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Important Content Update Message
," We are currently updating the OP Help Center content for the release of OP 20. We appreciate your patience as
we continue to update all of our content. To locate the version of your software, navigate to: Help tab > About

Manually Entering a Claim

Last Modified on 05/28/2020 1:28 pm EDT

Version 20.3

Overview

Follow the steps below to create a claim in the Patient Chart. This workflow is different from entering superbill charges, which

then have to be converted to a claim.

1. Click the Patient Chart button on the Clinical, Billing, or Practice Management tab.

If needed, use the Search box | IZ' to 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 information (items in red are required fields):

a > wDd

¢ Rendering Provider: Select the Provider that saw the patient. If the Rendering Provider does not have billing
credentials, a name must be selected from the Supervised by drop-down menu.
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¢ Insurance or Self-pay: The patient's primary insurance is displayed here. There is the option to select an alternate
payer or self-pay for this claim.
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Secondary: I j E

o Date: The system default is the current date. To backdate the claim, click the drop-down menu to change to the
desired date.

I Dates / Diagnosis:
Service date(s): l3/2/2020 ~ | to: ‘ v‘

¢ ICD-10: Click the Add button =+| and enter the numeric code or description to search under the ICD-10 Desc field.
Then, click the Save button |+ to add the diagnosis code to the claim. Up to twelve diagnosis codes can be placed
on a claim.

e CPT: Enter the numeric CPT code or click the Ellipsis button to search for the code.

e Diagnosis codes must be assigned to each CPT code line. Use the drop-down menu to select the diagnosis code or
add modifiers.
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° /Add/Edit Charges: PARKER ABBOTT (6981/9C59) Sex: M DOB: 02/10/2005 Age: 15 yrs. 0 mos. Ins: CAREFIRST o X
Basic Information | Other ftems (1-27) | Institutional (837) ttems <
Participants: Dates / Diagnosis: Patient
Patient PCP: SIK Sloan J. Knox 972 Service date(s): |3/2/2020 v to: v Copayments only
Asslsted by: C Find encounter DX
Rendered by: DSIoin J. Knox, MD o2 @ Co-pay:
1CD-10 Description 1cD-10 PCP Vit
— :
Click here to add a new diagnosis C
Billing provider: SJK Sloan J. Knox, MD 972 Well Visit
Biling staff:  SAD  OP Administrator 102 [Streptococcal phanyngitis J020 After-Hours |||
Location: URI 1069 Specialist
w | ]
Place of senvice: [Office v
Facility ID: v O Co-insurance:
Hospital dates: o[ v [Cszreolx[ox E£][@
Payer(s): O Deductible/self-pay:
Primary:  [BCBS v | SP 50523210 [J Al procedures
secondary: | v|ar] + @ VX | []Satistied for
o policy year
adacer| | Vacadmin: Modity| Balance: $0.00 Credits: $0.00 I Apply Payments
3 Unit  Unit Payer  Pat EPSDT
% SeniceDate  CPT Description e VTt Crarge Pl Jol, PatResp EPSDT REDT
03/02/2020 99213 OFFICE/OUTP 12000 1 12000 12000 [] 1500
v
@/ Xe < >
Claim: 174764 Transactions in the claim: 2 Save + Queue | | Save || Cancel

n Note:

6. Once all charges have been entered click theSave or Save + Queue button in the bottom right hand corner of the Add/Edit
Charges window.

Version 20.2

Overview

Follow the steps below to create a claim in the Patient Chart. This workflow is different from entering superbill charges, which

then have to be converted to a claim.

-

. Click the Patient Chart button on the Clinical, Billing, or Practice Management tab.

. If needed, use the Search box to 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 information (items in red are required fields):

a b~ N

o Rendering Provider: Select the Provider that saw the patient. If the Rendering Provider does not have billing
credentials, a name must be selected from the Supervised by drop-down menu.
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¢ Insurance or Self-pay: The patient's primary insurance is displayed here. There is the option to select an alternate
payer or self-pay for this claim.
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o Date: The system default is the current date. To backdate the claim, click the drop-down menu to change to the
desired date.
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e ICD-10: Click the Add button —+| and enter the numeric code or description to search under the ICD-10 Desc field.
Then, click the Save button |+*| to add the diagnosis code to the claim. Up to twelve diagnosis codes can be placed
on a claim.

e CPT: Enter the numeric CPT code or click the Ellipsis button to search for the code.

o Diagnosis codes must be assigned to each CPT code line. Use the drop-down menu to select the diagnosis code or
add modifiers.

@ Add/Edit Charges: MARY TESTPATIENT (99) Sex: F DOB: 03/16/2015 Age: 4 yrs. 0 mos. Ins: CIGNA PPO O X
Basic Information | Other Items (1-27) Hlnstitut\onal (8371) Items £

Participants: Dates / Diagnosis: Fatient responsibility:

Patient PCP:  |DD? DEMO DOCTOR 107 Service date(s): |5/24:2019 v‘m;| v‘ , waived for preventive care

Assisted by: hd o [“IMod-25  TOS: [] Canvert labs tu‘

Rendered by:[_]|S)K  +||Sloan J. Knox, MD 305 O O (@) Co-pay:

Mod -33 Use vaccine DX | Find encounter DX
Supenised by: ~ ° PP Visit
1CD-10 Deseription 1cD-10
Billing provider:|SJK Sloan J. Knox, MD 305 Well Visit I:l
Click here to add a new diagnasis

Billing staf:  [CAM  |[CINDY DODSON 187 MterHours | |

o Streptococcal pharyngitis J02.0 Spedalist I:l

Place of service: |Office v Lab ]

Facility ID: v

ST e | tof - () Co-insurance:

Office location: |Primary Location ~ x

Payer(s): () Deductible/Self-pay:

Primary: | CPP ~||sP \5'5123455739 ‘ ] &1l procedures

Secondary: ‘AHM v\x‘wuyswag @A 5 [ satisfed for policy

& year
Add CPT::l Vax admin: |30460/1, pairwise antigens + | Modify Balance: $219.00 Credits: $144.00 | & Apply Payments
' Fayer
% Service Date  CPT Description| DX1  Dx2  Dx3  Dxa c»?:r'; u;”t Charge A\\o::am C'::Ity PatResp EPSDT ;;ia; ND+
4| [0sam019 o213 OFFICE/QUTR{ J02.0 11800 1 119.00 5449 []
0512472019 87880 STREP A 2554] 102.0 5500 1 sa00 1107 []
=
o

= Bl X e
Claim: 100195 Transactions in the claim: 2 Save + Queue || Save Cancel

Note:

6. Once all charges have been entered click theSave or Save + Queue button in the bottom right hand corner of the Add/Edit
Charges screen.
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