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Worklist Overview

Use Worklists to organize work by assigning tasks with due dates
and/or followup dates. Administrators control what information is
required when assigning tasks (such as Priority, Status,
Assignee), using the ‘Keys’.
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Worklist Types:

e Appointment e Receipt

e Encounter e Miscellaneous- not linked to any record -

e Remit- Includes Remit number and original currently you can only assign from the worklist
Note. Updates to the Remit Note will NOT e Patient
update to the Worklist notes. Remits can e Planned enhancements will allow for multiple
be added to this list from the Remit page record types such as Remit & Encounters to
in ERAs. be in one worklist

Creating Worklists
On the Worklist page > [Add]
Select Type
3. Select Due Soon Days (to define when items
display in the “Due Soon' bucket)
4. Add a Description and Notes if desired
5. Limit/Assign Users, with the Modify link
o ‘Modify Worklist User > grouped by Security Roles
> search to look for a specific user
o You must give access to persons who add and who

N =

(B e 1 )

work this list
6. [Save] Modify Worklist Users )
lsearch \E}
Collapse

+ [¥] ADMINISTRATOR : SUPPORT
+ [ BILLER : SUPPORT

+ [] FRONTDESK : SUPPORT

# [] SCHEDULER : SUPPORT

+ [] VIEW ONLY : SUPPORT

Save [F2]  Cancel
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CATEGORY: WOoORKLISTS

Add to an existing Worklist:
There are several places to add to a Worklist. In our example we are adding from the Worklist page

Worklist Rems. All

Fliter Critaria Clear &) @)

Worklisi Type Worklist Assignes Include Unassigred
Encounter v Al ¥ | Account, Test [17718] v\ @

Status Includs Closed  Pricrity Dy From Due Ta Fallowup From Foliawup To All Followups

Al LA All Ll @
Patlent IDMame Encountsr DOS From DO5Ta

[ADD]
Page Size: 500 ¥ | 1.1
Subject EST g%m 129 EE%R 45508 0302017 0.00 30000 000 ddays  OMIN2017 - 0200 P
Worklist to add to
Priority
Stat'us p— n— s .
Assignee e S "
Follow-Up date- shows Sobjoc: BOBS Dol -COT6 < 2 —
in the left hand panel Workilst: | AR FOLLOW-UP o - -
P Juc <
pricrity: ||
sl + Add Nate %
_ltems Due Assignee: | Test, Test [TEST1] \__B_/, . usER123 @ C404Z07 101240
Mow: i \_3_, - i .
Soon:

Epcounter; 45446 fe o g
DOS TN "‘-..9_/

Patlent: Tesl, Tﬂluﬂﬂl\“!?/

Fagillty: OFFICE [0]

Billing: 1CRNA [1CRNA]
Rendering: 1CRNA[1CRNA]

8. Due date: *this
date supersedes a follow-up date

9. Encounter ID or other ID depending on the worklist Type

10. Patient ID or other ID depending on the worklist Type

11. Note

12. [Save]

To 'remove’ items en masse, such as a clean up

1. Select all items to update (or use the check-all checkbox)
*Max number update at one time is 1000 records Modty Mtiple Workdistkems.
Click [Modify Selected ltems] #505, 85068507 8506, 8500 8000, 860
Choose Status 'Complete' 8615, 6616, 85178616, 5615, 3620 862
Add a Note

8625, 8626, 8627, 8628, 8629, 8630, 863
8635, 8636, B637. 8638, 8639, 8640, 864
8645, 8646, 8647, 8648, 8649, 8650
[Save]
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Worklist: - DO NOT MODIFY -

Priority:| - DO NOT MODIFY -

Status: | COMPLETE 8

Assignee:| - DO NOT MODIFY -

Fallowup: - DO NOT MODIFY -

Due:| - DO NOT MODIFY -

Note: clean up old list to start fresh|
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CATEGORY: WOoORKLISTS

Worklist Use Suggestions:

Missed appointment fee (type Appointment)
-added by FD > worklist for Billers to add an encounter for missed appt fee

Examples: Workers Comp claim number
required, Authorization missing, or
patient missed appointment fee

Due Soon Days:| 5|

Abbreviation: | Worker's C

Eligibility denials (type Patient)
-added by Schedulers, FD, Payer Rejected or Remit denials > for call list to contact the patient and/or review
insurance policy and check insurance management for accuracy

Workers Comp (type Patient)

-added by FD or Schedulers or Wk Comp staff > to Wk comp staff to address needs
Authorizations (type Patient)

-added by FD/Scheduler/Billing staff > to authorization staff
Follow up (type encounter)

-added by Admin staff or by Biller to work RCM

ERA Remit Follow up (type Remit)
-added by payment posting staff for coder or Admin staff review - ie accept insurance adjudication or
resubmit the claims for reconsideration

Appointment Worklist Use

On the appointment page

Click [To worklist]
Add a note > Click 'Add Note'
(AddIModify Worklisttem  Newliem

[Save]
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L rEI Other Worklists [0]

Subject: | May be a new DOI 2 ]

|’patient states fell @ work this wesk and my be a new
Indury |

jury
3

Worklist: | Waorker's Comp

Priority: | NORMAL

A view of the appointment worklist >

J

J
Status: | - SELECT - v ( 3 Addtiols %
Assignes: | - SELECT - )

Followup Date: | Time: | clear

Due Date: |

Time: | | clear
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Use Worklist from manual Insurance Payment Posting
e Use the 'To Worklist' dropdown
e If you also add a Note - it is added to the Subject of the worklist

In our example, we were posting on Receipt 109148 - the Subject reflects this using the 'Go-Box' shortcut
'R’ followed by the Receipt number.

Filter Criteria Clear [, @]
Include Unassigned

Worklist Type Warklist Assignes
| Appointment v | [Worker's Comp (Appoi ) v v @
Status Include Closed Priority Due From Due To Due SoonOnly  Followup From  Followup To an
o [ A v | | | @ | | o
|Patienl IDName | Appt Date From Appt Date To resnnme » |Fa::ility_ Subject |

Search

w | Maodify Selected Hems | Page Siz
Item | Assignee Status Priority Facility On List Due Followup Motes Last Modified
-ﬂ---_-__--ﬁmmﬂ o vew
patient states fall @ work this week 2nd my be = new injury J
Worklist ltems
Filter Criteria Clear [, @]
Worklist Type Worklist
|Encounter v | [coding (Encounter) v
Status Include Closed Priority Due From
Post Insurance Payment(s) Receip!
» odiTy -elecied Tems |
Receipt Insurance Note . o B B
= MEDIGARE [109] Item E Ws‘m Patient Name Encounter
Received Check Date Posted Reference Received Escrow ) R100148.
nOrAINIR norsRN& ANPRINT BOENTAM D 100 100 CHECK
23635 [ CODING 5155 BIANCO, ' 51954
= BEFORE —— LZABETH ——
FOSLAS INSurance FoSt As Responsidility Lrossea io secondary SENDING
(PRIMARY) MEDICARE [109] v| |- Default- R ([ Payment TOPT
Pafient 3153  Encounter: G4354  Allowed:0.00  Paidk000 CO45:000 PR3:000 PR1:000 PRZ:0.00  Other 1800 |PostClaiml
0% CPT___ Charge  Balance Allowed Paid €045 Copay(PR3) Deductible{PR1) __ Cainsurance(PRZ]
080716 36415 15.00 ﬂ.ﬂﬂ| || || || | | | |
IAll Distributed Cther Code Cther Amount Haote Balance Ta To Waorklist
PR204 I 15.00|CHECK CODING BEFORE SEND| (2,885 1107] M [ cading (Enceunter
Leave Balance
(2) BCES [107)




