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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.

Make a Claim Note

Last Modified on 11/07/2019 1:22 pm EST

Version 14.19

Overview

Claim notes can be made on claims in:

e The Patient Chart
e The Post Bulk Payment window
e The Claims (A/R)tab of the Billing Center

Once claim notes are made on a claim, they will show in all places where the claim can be worked

on.

Create a Claim Note from the Patient Chart

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

2. Search for and select the patient.
3. Click Claims in the Window Navigation Panel.
4. Double-click on the claim number for the claim that needs a claim note.
5. The Claim Details window opens containing some of the claim details.
@ Claim Details - m] X
Claim #: 100229
Claim Date: 06/13/2019
Provider: CLM
Charge: 569.00
Patient Balance: 35.00
Insurance Balance: 534.00
Claim Note (editable}:
Pat resp date: 6/13/2019
Stage: 0
4 >

6. In the Claim Note field, enter your claim note. It is recommended to include the date and your
initials.
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7. Click the Save button | +* to save your note.
8. Close the Claim Details window.

9. The claim note is now displayed on the claim. You can double-click on the date of service
again to either edit the note or remove the claim note by deleting the text.

Claim # Claim/Pay Date - Ins  Pat Primary Second Charge Patient Insurance Patient
Proc/Pay Type Proof Proof gffisur  Insur 9 Balance  Balance Owed
100229 06/13/2019 UHC 269.00 35.00 534,00 35.00

7/3 this is a claim note CG

Create a Claim Note from Post Bulk Payments

1. Navigate to Bulk Payments: Billing tab > Bulk Payments.

2. Use the Quick Pick claim #field to search for the claim number. The claim information
displays, including the Claim Note field. Here you can see the same claim note that was
entered for the claim or add a new claim note. If you do not use the Quick Pick claim # field to

search for a specific claim, multiple claims may display for the patient. You must click the line
with the claim number to see the note for that specific claim.

(@ Add Payments and Adjustments: MARIAH BROWN (S687) Sex F DOB: 02/19/2014 Age: 5 yrs. 4 mos. Ins: UNITED HEALTH

. Quick pick claim #: Billing notes:

Date: 7732019 ] Name an card: Primaryinsurance:  UMC 36138210
Paymethod: [CK CHECK  ~| tore ke Secondary insurance:
CheckRer#:[123456 | M| Ck| Ep e MM/ Available credits:  5240.00
Memo: [ ] ot Claim nate: |7/3 this is a dlaim note CG B
Amount: E Pay in Eull Allocate Activate Card Reader Claim number: 100229
Patient Insurance
Service Type / Date Charge Details
CPT Mod Svc Date Units Rend ID BilllD
CPT Description

Ins Policy
Claim # : 100137

Claim # : 100225
Claim # : 100226
Claim # : 100227
[§ = Claim #: 100229

99203 06/13/201% 1 1839 1839/

OFFICE/OUTPATIENT VISIT, NEW UHC|36138210

3. To apply a the date/timestamp to this note, click theTimestamp button located in the blue
ribbon and right-click to paste it after the claim note.

Create a Claim Note from the Claims (A/R) Tab in the Billing Center

Navigate to the Billing Center:Billing tab >Billing Center button.
Click the Claims (A/R) tab.

Select the stage in which the claim is displayed.
Select the claim that needs a claim note.

a bk wbd -

In the Claim Note column, you can see current claim notes and enter a free-text claim note.
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5 verview| [k Superbills[ZE Claims (4/R)| & Queue |5 Adjudications =3 ERA Payments| § Receipts [ Credits| & |

stage: [all daysheeted claims (A/R) ~] cat | Batch: | | EHas insurance balance [1Has patient balance

Details: @ Service lines O Status history

£ Claim# 7 Claim Date Patient Name Prov Ins Insured ID Charge Ins Bal Pt Bal cat Claim Note

100231 06/13/2019 TEST, COREY [LY] APP 123456789 192.00 192.00 Q2: Transmitted
100230 06/13/2019 TESTPATIENT, JOHN CAN BPC 123456789 91.00 91.00 Q2: Transmitted
100229 06/13/2018 BROWN, MARIAH CLM UHC 36138210 569.00 534.00 35.00 Q2: Transmitted
& 100226 06/13/2019 BROWN, MARIAH M UHC 36138210 97.00 97.00 QO0: Current, not queued

6. Click out of the field to another line item to save the note.

Version 14.10

| Path: Smart Toolbar > Account button

Overview

To create claim notes for billing purposes, a user can accomplish this task in:

e The Patient Account
e The Post Bulk Payment window
e The Claims+AR tab in the Billing Center

Claim notes created in the Patient Account will appear in the Claims+AR tab, and same way when

claims notes are created in the Claims+AR tab, the notes will appear in the Patient Account.

Create a Claim Note from the Patient Account

1. Click the Patient Account button on the Smart Toolbar.

= = = v - : = (= =
4 D b ® B 5|0 s El ¢ | B | = € & 8 PR e & %9
Sched Rack Rgstr Insur AdrBk Tasks | Chart Chron Forms | Super| Accnt| Billing | Docs 0-0-12-0 Send IM e-Rx | Printer Stamp Pref | Chat

Smart Toolbar: Account

2. Search for the Patient the user wishes to create a claim note | ..

3. Click the Claimstab | =E Claims |

4. Double-click on the claim number for the Date of Service in which you desire to leave a
specific note to the particular date of service in which the user is working on.

5. The Claim Details window will open. This will give you a free form field to put an editable note
on your claim, once you add your note.
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= Claim Details =

Claim #: 100010
Claim date: 08132014

Prowvider: D09
Charge: 20.00

Patiert balamee: 1000
Insurance balance:
Claim nate (editabie): | |
Pt resp date: 2132014 3.04 58 PU

Slage: 0

o Ok | X I.'.cnu:::ll

6. ClickOK « ot |tosaveand close.

7. You now have a claim note on your patient's date of service. You can double-click on the date
of service again to either edit the note, or completely remove the claim note.

Clam#

ClamPay Date | ns Pat Primary Second Charge Patient  Insurance Pabent Patent Pati=n:  Insurance Insurancs
Proc/Pay Tepe ~ Proof Proof  Insur naur -k Balanca Balnce Owed  Payment  Adimnt  Payment  Adjustm

100010 081 32014 SR 20.00 .00 20.00 10.00

Patient owes for & No Show on 08132014

Create a Claim Note from Post Bulk Payments

1. Click Post Bulk Payment located under Activities in the main toolbar.

2. As you post your check, you cn utilize the Claim note field to make notations on the respective
claim number listed below it.

3. You can apply a Stamp to this note using the button on the smart toolbar and clicking paste
after the note.

Quick pick claim #: I:I Biling notes:

Date:

Pay method:
Check/Ref #:
Memo:

Amount:

211212018 w| Hame on card: IR TR OP123456788

CK CHECK v| Card number: Secondary insurance:

12345 ||£| Exp date: (MMPYY) Available credits: 50.00

| | Card status: (Claim note: | This is your claim note .

00 v | Pay in Full|| Alocate | P— -

Create a Claim Note from Claims+AR Tab in the Billing Center

1. Click the Billing button on the Smart Toolbar.

€ & =B P & & %

Docs 0-0-12-0 Send IM e-Rx | Printer Stamp Pref

e =

[
Chart Chron Forms

L)

Chat

|28 2 5 8 &

! s ==
Sched Rack Ragstr Insur AdrBk Tasks

1 E =F
By Ho | =t
Super Accnt | Billing

Smart Toolbar: Billing
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2. Click on the Claims+AR tab &= cams-am | .
3. Locate a claim that you wish to leave a claim note.

4. The last column on theClaims+AR tab, the user will be able to input a Claim Note in the free

form text field.

@ File Activities Reports  LUhilities Log In/Out Took Window Help JrED -
& & " b E|le & B | & e = | € € |2 &8 | &
Sched Rack Fgstr Imsur AdrBk Tasks | Chart Chron Forms | Super Acont Billing | Review Input | Msps Send IM e-Rx | Pnnt Stamp  Pref
F =1 @ B | & B |& ¢ - a @ T A
Edit Delete | Refresh | Sel All Sel Hone | Grid Daysheet | Fetch Process Post Paymi Primary Secondary Add Status Check Status
I Superbils Iﬂa.ge:imma}-gneamclamm: vi Cat: w | Batch# [#] Has insurance balance || Has patient balance
LE caims+AR  page (@) Servicefnes () Sheius history
& Tronsmit Quene | Claime Claim Date Palierl Mamre Praw s Insured ID Charge Ins Bal Ft Bal cat Claim Hote
W Adudieations Ilvllll 100006 0ROT2014 TESTRATENT, MARY 004 AsB W123455T59 10.00 10.00 Cl'1:0u-l I
= ERAPaymanta I

a. Optional User may use the Blue Stamp on the smart tool bar to Time/Date stamp who
wrote the note and when.

i. Click on the Blue Stamp Stﬁp .
ii. Left Click in Claim Note Field once.

Charge Inx Bal Pt Bal Cat Clim Mobe

£ Chim# Claim Dabe Patiznt Hame Prow Inx Ingured D
21: Qo Patiant owes for @ Mo Show on 03072014

[ 10000E  DSUT2014  TESTPATIENT, MARY ODB AAEB WZ3456T80 10,00 10.00

*

iii. Right Click and selectPaste to Time/Date stamp who wrote the note and when.

Claim# Ciaim Diate: Pabent Mame Prov s insured i0 Chargs in= Bal Ft Bal Cat Claim Note
100005 0BA7Z014 TESTPATENT, MARY D09 AMB WI24EETSD 10.00 10.00 (=38l Palient owee for a No Show on Dﬂl'ﬂ?ml-il =
"""" Undo
Cut
Copy
Paste I
Delete bt
Select All
5. Click out of the field to another line item toSave note.
Claim# Chaim Data Patignd Hame Proy s neured D Chargs Ing Bal Fi Eal Cat Claim Mots
>|E| 100006 02072014 TESTRATENT, MARY DDE AAD W123456768 10.00 10.00 Q1. Que Palient owes for & No Show on 0BA0TI200 4 [08141 4 01.31PU-Administralod=
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