
Demographics
Test Patient
Insurance 123 Test St Home  (785) 477-1626
Work
. Gi rt, OH 43125 USA  Oih
Responsible Party roveper, =
E Contact Past 3 Visits
mergency Lontac 12/06/2021 10:00AM (1h) 9217 US Hwy 42 Checked-In Irritation
1240172021 12:00PM (20m)  Doctor MD, Donald Scheduled Follow up
Comments 12/01/2021 11:00AM (20m)  Doctor MD, Donald Franklin Scheduled Injection 2
Case Management Balance: ($20.00)
Current:  (520.00) 31-60:  30.00 61-90:  30.00 80 -180: 50.00 181+ Days:  §0.00
Dialysi

2. The Patient Transaction History Webpage Dialog box will appear. Click on the two downward facing

arrows.

ﬁj Patient Transaction History -- Webpage Dialog

(0 E e -a -0

Claims

3. Place a check in the Display Zero Checkbox. This will now allow zero balance claims to appear in the

Patient Transaction History.

a Patient Transaction History -- Webpage Dialog

B0 E-e-a-9]

Claims

x
Check/D | |
Senvice | =l 5[]
Deposit | HD | HD
Display Patient Display Unsubmitted
Display Insurance Display Fero (9 Q
= = N

Authorization Report in Billing Portal

In this document we will train you how to work through the Authorization Report.




1. Navigate to the Billing Portal.

] ischeduler

E Billing
a eDocu

2.Click on Authorizations under the Blue Insurance Bar.

Insurance
Authorizations

Billing Query

3.Now you can view the search criteria to find an Authorization.

Search Criteria ‘ Search Results ‘ Max Rows| 25 Clear Search
Authorization Effective Start Date Effective End Date
Reason [Now st | BE s [ 8O
A
Type v Free Fom Ed O |2|mm] End Of |
with .
Claims with Missing/invalid Authorizations Authorization Date Visits/Amount
Start g =] Visits Left <
Status Needs Review Tracking | Referred By e o =]l UnitsLet < [ |
Received Referred To
Auth not required - Brocedure Amountien< [ ]
Inactive Claim Authorization O
Referral
created | BT User ID
[] Payer
[[] Rendering [] Provider [] piagnosis
[EMeu] [EITI) Close

4 After entering your criteria click on search.

»rization
n  [est
Free Form
v

with
(Claims with Missing/invalid Authorizations

Appeintment Date

‘Scheduled With

Start 02/15/2021 5 B Byrd MD, Gregory F
= Cameron MD, Brent
End  OF 021262021 T[T | Cagor pac, zachary
Appointment Status Clinical Research
B c Room
Scheduled Cook MD, Barbara
ayer Confirmed A
MNo-Show cr
Checked-In Davis MD, Jeffrey
Checked-Out EastDTE
(vl East Lab
Canceled Farha MD, Ayham
Reminder Sent an Ay

| List of referring providers |'

andarine Brawidar

5.Then your search result will open in the next tab

6.Double click on the authorization to view the Auth or change information in the Auth.

R | Max ROWS| 20 Cican B
Row 0 of 25
Status Patient Scheduled ~ App. Date Primary  Second  Terary
1 Checked-Out  Galindo Moreno, Ramon Castor PA-C, Zachary 02/26/2021 3:30PM o L' v
2 Checked-Out  Weber, Denise A. Jensen MD, Jonathan A. 02/26/2021 2:30PM o v v
3 Checked-Out Robl, Richard M. Nabbout MD, Philippe 02/26/2021 2:00PM o v v
4 Scheduled Ryan, John P Il (Patrick) Farha MD, Ayham 02/26/2021 11:30AM @® v v
5 Checked-Out Jones, James M. (Jim) East DTE 02/2512021 4:00PM (U] v v
& Checked-Out Higbee, Dan F. Saad MD, Kahlil 02/25/2021 3:30PM . v v



Authorization - X

Authorization Effective Amount
Reason || | start 021252021 B Amount l:l
Status Needs Review Tracking ¥ Referred To Ena O |08/24/2021 QD Used l:|
v Received A Referred By )
Auth not required waming [07/24/2021 (5[] Waming>]_____| Amount
External PA V| Type e :
et Authorization Visits

Units
amoae [ B4 wvsts [ wsea ] wums [ Juseo [

Warning will occur after I:l Visits  Warning will occur after l:l Units

Rer# [vA0011983396 | auney [vA | ‘ |
Faili
Created  [08/02/2021 | Created By [Icooper | v
sevee [ BE
Procedure
Refering [ Referring | setecteq msurance is Primany_|
| v | Code ‘ Description |
[] Patient has been seen
["] Referral letter with resutts sent outireceived
["] care for condition was assumed
Rendering | Byrd MD, Gregory F
Cameron MD, Brent DINE 3 el B Code ‘ |
Castor PA-C, Zachary ~
Cook MD, Barbara Diagnosis
| @ | Code ‘ Description |
Insurance Active Payer Coverage
v VA CCN CLAIMS-MEDICAL Primary
+ 30+ xD code | |

1 N ok | Gres | mowy ]

Custom Claim Validating Edit

CUSTOM CLAIM VALIDATION EDITS

This article will provide some common claim validation edits and how to enter them at the procedure code set
up.

Fee Group Required based on Medicare Financial Class.

Setup > Procedure Codes > 97110 > Default > Modifier > GP



£ - Setup: Procedure Codes iSalus = O ®

Procedure Cod
wetods 1 [ KW ™ 3 97110 THERAPEUTIC PROC, 1+ AREAS, EACH 15 MIN...
New Save Train More

99211

99213 Diagnosis and Modifiers
9?33212 Code [ Diagnosis 1 I | Diagnosis 2 I [ Diagnosis 3 ] | Diagnosis 4 |
90837 [ Diagnosis 5 I | Diagnosis 6 I I Diagnosis 7 I | Diagnosis 8 |

aers 99203 mones [ ][ J[_J[ ]

99214 99201

02 Code Limitations
“GenderBased @ N/A () Male () Female
[] Fee required prior authorization
Summary Fee requires assignment
Code Alerts and Switches
Fees *POS [ v
Billing Required [ v
Drug Narraﬁ: ‘ vl
Default ~

Fee Group Required based on Financial Class.

Setup > Procedure Codes > [Enter Radiology Codes] > Defaults > Modifiers > TC

8 - Setup: Procedure Codes iSalus = ® o =
Procedure Codes
D H = @ 73600 - RADIOLOGIC EXAM, ANKLE; 2 VIEWS
New Save Train More
99211
99213 Diagnosis and Modifiers
9”:3212 Code |Diagnosis 1 I lDr'agnosis 2 | !Dl‘agnosiss I IDiagnosr‘s 4 I
— | Diagnosis 5 | |Diagnosis 6 | | Diagnosis 7 | |Diagnosis 8 |
36415 99203 Modifiers e ]| | | | | |
99214 99201 e
Code Limitations
99202
*Gender Based (@) NA () Male () Female
[] Fee required prior authorization
Summary Fee requires assignment
Code Alerts and Switches
Fees *POS [ v
Billing equed | vl
“Modalty | v
Drug Narrative
Default ~
v
* ltem values are applied to all fees for this procedure code.




Fee Group Required based on Financial Class.

Setup > Procedure Codes > [Enter New Radiology Codes] > Defaults > Modifiers > TC

& -~ Setup: Procedure Codes iSalus = © ® =
Procedure Codes
D H = @ 73600 - RADIOLOGIC EXAM, ANKLE; 2 VIEWS
New Save Train More
99211
99213 Diagnosis and Modifiers
9”:3212 Code |Diagnosis 1 ] lDr'agnosrs 2 | [Dl‘agnosis.’:‘ ] IDiagnosvs 4 I
e [ Diagnosis 5 | [iagnosis 6 | [piagnosis 7 | [piagnosis 8 |
36415 99203 Modifiers [fc 1] | | [ |
99214 99201 PLTTT
Code Limitations
99202
*Gender Based @) N/A () Male () Female
[] Fee required prior authorization
Summary Fee requires assignment
Code Alerts and Switches
Fees *POS [ v
Billing Required | vl
I vl
Drug Narrative
Default ~
v
* item values are applied to all fees for this procedure cade

Setup > Procedure Codes > J3260 > Fees: Per Unit Fee, Units 1

& - Setup: Procedure Codes iSalus =

Procedure Codes

99211
99213

99212
97140
90837
36415 99203
99214 99201
99202

Summary
Code
Fees

Billing

O = @

J3260 - Injection, tobramycin sulfate, up to 80 mg Q
New Save Train More

Fees
() FlatFee (8 PerUnitFee
Fee Per Unit S
Aloved Amount ||
InHouse Cost | |
Tacamont [ ]

Units L1
RV 1]

[] Time Based Fee

Minatesiunt ||

Round Units @ Up () Down




Fee Group Required based on Medicare Financial Class.

Setup > Procedure Codes > 88305 > Billing > Billed As > G0416

£ -~ Setup: Procedure Codes iSalus = O}
Procedure Codes
D H = @ 88305 - Surgical pathology, gross and microscopic exa...
New Save Train More
99211
99213 Codia
. i ;
o Biling [] only allow this code to be used once per day.
90837 Revenue L ] Ose 2nue
b5 soa0n asA 1
99214 99201
o Payment
GlobalPeriod | 0]
Type () Electronic () Paper (®) Unassigned
Summary [] patient is responsible for payment
Code
Fees
Billing
Drug
Default

Billing DME Claims in Choice

How to Bill DME Claims in Choice.

1. Location can be home

2. The Rendering provider will be DME

3. The ordering will be the rendering doctor that wrote the script for the DME.
4. Here is an incorrect way to bill DME.



Search for Patient @] -| e}

Service

Location | Home |

Rendering | Allison PA-G, Megan M. |

Refering | Black Do DO, Brian |

Refered [ I

X Other Praviders

Alternate | Alternate Provider

Supervising | Suh MD, Ronald 5.

Attending Aftending Provider

|
|
Crdering | Ordering Providsr |
|
|

Purchasing | Purchasing Provider

Diagnosgis ®
4 1 2 3 4

R338

R339

00 Pay/Adj: 50.00 Balance: $66.00 Receipts: $0.00 -

Above you would want to add the rendering to the Ordering Provider line to send the claim correctly.

Setup Payment Method and Types for DMA ePayments

You have to go to Payments (Legacy), open Default Settings, and update the setting here.

1.Navigate to the billing portal

@ Billing

B anncument<

2.Click on Payments Legacy

Payments (Lega
Deposits

3. Navigate to Default Settings.

| v SEIBINGIMO 7 | 4 VVeD searcnes ~

I EE - -

isit Customize |||
ns

Jded Claims
Claim Adju: ERA Setlings

—

4. Change Statement to Credit card shown in screenshot below:

Default Settings ~ Ctri+E




Batch Statement Build
Auto-Select until balance is removed  Sort Order @Oldesl Claims

» Default Settings P4 TH
b= i
3 Deposit Payment Method/Type E
R |leheck v [nsurance Check ¥
Notification |Check v [nsurance Cheek ¥
Other [check v [nsurance Check ¥
Statement | Credit Card v [statement Payment |
Payer  |Check V. [insurance Check |
Impert |check v [General Payment |
Service Line Payment Types
Payment ‘Zero Amount v ‘
Allowed ‘A\ lowed v ‘
Insurance Write Oft \\nsurance Coniract Adjustment v ‘
Co-Insurance ‘ h ‘
Co-Pay |copayment ¥
Deductible \ Deductible v ‘
Additional Write Offs |Insurance Contract Adjustment ¥
Interest [interest ¥
Other
Default Owner when ERA is created
Range balance must be within in order to be posted.
‘ oK ‘ | Close |
1
5. click save.
5| Customize X
"l
% Yable Cell Movement for Claim Posting
1 TabKeyDiecion {@jpown (Orignt
Enter Key Direction () Down (@) Right
[] use LefuRignt Cursor Keys
Search Display
Sort Order (®) Oldest Claims
() Newest Claims.
O Smallest Balance
O Biggest Balance

Auto-Add selected claims O Newest Claims
Auto-Populate payment amount O smalest Batance
O Biggest Balance

Posting Results

Sort Order (_)As Entered (@) Patient Name
Other

D Hide Posting Message

oK Close

2] Deposit Reconciliction - Webpage Dialog

Reparngperca (1057021 B - [omsauat )

Date Search Type | Deposit |

Deposit Owner [ v/

Deposit Status [ v/

Deposit Type [ v|

Import File [ v/
Name = Status = Posting Status =  Deposit Payments  Adjustments Exclusions Posted Paid Posted Adj Typl

How to Run a report of Statement Payments from Data

Media

To Identify EStatement deposits from Pay Simple

If you are specifically just looking for the eStatement payments, then you can also click on the More button in
Deposits and select Statement ePayments. Set a reporting date and then refresh to get the list.



Steps

1. Billing Portal
| ae
@ Billing
= vﬂw
2.Deposits

Payment| Deposits
Referred

Payments (Legacy)
Deposits nﬂ“ﬂ

3.More

"1 More window actions [
= TET
Train  More
[bn
N

4. Select EPayments

Change Display Settings

e

-

Deposit Reconciliation
Deposit Reporting

Statement ePayments

N | o |

5.Choose dates



(2] Statement Electronic Payments -- Webpage Dialog X

Statement Responsible Party Patient Amount Message Review

Reporting Criteria: ~ Start D End D N Refresh H Mark Reviewed || Close

6. Refresh the list

Mark Re

]t‘TRpfrpch | i<f|

You can also search for Statement deposits and look at the check/trace id. The eStatement payments will
display CC information instead of a true check number.

1. Go to the billing portal.

2. Click on Deposits

Payment| Deposits

Referred
Payments (Legacy)
Deposits nﬂ“ﬂ

3. Click on Advanced search

Advanced Search Q




Ad Deposit Status Q

4. Search for the trace ID

Deposit Date | ML M L]

Check/Trace 1D | |

Model % (® Standard O Converted () Legacy () N/A

Please also note that in reports the payer is going to be the responsible party from the statement.

Billing Toolbar Overview

Billing Toolbar Overview

Within the Billing portal there are two toolbars.

In this guide you will learn the names of the tool bar icons and their functions. Pro tip, any icon you hover over it will tell
you the name of the icon you are about to click.

1.The firsticon in the billing tool bar is the billing home page icon. This Icon will take you back to the Revenue Cycle
Dashboard.

2.The second Icon from the left is the reset billing window. When you click on this icon it refreshes the screen.

= (=TT

1AL

foday'

3. The next icon is the patient index or patient identification area. The patient icon will allow you several options from
here to enter a new patient or look up existing patients.

s

T




(] Send Communicaon ]

é Patient Setup Open the patient hist:

Patient History
Patient Communications

| Patient Comments
Patient Appointments
Patient Reminder bt
Open Patient in EMR I
Open Patient in eDocuments
Charge Entry
Claim History

| Claim Comments

Claim Reminder

4. The Setup Screens Icon links the user back to all the setup that is the backbone of the billing creations. The down
arrow next to the setup screens tool icon has Payers, Code/ fee, Locations, Providers, and Patient information.

@ Setup Screens | ¥

stivrnbur L\}

B @ Setup Screens "' ‘ |

\C Patient
Payer

in 2cked
Code/Fee

—

ﬁ Location

_ Provider

0

5. The next tool tip is the reporting windows icon. Once you click the down arrow next to the tool tip several canned
reports are available in this tool.

‘ [E] Reporting Windows ~
AN




[E]Reponing Windows 'HJr - 'i
: \)

Account Query
Practice Aging

w
e o

Reconciliation E_’f
Daily Receipts E
Practice Analysis |
Insurance Aging D/
k Patient Aging 14
' Refunds —
. Refund: Missing
Refund: Errors
Patient Collections
Pending Collections

Other Reports

Payer Mix
Provider Counts

EDI Extract

6. The next tool tip is the Set Billing info. This tool is used for Refund maintenance, set a sliding fee scale, or to set the
working date.

4

" Set Billing Info ]111” "L Web €

: N
[¥ SetWorking Date

(5] Sliding Fee Schedule

¥} Refund Maintenance

A

7. Your next tool tip is Web Searches. When you hit the down arrow you can access your analytics cubes, Clearinghouse
payer list, ICD10 lookup, and NPI lookup.

8. The last icon on the first took bar is the help.

e
Help a
Ky

9.The next tool bar is opened by clicking on Billing Query

Billing Query

Claim S@mission

10. The first icon is a magnifying glass that you will click on to search billing query.

P&
[

11. Second icon on the second tool bar is the eraser. It erases and resets your billing query.
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12. The next icon is to find a claim. Make a claim entry screen pop out of within billing query, or to export your billing
query search to excel.

I E]
] Claim h
) (=] Claim (Popout)

& Excel Export

13. the fourth icon on the second tool bar is to create claims manually. It is the claim options tool tip.

| e mm—me
aIF =R
Claim

& Patient

14. The fifth icon on the second tool bar is to provide more functionality within your billing query. If you have a
claim highlighted blue in your query you can quickly access history and other functions.

FE| '| "f’ '|E~3 '

Setup

(=]
I |

History
Eligibility
Comments

Reminder

el e

Letter(s)

15. The claim options tool tip has the functionality for you to copy claims, set reminders, make a claim comment,
Modify several claims at once, Validate claims, and to create custom tasking.

'|-i§' "‘ﬁ: "%
@ History
E{j Copy

[g Comments

E Reminder

&Y Modify Claim(s)
+ Validate Claim(s)
=

Custom Task

16. The Submission options tool tip is a green arrow pointing to the right. When you click the down arrow next to
the icon it allows for you to submit claims batches manually. It also allows you to view EDI submission window
from the billing query.

P -E2-®
Submit Claims

Submit Statements
[ﬂ View Submission

17. The money icon or the payment options icon allows you to post money manually into the claim.



E,; ~ |ﬁ* '| Max. Row:
| $ Payment L
[ﬂ Receipt Entry

N1 Rimmina~ Cimmmtiiea !

18. The hammer and wrench also known as the display options icon is the tool tip that allows you to change your
displayed view via the billing query. This is user specific. If you change your view, please note you will have to
click on the magnifying glass tool tip again for that query to take effect.

iy "‘ Max. Rowsl 9999 |

Display Recent Year

Display Balances
Display Zero Balance
Display Aging l

Display Procedure

L L L L <L«

Display Rejection
Display Patient Location
Display Patient Provider
Exact Match

+ Minimize Search
Patient View

« Quick Claim View

19. The last area on the second tool bar is the max rows. We recommend you set this to 9999 this way you see all
the claim pulled into the billing query.

Max. Rowsl 9999 |

aa

Billing Query Search Overview

Billing Query Screen Overview

The billing query has several useful functions for the billing department. It has a claim view and a patient view. In
this guide we will review the search functions for the billing query.

¢ |n the Billing portal click on Billing Query

Billing Query Fi
SUNTUT L R TTUTES
Billing Query M
Claim 5 ission
Dialysis Billing c
Patient

e The -t-)ill-iag Qué& screen will pop open.



Search Criteria <
= Patient
[] missing Signature ~
chanz | | EOBID | |
First Name | | Lastname | |
D [ V‘ Value ’—‘
Employer ‘ ‘
User Defined | |
Orig. Chart ‘ ‘
Name Range ‘ ‘ - ‘ ‘ Birth | EE
{{Hide}}
= Guarantor
D Missing Guarantor
First Name Last Name ‘ ‘
{{More}}
= Payerf/insurance
[] missing Insurance
Fin. Class I "‘
Name [ |
Coverage
D I "‘ value ‘ ‘
First Name | | Lasthame | |
Policy [ |
Gow | |
L] Plan \ \ v —

¢ When you complete the search, it will hide/ collapse. To open the query again simply click on Search
Criteria for it to open again.

Search Criteria

e To enter a search, click on more to find hidden criteria available to narrow your search.
I

* By
[ Missing Guar

e You can search by patient information, Guarantor information, Payer / Insurance, Claim information,
Procedures, Submission information, Statement numbers, Provider, and Location.

Search Criteria <«

Patient
~
Guarantor
Payer/insurance
Claim
Procedure
Submission

Provider

[ =T

Location

Once you have entered your parameters for the search, Click the magnifying glass icon to search and find the
claims. You can also use the quick key strokes of CTRL S

\EAE]

= FPatient

The query will open to the right.



# o+ Claim DOs Submission Status Billing
1 D 32207 06/21/21 Closed - Electronic Superbill E
2 D 32206 | 06/19/21 Closed - Electronic Superbill E
3 32325 | 02/07/22 Closed - Electronic Superbill E
4 2 32267 | 09/24/21 Open - Electronic Superbill E
5 z 32274 1012721 Ready to Send Primary, Electronic E
6 z 32273 1012721 Ready to Send Primary, Electronic E
7 D 32130 | 02/25/21 Done E
8 D 32287 1111121 Closed - Electronic Superbill E
-E 9 D 32203 | 06/09721 Closed - Electronic Superbill E
[}
_*E 10 32335 02/07122 Closed - Electronic Superbill E
O 1] 32136 | 02/26/21 Done E

The billing query view default is the claims view. You can then sort the view to patient by going up to the hammer
and wrench tool tip and clicking patient view and click the magnifying glass again. Please note if patient view is
unchecked then you are in the claim view.

% '| Max. Rows | 9999

Display Recent Year

Display Balances
Display Zero Balance
Display Aging

Display Procedure

L O O

Display Rejection

Display Patient Location

Display Patient Provider

Exact Match

«  Minimize Search
Patient View

+  Quick Claim View

Now you can view patient balances.

¢]o] omn name | oop | pmayn | e | e | uepedes |
1 9392 | Test, Ellen (Elly) | 0710211969 | 123-45-6789 ($19.31) $5.44279 | $687775|  $1230123
2 9486 Test, Charles A (Tony) ‘ 10/14/1967 | 888-88-8888 $35.00 $2,155.00 | $6,431.00 | $8,621.00
3 9565 | Test, Jayme | 0901975 $50.00 50.00 | 50.00 | $50.00
4 9675 Test, Allergy | 01061972 | 555-55-5555 (5165.00) $55000|  §1140.00|  $1525.00

When in patient view you can also print letters. Go to the patient icon on the second tool bar. Click the down
arrow and choose letters.

B[ | |
S sewp

@ History -
; ' Eigibity
4 Comments

18 Reming Patientletter(s

iz Letter(s)
i97 | Test, Bethanne
‘57 | Test. Adam (123;

Billing: Claim Refund Status

Refund claims are claims that have a credit balance. The refund status can be created by either a patient or
insurance payment that causes the claim to go into a credit balance. They can be viewed from the Revenue
Cycle under Manage. Note:: A Refund status does not mean the refund has been made, only that the claim is in
a Credit Balance.



|3:§!; Manage: 1,121 claims X
* Rejected Claims 4

* Refund 2 CL

¥ Custom 148

¥ No Response After 7 Days 967

View as counts EE:) Export to Excel @ Information

How is the Refund status created?

If a payment made to a claim causes an overpayment or refund, the Create Credit screen will appear. The user
has the option to create the Credit.

@ F[:?-'ment Entry for Claim #30967 -- Webpage Dialog bt
Claim Details
Patient 25063 - Deborah T3st

Rendering  Blaire Adams ARNP ARNP (1447485511)

Insurance E Credit Entry for Claim #309%67 -- Webpage Dialog >
Claim | Claim Details
i . Claim #: 30967 E
Payment D|
Patient: 25063 - Deborah T3st
Line # [1]
New Credit ~ Jpdit Amount: $20.00
Paym .
Claim Status E Are you sure you wish to create a credit? pleted Post
Adjusim
Refund To E If you select Mo then this window will close and no credit will be V| Clear
created.
Commi Payment @ V| Default
Comment
(@) Proceq
[ ¥es || No |I
DOS| pce |
0511212 520.00) |
~
5 Cl
’
(— ]P:S Procedure Totals: $150.00 (£220.00) £50.00 (520.00)
| Pay. Comment | | Claim Comment | | History | | Credits | | EQEB | | Refresh | | Close

If the user selects Yes, a claims Details screen will appear to create the New Credit. The user will need to select
the potential Refund recipient. The user will then select Save and Close out the window.



a Credit Entry for Clairn #30967 -- Webpage Dialog

Claim Details
Claim # 30967

Patient: 25063 - Deborah T3st

New Credit Deposit: 02r10/2022 Credit Amount: $20.00
aim Status | Refund Claim Level | Completed |
Refund To  |Resp. Party - T3st, Deborah v
Payment |DZ|'1U.|"2022 5-20.00 - Co-Pay from Deborah T3st V|
Comment

Close

The status of the claim will now reflect a Refund status.

& Claim entry for Claim #30967 for Deborah T3st 01/01/1950 (72y) - Internet Explorer - m| X
open | H save - | @ ristory - | £ Payments - | B3 patienmt - | Search for Patient O v| 181
A Status Patient Service
i i Patient 25063 - Deborah T3st ~ Location | A2255 St Joseph Regional Medica |
[Refuna v| (203) 542:907 R [ Adams ARNP, Blai |
Siahis 123 Apple Road Bi AL 35206 o A
[ v| Pat.Location | Patient Location | R | Refering Provider |
Level [c v| Biling [Paper  w| Pat Provider | Fatient Frovider | Refered ]l
Type |Mecllcal V| Resp. Party | T3st, Deborah | 2 Other Providers
Owner | Smith, Staci | Primary | (1) Anthem Blue Cross | Atemate [ Alternate Provider |
837 (@) Professional () Institutional dary | econdary Insuran | Supervising |Supemsmg Provider |
Teriary | Terliary Insurance | Ordering | Ordering Provider |
[ ] override Insurance 32 puthorization |Aﬂend1'ng Provider |
Py i | Purchasing Provider |
A Procedures and Diagnoses (1)
2 Service Date s POS Procedure Amount Modifiers Di is ®
From To . Units Charge Amount 1 2 3 4 1 2 3 4
1 | 051122020 @ 05122020 @ 99213 99 W 1.00 $150.00 F150.00 j120
2 | 051212020 @ 051272020 @ [ v| 50.00 || | j120
Total: §150.00 Pay/Adj: (5170.00) Balance: (520.00) Receipts: $0.00 ~
a Additional Information Messages and Monitoring Queue and Tasking
Admission l:@ =] Heur ljl | Aging @ There is currently nothing in the Queue for this claim
Claim Validation v
mia [ @0 .
Patient Validation x
Onset I:@ | Patient Only NIA
Current Claim Edits Code Limitations NIA
& Dates & Miscellaneous Required Fields WA
Global Period MNIA
837 Validation x
Meonitoring MNIA
== Add Information A Alerts | |@ Comments (2) | |r_\| Activity Log

For assistance on how to apply a Refund to a claim review the Apply a Refund to a Claim Credit document.

Refunds can also be rev

iewed utilizing the Refund Report.



https://officeemr.knowledgeowl.com/help/refund-claim
https://officeemr.knowledgeowl.com/help/refund-report

Billing: Claims Search from Billing Query

Claims Search from Billing Query

A single claim or multiple claims can be found using the Billing Query search window.

e Click on Billing

@ Billing

o A

e Go to the Billing Query search window.

Insurance
Authorizations /
Billing Query

Claim mission |:
Dialysis Billing
Statements

e Any number of parameters can be used to search for claims and some areas have a {{More}} button to
open additional search criteria:

In this example Chart#, patient name, date of birth can be utilized

= Patient x
[] missing Signature

can# [ Jeeo [ ]
FrstName [ | tastName [ ]

o (Errarantnr

e Note that areas can be collapsed and opened by toggling the + or — symbol

3 Patient

Chat# |
FistName |

Guarantor

a1 Paverflnsurar

e To search for all claims from a particular payer navigate to the Payer/Insurance fields, enter the Payer
name:

= Payer/insurance x
[] Missing insurance

Fin Class | v|
Name IMeclcare X |
Coverage x M

© vae [ ]
Fisthame [ ] Lasthame [ ]

Policy |

Plan |

Employer Company ‘ V]

{{Hide}}

|
Group | |
|




e Under Claim multiple statuses can be selected:

o Claim

x
[] Missing Information

Claim # [

| claim xret | |

Code(s)
837 Type

Balance

Level

Il Status I 2 ltems vl
ne

Substatus |+ Ready to Send Primary, Electronic

Ready to Sgnd Secondary, Electronic
Ready to Sehd Tertiary, Electronic ]
Ready to Send Primary, Paper
Ready to Send Secondary, Paper
Ready to Send Tertiary, Paper
Ready to Send, Statement
Payment Arrangement

e There are sections for Procedures, Providers and Locations as well.

o For Provider searches, there’s a dropdown for different types of providers:

3 Provider

[ ] missing Rendering Provider

Provider | Provider

186 Lynch MD, Stephanie
298 Test MD, John

Rendering WV

Referring
Altemnate
Supervising

Ordering
Attending
Purchasing
Patient

Rend. NPI

{{Hide}}

e Once all criteria is entered, from the upper left corner use the magnifying glass to search and the chalk
symbol will clear all input to begin a new search:

& ~ Billing
Q0 -
pla|z |l

e When the search button is selected, the Billing Query window collapses. To return to the Billing Query

search window again, click the vertical Search Criteria bar:



4

v |C|[P

Search Criteria

Patient History

Patient History

The History chart tab is used to capture a patient's past medical, family and social history. It is a "historical" chart
tab where data remains as last edited from encounter to encounter.

e Open patient chart in EMR- select History Chart Tab

Chart Tabs A
Summary
Problem List

w
)
Vitals
History
ROS @
Medications
Allergies

HPI

Exams

Assessment

Treatment Plans

Order Entry W
Superbill



e Document patient's History by clicking appropriate items based on your practice's History template

New | [%) Save | ristory | ) Defautts | £ patient ~ | =** More - |
[ reviewed
Summary O
Past Medical History v
Preventative Care Screening v A
Previous Diagnostic Tests T
Previous Treatment v
Social History v
Surgical History T
Hospitalizations v
Allergies T
Family Medical History iy
Father Mother Brother Sister
Alzheimer's/ Dementia ] | ] |
Asthma D D D D
Bleeding/Clotfing ] | ] |
Breast Cancer D D D D
Colon Cancer ] | ] |
COPD ] | ] |
CVATIA rl M rl M
¢ Click Save when documentation is complete
new | [7] Says | ristory - | ] Detautts | [ patient - | =** More ~ |
[] Reviewed b
Summary O
Past Medical History: ~
* Asthma Diabetes Ulcers
Preventative Care Screening:
s Colonoscopy: 04/02/2019, results normal
Social History:
o They is retired. Mo military senvice. N
* Thepalientls mammed. .. et it b e b P it
g Past Medical History v
i Preventative Care Screening A\
Previous Diagnostic Tests v
Previous Treatment v
N Social History v
Surgical History v
Hospitalizations v
Allergies v
o Family Medical History Y

e Subsequent visit- update changes to History, mark Reviewed, then click Save



wew | [7) save | History - | 5] Defautts | = Patient -

%Revi ewed
Summary

# Hearing Loss Allergic Rhinitis Anxiety Asthma Sinusitis Stroke Depression Migraines

Previous Diagnostic Tests: ~
= MRI: 01/21/2020, Lumbar spine

+ MRI: 01/05/2022, Lumbar spine w/o contrast

Social History:

# She lives with spouse.

# The patient is currently single. Patients dominant hand is left. [V
# (Caffeine use: Caffeine use: 1 per day

288 More ™

.r Past Medical History A
|:| Adenoid enlargement |:| Gout |:| Osteoporosis
[] ADHD - {inattentive/yperactive) Hearing Loss [] otiitis Media

|:| ADHD - predeminantly hyperactive |:| Hearing loss - aging

[] ADHD - predominantly inattentive
[ ] #1DS / Related Complex

D Hearing loss - infections
I:l Hearing loss - neise damage

|:| Perforated eardrum
D Pneumaonia
I:‘ Pregnant

[ Alcoholism [] Heart Arrythmia [] Prostate Cancer
Allergic Rhinitis [] HIv Pasitive [] Prostate Enlargement
D Anemia D Heart Failure D Pulmonary embelism
Anxiety [_] Hemophilia [] reflux

[ Arhritis [ ] Hepatitis & [] renal Failure
Asthma I:l Hepatitis B D Rheumatic Fever

[] atrial Fib / Flutter [] Hepatitis C [] rheumatoid arthritis
|:| Autoimmune disorder I:l Hiatal hernia D Seizure Disorder

Rloadinn NMicnrdars Hink Rlnnd Droccora of | Rinunoitic

Patient History - Uncategorized Data

Understanding Uncategorized History Iltems

To ensure all selected history items remain visible, practice users should always document a patient’s history
using the designated Practice History Template.

When a user documents history on a template not used by other practice users, history items may appear in the
Preview section as "Uncategorized."

e Why does this happen? The uncategorized label appears because the items do not exist in the template
being used to view the patient’s data.

¢ How to resolve this? Switch your user view to the correct Practice History Template to ensure all history
items are properly categorized.

Look Back Feature to See Dropped Uncategorized Data

If using more than one history template then your history data could be out of sync, and some history items may
have been inadvertently deleted. You would know this was occurring because you would see Uncategorized data
and when you saved the history - those items would just drop out of view. To address this, we have implemented
a look back feature that allows users to view and manually restore deleted history items.

This feature was necessary to correct a bug in our system where:

e Previously, if a user viewed uncategorized history but took no action, OfficeEMR automatically removed
those items from view and placed them in the patient’s history audit log.



¢ Now, uncategorized history remains visible until a user actively and intentionally updates the history item.

Using the Deleted History Lookback Feature

If your practice has more than one history template in use (uncommon), follow these steps to restore deleted
history:

Step 1: Enable Access to the Lookback Feature

¢ An admin must grant your user account the Role: Uncategorized History Deletion.
¢ By default, this role is turned off for all users.

2 - Setup: Roles

Uncategorized Qe |0 & ||
Groups | Screens Roles | ot [Read| update  wite |
EMR - ChartShareMD ~ Decision Support Intervention (... = | Admin [e) o @
Chart Tabs Decision Support Intervention Analytics Cube o O O @
Processin
Froc Semg EHR Launch Dashboard Ancillary Medical Staff 0O O O @
ENR - EMCoding EMR Formulary Setup Blling o o o e
EmergencyAccess O O O @

Processing EMR Order Select
setu Front Office: O O O @

4 EMR Order Setup O O O ®
EMR - General VR Ph set new
et Tt amacy Setup Provider 0O O 0 @
General EMR Quick Pick Setup Read Only O O 0 ®
Patient Setup EMR Room Assignment
Patient SOAP EnhancedAcoessAuditReport
Processing G Search
Reporting

vseup GE Setup
‘Supporting Hospital Round History
Template Setup ‘Smart On Fhir Practice Manager
ToDo
User Setup TPS Maint
EMR - Orders. TPS Setup 1
Processing TPS Setup 2
Reporting H-/ Uncategorized History Deletion
Selup -~
MR v Set thi ity i t

s security screen i you wna
Chart Tabs deleted patient history (within last 2 years,
Rx Report one-time automatic load) to be displayed
[ )

& - Setup: Roles

Uncategorized NI =]

[ Groups. Screens [ Roles. | ot [Rea | update | write |
EMR - ChartShareMD ~ Decision Support Intervention (...~ ~ | Admin [e) o @
Chart Tabs Decision Support Intervention .. Analytics Cube 0O O O @
Z;?ss::i EHR Launch Dashboard Ancillary Medical Staff o O O @
EMR - EMCoding EMR Formulary Setup Biling 8 8 8 g
Processing EMR Order Select EmergencyAcoess
et Front Office O O O @

etup EMR Order Setup O 0 0 ®
EMR - General EMR Ph set new
Chart Tabs jamacy Setup Provider O O O @
General EMR Quick Pick Setup Read Only O O 0 ®
Patient Setup EMR Room Assignment
Patient SOAP EnhancedAccessAuditReport
Processing GE Search
Reporting

v setup GE Setup
Supporting Hospital Round History
Template Setup ‘Smart On Fhir Practice Manager
ToDo
User Setup TPS ant
EMR - Orders. TPS Setup 1
Processing TPS Setup 2
Reporting H« Uncategorized History Deletion
Setup .

VR v Set thi ity [ at

is security screen if you wn:
Chart Tabs deleted patient history (within last 2 years,
Rx Report one-time automatic load) to be displayed

Step 2: View Deleted History Items
e Once the role is enabled, navigate to the patient’s chart and access the History section.
¢ A one-time pop-up window will appear, displaying any Deleted History items found in the patient’s audit
log.

Step 3: Determine Next Steps
¢ [f the Deleted History window displays “No deleted history,” there are no missing history items, and you
can simply close the window.
|

@ Patient Deleted History - Chart #277035 - Google Chrome = o X

25 gatest.isalushealthcare.com/Officemd/app/reporting/PatientDeletedHistory/277035/111850
277035-Clark, test 09/11/1964

No deleted history found for this patient.



o [f deleted history items are displayed, compare them with the patient’s current history and manually
update their record as needed.

5. MR Cas39 QAs GMe Q0
<« Patient Charts | ] - | ) save | 5 vetauts | [ patient + | ++= more ~ | 118 19 2 20 21 3 4(5/6 8 9 CMT A m b A % Th 4 abc car efg [lko roh rof RO & [tes| B M i Bo276746-Ahmed, Saif 25-Sep-1993 (31y) O]
Offcn Scheduls 2| O Reveves [ e paent xQ7|
Videstay eb 5, 2025 <
eckesin 2 :;
Wi Resauess (15) Q - o x B
Anmed, S 51) B
it | THEED
Ve, Aok
per T —— 276746-Ahmed, Saif 09/25/1993
SET5AN 1500 S
ek alias [Description (Original Value [Removal Date
*d] Y 0820... 0828... 075,
Fistory - Surgeres- 1 istory - Sugoris -1 st lait1r2025 62080 (GOT) Booa -+ te ik
o v l2rt112025 020804 [
i ey con co
it v Jo21112025 02080 comy Woosm s s
= Susils v )
" o e om0
oy
g ~Carotd St ~Garot Stanceis v
v
o) = et v
Sa0pi 215518 d]
v lart1r2025 &20808 cOT)
Kischiing, Enzo (10.1y) * |
S5 a0 v 02112025 8 20801 (com)
Bline Surgiol History =
o, intwo % G| | L] Mo suucapcsaies v
=¥ v lo21112025 02080 (comy
omstamny i 12263195 02172025 820801 com)
i v [o2t172025 5208 €T
= all Gt e £
Tonmame e e g
Toopie- T30 <
e
g
Q o
Strccrbt Record Locaor

Step 4: Accessing Deleted History Later

¢ [f you closed the Deleted History window but need to access it again, simply:
o Click on the white space to the right of the History template data.
o Select Deleted History to reopen the Deleted History screen.

&+ EMR C4699 QAs SHMe 0
| ) save | - | [ pefauits | =] Patient ~ | === More ~ | i [ 277035-Clark, test 11-Sep-1964 (60y) G|
[ Reviewed [Search for Patient x Q v|
Summary ] Patient Photograph &
Patient AMP -
S Allergies v
Knowledge Center F1
|t N & Medications v
() Window Print
7 1Problems v
£, User Settings [5|Results v
[ Screen settings Dvitals ~
O Company Settings. 0211... 0924... 07-25...
Blood /- -l-  -l-
(@) Reviewed History P - -
&) Defa R S S 5
’ Ht - 61 510
() Deleted Hist
we o - 20 -
o BMI - 238 -
(=) Print
§ Refresh altr
Close Menu
Surgical History A
(") No surgical procedures
»
le
=
|5
£
O
‘5 C;mr( Tabs (-3
2 = Summary
A2 History
SOAP Notes
» Allergies
Vitals

This process ensures accurate documentation of patient history while preventing unintended data loss.

Billing: Claim Status Definitions

What are Claim Statuses?

Claim Status helps a user to know what needs to be done with a claim or what has been done with a claim. Claim
Statuses should be used to assist a user with the work flow of claims.



NOTE: It is ultimately up to the user to make sure that they are working their aged claims appropriately and not
focusing just on claim status alone when working claims.

How do | change a Claim Status?

A claim status is changed from within the Claim Entry screen, in the upper left-hand corner:

A Status Patient

Claim 40185 ~ Patient 23641 - Katie S Archie TEST =

Status  [Transfered 0 Bling v ﬂi:mf ;i Ganton MS 39046

Substatus | v/ Pat. Location | Patient Location |

level  |Pimary | Biling |Electronic w| Pat. Provider | Patient Provicer |

Type [Medical v/ Resp. Party | Archie TEST, Katie S. |

‘Owner ‘ Martin, Murphy ‘ Primary ‘ (1) Medicare Advantage Wellcare ‘
|

837 ® Professional nstitutional Secondary ‘ (2) Medicaid OF MS SKMS0

What Claim Status options are available?

There are four different types of Claim Status available: System Status, Biller Defined Status, Submitted Status,
and EMR Status.

System Status: These are statuses that will typically be assigned to the claim as the claims are processed.

¢ Done - This status means that the claim is completed. This status should only be used when the claim has a
zero balance.

¢ Ready to Send Primary, Electronic - This status means that the claim is ready to be sent electronically to the
primary insurance.

e Ready to Send Secondary, Electronic- This status means that the claim is ready to be sent electronically to
the secondary insurance.

¢ Ready to Send Tertiary, Electronic- This status means that the claim is ready to be sent electronically to the
tertiary insurance.

¢ Ready to Send Primary, Paper - This status means that the claim is ready to be sent on paper to the primary
insurance.

¢ Ready to Send Secondary, Paper- This status means that the claim is ready to be sent on paper to the
secondary insurance.

¢ Ready to Send Tertiary, Paper- This status means that the claim is ready to be sent on paper to the tertiary
insurance.

¢ Ready to Send, Statement - This status means that the claim is ready to be billed to the responsible party
using a statement.

¢ Sent, Statement - This status means that the claim has been billed to the responsible party using a
statement. The status of the claim will be automatically updated to this status when a statement has been
prepared and processed for the claim..



¢ Sent, Electronic - This status means that the claim has been sent electronically to an insurance. The status
of the claim will be automatically updated to this status when the payer acknowledges receipt of receiving
the claim electronically.

¢ Sent, Paper - This status means that the claim has been sent on paper to an insurance. The status of the
claim will be automatically updated to this status when a paper claim has been prepared and processed for
the claim.

e Refund - This status means that the claim has a refund (credit) balance.

¢ Rejected - This status means that the claim has failed Billing validations, has been rejected by the
clearinghouse, or has been rejected by the payer.

NOTE: The Ready to Send statuses are the default status when a claim is entered manually by a user, rather than
through the EMR Superbill. However, an EMR status may switch to a Ready to Send status based on how the
claim is being worked.

Biller Defined Status: These statuses are user statuses, and only a user can change the status of a claim to one of
these statuses. These statuses are not system assigned (except in one circumstance). NOTE: Biller Defined Status
does not indicate that a new status can be added. It indicates that it is a status that is not automatically assigned

by the system.

e Appeal - Use this status to indicate that the claim is being appealed.

e Collection - Use this status to indicate that the claim has been sent to collections.

e Crossover - Use this status to indicate that the claim has been crossed over to the secondary payer by
Medicare. (This is the one exception; if you are receiving ERAs the system will update a claim to this status
automatically upon batch disbursement if the ERA notified us that the claim was crossed over.)

¢ In Progress - Use this status to indicate that the claim is in progress.

¢ Info. requested from office - Use this status to indicate that information has been requested from the
provider's office for the claim.

e Hold - Use this status to indicate that the claim is on hold.

¢ Return Mail - Use this status to indicate that the claim has been returned via mail.

¢ Pending Collection - Use this status to indicate that the claim is currently pending review before being sent
to collections.

Submitted Status: These statuses are to show the progress of the claim filing.

¢ In process - step 1, Electronic - This status means that the claim has just been prepared.

¢ In process - step 2, Electronic - This status means that the claim has been prepared and is waiting to be
processed from Claim Submission, or that the claim has been prepared and processed and is waiting for
acknowledgement by the clearinghouse.

¢ In process - step 3, Electronic - This status means that the claim has been accepted by the clearinghouse
and has been forwarded on to the payer electronically.

¢ In process - step 1, Paper - This status means that the claim has just been prepared.



¢ In process - step 2, Paper - This status means that the claim has been prepared and is waiting to be
processed from Claim Submission.

¢ In process - step 1, Statement - This status means that the claim has just been prepared.

¢ In process - step 2, Statement - This status means that the claim has been prepared and is waiting to be
processed from Claim Submission.

NOTE: Claims begin aging when they reach status In process - step 3, Electronic. Some payers do not send back
an acknowledgement when claims are received; therefore claims in this status are not

“stuck” but should be worked in a manner equal to claims in a Sent Electronic status.
EMR Status: These are the statuses set when a claim has been created via the electronic superbill in the EMR.

e Open - Electronic Superbill - This status means that the claim has been created via an electronic superbill
and that the superbill has not yet been released to be processed.

e Closed - Electronic Superbill - This status means that the claim has been created via an electronic superbill
and that the superbill has been released for processing.

Billing: Check enrollment via Change Healthcare

How to view your enrollments status in Change Healthcare.

1.Log in to : Portal.capario.net

TOOLS
AND SETUP ~

2.Got to Tools and Setup ) %

3.Click the down Arrow next to tools and setup and choose existing enrollments.
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5. View all your enrollments

6. You will then be able to see the status.
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Redacting Financials From the EMR Superbill Tab

On occasion a practice may want to redact financials from the EMR Superbill tab.
Follow the steps below to change the user setting.

User Setting: Display Amounts within Superbill
If checked, the charges, amounts and totals will be displayed on the EMR Superbill. This setting can be found in
the User Settings window under Superbill Settings->Display Amounts within Superbill.

If the setting is checked, then the user can see the charges. If the setting is unchecked as “NO”

[ user setting x

| [] pisplay Amounts

| If checked, the charges, amounts and totals will be displayed on the EMR Superbill.

|
|
|
{
|

LN

.

When unchecked the Superbill EMR tab will view like this.
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How to Null a claim

FAQ: How do | delete a claim?



It is not possible to 'delete’ a claim. However, you can 'clear' a claim so that there are no charges/procedures
associated with that claim number. To do so, please follow these steps:

1. Open the claim to be cleared.

2. View the Patient Transaction History and make sure there aren't any payments applied to any procedure
lines. If there are, you will need to right-click and delete them.

3. In the Quick Claim window, right-click in the Procedure Code box and select Delete. In the Claim Detail
window, click into the Procedure Code box and then press ALT-R on your keyboard.

4. Repeat as needed for all procedure lines.

5. Change the Claim Status to Done, and Save the claim.

If you have followed this process and are unable to remove line items, please contact the Support Team with the
claim number and additional information so that we may look into the problem.



