Attorney/Employer Direct Invoice ~ TASK: Setup & Workflow

The following setup and workflow allows the user to auto generate an insurance profile for an
Employer or Attorney in order to bill for services and sets the patient as not responsible, unlike a
traditional insurance. This special workflow sets the Employer/Attorney as both the Guarantor and the
default Insurance profile. Either an Invoice type statement can be sent or a HCFA Claim Form.

How do | Setup the Attorney or Emplover library for direct billing?
Setup for Invoice Billing

Workflow to Directly Invoice Employer/Attorney
Creating a Charge

Batching
Managing

How do | Setup the Attorney or Employer library for direct billing?

Go to Libraries > [Employer/Attorneys]

A. [ADD]

B. Name of company

C. Type ‘ Billable’ for Direct to Employer or

Attorney > & | asamoary empioyeraomey )
« Non-Blllable: Employer will be avallable as an Emplayer when | z Name: ACME — Abbeeviation: | ACME o \\B_/
registering patlents, but they will not be billed for services. i Type:| Bitatie v \CJ Agtive: @
; Website: Al
= Policy Holder Only: Same as above, but Employer will also be = il [ ’ - D I
avallable to use as a Policy Holder. -a;:m |g¢mrmw_- Homh ST Scondary Foom Frpw:.  LHCER, b 4
Primary Form Type:| INVOICE ¥ (7 SecondaryForm Type: | INVOICE ¥ Tegtiary Form Type: | INVOICE ¥
« Blllable: Use when the EmplayersAttorney will be billed L Statement Type: | INVOICE RalL) D mam
directly. Choosing this option will open additlonal options to 2 Billing Group: | » M;: DIRECT INVOICED EMPLOYER [NV] ¥
manage how this EmployersAttorney will be billed - [Re—rvr—
{Involce/HCFAMetc). The Employer/attorney will be avallable as posd Address Line 1: (123 MAN ST E
ottt 2 2 o R ~
D. Billing Information choose Invoice or L o _ G
f y . . s Office Phone: | (909) 069-0000 X Office Fax:
HCFA' if you prefer to send Paper claims ' -
E. Address B | ovene s g
. H i Contact Title: | - SELECT - v )
F: Contact * not required B St e -
G. [Save] - mai
Setup for Invoice Billing LB e £6) s
System Default Settings
1. Go to Admin > System Default Setting > Payments > INVOICE - ALLOW g AOJBALEXCL - EXGLUDE CODES FROM ADIUDICATI
FOR INVOICE PAYMENT POSTING > YES — 5 =
2. If you plan to send Invoices > Go to Admin > e R
Payments = f
Statement Defaults > Create a 'Statement Default' that incorporates the i~ B’W\ ERAVIEW - DEFAULT ERAVIEW - DEFAULT ISLOADED
'Statement Type": 'INV'. Statement Description can be something that makes N =10
sense, such as 'Invoice - Employers'. R 1:_:“_“‘;:“"“‘““”“"”“’“1

Keep in mind you will likely want to choose a different
statement format for Invoices. To do so, you will need to have a test file sent to our

Edit Statement Default :
ik Statement Team in order for a proof to be created and sent to you for approval. Please
-f:‘e“"’“‘ S submit a ticket via the Support Portal if you wish to have a different statement format for
scription

invoices or let your trainer know
|INVOICE - EMPLOYERS

— Statement Types Add —|
BUD FAM  INV oT
(] a8 ] B

Natiarn blasa,




Attorney/Employer Direct Invoice ~ TASK: Setup & Workflow

Workflow to Directly Invoice Employer/Attorney
You must first be sure the Guarantor is setup correctly either during registration or on an established patient

e New Patient Registration: Guarantor Demographics  Patient Registration
a. Patient is Guarantor > No S
b. Relationship to Guarantor -20 tient is Guaranfor v
c. Employer Prtientin Gusmnion (22 Y B
Relationship to Guarantor: 20 - Employee/Attorney \.-B_‘
e Current Patient: Patient Dashboard il d =/
A. Click hyperlink ‘Guarantor’ Estit Dyshienel
B. Guarantor list > [ADD] 4| [£] Demographics Edit[CtriF2] §
C. Choose ‘Patient relationship to Guarantor > [20] Fallant Nanw
D. Checkbox Default for charge entry ﬁ%ﬁfgﬁﬁfﬂmmmqm.
E. Employer > Relationship [20] search is filtered by
Guarantors from the Employer Library for Type = ¥ [¥] Guarantors [1] -
Employer/Attorney GRiiakits LIt }
F. [SAVE] ‘
Add/Modify Guarantor
Entered Patient's Relationship To Guarantor Effective Expiration Default *
3'2!_":'12:19 2o 2l | | I_ |I£I Selacted by default in Charge Entry I
Lo . Insurance Carrier Records
Filter Criteria Clear (@] @)

Address City

Clsims PayeriD Billing Group

. .. Repgrting Group
~Payment Plan - Reduces Statemn: P - SELECT -

Amount % $ | Searcn
| ™ O '&;d
Insurance Name Address City State’
BOOK LOFT 2020 MAIN ST ACTON MA

e
v | [EmployerAliom » | dx

A

BOOK
R (savo 2 0

The system automatically creates a new Default Insurance Management profile for Employer/

Attorney as the Primary policy and the patient NOT responsible upon saving the above

7 —

I This profile is Auto-Generated by choosing

Insuggnce Profil Guarantor that is relationship [20]
A
Status Encounters Created Primary
K LOFT [BOOK] (888) 888-
. . De‘lalull o 02/19/2019 . Dnlic.vr S . . Not Respa

We display the 'policy holder' as the Patient. We have chosen this option as the patient is employed
by this employer. The patient does not receive the invoice or printed claim.

PostChage

Post Date: 12/012017 Claim Type: Professional ¥
Creating a Charge

Patient: 10008 Edit SMITH, ALICE | 02/18/1953
Choose the appropriate Guarantor. We auto populate Last service:_Nore |2
. , . Cage: v |Edit
Insurance’ with the Attorney/Employer o SUITH, ALIGE (DEFAULT) v)
SMITH, ALICE (DEFAULT)

- Claim SHARK ATTORNEY AT LAW, Insurance:| SHARKATTO ()71
Batching
Determined by the form type in the library setup (Invoice or HCFA) (Siztements Mepngemeni Dashbowd

. . ¥ Statements History
e Invoice: When creating statements, the system creates a - B ——

separate batch for these Invoices

- [ Statements
Last Batch Date Created  Statements Baiched in last 24 hours Stat
! 3 2202018 0 2

# [ Statement Baiches To Be Sent/Processed

| Batch Type
PATIENT BILLING

& INVOICE - INVOICE




Attorney/Employer Direct Invoice ~ TASK: Setup & Workflow

Claims Management Dashboard e Print Claim: When claims batch are created, HCFA'’s are batched

¥ Claim Batch History
Batch New Claims

[# ¥ Claims

Claims Batches Today Claims Batches This \

olo 1/1

[ ¥ Claim Batches To Be Sent/Printed
Batch Type

1*’ HCFA 022
Payment Posting - Invoice (R

. Payment Type
From ‘Add Payment Receipt’ [invoice Payment VL\‘J
1. Choose Invoice Invoice Payment - oent . — 4
Post Date Received Date  Check [

2. Employer or Attorney 0812020 oai1zoze | |
3. If this is for a specific Patient, add them 2 | EmployeriAtiomey
4. If an Invoice has been sent, choose the Invoice # - ABC EMPLOYER
5. Choose to Manually Post if the payment amountis infull OR | 3 P e

'Do not Post' to get access to Post Expert Mode to partially \'/T Invice '

post as an VP transaction A s
6. [SAVE] | 5500.00] [Check + |

Post Patient & Collection Payments paid

Payment Posting Action
e Check in the box(s) to allocate the payment DonotPost  ManuallyFost o
] w I
—
Rm;pt Received Date Posted Check Date Received Amount n
100458 08/11/2020 08/11/2020 500.00 [=a
;m ABC EMPLOYER Rt §00.00 @
~Payment Applicati
= Filter Critera Clear
Facility " iy, i Billing Repart Group D05 From
||3i_||mg Logation Erocedure Procedure Report Group s Patient
( [l Ll |ocss

£ Search|

Posting Method

Show
| Services With Balance |
Method

[ Eopily Manualy | 500.00

Fatlent Encountar Dos Line cPT Bitling Faclil Chargs Balancs
TEST, ANMA [2R85] 87027 D6/01/2020 1 28203 CHC 1 500,00 500,00

o If the receipt was added with a specific patient we populate the filters. You may clear
these filters to allocate to a different patient

Managing

Receipt History > Use Type Filter > Invoice Payment > Search
o If a specific patient is affiliated with this receipt the ID displays
i Go!| E—

Filter Criteria Clear &) @)
Recsipt Patient Received From Received To Posted From Posted To Type

FromiTo: Reference Method Amount Batch User Escrow Only
| | el w [ I | | O
) Add

Receipt Patient Received Posted Type FromTa



o
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Attorney/Employer Direct Invoice ~ TASK: Setup & Workflow

The Invoice number is the Statement/Invoice Batch + the letters 'EM' + Attorney/Employer ID - if this

claim was sent HCFA

m Example: Statement batch # 6, Employer

# EM1259

Go-box short-cuts:

no Invoice number appears

P8 in Bk To Pry By Ervit Cart

mm s
Office XX O MasterCard T Armarcan Exprass

123 Main 5T

P e

Invoice #: BEM1259

Anywhere OH 44335
Make Chocks Paysble To:

Employer —

999 Side RD 123 Main 5T

Anywhere OH 44999 Anywhere OH 84335

STB > Statement/Invoice * our example STB 6
EM > Employer/ Attorney Dashboard * our example EM 2480
View all the employees and current balances > Patient Linked to Employer

'Statement History' section displays all batches, all Encounters in each batch. 'View' link to Invoice

- ] EmployeriAtiorney Edit Receipts
Name Abbreviation
EMPLOYER EMPLOYER
Default Effective Expiration

¥

zlruﬂm 217 | the insurance 10" wall be used for the Employsr In all reporting by

I Email ’ Insurance. # f ' ’

[l [ Patients Linked to Emplay

Patient LastHame First Hama Doe Relations
33452 TEST TEST 010172001 EMPLOYEE OR ATTORNEY
~HE Histary

To work A/R > Interactive Aging (IA from the go box) or Aging by Patient Report - use filters for

statement type Invoice or setup reporting group on the Employer Library and filter by reporting group

Aging by Patient
Aging By | Insumrce Oy ¥ |
Inaurance: | =
L 22 lInteractiveAging I
Inciuds Encountara: [ 7 a Firter Critarta Clear 5, @)

Includs Natse: [ (7] Totugy -
Inciuds $0 Batancee: | (7 L Tret | (Bl Date

Statemeng
. S— e | rp s

Total Balanca »=| m
e B eee
PATIENT BILLING

Aging By Date: | Bil Caie v)

101800

24.885.40



