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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

'C

Manually Enter a Superbill

Last Modified on 05/28/2020 1:37 pm EDT

Version 20.3

Path: Clinical, Practice Management, or Billing tab > Patient Chart button > Charges > New
Superbill button

Path: Clinical tab > Superbill button > Charges > New Superbill button

Overview

Superbill charges are automatically passed from the clinical team as they complete their documentation; however, it may be
necessary to manually enter superbill charges. If a user find that they are repeatedly entering the same charges, they may

consider creating a Superbill Template to streamline the process.

Manually Enter Superbill Charges

1. Navigate to the Superbill- Pending Procedures window by following one of the paths above. If you have not yet searched
for and selected a patient, you will need to do so before proceeding. The patient's name is displayed at the top of the

@ Superbill - Pending Procedures: EDEN CABRERA (15964) - 8 X
T =
Participants Categories Templates
mstoy [ ] lookupcer|  CPT CPT Description Fee Lot cer CPT Desription Fee  LongDes
Render by} v 99241 OFFICE CONSULTATION 179. OF 99343 HOME VISIT, NEW PATIENT 0 HOME
Supenvisor: ENe ;‘“9’"’ 99201 OFFICE/QUTPATIENT VISIT, NEW 993 OF 99349 HOME VISIT, EST PATIENT 0 HOME
ﬂ'::m' L 99202 OFFICE/OUTPATIENT VISIT, NEW. 103. OF 99058 ‘OFFICE SSERVICE(S) PROVIDED ON AN EMERGE 138 OFFICE
Jeil patient all charges e 99242 OFFICE CONSULTATION 138 OF 99050 SERVICES REQUESTED AFTER POSTED PROVIDED 69 SERVICES
SD““ /a D"’g";/;;zo = 99243 OFFICE CONSULTATION 180 OF 99354 PROLONGED SERVICE, OFFICE 276 PROLON
ervice date: v
e 99203 OFFICE/OUTPATIENT VISIT, NEW. 160 OF 99355 PROLONGED SERVICE, OFFICE 0 PROLON
ICD-10 Description 16010 ||| e ocepuRE 99204 OFFICE/OUTPATIENT VISIT, NEW. 210 OF 99358 PROLONGED SERV, W/O CONTACT 0 PROLON
Click here to add a new diagnosis —— 99244 OFFICE CONSULTATION 260 OF 99056 SERVICES) TYPICALLY PROVIDED AT REQUEST 0 SERVICE(S
VACONE 99205 OFFICE/OUTPATIENT VISIT, NEW. 276 OF
WELLVISIT 99211 OFFICE/OUTPATIENT VISIT, EST 40 OF
_ALLERGY 99212 OFFICE/OUTPATIENT VISIT, EST 80 OF
“misc 99213 OFFICE/OUTPATIENT VISIT, EST 120 OF
<No data to display> 99214 OFFICE/OUTPATIENT VISIT, EST 175 OF
99215 OFFICE/OUTPATIENT VISIT, EST 225 OF
Hi@sv X
4/ caime oate CPT Mod1 Description ox1 ox2 0x3 x4 Units Copay? Amount Bill Pt EPSDT P Ref NDCID  Couns? Stage Comments

2. Enter the following information:

e Assist by: This is the staff member who assisted during encounter (optional).
e Render by: This is a required field and indicates the provider who rendered services.
o Supervisor: This field is only required when the Rendering provider requires a Supervising provider.

o Bill patient all charges Select this checkbox if all charges are the patient's responsibility and should not be sent to the
insurance.

o Service Date: This date defaults to the current date. It may be changed to a prior date in case of back entry.

3. In the Diagnosis section of the window, click the Add button - to add a diagnosis code.
4. Search for and select the diagnosis code(s):

a. Click in the blank ICD-10 Description field or the ICD-10 field.
b. Entering a description (in the Description field) or the code (in the ICD-10 field).
c. Click the DX Search button.
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d. Select the code.

e. Click the Save button | +*
f. Repeat until all diagnosis codes have been added to the diagnosis section.

5. Add the CPT Code(s):

a. Click to select a Category. The codes included in the electronic superbill are displayed.
b. Double-click a code from the list displayed.
c. Repeat until all codes have been added to the superbill.

OR

a. Click the Lookup CPT button. The CPT Code window is displayed.
b. Search for and select the CPT Code(s) to add to the superbill.
c. Repeat until all codes have been added to the superbill.

Note: If the same CPT code should be billed twice for a medication, but the NDC ID differs for the two instances of the

code, you must manually enter the NDC ID that is not housed in the CPT code table for that particular CPT.

6. Confirm the correct DX 1-DX 4 fields are populated for each CPT code.
7. Edit the following fields, if necessary:

e Units
o Bill Pt
e EPSDT
o EP Ref
e POS

e NDCID

Note: The NDC ID field in this form will be blank. If you are entering the CPT code for a vaccine whose NDC ID would
normally be pulled from the Vaccine Inventory, you must manually enter the NDC ID when entering superbill charges. If
you are entering a medication CPT code whose NDC ID is housed in the CPT Code Table, you will see that ID populated

on the claim once the charges have been converted (not in the Add/Edit Charges window).

e Couns?

8. Select a Stage for the superbill. The default selection is Ready', but can be changed to indicate if the superbill is not yet
ready to be converted.

9. Enter any comments, if necessary.

10. Click the Exit button. The unposted superbill is displayed in theSuperbill (Unposted) Charges section of the
Charges window in the patient chart and in theSuperbills tab of the Billing Center.

Create a Superbill Template

Superbills entered manually may also be saved as a template to use for future use for other patients. To save a superbill as a

template:

Create the superbill following the steps above.

Click the Templates tab.

Click the Add button located the the bottom of the Template Name section.

Enter a name for the template.

Click the OK button. The template is saved to include the DX and CPT codes, but the provider and service date will still
need to be selected when the template is used.
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To use a saved superbill template:

Navigate to the Superbill- Pending Procedures window.
If not already selected, search for and select the patient.
Click the Templates tab.

Select the temple to use.

Click the Use button.

Click Exit.
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Version 20.2

Path: Clinical, Practice Management, or Billing tab > Patient Chart button > Charges > New
Superbill button
Path: Clinical tab > Superbill button > Charges > New Superbill button

Overview

Superbill charges are automatically passed from the clinical team as they complete their documentation; however, it may be
necessary to manually enter superbill charges. If a user find that they are repeatedly entering the same charges, they may

consider creating a Superbill Template to streamline the process.

Manually Enter Superbill Charges

1. Navigate to the Superbill- Pending Procedures window by following one of the paths above. If you have not yet searched
for and selected a patient, you will need to do so before proceeding. The patient's name is displayed at the top of the

window.
@ Superbill - Pending Procedures: ELLY TESTPATIENT (149) - a X
Participants: Categories  Templates
Assist by: :l Lookup CPT T CPT Description Fee Llong Descript  CFT CPT Description Fee Long Description
~ 99201 OFFICE/QUTPATIENT VISIT, 73 OFFICE/OP 99343 HOME VISIT, EST PATIENT 204 HOME VISIT EST PT
SmETEe - Category 99202 OFFICE/QUTRATIENT VISIT, 122 OFFICE/OP 99058 OFFICE SSERVICE[S) PROVIDED 25 OFFICE
ENCOUNTER | 99303 OFFICE/OUTRATIENT VISIT, 174 OFFICE/OP 99050 SERVICES REQUESTED AFTER 25 SERVICES
i FLUNEW
[l patient ait charges [] Use vaccine DX 99204 OFFICE/OUTPATIENT VISIT, 264 OFFICE/OP 99354 PROLONGED SERVICE, OFFICE 207 PROLONGED
Dates / Diagnoses: HOSPITAL 5305 OFFICE/OUTRATIENT ViSIT OFFICE/OP PROLONGED
N \aB £/ 3 331 E/ 99355 PROLONGED SERVICE, OFFICE 157
Senvice date: MEDs | 99211 OFFICE/OUTPATIENTVISIT, EST 35 OFFICE/OP 99358 PROLONGED SERV, W/O 177 PROLONGED E&M
1€D-10 Description 1010 | peocepuRe | 99212 OFFICE/QUTPATIENT VISIT, EST 72 OFFICE/OP 99056 SERVICE(S] TYPICALLY 25 SERVICE(S)
Click here to add @ new diagnesis SURVEYS | 99213 OFFICE/OUTPATIENT VISIT, EST 119 OFFICE/OP
B 99214 OFFICE/QUTPATIENT VISIT, EST 174 OFFICE/OP
VACCINE 99215 OFFICE/QUTPATIENT VISIT, EST 234 OFFICE/OP
WELLVISIT
_ALLERGY
<No data to display> wsc
4= caims  Date CPT Mod1 Desaiption DX DX 2 DX3 Dx4 Units Copay? Amount Bill Pt EPSDT EPRef Lo
<No data to display>
— n
an| |3 X e < >
Insurance: AETHA PPO Entries: 0 Claim#: 100163

2. Enter the following information:

o Assist by: This is the staff member who assisted during encounter (optional).

o Render by: This is a required field and indicates the provider who rendered services.

o Supervisor: This field is not required, but should be completed with a Supervising provider, when applicable.

o Bill patient all charges Select this checkbox if all charges are the patient's responsibility and should not be sent to the
insurance.

e Use vaccine DX: Select this checkbox if immunizations should be assigned diagnosis code Z23.

o Service Date: This date defaults to the current date. It may be changed to a prior date in case of back entry.
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3. In the Diagnosis section of the window, click the Add button - to add a diagnosis code.
4. Search for and select the diagnosis code(s):

. Click in the blank ICD-10 Description field or the ICD-10 field.

. Entering a description (in the Description field) or the code (in the ICD-10 field).
. Click the DX Search button.

. Select the code.

. Click the Save button | +*

. Repeat until all diagnosis codes have been added to the diagnosis section.

-~ ® O O T o

5. Add the CPT Code(s):

a. Click to select a Category. The codes included in the electronic superbill are displayed.
b. Double-click a code from the list displayed.
c. Repeat until all codes have been added to the superbill.

OR

a. Click the Lookup CPT button. The CPT Code window is displayed.
b. Search for and select the CPT Code(s) to add to the superbill.
c. Repeat until all codes have been added to the superbill.

Note: If the same CPT code should be billed twice for a medication, but the NDC ID differs for the two instances of the

code, you must manually enter the NDC ID that is not housed in the CPT code table for that particular CPT.

6. Confirm the correct DX 1-DX 4 fields are populated for each CPT code.
7. Edit the following fields, if necessary:

e Units

o Bill Pt

e EPSDT
o EP Ref
e Location
e NDCID

Note: The NDC ID field in this form will be blank. If you are entering the CPT code for a vaccine whose NDC ID would
normally be pulled from the Vaccine Inventory, you must manually enter the NDC ID when entering superbill charges. If
you are entering a medication CPT code whose NDC ID is housed in the CPT Code Table, you will see that ID populated

on the claim once the charges have been converted (not in the Add/Edit Charges window).

e Couns?

8. Select a Stage for the superbill. The default selection is Ready', but can be changed to indicate if the superbill is not yet
ready to be converted.

9. Enter any comments, if necessary.

10. Click the Exit button. The unposted superbill is displayed in theSuperbill (Unposted) Charges section of the
Charges window in the patient chart and in theSuperbills tab of the Billing Center.

Create a Superbill Template

Superbills entered manually may also be saved as a template to use for future use for other patients. To save a superbill as a

template:
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Create the superbill following the steps above.

Click the Templates tab.

Click the Add button located the the bottom of the Template Name section.

Enter a name for the template.

Click the OK button. The template is saved to include the DX and CPT codes, but the provider and service date will still
need to be selected when the template is used.

a s wn =

To use a saved superbill template:

Navigate to the Superbill- Pending Procedures window.
If not already selected, search for and select the patient.
Click the Templates tab.

Select the temple to use.

Click the Use button.

Click Exit.
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