CATEGORY: CARGES ~ TASK: CASE
AUTHORIZATION

CASES - Cases house information for use for a patient's episode of care, generally for multiple
charges/appointments. Common uses include Authorizations, Workers Comp,

. . . . . . Cases [1] Cases
Hospitalizations, OB, DME, Accidents, Pre-certs, etc. including corresponding
Insurance Profile FE:“"“ '_:"tfe""" Clear
escription
From > Patient Dashboard, when Scheduling an appointment, or during Charge
entry. Click ‘Cases’ > [ADD]
When adding a Case, we recommend a meaningful naming convention for the
description, such as DOI, location, the type of Authorization,etc.
1. Type - For reporting purposes
L . . —Case
2. Description - E_)lsp_lays in Charge Tyee Deseription : Active Defautt g
entry/Scheduling in the Case STANDARD [D] n IMRI AUTHORIZATION @ @ 3
dropdown Insurance Profile Case Number
3. Active - If 'Active’ the Case is [AETNA / MEDICARE M / PATIENT (DEFAULT) [ﬂ1m1f201ﬂnixplratmn] v |
available to use in charge entry —Case FactsiCharge Defaults
H Cause Date of Current
and scheduling _ — B
Default - New charges & appointments | .. ASB—[—]SIEM Provider Refering Doctor Ordering
will auto-select this Case (may be s = = P
manually overridden) " DiagnosisiCharge Defaults
4. Insurance Profile- best practice to Dx 1 Dx 2 Dx 3 Dx d
choose correct |D . |P|D . |P|D : |P|D : '
5. Case Number - User defined . . . .
| s s s s
6. Cause - Ox § Dx 10 Ox 11 Ox 12
o lliness [L] - 431- onset date | WP | P | £ | #

o Injury [1] 454 - INITIAL treatment date Add Authorization ﬂ
o Pregnancy [P] 484 - LMP date I —

7. Date of Current - for specialties, - ¥ Other Fieldsm

e.g.Therapy/Chiro/OB > Enter

onset / initial treatment / LMP) if required
8. fo\ccident - For Employme)nt ! ” save [F2]] [ci
(Workers Comp), Auto Accident wm“
(MVA), or other Accident >Click [Accident] to "";;"LE“;:“
access popup (includes date, cause and state). {;‘; P
Use ONE Cause - except for instance employee "
work is driving and has car accident ®

If the Dx is not mandatory, a System Administrator can use
the 'Keys' to make field 'not mandatory'

9. Click 'Add Authorizations ' to enter umi @

authorization details Authorization Number (Primary) | Authorisnd
> Authorization number - displays in HCFA (85465464 ! 04"04’2013 Expiration: (06/03/2018
Box 23 / ANSI |00p 2300 ﬂl.rllmrluﬂon e HCFA Box 23 Wit 5I
Authorization Number (Tertiary) * 2300 Ansi Loop i | |
Cause Alerts for Scheduling / Charge Entry | _ Days: 1
by entering any of the following limiting —— 1» o = Units: ]
factors: Effective/Expiration Dates, # of ceT :
Visits, Dollars, Days or Units, CPT Code(s) 99211-99204 w»
Authorizer ~ Note *

e Authorizer: free form field for the

. . MaryJlane | .
applicable authorizer - You may prefer y Shows in Authorization dropdovmn l
to use the Contact on the Case :
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e ‘Note’: displays in the Authorization dropdown

10. Other Field > To access Click the plus sign -Admitted date - Disability - Consult - CMN - Certificate of

Medical Necessity
O'IherFldds
& Other Fields

AdmithuFrwn rdmittho J[ngumnm ‘Dhlbill'y_Tu | a) Employer * informational

Conluﬁldl)ah .'illmlatlluu ~ Student

| | I Emphw“ o TestEmployer
Contacts > Once the Case is saved you may Add/Edit ‘Contacts’ on the Case Dashboard

eI
To Edit > Go the Case dashboard > [
Contact section > Click ADD et
SEDGIVICK SWA 1F#
Employer
rIE]C:mIzz:tsm L
Title Address Contact Note
CASE MANAGER “A 93510 US H: (999) 099-0999 this is a fest
To ge to the case dashboard \'—ﬁ
Click on the Description hyperlink ’ T - Y -
Last Name: | TEST © | | casE MANAGER MGR]
Middebame: s | ’ A 7
) - Any Title can by added
Filter Criteria Clear =) @) PPl e R .
Degcription Address 1: 123 MAN ) by clicking Manage!
F I I
m Address 2: )
City: [ ACTON P state:(ca 1P zip: (23510
) s
CaselD ¥ ipti ot information ———— j—
Home Phane: | (698) 608-8089 | Cell Phone: | )
Work Number: | W) Fax:|
Email:| |OR
Note.
- = | |‘this is a test i
How to add an Authorization # to ——

a Charge, without using a Case
This is usually only used as a ‘one and done. To add an authorization number 'on the fly', use the

Authorization drop-down > Add Manually Post Charge Patient: 4182 Name: RICE, WIL
PostDate 03/07/2016 Claim Type| Professional v |
e 'Add New'is ONLY for adding an Patient

0 . . . Pg Authorization

authorization to an existing Case e e
Authorization| - ADD NEW -

- SELECT -

- ADD NEW -

- ADD MANUALLY -

Last Se|

Authorization Number
loN THE FLY ADD |

Guarz Insurance

How should | use the Authorization

section if there is no Authorization number? r )
. ) Validation Warning
Leave thg Authorlgatlon Number(s) blank. A note her'e w.|II . - T T——
cause claims to reject. In this screenshot the Authorization is Nm Authorization or press Cancel Authorization
being used to alert charge entry that no Authorization is Case without creating an Authorization.
needed. A validation warning will present and users can click
[ save & Continue |

[Save & Continue].

In charge entry and scheduling, the authorization
verbiage is ***Pending*** and in the dropdown you can
see the note entered, or for the visit countdown the

Aythorization: ***PENDING"** no authorizatio » Edi i
- SELECT -
***PENDING*** no authonzation needed as per Suzi @Traviers 10/20/11




CATEGORY: CARGES ~ TASK: CASE
AUTHORIZATION

banner will appear with the countdown.

How to use a Visit countdown on an
Authorization?

> Add a Case

> Add an Authorization to the Case with the number of
authorized Visits

> [SAVE]

The Visit Counts will appear when the Case/Authorization
are chosen when scheduling an Appointment ‘ ®

[ Visits Authorized: 12 Used: 2 Future: 0 Remaining: 10 ] F
Ilsmnu{ for 12 wisits|
) ra

Click to Edit / Modify existing Auth

A Number (Primary)

2225598 1T

ut Number {

Authorized Remainis

12|

12 visits

Units:

Alert on the Appointment screen, counts down how many
Scheduled appointments are left out of # Authorized

Po

st Date: 10/02/2017

Alert on the "Post Charge screen’ counts down
how many Charges are left out of # Authorized

he Visit Counts will appear when the
Case/Authorization are chosen when

| TEST. HUBERT C{DEFAULT)

TPATIENT [No | ¥ |

7
L Remaining: 12

Visits Authorized: 12

entering a Charge

What happens when there are no remaining authorized visits?
The system displays a red-shaded visit count, to indicate there are no remaining visits

If you try to save you will receive a Validation Error
AddModify Appointment

If you need to save the appointment without authorized

Visits Authorized: 12

Used: 11 Future: 1 Remaining: 0

l

[
visits > Close the validation popup ’
Toggle the Authorization field to 'Select' or 'Add New'

Authorization: 2225599 spoke toxx @ ins isokt ¥ Edi

Referring: 5555599 spoke to 3o @ ins is ok to
- ADD MEW -
- ADD MAMUALLY -

be seen

Referral
Reason:

This same validation presents when posting a
charge against an authorization with no
remaining visits

How to add a new/custom Case Type

From Add/Modify Case screen
1. FromCase '"Type' dropdown > 'Manage'
2. [ADD]
3. Add a Code and Description > [SAVE]

Validation Error
s Mo remaining Visits on this Authorization.

Press "Esc” or click the “X" o close.

Validation Error
« Mo remaining Visits on this Authorization.

\Incomplete Reason

Preess "Esc” or click the "X to cancel,

Lookup ltems
Filter Criteria Clear [

Code Description

Code Type: i

——
& —_—

S — Code:| SNF |
& AuTo ' wesoription: SKILLED NURSING FACILITY]
# p e —— 3
b’ ® (sawiF2) (cancel

=

|
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A. Click the pen icon to 'Edit'




