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Important Content Update Message

We are currently updating the OP Help Center content for the release of OP 20. OP 20
(4 (official version 20.0.x) is the certified, 2015 Edition, version of the Office Practicum

software. This is displayed in your software (Help tab > About) and in the Help Center

tab labeled Version 20.0. We appreciate your patience as we continue to update all of

our content.

Validate Insurance

Last Modified on 01/02/2020 2:05 pm EST

Version 14.19

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

Overview

To use the validation feature in Office Practicum, offices will need to:

1. Enroll for Full HIPAA transactions with Office Practicum.
2. Enroll with an integrated clearinghouse.
3. Set up the Insurance Payer Table to use the Validation Feature.

Note: This feature will work contingent on the proper set up of the Insurance Record,
accurate Patient Information entered into the patient record, and whether the payer is

supported by the clearinghouse for Real-Time Eligibility.

You can use the validation feature to:

o Verify an individual patient's insurance in the Add/Edit Appointment window.

e Verify an individual patient's insurance in the Tracking tab of the Schedule.

o Verify insurance coverage for every patient (based on parameters set) on the schedule for a
particular day.

Verify Insurance for an Individual Patient from the Appointment

1. Select the Calendar view from the Schedule.

2. Navigate to the patient whose insurance you would like to validate.

3. Double-click on the patient's appointment. This will open the Add/Edit Appointment window.
4. Click the Validate button located in the Primary Insurance section of the window.
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Validation will process for the patient.

Verify Insurance for an Individual Patient from the Tracking Tab

1. From the Schedule, select the Tracking radio button
There are two columns that you will use to perform insurance validation.

¢ Insurance Validation column ns. valid : this column populates with the color key result
after validation has been performed.

¢ Verify Insurance column ¢ : this column populates with aVerify Insurance button on
each individual patient's line in the Tracking window and is used to validate insurance for
that patient.

&/ Tracking Schedule == E=R
My View  Office View (O Calendar ® Tracking ~ Seftings: __OOOJ Visit, Details v e
Date: Show @all  (CMine EJExpand grid - [ Exclude checked out Validate | | Canfirm

tasks:

[sr2/2019

O‘ | Auto refresh - [ Exclude not checked in
[Jshow billing panel Send Message | Statements

Patient Reason Arrival Visit Status. Tasks Ins. Valid  Verification # & Confirm Status

BRISTOL, AVERY 2 month (default WELL VISIT, EST

4O, MD

BROWN, MARIH Cough SICKVISIT, EST

o Drasem B3| ovver, Renee 12 month (defaul) WELL VISIT, EST 0122 ROOM 2 Nurse: In Progress = Unconfirmed

01:45 BM CULLEN, EDWARD Diarrhea SICKVISIT, EST 01:25 M WAITING ROOM  Waiting Room unconfirmed
= Staff : THEO WARNER, MD (COUNT=2)

01:00 M FOX, COLLIN Ear pain SICKWISIT, EST 0126 PM ROOM 4 MD: Patient Waiting Uncnfirmed

01:30 PM FOX, TUCKER 11-12 yr M (defaul) WELL VISIT, EST 01:26 BM WAITING ROOM  Waiting Room Unconfirmed

01:26 PM MD: InProgress Unconfirmed

Unconfirmed

Note: If you do not see the Ins. Valid or Verify Insurance columns in your window, it is likely
the columns have been removed from view. To learn how to add columns to your view, click

here.

2. Click the Line for the patient whose insurance you would like to verify. TheVerify Insurance
button is displayed.

3. Click the Verify Insurance button. Validation will process and return a result in thelns. Valid
column based on the color key.

o If the result is nothing or the field is White, ask the patient for updated insurance
information or call the payer for further information.

e |If the result is Dark Green, the validation check has returned a valid insurance status.

o If the result is Yellow, retry your validation attempt. There could have been connectivity
issues at the time of validation attempt.

o If the result is Light Green, then there is no insurance policy to validate on file. The patient
is either listed as Self Pay or the insurance was not ranked.

e [f the result is Pink, then the insurance on file is invalid.
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Insuran;:-e Validation - ' - E
| Batch Update mnsurance Vaidation | iCalor Key:

P

The dal= in the: [ins Vakid] field on the Patient Tracking grid is
the date when the valdation process wias last attempied.

Background cokors of [Ins Yald] indicate the folowing:
07/2420068 sk patiant Tor nsurance card / call payer |

[}
- ‘ialdation check refurms "VALLY siatus
|

OTI2473006  Retry

I
- Sell-pay, no insurance policy to validate
|

O724/2008 YWaldation check returns ‘TVALID stabus
Valdation check not executed

Verify Insurance for All Patients on Schedule

1. Follow steps 1 and 2 above
2. Atthe top of the Tracking window, click theValidate button ¢ Validate

My View  Office View (O calendar ® Tracking  Settings: |Q00, Visit, Details ~|

Date: Show @ All O Mine [AExpand grid [ Exclude checked out < | vaiidate | confirm
tasks: [ Auto refresh [ Exclude not checked in a

5/2/2019 v

‘ ‘ O‘ ‘ WS e send Message | Statements

Time B Patient Reason TOV Arrival (B Room Visit Status Tasks  Ins.Valid Verification # Confirm Status

BRISTOL, AVERY
X, MD
BROWN, MARIAH Cough SICKVISIT, EST

01:26 PM

2 month (default) ‘WELL VISIT, EST MD: InProgress Uncanfirmed

- Unconfirmed
VER, RENEE 12 month (default) WELL VISIT, EST 01:25 PM ROOM 2 Nurse: In Progress c
01:45 PM CULLEN, EDWARD Diarrhea SICKVISIT, EST 01:25 PM WAITING ROOM ‘Waiting Room Unconfirmed

=1 Staff : THEO WARNER, MD (COUNT=2)

0100PM  FOX COLLN Ear pain SICKVISIT, EST 01:26 PM ROOM 4 MD: Patient Waiting Unconfirmed

01:30 PM FOX, TUCKER 11-12 yr M (default) ‘WELL VISIT, EST 01:26 PM WAITING ROOM ‘Waiting Room Uncenfirmed

3. In the Insurance Validation box, select your criteria and click theBegin button to start

validating

Insurance Validation x|
Batch Update Insurance “alidation | Cokor h’.ny.r|

Validate scheduled patienis for the date showing:

) Al

1 Only patients not valdated in last 2 | days

4. Validation will process and return a result in thelns. Valid column based on the color key.
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e |f the result is nothing or the field is White, ask the patient for updated insurance
information or call the payer for further information.

o If the result is Dark Green, the validation check has returned a valid insurance status.

e If the result is Yellow, retry your validation attempt. There could have been connectivity
issues at the time of validation attempt.

o |f the result is Light Green, then there is no insurance policy to validate on file. The patient
is either listed as Self Pay or the insurance was not ranked.

o |f the result is Pink, then the insurance on file is invalid.

™ » =
Insurance Validation | g _T'|
Balch Updslo hewance Vo | iCobr Key] 4
The dal= in the: [ins Valid] feld on the Patient Tracking grid is |

the date when the validation process was last attempied.
Background cokrs of [ins Vald] indicate the folowing
0724008 sk patiant for neurance card / call payer

i
- Yabdation check retums WALl status
|

OTF24/2008  Retry

- Zell-pay, no insurance policy o validate

O7i24/20068  Valdation check returns “BWALID status
‘faldation check not executed

Version 14.10

I Path: Smart Toolbar > Schedule button > Tracking tab

Overview

To use the validation feature in Office Practicum, offices will need to:

1. Enroll for Full HIPAA transactions with Office Practicum.
2. Enroll with an integrated clearinghouse.
3. Set up the Insurance Payer Table to use the Validation Feature.

This feature will work contingent on the proper set up of the Insurance Record, accurate
o Patient Information entered into the patient record, and whether the payer is supported by the
clearinghouse for Real-Time Eligibility.

You can use the validation feature to:

e Verify an individual patient's insurance in the Add/Edit Appointment window.
e Verify an individual patient's insurance in the Tracking tab of the Schedule and Practice
Workflow window .
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o Verify insurance coverage for every patient (based on parameters set) on the schedule for a
particular day.

Verify Insurance for an Individual Patient from the Appointment

1. Click the Sched button

2. Navigate to the patient whose insurance you would like to validate

3. Within the Add/Edit Appointment window, double-click the patient's appointment
4. In the Primary Insurance section, click the Validate button

Validation will process for the patient.

Verify Insurance for an Individual Patient from the Tracking Tab

Sched

1. Click the Schedule button
2. Click the Tracking tab &)  Tracking |

There are two columns that you will use to perform insurance validation.

¢ Insurance Validation column ns. valid : this column will populate with the color key
result after validation has been performed.

o Verify Insurance column ¢ : this column will populate with aVerify Insurance button
on each individual patient's line in the Tracking window and will be used to validate
insurance for that patient.

& [F7] Schedule and Practice Workflow = ['][®]
Fy  Calendar

Id‘ Trackng .

£ Messages (4) |

E Tasks ] Time: & Fatient RezE0n TOW Arhal EB Room Wiglt Satus Min. I Taske Biling Status ne. Valld Verification of Cl
e = Slaff . Jenna Tesl{COUNT=4}

# Encouniers = . — - -
—I b [osoosu 2 1442 yrF (defeull) ESTWELL &) 3
Ug Wel Vists (1) | Wheezing ESTSKCKVIST  12:19 P10 | st
0§ Ding Tozta (8) £ar pain EST 5K WIST
j\, Raferrals S-10yra M (defouky EST WELL 12:02 PW
& Documents
e Allergy Shot NURSE VBT 12:41 P 13
T sumveys (1) |

Note: If you do not see thelns. Valid or Verify Insurance columns in your window, it is likely
& the columns have been removed from view. To learn how to add columns to your view, click
here.

3. Click the Line for the patient whose insurance you would like to verify. TheVerify Insurance
button is displayed.

4. Click the Verify Insurance button. Validation will process and return a result in thelns. Valid
column based on the color key.
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¢ |f the result is nothing or the field is White, ask the patient for updated insurance information
or call the payer for further information.

e If the result is Dark Green, the validation check has returned a valid insurance status.

o If the result is Yellow, retry your validation attempt. There could have been connectivity issues
at the time of validation attempt.

¢ |f the result is Light Green, then there is no insurance policy to validate on file. The patient is
either listed as Self Pay or the insurance was not ranked.

o |f the result is Pink, then the insurance on file is invalid.

= E 3 E 3 ?
Insurance Validation - L4 s

' Batch Update insurance Vidation | Color Key:

The dal= in the: [ins Valid] feld on the Patient Tracking grid is
the date whan the valdation process was last attempied.

Background colors of [ins Vakd] indicate the falowing:
0724008 sk patiant for neurance card / call payer

- Valdation check refums WALD' status

OTF24/2008  Retry

I
- Zell-pay, no insurance policy o validate
|

O72442006 Waldation check returmns ‘TVALID stabus
i Vaigation check not exscuted

Verify Insurance for All Patients on Schedule

1. Follow steps 1-3 above
2. Atthe top of the Tracking window, click on the Validate button ¢ Validate

& [F7] Schedule and Practice Workflow [= =]
22 Ciuns (¥|Exgand grig

Iﬁ Trackng .

£  Messages (4) I

E Tasks B Tima: & Patient Rasson TOV Avrrheal @ Room Wight Satus Min. £ Tasks Biling Status Ina. Valld  Verificaton f Cl
= = Staf :Jenna Test{COUNT=4)

@ @ |- : :

et | 1912 y7 F (defsulf) EST WELL =] o
Re WelVista 1) Whaszing ESTSCKVIST  12:9PM

[0 Ding Tests (3) Ear pain EST 54 VIS

AL Referrai 910 yrs U (defaul) ESTWELL 12:02 Pt

& Documents

—— Allargy Shet NURSE VIET 12:41 P 12

& Serveysit) |

5. In the Insurance Validation box, select your criteria and click theBegin button to start
validating
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Insurance Validation x|
Batch Update Insurance “alidation | Cokor Kﬂ;.rJ

‘alidate scheduled patients for the date show ngc

(|

1 Only patients not validated in last (2 2 | days

Begin

6. Validation will process and return a result in thelns. Valid column based on the color key.

¢ If nothing comes back into the system or the field isWhite in color, ask the patient for
updated insurance information or call the payer for further information.

o If a Dark Green color comes back into the system, the validation check has returned a
valid insurance status.

e If a Yellow color comes back into the system, retry your validation attempt. There could
have been connectivity issues at the time of validation attempt.

¢ |f a Light Green color comes back into the system, then there is no insurance policy to
validate on file. The patient is either listed as Self Pay or the insurance was not ranked.

¢ If a Pink color comes back into the system, then the insurance on file is invalid.

Insurance Validation - o . | S‘ZiT'

| Batch Update nsurance Validation | iColor Hay!

The dal= in the: [ins Valid] feld on the Patient Tracking grid is
the date whan the valdation process was last attempied.

Background colors of [ins Yakd] indicate the falowing
u?m@ﬂug Ak patiant for insurance card [ call payer

“ Yabdation check retums WALl status

OTF24/2008  Retry

I
— Zell-pay, no insurance policy o validate
|

O72442006 Waldation check returmns ‘TVALID stabus
‘faldation check not executed
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