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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

Edit or Void Current Charges

Last Modified on 12/30/2020 3:34 pm EST

Version 14.19

Overview

Current superbill charges (charges that have not yet been included on a Daysheet) can be edited from Tracking or from the

Patient Chart. However, if current charges need to be voided, this can only be done directly from the Patient Chart.

Edit Current Charges from Tracking

Depending on whether or not the charges have been posted (converted to a claim), navigate to thePosted charges or Unposted

charges section of the Billing Panel and complete the following:
To edit posted charges:

1. Select a charge line that needs to be edited and click theEdit button. The Add/Edit Charges window is displayed.
2. Make the necessary edits.

Note: CPT codes, modifiers, charge amounts, diagnosis codes, place of service, service dates, and providers can be
edited. Changes can also be made to the items in the Other items tab. For more information on those fields, click here.

Edits should be consistent with the provider's visit note and the provider should create an addenda to the note.

3. Click Save or Save + Queue depending on your practice's workflow.
To edit unposted charges:

1. Select acharge line that needs to be edited and click theEdit button. The Superbill - Pending Procedures window is
displayed.

2. Make the necessary edits.

3. Click the Exit button. The unposted charges are updated to reflect your edits.

Edit Current Charges from the Patient Chart

Depending on whether or not the charges have been posted (converted to a claim), navigate to thePosted charges or Unposted

charges section of the Charges window in the Patient chart and complete the following:
To edit posted charges:

1. Select the charge from the Current (Posted) Charges / Paymentssection of the window. You only need to select one line
for the date of service.

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

3. Make the necessary changes.

4. Click the Save or Save + Queue button depending on your practice's workflow.

©
( p officepracticum.com | 800.218.9916 | 602 W. Office Center Drive, Suite 350, Fort Washington, PA 19034



™
Office
.(op Practicum

To edit unposted charges:

1. Select a charge line that needs to be edited and click theEdit button. The Superbill - Pending Procedureswindow is
displayed.

2. Make the necessary edits.

3. Click the Exit button. The unposted charges are updated to reflect your edits.

Void Current Charges

Warning: There is no audit trail or tracking of current charges that have been voided. The voiding of current charges

should be done with caution.

1. Navigate to the Charges in the Patient Chart:Clinical, Practice Management, or Billing tab > Patient Chart button >
Charges.

2. From the Superbill (Unposted) Charges section or the Current (Posted) Charges / Paymentssection of the window, select
the Charge Line that should be voided. If more than one charge line should be voided, select them one at a time.

3. Click the Delete button to void a single line or Delete All to void all lines in the Current (Posted) Charges / Payments
section.

Warning: Current payments and adjustments will also appear in theCurrent (Posted) Charges / Paymentssection of this
window. If payments and/or adjustments are shown, and you select Delete All, the payments and/or adjustments that

are listed will also be voided.

4. Click the OK buttonto confirm you want to delete the selection(s).

Version 14.10

Overview

Current charges (charges that have not yet been included on a daysheet) can be edited from theTracking tab, the Patient

Account, or the Claims + A/R tab in the Billing Center. Current Charges can be voided from the Patient Account only.

Edit Current Charges from the Tracking Tab

To edit current charges from theTracking tab:

1. Ensure that the checkbox to Show Billing Reconciliation is selected
2. Navigate to the Posted charges section

3. Select a Charge Line and click the Edit button . The Add/edit Charges window is displayed.
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T Days since today.

Biling Status @7 ()3 ()0 (180

TEDDY TEST T@updins
Primary: AETNAPRO W22222272 (Commercial)
Subscriber: MAURICE TEST  CHLD

Second: nia
Subscriber: nia

Pat Resp: Warning: Patient responsibiity type not specified

Balance: $0.00 Credits: $0.00

Biling
Notes

Unposted Charges
Post Al Post Selected | g7 Edit

Date  Prov CPTMod Descripon DX  Description

<No data to display>

Posted Charges
# Edit | | 3 Apply Payment | | @ Change Payer

Date  Prov CPTMod Descripon DX  Description
02/19/2018 SJK 9939225 FREV VIST, Z00.129 Encounter for
02/19/2018 SJK 90696-33 DTAPJPV  Z00.129 Encounter for
02/19/2018 SIK 90744-33 HEPB VACC Z00.129 Encounter for
02/19/2018 SJK 90471-33 IMM ADMIN, Z00.129 Encounter for
02/19/2018 SJK 9047233 IMM ADMIN, Z00.129 Encounter for

ZE Pat Statement | =F Ins Statement| | R CMS-1500

. 4. Make any necessary changes

Note: Some of the items that can be edited include CPT codes, modifiers, charge amounts, diagnosis codes, place
of service, service dates, and providers. Changes can also be made to the items in the Other items tab. For more
information on those fields, click here. If you are making edits, make sure that they are inconsistent with the
provider's visit note and that the provider creates an addenda to the note.

5. Click the Save or Save + Queue button depending on your practice's workflow.

« Edit Current Charges from the Patient Account
To edit charges from the Patient Account:

1. From the Smart Toolbar, click the Acct button

2. Click the Charges tab

3. From the Current (Posted) Charges/Payments section, select the Charge . You only need to select one line for the
date of service.

4. Click the Edit button. The Add/edit Charges window is displayed.

for] [F12] Patient Account: TRINITY LANDRY (3623) Sex: F DOB: 07/27/2005 Age: 13 yrs. T mos. ===
..

5 overview | g cium || supertn| [ #] e[ em A | [ Postal || [ Postsel]  |RevertPotiesp| | 5 patsimt || S5 i stmt || £ cus-1s00 |
I T e ez
IF} charges | SUPERBILL (UNPOSTED) CHARGES
= Caims 2 Clam#  Date CPT  Mod CPT Description Unte Rend Serv ICD101 ICD102 ICD103 ICD104 NDCID  Couns? Stage Comments
S5 Payments <o data to display>

& Credts

2 statements |[_ Frimary Second Patient surance Patient  Patient  Patient insurance hsurance
o HE=mpy @D msur  nsur 07 Mod EE=ET CN8108  Bagnce Balance Owed  Payment  Adust Payment  Acjust (=
B s |)[aosass orraavte ave 99213 OFFCEOUTPATENTVST, 12500 12500 ) srsoree2
I Messages
¢k Consents

Disclosures

Scope.

(@ Patient

(O Famiy.

12500 000 12500 000 000 000 000 000

o 6. Click the Edit (pencil icon) button
7. Make any necessary changes
8. Click the Save or Save + Queue button depending on your practice's workflow

« Edit Current Charges from the Billing Center
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To edit charges from the Claims + A/R tab of the Billing Center:

1. From the Smart Toolbar, click the Billing button

2. Click the Claims + A/R tab

3. From the Stage drop-down menu, select Not Daysheeted, new claims only

4. If you know which claim needs to be edited, select it. Otherwise, click thesmall plus sign next to the claims you
would like to review and select a Claim.

5. Click the Edit (pencil icon) button. The Add/Edit Charges window is displayed.

6. Make any necessary changes.

7. Click the Save or Save + Queue button depending on your practice's workflow

« Void Current Charges

Warning: Before proceeding with the process for voiding current charges, be aware that there is no audit trail or
tracking of charges that have been voided.

If you determine that current charges should be voided, this can be done from theCharges tab or the Claims tab of the

Patient Account.

Void Current Charges from the Charges tab of the Patient Account

1. Navigate to the Charges tab of the patient's account

2. Navigate to the Current (Posted) Charges/Payments section of the window

3. Select the Charge Line that you want to void. If more than one Charge line needs to be voided, select them one at a
time.

4. Click the red minus sign to void a single line or- All to void all lines

Warning: Current payments and adjustments will also be displayed in the Current (Posted) Charges/Payments
i@ section of this window. If payments and/or adjustments are shown, and you select -All, the payments and/or
adjustments that are listed will also be voided.

9. Click the OK button in the Confirmation box to Delete ALL current transactions

Note: If your intention is to void current charges because they were posted in error, refer to Unposting Superbills
for instructions on how to revert charges to unposted.

Void Current Charges from the Claims tab of the Patient Account

1. Navigate to the Claims tab of the patient's account

2. Click the small plus sign to expand the claim where the charges should be voided if the claim is not already
expanded. Notice that the transactions are displayed in blue text, indicating they have not yet been included on a
daysheet.

3. Select the Charge Line that should be voided. If more than one Charge line should be voided, select them one at a
time.

4. Click the - Void button to void a single line

5. Click the OK button in the Confirmation box to Delete the highlighted transaction

e Version 14.8

Overview

Current charges (charges that have not yet been included on a daysheet) can be edited from the Tracking tab, the Patient

Account, or the Claims + A/R tab in the Billing Center. Current Charges can be voided from the Patient Account only.
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Edit Current Charges from the Tracking Tab
To edit current charges from theTracking tab:

1. Ensure that the checkbox to Show Billing Reconciliation is selected
2. Navigate to the Posted charges section.
3. Select a Charge Line and click the Edit (pencil icon) button. The Add/edit Charges window is displayed.

Show Blank Days since today:
Bilng Status | (@17 ()30 ()90 (180
|
TEDDY TEST

Primary: AETNAPPO W22222222 (Commercial)
Subscriber: MAURICE TEST ~ CHILD

Second: nifa
Subscriber: nia

Pat Resp: Warning: Patient responsiity typs not specifisd

Balance: $0.00 Credits: 50.00

Biling
Notes:

Unposted Charges
FostAl FostSelected 7 Edit

Date  Prov CFT-Med Descripion DX  Description

<No data to display=

Posted Charges
| A Edi ‘ | 5 Apply Payment ‘ ‘% Change Payer

Dale  Prov CPTMod Descripton DX  Description
0211972018 SIK 9939225 PREV VIS, Z00.129 Encounter for
02/1972018 SIK 90696-33 DTAP-PV  Z00.129 Encounter for
0211972018 SIK 90744-33 HEPB VACC Z00.129 Encounter for
02/1972018 SIK 90471-33 WM ADWIN, Z00.129 Encounter for
02/19/2018 SIK  90472-33 MM ADMIN, Z00.129 Encounter for

| = Pat Statement | ZE Ins Statement | E§ cus-1500

. 10. Make any necessary changes.

Note: Some of the items that can be edited include CPT codes, modifiers, charge amounts, diagnosis codes, place
of service, service dates, and providers. Changes can also be made to the items in the Other items tab. For more
information on those fields, click here. Be sure that if making edits that are inconsistent with the provider's visit
note, that the provider creates an addenda to the note.

11. Click Save or Save + Queue depending on your practice's workflow.

« Edit Current Charges from the Patient Account
To edit charges from the Patient Account:

1. From the Smart Toolbar, click the Acct button

2. Click the Charges tab

3. From the Current (Posted) Charges/Payments section, select the Charge. You only need to select one line for the
date of service.

4. Click the Edit button. The Add/edit Charges window is displayed.
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. 12. Click the Edit button
13. Make any necessary changes
14. Click the Save or Save + Queue button depending on your practice's workflow.
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« Edit Current Charges from the Billing Center

To edit charges from the Claims + A/R tab of the Billing Center:

1. From the Smart Toolbar, click the Billing button

2. Click the Claims + A/R tab

3. From the Stage drop-down menu, selectNot Daysheeted, new claims only.

4. If you know which claim needs to be edited, select it. Or, click thesmall plus sign next to the claims you would like
to review and make your selection.

5. Click the Edit (pencil icon) button. TheAdd/edit Charges window is displayed.

6. Make any necessary changes

7. Click the Save or Save + Queue button depending on your practice's workflow

« Void Current Charges

Warning: Before proceeding with the process for voiding current charges, be aware that there is no audit trail or
i@ tracking of charges that have been voided. The charges simply disappear from OP 14. If charges are voided in
error, you would have to manually add them back in. For instruction on manually adding charges, click here.

If you determine that current charges should be voided, this can be done from the Charges tab or the Claims tab of the

Patient Account.

Void Current Charges from the Charges tab of the Patient Account

1. Navigate to the Charges tab of the patient's account

2. Navigate to the Current (Posted) Charges/Payments section

3. Select the Charge Line that should be voided. If more than oneCharge Line should be voided, to select them one at
atime.

4. Click the red minus sign to void a single line or - All to void all lines in theCurrent (Posted) Charges/Payments
section.

Warning: Current payments and adjustments will also appear in the Current (Posted) Charges/Payments section of
i@ this window. If payments and/or adjustments are shown, and you select -All, the payments and/or adjustments that
are listed will also be voided.

15. Click the OK button in the Confirmation box to Delete ALL current transactions.

« Void Current Charges from the Claims tab of the Patient Account

1. Navigate to the Claims tab of the patient's account.

2. Click the small plus sign to expand the claim where the charges should be voided if the claim is not already
expanded. Notice that the transactions appear in blue text, indicating they have not yet been included on a
Daysheet.

3. Select the Charge Line that should be voided. If more than oneCharge Line should be voided, you will need to
select them one at a time.

4. Click the - Void button to void a single line

5. Select OK button in the Confirmation box to Delete the highlighted transaction
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