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Important Content Update Message
,‘ We are currently updating the OP Help Center content for OP 20. We appreciate your patience as we continue to
make these updates. To locate the version of your software, navigate to: Help tab > About

Manually Entering Charges from a Paper Superhbill

Version 14.19

| Path: Clinical, Billing, or Practice Management tab > Schedule button

Overview

Follow the steps below to manually enter superbill charges.

Entering Superbill Charges from Tracking

When the Schedule opens ensure that you have selected the location and Calendar View that you are ready to work o

-QF‘ Calendar Schedule

My View | Office View

Primary Location | Office View
305 - (5JK) SLOAMNE KMNOX, MD

1. Select the Tracking radio button.

2. Select the Show billing reconciliation checkbox. The Billing Reconciliation panel in the Tracking window is displayed.
3. Click to highlight the Patient appointment for the Patient that you want to post charges for.

< Tracking Schecule = R
My View Office View Ocalendar @ Tracking ~ Settings: |Q0Q, Visit, Details vl

Days since today:

@7 O30 O O1s0

SARAH TEST Update Ins.

Primary;  AETNA PPQ 126312387123 (Commercial)
Subscriber: DONALD TEST  CHILD

Date: Show @ Al
[sr24p018 ] tesks: o]

Show Blank
Billing Status.

OMine Hexpand grid  [JExclude checked out rm

V‘ [ Auto refresh  [1Exclude not checked in ] Show billing reconciliation

Send Message || Statements

= Time & Patient Reason Room Visit Status  Billing Status. Ins.valid o & patPay ;
Secon: n/a
= staff : THEO WARNER, MD (COUNT=2) Subscriber: nia
.00 ANSITEST SARAH  ADD: T 2
[l 11:00 ANGRI TEST, SARAH  ADD: initial evaluatio LD | Bl pat Resp:  Copayments only, waived for preventive care
03:00PM_TEST, DOMINIC ACNE =000 Balance: $119.00 Credits: $30.00 _[]auto-pay
sillng
Notes:
UNPOSTED CHARGES
Auto-Post | PostAll || Postselected | Edit

Date  Prov CPT-Mod Description DX Description

<No data to display>

POSTED CHARGES
Claim | | Apply Payment | Change Payer

Date  Prov CPT-Mod Descripion DX Description

<No data to display>

2
R Pat Statement | Ins Statement | CMS-1500
PatID: 103 Friday May 24, 2019 Wk=:21

4. At the bottom of the Billing Reconciliation, click the Claim button. The Add/Edit Charges window is displayed.
5. Enter the following from the paper Superbill:

a. The Rendering Provider
b. The Billing Provider (if applicable)
c. ThePlace of Service (if other than POS=11)
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. The Facility of where services were rendered (if applicable)
. Service dates (if other than the current day you are entering in the charge)
. Enter in the Diagnosis Codes selected by your Rendering Physician
. (Optional) Click the otherTabs at the top of this window if other pertinent information is needed to be sent on the claim
(i.e. Injury dates, Referring Physician, etc.)
h. Enter your CPT codes on the lower half of the screen.
i. Enter the desired CPT code and press theEnter key on your keyboard.
j- (Optional) If the CPT code is unknown, click the 3-dotted ellipsis --- to search the CPT/Procedure code table.
k. Once the CPT codes are entered on the lower half of the screen, enter in any furtherpertinent information needed for
the codes (i.e. attached Diagnosis codes, Modifers, NDC#, etc.).
I. Once the charge is entered, apply any patient responsibilities to the claim by using thePatient responsibility fields.
m. If there are available credits to use or you have a payment in hand to post against this patient responsibility click the
Apply Payment button. A new Add/Edit Payment window is displayed.
. Select the appropriate Payment Method from the drop-down menu.
. Enter the Payment amount - the amount you wish to apply to this Patient Balance due.
. Click the Save and Close button. This takes you back to the Add/edit Charges window.
. Once entering the charges details is complete, click theSave button.

Q -~ o o

O T O S

The Billing Status of the patient's appointment now says,Complete.

From the Patient Account

. Click the Patient Chart button on the Clinical, Billing or Practice Management tab.
. Search for and select the Patient.

. Click Charges in the Account section of the Window Navigation Panel.

. Click the New Claim button. The Add/Edit Charges window is displayed.

. Enter the following from the paper Superbill:

aa b~ W N =

. The Rendering Provider
. The Billing Provider (if applicable)
. The Place of Service (if other than POS=11)
. The Facility of where services were rendered (if applicable)
. Service dates (if other than the current day you are entering in the charge)
. Enter the Diagnosis Codes selected by your Rendering Physician.
. (Optional) Click the other Tabs at the top of this window if other pertinent information is needed to be sent on this
claim (i.e. Injury dates, Referring Physician, etc.).
h. Enter your CPT codes on the lower half of the screen.
i. Enter the desired CPT code and press theEnter button on your keyboard.
j. (Optional) If the CPT code is unknown, click the3-dotted ellipsis to search the CPT/Procedure code table.
k. Once the CPT codes are entered on the lower half of the screen, enter in any furtherpertinent information needed for
the codes (i.e. Modifers, NDC#, etc.).
I. Once the charge is entered, apply any patient responsibilities to the claim by using thePatient responsibility fields.
m. If there are available credits to use or you have a payment in hand to post against this patient responsibility click the
Apply Payment button. A new Add/Edit Payment window is displayed.
n. Select the appropriate Payment Method from the drop-down menu.
o. Enter the Payment in the field - the amount you wish to apply to this Patient Balance due.
p. Click the Save and Close button.

Q - ® QO 0 T o

Version 14.10

| Smart Tool Bar > Schedule button

Overview

Follow the steps below to manually enter superbill charges.
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Entering Superbill Charges

When the Schedule opens, ensure that you have selected on your calendar thedate of service & calendar view that you are ready

to work on.
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2. Select the Show billing reconciliation checkbox
displayed.
3. Onthe Tracking screen, select the Patient to post charges for by clicking to highlight theirAppointment.

. The Billing Reconciliation window is

Balancs: $150.00 Cradita: S45.00

ENT, MARY

Ear pain

Q,wm'

ASTHUA EXACERE SICKVIET, ES

i oigmests || | om30au |TEsT, canne 78 yrs (defoutl] | ESTWELL

Unposted Charges
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B BRx
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Posted Charges
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| B <No data 1o S=play>
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4. At the bottom of the Billing Reconciliation, click the Plus Claim button . The Add/Edit Charges screen is
displayed. From here proceed with posting charges.

| Bagic hiormation | Other kems (l.zn| mslilutional (5371} Lame -
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Claim: 100020 Transactions in the eiaim: 0 Save Cancal

When the Add/Edit Charges window is displayed, the Basic Information tab is displayed.

5. Enter from the paper Superbill:

. The Rendering Provider
. The Billing Provider (if applicable)
. The Place of Service (if other than POS=11)
. The Facility of where services were rendered (if applicable)
. Service dates (if other than the current day you are entering in the charge)
. Enter the Diagnosis Codes selected by your Rendering Physician.
. (Optional) Click the otherTabs at the top of this window if other pertinent information is needed to be sent on this
claim (i.e. Injury dates, Referring Physician, etc.).
h. Enter your CPT codes on the lower half of the screen.
i. Enter the desired CPT code and press theEnter button on your keyboard.
j- (Optional) If the CPT code is unknown, click the 3-dotted ellipsis to search the CPT/Procedure code table.
k. Once the CPT codes are entered on the lower half of the screen, enter in any furtherpertinent information needed for
the codes (i.e. Modifers, NDC#, etc.).
l. (Optional) If there are columns needed (or un-needed), click the the 3-dotted ellipsis to the left of the columns and
check (or uncheck) necessary columns to be viewed while entering in charges.
m. Once the charge is entered, apply any patient responsibilities to the claim by using thePatient responsibility fields.
n. If there are available credits to use or you have a payment in hand to post against this patient responsibility click the
Apply Payment button. A new Add/Edit Payment window is displayed.
. Select the appropriate Payment Method from the drop-down menu.
. Enter the Payment in the field - the amount you wish to apply to this Patient Balance due.
. Click the Save and Close button.
. Once entering the charges details is complete, click theSave button.

Q -~ ® O 0 T o
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The Billing Status of the patient's appointment now says,Complete.
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From the Patient Account

r

1. Click the Acct button Acent  to open the Patient Account.

2. If you do not have the patient already selected in the Choose box search for the patient.

3. Click the Chargestab Fg Charges | .

4. Click the Plus Claim button . The Add/Edit Charges screen is displayed. From here proceed with posting
charges.
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When the Add/Edit Charges window is displayed, the user will default to the first tab Basic Information).

5. Enter in from the paper Superbill.

. The Rendering Provider

. The Billing Provider (if applicable)

. The Place of Service (if other than POS=11)

. The Facility of where services were rendered (if applicable)

. Service dates (if other than the current day you are entering in the charge)

. Enter the Diagnosis Codes selected by your Rendering Physician.

. (Optional) Click the otherTabs at the top of this window if other pertinent information is needed to be sent on this
claim (i.e. Injury dates, Referring Physician, etc.).

Q - ® Q& 0 T o

h. Enter your CPT codes on the lower half of the screen.
i. Enter the desired CPT code and press theEnter button on your keyboard.
j- (Optional) If the CPT code is unknown, click the3-dotted ellipsis to search the CPT/Procedure code table.
k. Once the CPT codes are entered on the lower half of the screen, enter in any furtherpertinent information needed for
the codes (i.e. Modifers, NDC#, etc.).
l. (Optional) If there are columns needed (or un-needed), click the the 3-dotted ellipsis to the left of the columns and
check (or uncheck) necessary columns to be viewed while entering in charges.
m. Once the charge is entered, apply any patient responsibilities to the claim by using thePatient responsibility fields.
n. If there are available credits to use or you have a payment in hand to post against this patient responsibility click the
Apply Payment button. A new Add/Edit Payment window is displayed.
0. Select the appropriate Payment Method from the drop-down menu.
p. Enter the Payment in the field - the amount you wish to apply to this Patient Balance due.
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g. Click the Save and Close button.
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