Introduction to Practice Management vl Section 2

Section Two Overview

It is important to be able to access patient information by several means. The system
allows you to search by multiple sources, other than name, and the access additional
patient detail directly from that point. This section covers the ability to find a patient
and then update demographic and account information (such as insurance, employer
and contact person). New patient registration is initiated from this screen.

Section Two Learning Objectives

1.  You will search for and locate a patient by phone number.

2.  You will update demographic information for an existing patient.

3.  You will add two patients and their insurance information to the system.

4.  You will edit insurance information for two patients.

5. You will add a new insurance account (Work Comp) for an existing patient.

Find Patient

The Find Patient option is available from the ‘P22 menu option (either from the
Desktop or Demographics) or from the C& icon from any patient toolbar.

Find Patient allows you to search by Patient ID, Last Name, First Name, Responsible
Party, AKA Last, AKA First, Medical Record Number, Social Security Number, Primary
Phone, Birth Date, Condition (medical condition indicator assigned through patient
demographics), Provider, Address Line 1, Address Line 2, City, State, and/or Zip. Click

on L™= Jto add a new patient for the facility (FP.01).
o From the Desktop, click on G& to access the Find Patient window.
o In the Last Name field, enter Hyper and click on [[Se=ch | patient’s ID, Name, AKA

Name, Birth Date, SSN, Medical Record Number, Primary Pone Zip Code, Notes,
Provider and Condition display for any patient fitting the search criteria.
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o Either click on Harry Hypertension (underlined), or with his name highlighted,
click on L_%¢_]. The Patient Demographics window for Harry Hypertension
displays.

o Click on to exit this window. Demographics will be addressed later in this

section.
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Exercises

o Access Find Patient and search for a patient with the first name of Sally.

o Click on to clear the search fields and search for a patient with a medical
record number of DM11.

o Click on , then search for a patient with the social security number of 508-
42-6587 (no dashes required; partial numbers accepted when first digits of the
number are entered, i.e., 5084).

o Click on , then search for a patient with the phone number 615-548-3365
(search with or without an area code; no formatting required; partial numbers
accepted)

o Click on , then search for a patient with a birth date of 05/07/1955 (must
use a 4-digit year; formatting is not required).

o Click on , then search for a patient with a condition of HTN/HiChol (click on
(&) to see available conditions).

o Click on to exit Find Patient.
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Patient Demographics

A patient’s demographic information can be accessed from the Desktop or from Find
Patient. Demographic information includes patient information, insurance policies,
emergency contact information, employment details, pharmacy information, web-based
questionnaires and additional notes.

Patient Demographics Menus

The menu options at the top of this window are similar to those on the Desktop.
Additional information about every menu option is available from the online help option
and will also be covered in classes utilizing the additional options.

o From the Desktop, click on C& and search for and select Harry Hypertension
(highlight and click on or click on name hyperlink).

Desktop Menu: =22 The Desktop menu options are the same items that are
accessible from the Desktop. See Section 1 of this manual for a description of these
options.

<l Patient Demopraphics - Hypertension, Harmy DF37/DM15/M/46 Year?

Desktop | Wiew | Tools Patient  Biing  Heb
i =
View Menu: " The View il
menu option allows you to display =
or suppress the attachments tab gl
(PD.03). g

Tools Menu: '™ The Tools menu options allow you to customize the system in
certain areas, access setup files, perform minor maintenance related to your workstation
and settings, and track electronically transmitted prescriptions. See Section 1 of this
manual for a description of these options.

Patient Menu: ™% The Patient menu options allow you to access information related
to this patient (PD.04).

| Appontments displays all appointments scheduled for this patient.

| Patient Cases displays the Patient Cases option for this patient.
@ swenis | displays superbills for this patient.
(8] OnePagesummary | displays the One Page Summary for this patient.
4| RevewPastlotss | displays Review Past Notes for this patient.

|£3] Fsey | displays patient history for this patient.
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@ PatentDemagraphis Histary displays changes made to patient demographic record.

| PatentResults | enables you to record or review results related to services ordered or
services performed (lab, doctor’s orders, etc.) for this patient.

& Patient Demopraphics - Hypertension, Harmy DF37MM15/M/46 Years/Blue Cross Blue Cross PPO
Desktop View  Toals [.Pabent | Biing.Heb
i@ A g | amenmen ———  view patient appointments
“Demographics | B Prenicees €——— view patient cases s

il ; - .
= @l supernls @ View patient superbills
g E;m':_r ;_IE;TMJ_ [8]! orePagesurmary g— View OPS for patient
= (<anl —_— N »
B || AlsoKnown As: Hyp| S| ReviewPastiiotes  gp——— View RPN for patient
— || social Security Huml g9 Hswory d————  View patient hiSfﬂf’l"
pcal Recors el @) PstentDerograshis ray €——  View patient demographic changes
Diate of Birth: 130gA| °8| FatertResus ——— enter/View patient results
Age: 2 Vears s ramenteovide Trading = track drs involved in patient's care
e oyl 2 Pasent Tradking Events, = View patient tracking events
Pty hddress: ﬂjl avent Deamente == View documents associated with patient
l;iﬁ";é’:;?;‘: Eﬂ satentiedger 40— ViEW patient ledger
Phon tumbers:. | El| Resonsbie Party Statemen: = VieW patient responsible party statement
1. (15142323 ]| Respensiie Party Statsment Mz Acceunt - ViGW private insurance statement
1 . .
Emall Adaresses: | 9| GetRemaris d———— view patient remarks _
% narvnemd Bl Geneste Doament 0o generate documents for patient
Maritol Status: Unrriq gl Patent Record Discosure Hstory = VieW dlisclosure history for patient
R Is# GetGhbalrernd @—— View patient global period

e e o) & Dumbetsenchs.. 4—— download medication history requests

Drigi
- =L

g 2 4

| #8] PateniProvder Tadns | provides information about providers and service sites associated
with a patient’s care.

»»| PatientTracking Events... | displays tracking events recorded for this patient.

|Gl Patentooamens | displays a list of documents associated with this patient.

3] Petent Ledaer genereates a patient ledger for this patient.

| Responsie party Statemen: generates a responsible party statement for this patient

Bl Responstie Porty Stetement -V Accaunt generates a statement for patient’s main account only. If
the patient has another account, such as Work Comp, those charges would be excluded.

| GetRemarks | displays remarks for this patient.

| Generate Doament | enables you to produce a custom document, such as a letter or
medical excuse, for the patient.

Wil PementRemiDstontHsEy | displays information on disclosure of patient medical information.
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lsd] GesGlebelPeras | displays any current or global period information associated with this
patient.

£ Downladeedix.. | accesses the Prescription Download Patient Medication History
option.

Billing Menu:  ¥M  The Billing menu options relate to the practice management
system and related billing functions. See Section 1 of this manual for a description of
these options.

Help Menu: (™ The Help menu provides information about the system, including on-

line help documentation and information about the release and version number currently
running at your facility. See Section 1 of this manual for a description of these options.

Quick Link Icons

Quick Link icons are available to access additional information for this patient. They
include:

8] accesses the One Page Summary for this patient.

lis]

accesses Review Past Notes for this patient.
accesses results for this patient.

accesses information about other providers involved in the patient’s care

B i

accesses the patient’s history information and allows for additions and updates.

accesses growth charts for this patient.

&l

accesses chart observations (graphing vitals, labs) for this patient.

E.

used to generate a document for this patient.
A& used to import advanced directives.
Mew = allows you to create a new appointment, note, superbill, message, tracking

event, remark or referral for this patient. Visit note can also be started from the
Desktop by clicking on €& or 7,
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Patient Demographics Tabs

Demographic information includes patient information, insurance policies, emergency
contact information, employment details, pharmacy information, web-based
questionnaires and additional notes.

The defa ult o Patient Desmographics - Hyperiension, Hanry D3 SOME MG Years/Blse Cross Bloe Cross YO
display is the Deskion Ve Tods Porent BEm  hen d———— MIENU OPtiONS
patient (NS TN EE A e guick link icons .
Demog raphics fi ||| pemographics Conlncis Fharmacy Questonnarg
|nf.0r|:nat|on ' E Hamgs Hypamansion Heery 0 w ‘F' #
This includes 5 ||| Externalio: 37 insurance ) r d
an atient 2 ||| Atsoknoam As: Eyperenson, Hary © ﬂ - Pre erre
Y p || Seeial Security Msmiber 255-25-4523 {J h 1
detail Medical Record RBumbes: 8132 contacts FRABDacEs
. . Prima Proid . u- F'I‘C'CE'SS — web
information T I oian MRy employer
) Date of Birth: 1 2105/1544 patient pioy surveys
recorded in the Age: 45 vears ; ;
Patient Ganier: Hale detail special
Preferred Contact Method:
W| ndOW Primary Addrass: Seppndary Adcdress: n Gres
145 Dl Trge D
(PD.02). \, SISO attachment
i, (1525308 exists a
The button s . scroll bar
prints this i sodblo
1, Epruiihoms com 2.
window; the Baritsl Sestu Marnes . Rabin: Vede
button Language: send email Eshricity
Doméanant Hand:
. H Drivet's Licengs ymbee TH 2233454
prl nts thls and Aedease Signed Dater 1271 I.'Z:-:'EJ-
all subsequent Driginnl Chart Scannad
windows i e print this screen
accessed from Hotesff —— printall tabs
this window. Prnt| [ Print Al PD.02

o Click on the patient name hyperlink (underlined) to access the Modify Patient
window and update demographic detail for this patient.

Demographics

The Modify Patient window allows you to make changes to an existing patient record.
First and Last name are required fields. Additional fields can be designated as required.
This is an option to provide additional flexibility and customization for the facility.

The Department of Health and Human Services (HHS) requires that the following fields
be recorded for Medicare and Medicaid patients in order for providers to qualify for
meaningful use reimbursement: Preferred Language, Gender, Race, Ethnicity, Date of

Birth.

The system checks social security number, driver’s license number, patient first and last
name, and date of birth to do a duplicate name check. If any of these have already been
recorded in the system, a warning message displays. The message can be dismissed
which would allow you to proceed with registering this patient (PD.05).

Note: To designate additional required fields, from the Desktop access Tools, Required Fields.
Demographics, Patient.
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ExternalID [ #37 |MRN [ £DMI5 | Primany Care Provider D, Uizer (=1 x 8
Namededa  paguired =emsn  copy contact information Q
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Laat & | Lire 1 |,.!"' |
Corgnct infonmation el |f |
Fhene Number Fhone Type Fhane Muember Phane Types City |, ) |
1 [#£E154253265  [home __ 3£ [ [=1] i | z
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e —‘.,__..E—'--..E’“ei 3 contact Drivor's Licgnse & (o 2233454 |
' | method  Dever's License Stzte ETH |
boles |
: = access to restricted information
Relesse Signed | # 12/11/2008 Bl dl
|-———| Chart Access 7
Patiant Stabis
= Default Visit Hote Access |
PebetCondtlon [FTNVHChel | |@] —— patient condition
Original Chart Scarnes [ # [&]
[w]aHed Hx Request Cansant
] bactive

additional demographics fields can be defined
PD.0S

Note: [E] accesses a list of options. These lists can include all of the items available, the most
frequently used or the most recently used items. Most lists in this class contain the most
frequently used items. To view all items, click on at the bottom of the window.

The External ID field is the account number for this patient.

The MRN field is the chart number for this patient.

The Primary Care Provider field is used to associate a provider with this patient.

The Name details section of this window is used to provide name and title information

for his patient. There is also a section for AKA Name which is an available search item
in the Patient Find window.
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The Other information section is used to identify information such as gender, DOB,
death date, marital status, race, ethnicity, language, dominant hand, and social security
number. When race or ethnicity information is not available or provided, use the option
Not Provided in order to fulfill meaningful use requirements.

The Primary Address section is used to record primary and secondary address
information.

The icon next to the patient photo is used to copy contact information for this patient
if it is the same as a person already recorded in the system.

The Contact Information section is used to record phone numbers and phone number
types as well as email addresses. Whenever a phone number is entered, an associated
type is required. A preferred contact method can be indicated.

Note: When a patient phone number is changed here, the system checks the phone number on
appointments for the current or any future date. If the two phone numbers are the same, the
phone number in the appointment is updated. If the two numbers are different, the
appointment phone number remains unchanged.

The Driver’s License # field is available to record driver’s license information. The
hyperlink allows you to scan the license which scans an image automatically and records
information from the license. The scanning functionality is optional.

The Notes field is available to record notes about this patient.

The Release Signed is used to record the date the patient signed the Release of Medical
Information form. The information in this field is used to complete Box 12 of the CMS
1500 form.

The Patient Status field is used to record a user status for this patient. User status
codes are user defined but could be used to indicate an inactive or deceased patient.

The Patient Condition field is used to identify a medical condition for this patient.
Conditions are user defined and can be color coded. The conditions display in the Patient
Find window and the Patient ID in the Patient Find window will display in the color
associated with that condition.

The e-Med Hx Request Consent checkbox is used to indicate whether or not you have
permission from the patient to download medication history. HIPAA requires you have
permission before accessing this information for a patient.

The Inactive checkbox is used to indicate this is an inactive patient.

The Patient Access section is used to record information related to restricting access to
a patient’s chart. Access to the entire patient chart can be restricted or just access to
visit notes. Any visit notes created before restricting access will still be accessible.

The Chart Access field is used to identify the users or user groups who can access this

patient’s chart. When this field is completed, only the users or groups identified can
access the patient’s chart.
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The Default Visit Note Access field is used to identify the users or user groups who
can access this patient’s visit notes. When this field is completed, only the users or
groups identified can access the patient’s visit notes.

An area is available for additional fields if necessary. Custom Demographics fields are an
administrative function and are not covered in this class.

o In the Ethnicity field, enter Not Provided to satisfy meaningful use criteria.

Note: To select an item, click on the hyperlink (underlined) or highlight the item and click on

ok,
o In the Language field, enter English to satisfy meaningful use criteria.

o In the Preferred Contact Method field, click on the associated (&) to search for

available options; then select Email 1 to indicate the patient prefers to be contacted
at his email address.

o In the Patient Condition field, enter HTN/HiChol to indicate the patient has been
diagnosed with hypertension and has high cholesterol.

o Click on to save these changes. Note the new patient condition displays in
red in the patient toolbar (EPD.01).

& Patient Demographics - Hypertension, Harry DF3FDM15/MM46 YearsiBlue Cros?
Desitsp  Wiew Tooks  Petent Bling  Help

L ) B 6 £ m A e cnr?dmon Téspfay;m
0 = patient toolbar and in
= Patient Find window; ID
g[| ’I":m“";!t‘-;;l_?;'-‘-“l“ﬂ----= displays is color associated
| : . s
% Also Known As) Hypensnsiae with condition
— || Social Securlty Numben Z55-28-4508
IMedical Record Numbern D3
| Primary Care Provider: Dm. User

Find Patient

D g Meme o[ J7 olEmbes o] ssuolwmig TET 9 26 OTVemed] Proits Ol sCondion, 019
37 & Hyrerenaion, Heme D 1257964  I56-B3-4563 DMIS  [615)425-3388 3702 O HTHHiChol

3 Acheitin, Aoty § BEOMEST  IM-B0.T7ES DMED  (B1S)0145312 IR Dmi, User  HTMHRChol

2 Gk maf 2Teag 858-20-4412 D13 [E15)E52-3214 3T Dirvi, User

15 jnfentlan TeP00  5E7-20- $15)456-6658 AT Dimi, Uiser

B A e S S SR TS ot ol [ S T T SR LR R

To print this window, click on (Print]. To print all of this patient’s demographic information,
click on [Bimtal ]

Accounts

The patient’s account window is used to add insurance information as well as billing
responsibility information. The Main account is typically associated with the patient’s
personal insurance. This could include a primary and any secondary or tertiary
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insurance. If the patient has Work Comp insurance, that would be set up as a separate

account.

o Select Accounts to view the patient’s insurance account information (PD.06).

Demographics
Acecount: [Vai

Account External 1Dz 55
Total Account Balanes: 20.00

Sutficient Payment Due: 50.00
Drug Formulary

finsurance Ins Subscribar

Frimany ryperiension. Hamy
ooe: 12087584
at Relslion: S=lf
Authaizs Sesignmgn)
as
SEssngpry  Hysanatilsn Hazsl

DOCE
Fatimnt Ralstizn

Auznzrize Asslgnerant
Yes

Account: Wark Comp

Account Extarnal I0: 57
Total Account Balance: 50.00

Sufficient Payment Due: 30.00
Orug Formulary:

linsurance Ins Subscriber
Frimary Hyperizngion, Hamy

0oE: 12481584

izt Selstion

neelza Asslgnmant

Accounts

Responsible Pary External 1D 51
Responsible Pany: Syperisnsion. Harry

Respansible Party External I 85
Aesponsibie Parly: |, Excellant Emoloyment Agency

Conlacts

Current Insurance (01/0172009-Future):

PayeriPlan

Flu= CrosaTlus Croms
Greup 10: GEE4T2
Llemper |2: 302850428
3323 Frafesicral
ERAwEy

SFRINGFEELD

2 (B1EABT.

Astag'Aging FFQ

Eeoup- 10

Mlember IB: 123252788

Current Inaurance (03M012009-Future):

PayeriPlan

#iede CampMartiond
Ingeig=oe

Eereup 10

Liemoer |D: 8TEALA323]
2155 Red River Road

SPAINGFIELD
THITI7Z (D182
3234

hyperlink accesses detail

Emplaymeand Phisrmacy Dii=sioniaine Mob=s

Aceount Type: Bus CreasEus Shizk
Patient Balanee: S0.00

Coverage Type: Medizal

Payer Credit Balancea:

Responsible Party Balance: 50.00 5000
Statement: Sead Last Statement:
Due Date:

Elimbitity Date

" Effective Copay  Copay Cop
Status Deductikle - Rematning e Primary  Specialist Oty
personal insurance
information
E:t::n?uni Type: Viorker's Compensation Heakh Coverags Type:
Patiant Balanca: 50.00
Payer Credit Bolance:
Recponzibie Party Balance: 30.00 000
Statement: Send Last Statement:
Duie Date:
Eliggibiiity Date
. Effective Copay  Copay  Cop
Status Deductible - Remaining Date Primary  Specialist Oty
work comp
information

l

Add MNew Accound J

Printi Frint All

For each account assigned to the patient, summary information displays in the blue
highlighted area of the window. This information includes total account balance,
responsible party information, drug formulary information if recorded, account type (Blue
Cross, Medicare, etc.), patient balance, responsible party balance (if this is a parent
responsible for self and children), send statement indicator, statement due date,
coverage type (medical, dental, etc.), payer credit balance, and last statement date.

AL L ——

comp account.
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A summary of each plan associated with the account displays in the white portions of the
window.

o Click on the hyperlink Main (underlined) to access detailed information about this
patient’s main account information. This information can be updated, including the
ability to add, modify or remove insurance from this account (EPD.02).

< Account - Hypertension, Harry DIMI46 Years

Fie  Viaw
e Fammom Ear T
External ID [£% [#] Main Accourt smenat B for billing purposes
= Responsible Ferty
- [ - :
2 | £ Hiain |Hymesiensian, Hamy: O i
% | AccountType  [Bue Cross/Ble Shidd [@) ' Retationship 1o Respansibie Paety
T Coverage Type |f-‘aa|1|:-al !@ ISef '@
Anzourt Fedade [#] Alaw Vish Access ta Patient Data
F L R L e
1172005 Noae | [ Creeie Web Accoum |
-
Fomuary add another plan
- @] [ Awseness

check eligibility
Insurance Type Code |

switch primary and secondary

Accaurt Insurances

Effective Period; 1/1/2009 to Future [ ety || Addimuencs |

~
Primary Insuranca Superbills () B = ;
Insurance FayerFlan Hame ____ Insumncs Copay Amourt

Member (D [ # 302283825

[Bue Crasa/Blus Crast RO (@] Frimary # |

_ — GreeplD [ #GE3ET2 Specialist. | # .
Imsurance Subseriber Relstiorship 1o Inswred s ;
|H,peden§m. Hamy [ [5aF Foderte Assipnma Dther £ |

Insuranes Casd "

for insurance filing

\— scan insurance card _ ; E

EPD 02 ' 'f“m*ﬂ“*ﬂ!_-

Note: Visits can be assigned to the appropriate account when the appointment is scheduled.
The External ID is required. It can be system generated or user defined.

The Name is a required field. The system defaults the first account to the name Main
but this name can be changed.

The Coverage Type field is used to identify the type of insurance for this account
(medical, dental, etc.).

The Main Account checkbox also defaults for the first account.

The Responsible Party field is used to identify the responsible party for this account.
When working with a Work Comp account, the responsible party would be the employer.
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The Relationship to Responsible Party field indicates the patient’s relationship to the
responsible party for this account. When working with a Work Comp account, the
relationship would be the employee.

The Allow Web Access to Patient Data field is used to allow the responsible party to
access account information through the patient portal.

The | Geste Web secont | hytton is used to create a user name and password for the
responsible party.

The Account Periods section is used to indicate effective dates for this account. A new
account period is added when account information changes. And End Date is not
required. When a new account period is entered, an end date is assigned to the previous
period.

The Formulary section is used to identify the drug formulary used for this account. The
button is used to view prescription benefits information for this account.

The Insurance Type field is only used when Medicare is a secondary plan on this
account. If appropriate, select the code that best describes the reason Medicare is
secondary.

The Account Insurances section is used to add insurance policies to this account. The
first plan added is considered the primary plan. To move a plan from primary to

secondary, click on (=) or [=) to change the order of the policies.

The Superbills hyperlink allows you to access the Track Superbills window to view all
superbills associated with the patient’s account and insurance plan.

The Insurance Payer/Plan Name field displays the payer and plan name for this plan.

The Insurance Subscriber field is used to indicate the name of the subscriber for this
plan. This can be a person or a corporation.

The Relationship to Insured field is used to indicate the relationship of the patient to
the insured subscriber.

The Member ID field is used to indicate the patient’s member ID for this insurance plan.
The Group ID field is used to indicate the patient’s group ID for this insurance plan.

The Authorize Assignment checkbox is used to indicate whether or not the patient has
authorized the payer to send payment directly to the provider.

The Insurance Copay Amount section is used to record any copays associated with
this insurance plan.

The button accesses the patient’s eligibility information. The

button allows you to add another plan to this account. The scroll bar allows you to view
additional plans on this account.
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o In the Account Periods section, click on to add a new account period since
Harry’s Blue Cross Group and ID number have changed.

o In the New & New Account Period
Account Period
window, click on

the @ associated
with the In the [

start date of new period,;
end date of old period

Effective Date =

field and assume UL

the first of this copy Do you want ko copy she insuranos nitrmation from the previous period o this nev pened?
month, then click policy

on details [T te Yo | EPLO2

(EPI.03).

o In the Confirm Copying Information window, click on to copy the plan
information. Changes can be made to the copied information.

The previous account period now has an end date and a new account period displays.
This allows the system to access the old account period information (in this case Group
and ID numbers) for any charges still pending or anything that may need to be refiled,
but the new details are available for charges posted from this point on.

o Use the following information to complete the changes to this plan:

Member ID: ZEB223223123
Group ID: N50038

o Click on to save these changes.

To print this window, click on (Print] . To print all of this patient’s demographic information,
click on [Pamal ]

Contacts

The patient’s contact information is used to record any contacts for this patient. You
have the ability to indicate if this person is an emergency contact and whether or not the
contact can make medical decisions.

Accounts Contacts Pharmacy Questonnaing Holes
Fedical Emargency
Relation Harmes Address Phone BErrs e ey Hotes
Epouse Hyperiension, Hazel © (B151223=-1123 Yes Vel @
Click on'n Cortochio viewledt ihe confact or click Add’ lo-add o' new conloct
click on line to edit
existing contact details /_/
add new contact
PD.O7 (— i
ey
M"_—_"-ﬂ-u_
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o Select Contacts to view the patient’s contact information (PD.07).

o Click on the white space for a Hazel Hypertension to update that contact’s
information.

o Check the boxes for Emergency Contact and Authorized to make medical
decisions.

o Click on to save these changes.

o Click on to add another contact for this patient.

o In the Contact Name field, click on (¢ to search for Henry Hypertension (EPD.03).
o Since he is not in the Person file, click on to add him.

o In the First field of the New Person window, type Henry.

o In the Last field of the New Person window, type Hypertension. Add any more
information you would like and then click on to save this information.

Contact ame [Hioerenson. Henry (=]

Contsct Retssienship [Chid

£ Faliem|D O Fespersitle Pay 1D O Plame 0 AKANsme O Btk
Fimt [ Heny | | BithDaf 2 Hygestension, Henry
Maddle - [ 1 click hyperﬁnfﬂ;/
st [Pheaees to select
- i i — |
Patiar D F4
AN Nima Last Mama | 1
First ﬁ" =4._First Name i
Last |_f' ) =4 ikl Pariy 10 | #
Clineude indctive s to add new person
* s S I TEAIRHEN ok et o . < B e b s
EPD.03 [ Sewch |[ Cewr | [ Hew ][ odty |[ Dewe | [ OK ][ Concet |

o From the Find Person window, click on the hyperlink for Henry or highlight his name
and click on to add him as the new contact for this patient.

o In the Contact Relationship field of the New Contact window, click on @, then
search for and select Child.

Note: If you know the entry for the field, you can type the first few letters and rlJm-' and your
entry will be assumed. If multiple entries are available the find window will display in order for
you to select from the available options.
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o Check the box to indicate this person is Authorized to make medical decisions.
o Click on to save this new contact information.

To delete this contact, click on X]. To print this window, click on [Print], To print all of this
patient’s demographic information, click on [PrniAn ]

Employment

Employment information can be recorded for patients. The employment information may
be recorded on insurance claims and is particularly important for Work Comp claims.

Apcounis Employment
Employer Occupation Start Date End Date Depariment
Zucadent Employmen: Agancy Comguter Programmes  03/01/2007
Choicon an emolsymeant rive 1o viedwedit the amolsyment or chox Add to-sdd - new emplymeant
click on line fo edit existing information ]
i add new contact
"'Hn.\,,.“_‘__‘_

o Select Employment to view the patient’'s employment information (PD.08).

To update employment information, click on the white space for the employer to be
updated.

o Click on the white space to edit
this employment information.

A Emaloyer [Exeeliert Sppiamart Agency @]
The Modlfy Employment Employment Sizhes (Emplayed (=1
window displays. =

Dccupstion | Commer Froprammear |
o In the Department field, type | EmslovedFrem £ Bz 8§
Research and Development. | Dereriment | £ Resemrch and Developoer. |
| o || Cancel |

o Click on to save this ERD.04 | | | (Mo Batch sat] |

information.

To add a new employer, click [4dd]  To delete this employer, click on X]. To print this
window, click on (Print], To print all of this patient’s demographic information, click on

(PrmAl),
Pharmacy

Pharmacies are associated with patients and can be accessed from the patient visit.
When used with electronic prescribing, the pharmacy may be associated with a Master
Pharmacy name.
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Demographics Employmend Fharmal:]' Do iaine
Hame. ‘Address Phone 1 Phone 2
Wedications How 203 Memanal Blvd, , SPRUGFELD, TH 27172 B1EIB42E50 (B1519B7-54E8 @
Vislgreens 1085 Spnnglime Orve . Spraglield, TH 37172 (E151263-6303 {E151385.9200 @
Chizk on (e X bauttan next lo-a Pharmacy 1o remove B Chizk ‘Add to fnd &nd-add A new pharmacy delete pharmacy
- . add new pharmacies -—-‘/

o Select Pharmacy to view the patient’s pharmacy information (PD.09).
To add a new pharmacy, click on (23] To delete a pharmacy, click on (],

o Click on the associated with the Walgreens pharmacy to delete it from this
patient’s list.

o Click on To access the Find Pharmacy window.

o Click on to view available pharmacies (EPD.05).

:ﬂnd'Phama.ty-

Piﬂ

Eckerd Dugs 26771
Meme ﬁ}! Cleesinghouse ()| Addrese 0| ciy o! Staje oi Zip (| Phoneblumbssr

CVSPhamacy  Medhvant

Eckerd Dnugs #6771 ]M 2118 MEMORIAL B3
Meddvant 303 Mema
Weizlorsens.

Medfwant 2115 Memerial Blvd.

1035 Springtime Di R R RRBRBERERERRRERRRREEEREE R jm2m=E,——m————=—=——_—__—_——._—.—..

4 qraph Confac Employment Pharmacy Cusestionnaire
=
Hame E Hame Address Phane 1 Phane 2 N
Address £ ||| tnedicationa How 303 Memorial Blvd. , SPRNGTELD, TN 37172 153542550 (B151987.5455 E
7
Ciy ==I|| Echkerd Drugs 26771 2118 MEMORsAL BLVD, , SPRMGFELD, TH 37172 B153E47202 B15384T124 @
Phone
Clearinghauze | Clean the X butten siext to-a Pharmacy fo remove £ CHck Add’ i find gnd add a now pharmacy.
[#] tnciutis mail order fhamacies in Cey/Sate T

[ nciuda nastivefems in searsh

G J{ v ) ((ten ) [ ot ) [(oome ]

Seareh completad i e

EPDLOS

o Highlight Eckerd Drugs #6671 and click on to add this pharmacy to the
patient’s list.

To print this window, click on . To print all of this patient’s demographic information,
click on .
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Note: A pharmacy can vitls | ©C | et #| Besulte | RS | P2 x| ) 57 ] 50| Pian | Visit et |

also be added to an Hsten I’rl #
chart from the Rx] = X 3gTEen

. Magication Hame | Fharmacy |
tab. Click on the (8] Banicar HCT 20 mg-12.5 mg Tab, 1 Tablelfe], PO, daily, 0days. @
associated with the W#Eﬁ?@gfnaﬁ' asigaaﬁadﬁ:r %9; %EDSE{I'_I':%L
Pharmacy field and FERRENSOL IO (O N Tt add pharmacy

1 Tablet{s); PO, daily; 30 days; Aehlls: &

search for a pharmacy # ™ AIIAE HYPERCHOLESTERD

(Rx.12). T RXZ gl

Questionnaire

Patient demographic and history questionnaires available through the portal display in
this window. Web accounts can be created for patients using the | GeseWebdecount | pytton.

o Select Questionnaire to
view the patient’s survey
window. The system has
access to web-based
surveys accessible by
your patients. No survey
information is available
for this patient at this
time (PD.10).

StartDate  Explration Date  Onpe Time  Completed O

Fid Cusilssnnined iated Tor B Spte®l

Chcic pn 8 dusaterngrs Nams' b 248 Bhe Qosstonsare Clck on 8 Completes Oate' o v Prlent
Anpwars. ChoxCAGHT [0 add a nevw Quertonnaire

Create Web Accoust

r“-ﬂ.,.hl i
e

et P10

Notes

Notes can include any general notes pertaining to this patient including payment terms,
the release of medical information or any other special arrangements for the patient.
When using a tablet computer, the ink option is available to enter hand-written notes.
General note types can be created as well.

& HIPAA infammanan can be released fo mouse
e
0 Hame
Demographics Accounls Pharmacy Dueslionnare
m ‘ Click'on the ¥ button nest fo-a #akkent Hote to remove & Clc Add” to find and odd 2 newr Pationt Heole
D =l B:ETi20118 52 BRI, Qi Lses
Q HIPA& infarmation can be raleased Lo spouse. @
Name A add new note
General et Type | =)
(D] i s R --_____-—..._____H..,h__w delete note
S e PD.11

o Select Notes to access notes related to this patient (PD.11).

o Click on the to add a note for this patient. In the New Patient Note window,
enter the following: HIPAA information can be released to spouse.

o Click on to save this note.
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To delete this note, click on X]. To print this window, click on [Pint], To print all of this
patient’s demographic information, click on [PrniAn ]

User Defined Required Fields

Typically a practice has certain demographic information they require as a part of
registration. The Department of Health and Human Services (HHS) requires that the
following fields be recorded for Medicare and Medicaid patients in order for providers to
qualify for meaningful use reimbursement: Preferred Language, Gender, Race, Ethnicity,
and Date of Birth. Although the system allows you to make almost anything a required
field, but for class purposes, we are going to only mark the HHS meaningful use fields as
required.

o From the Desktop, click on /T || RewuredFeids.. | The New Required Fields
window displays (RPF.01).

——— ! New Nequired Fields

ARA Firnt
_ Tacls'|| Bng  Hib AlA Loat
Byl Configure Pracuoe Semmgs Birth Data

53| Configurs My Deaskian Desh Daie
& DefautBatch Dicerirant Hand
Dirivess Licenaad
' ;t :.ZET::FMH: Diives's Licenan Siate
S Email 1
1] Resat Confipurzten Email 2
— Refoad Cathe e-Med Hx Request Consent
5 DIcoMImzgs vener i
57 TrackAx
[ [ Track e-ied He
m! Tracy Ay Benefis
(51 Trocs Fax

Patent Frovider Trating

2

Unhodk Patient
A 1:: ::i"bﬂmtw.': F'.uu_m Conditien
Pasiers Sty
Refoad Licenss Praonal
Re‘oed Curment Ugar Pefized Cendifion \il Pronad
Medify Current Liser Fafient S=tus Preonad
amaalosthns il Clziant Sadioc s | Persen \ et

RPF.04 Flaarmacy imary Cara Fravides
Flezrmaey Clezringhat
‘HJW-“ A -‘h..i._-luwmqn‘!“'. Bt

o Click on Demographics and then Patient to select fields related to the Patient
Demographics window.

g

o From the Patient list, select the following to be required fields: Birth Date,
Ethnicity, Gender, Language, Race.

o Click on to save these as required fields. These fields will now be required
when adding or editing patient information.
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Exercises: Add Patients and Plans

o Click on “& and click on [ ] to add the following new patients. Always search
for the patient first to be sure he/she has not already been added.

First:

Middle:

Last:

Primary Care Provider:
Gender:

Birth Date:

Race:

Ethnicity:

Language:

SSN:

Harriet

(o}

Hypertension
Provider, PM

Female

01/04/1997

White

Not Hispanic or Latino
English

332-09-0934

o Click on [E to copy an address and phone number from Harry Hypertension.

o Use the following information to complete the New Patient window for this patient:

Phone Number 2:
Preferred Contact Method:

615.442.4434, cell
Phonel

o Click on to save this demographic information.

o Click on Accounts and click on the Main hyperlink to add insurance for Harriet. Use
the following information to add her insurance:

Account Type:

Coverage Type:

Responsible Party

Relationship to Responsible Party:
Account Periods Start Date:

Blue Cross/Blue Shield
Medical

Harry D. Hypertension
Child

1°t of this month

o Click on and use the following information to complete the primary plan

details:

Insurance Payer/Plan Name:
Insurance Subscriber:
Relationship to Insured:
Member ID:

Group ID:

Blue Cross/Blue Cross PPO
Harry Hypertension (assumed)
Child (assumed)
ZEB223223123

N50038

o Click on again use the following information to complete the secondary
plan details (scroll down to access blank fields):

Insurance Subscriber:
Relationship to Insured:
Insurance Payer/Plan Name:
Member ID:

Hazel Hypertension
Child (assumed)
Aetna

123456789

o Click on to save this insurance information.
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o Use the following information to add Althea Annualexam as a new patient.

First: Althea

Middle: S

Last: Annualexam

Primary Care Provider: Provider, PM

Gender: Female

Birth Date: 02/12/1966

Marital Status: Married

Race: Black or African American
Ethnicity: Not Hispanic or Latino
Language: English

SSN: 398-22-0124

o Click on & to copy an address from Atticus Annualexam.

o Use the following information to complete the New Patient window for this patient:

Phone Number 1:
Preferred Contact Method:
Email 1:

615.762.4224, cell
Phonel
annualexam@home.com

o Click on to save this demographic information.

o Click on Accounts and click on the Main hyperlink to add insurance for Harriet. Use
the following information to add her insurance:
Account Type: Blue Cross/Blue Shield
Coverage Type: Medical
Responsible Party Althea Annualexam
Relationship to Responsible Party: Self
Account Periods Start Date: 1t of this month

o Click on and use the following information to complete the primary plan
details:

Blue Cross/Blue Cross PPO
Atticus Annualexam

Insurance Payer/Plan Name:
Insurance Subscriber:

Relationship to Insured: Spouse
Member ID: ADE388994456
Group 1ID: D38444

o Click on to save this insurance information.

o Click on Contacts and add Atticus Annualexam as her emergency contact with
permission to make medical decisions for her.

o Click on to save this contact information.
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Exercises: Add/Edit Plans

o Access the Patient Demographics window for Atticus Annualexam and click on
Accounts in order to add a personal insurance policy to his Main account:

Note: Click on (Beskton] |5 Fed2ztent | 1o qyickly return to Find Patient window.

Account Type: Blue Cross/Blue Shield
Coverage Type: Medical

Responsible Party Atticus Annualexam
Relationship to Responsible Party: Self

Account Periods Start Date: 1%t of this month

o Click on and use the following information to complete the primary plan
details:

Insurance Payer/Plan Name: Blue Cross/Blue Cross PPO
Insurance Subscriber: Atticus Annualexam (assumed)
Relationship to Insured: Self (assumed)

Member ID: ADE388994456

Group ID: D38444

o Click on to save this insurance information.

o Access the Patient Demographics window for Sally Strepthroat and click on
Accounts in order to update her personal insurance policies on her Main account:

o In the Account Periods section of the Account window, click on [t Jto add a
new account period since insurance information is changing for this patient.

o Make the new account period effective the first of this month and copy the insurance
information from the previous period.

o To make Aetna PPO her secondary insurance coverage, click on the associated [=).
This will move the Aetna policy to secondary and Blue Cross to primary.

o Click on to save this insurance information.

Exercises: Add Work Comp Account

o Access the Patient Demographics window for the patient with the phone number,
615.554.2213. Click on Accounts in order to add a new account to his patient

record.

o Click on [_Addhewaccomi | 5 54d the Work Comp account.

Note: The Main account is used to record personal health insurance. A second account is used for
worker’s compensation or possibly for insurance covering an automobile accident.

Name: Work Comp
Account Type: Work Comp
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o Click on the associated with the Responsible Party field and click on the
radiobutton for Corporation and search for employers.

o Highlight Excellent Employment Agency and click on or click on the
hyperlink to select this employer. A prompt displays asking if you want to use the
information already recorded for this employer.

o Click on to use the effective information for this employer.

Responsible Party Excellent Employment Agency
Relationship to Responsible Party: Employee (assumed)

Account Periods Start Date: 1%t of this month

Insurance Payer/Plan Name: Work Comp/Hartford Ins (assumed)
Member ID: 898562234

Insurance Subscriber: Bobby Bloodpressure (assumed)
Relationship to Insured: Employee (assumed)

o Click on to save this insurance information.
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Section Two Review Exercises

1. From Harry Hypertension’s Patient Demographics window, print his patient
information to a PDF file named: Section 2 HHypertension Patient Info.

2. From Harriet Hypertension’s Patient Demographics window, print he patient
information to a PDF file named: Section 2 HCHypertension Patient Info.

3. From Harriet Hypertension’s Patient Demographics window, print her insurance
information to a PDF file named Section 2 HCHypertension Ins Info.

4.  From Althea Annualexam’s Patient Demographics window, print he patient
information to a PDF file named: Section 2 ASAnnualexam Patient Info.

5. From Althea Annualexam’s Patient Demographics window, print her insurance
information to a PDF file named Section 2 ASAnnualexam Ins Info.

6. From Sally Strepthroat’s Patient Demographics window, print her insurance
information to a PDF file named Section 2 SStrepthroat Ins Info.

7.  From Atticus Annualexam’s Patient Demographics window, print his insurance
information to a PDF file named Section 2 AMAnnualexam Ins Info.

8. From Bobby Bloodpressure’s Patient Demographics window, print his insurance
detail to a PDF file named: Section 2 BBloodpressure Insurance.

9. Please email the PDF files to your instructor with a subject line: Section 2
Review Exercises.

This concludes Section Twelve of this class

Please see next page for Instructor’s Notes
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Instructor’s Notes

Section Two Content Overview

This section provides basic information about accessing, adding and updating the
patient demographics windows. Recording patient data and insurance information is
critical for successful claims transmission and for accurate recordkeeping. Therefore
several exercises have been provided to build familiarity and confidence in this area.
Extra points are assigned to completed meaningful use fields.

Points assigned to these exercises are arbitrary. Use your discretion when grading the
student assignments. Additional information may appear in the files submitted for
these exercises. Because of space restrictions, only pertinent information is displayed
in the answer guides.

Section Two Review Exercises

1. From Harry Hypertension’s Patient Demographics window, print his patient
information to a PDF file named: Section 2 HHypertension Patient Info. (fulfills
Obj 2 update demographics for existing patient)

Classroom Medical Office

3678 Ralnbow R Section 2 HHypertension Patient Info
Sulle 5
Sprnghald, TH 37415
{615}256-2256
Demographics for Hypertension, Harry D
Medical Record Number. DM15
Hame: Hyperiension, Hary I +
External [D: 37 Bof

Alzo Known As: Hypertenaion, Harry O
Sacial Seocurity Mum ber: 2E56.00.4530
Medical Regord Humber: DMIS
Primary Care Provider: Dmi User
Cate of Birth: 12051084

v

Mty Hypadina i

Age:46 Yoars 1 Pf Eal.‘.‘h

Gender: lalka

Preforred Contact Method: Emall 1

Primary Address: Sooondary Address:

145 Cak Tree Drive
SFRMNGRELD TH 27172

Phone Mumbers:

1. (B15H425-3396 home
3

Emiail Addresses:
1. barmyiBhome com

Release Signed Dabe: 1201 12008
Original Chart Scanned:
Patient Status.:

Hotes:

Z
4.

2 pts each 2
M arital Slafus: Marred
Language: Engish '\__A_"

Driver’s License Rumber: TH 2233464

Race: Whis
Ethnicity: Mat Pravided
Daminant Hand:

6 points total
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2. From Harriet Hypertension’s Patient Demographics window, print her patient
information to a PDF file named: Section 2 HCHypertension Patient Info.

(fulfills Obj 3 add new patient)

Classroom Medical Office

Site &

3678 Rainbow Rd Section 2 HCHypertension Patient Info

spangieid, TM 37415 Demographics for Hypertension, Harriet C
(61512582256 Medical Record Number:

Hame: Hyparbenaog, Harpsl ©

Extermal ID: 45

Als o Known As: Hypertenson, Harmet C
Soqial Seourity Hum ber: 332.00.0634
Medical Record Humber:

Primary Care Provider: Provider, P M

1 pt each except
where indicated

Cate of Birth: 010401067
Apge: 14 ¥Years kt>———'2 Pfs
Gander: Femak eal:-'h

PFroferred Contact Method: Phone 1

Email Addresses: each

= Secondary Address:
1415 Oak Tres Crive
SPRMNGFBELD TH3TIT2
Phone MHum bers:
1. [815425-330E home 2. [B15a42-4474 cell
2 2 pts .

1. a
Marital Slatus: Faace: Whis
Lanpusge: Sngish ‘Bihnicity: Mot Hspacic or Lating

Deaminani Hand:

17 points total

3. From Harriet Hypertension’s Patient Demographics window, print her insurance
information to a PDF file named Section 2 HCHypertension Ins Info. (fulfills

Obj 3 update insurance for a new patient)

Classroom Medical Office . i
3578 Baitiscw R Section 2 HCHypertension Ins Info
Suile §
Springfieid, TH 37415 Accounts for Hypertension, Harriet C 1 pt
[615K5E-2256 Medical Record Muriber:
Account: hain
e 1 pt
Atesunt Exlernal ID: 61 aach Aesaunt Type:! Bue CressiBue Shisk ?:;:—r:i:mu
Total Account Balanee: 50.00 Fatient Balanes: 30.00
Payer Credi Balance:
Responsible Party External [ 51 Responsible Party Balanoe: 50.00 50.00
Responsible Party: Hypsnsnsion, Hamy Statement: Send Last Statem ent:
Sufficient P & Due: 50.00 Due Date:
Dy PoR R e first of a month
Current Insurance (10/0172011-Future: Eligibildy Date .
Insurance Ina Subscriber Payet/Plan Status Deductible Remaining 3’:"“ ::::’
Primany Hypestenson, Hamy Blus Cm=iBlue Crom PPO
DO8; 1 10A IR Growp i0; N50038
Fatient Relatien: Child  Member 1D
Authonze Amgnment: ZEBIILITINTI
Hes 3121 Professional Paifausy
SPRIMGRIELD, THA7IT2 (3150807 6654
Zecondary  Hypestenzon, Hazel AnmaiAetna PPO
008. Growp ID: 1‘ f
Patient Relaticn: Child  Membar 0 133458780 =)
Audhonze Awgament: 2145 Red River Road each
¥as SPRENGFIELD, THATI72 (3151321 2234 14 pﬂfﬂ!i total
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4. From Althea Annualexam’s Patient Demographics window, print her patient
information to a PDF file named: Section 2 ASAnnualexam Patient Info.

(fulfills Obj 3 add new patient)

Classroom Medical Office
3678 Ralnbow Rd
Suite 5

Spangheld, TH 37415
{5151258-2256

Demographics for Annalexam, Althea S

Section 2 ASAnnualexam Patient Info

Medical Record Nurmber,

Mame: Annalexam, Athea 3

External [D: 48

Als o Kmown As: Annalexam, Akhes S

Sogial Seourity Hum ber: 362.22.0124

Medical Reoord Bumber:

Primary Care Provider: Frovider, P M

Date of Birth: 0271201863

Age:45 Years

Gendar: Femala

Freferred Contact Method: Phone 1

Primary Address:

2442 Biue Sy Circle

Sprmphaid Th 37172

Fhione Humbers:
1_.(815}82-4224 cell

Email Addresses:
1. annuakxomihome.oom

Eriver’s License Mumber:
Releaze Signed Dale:
Original Chart Scanned:
Patient S1atus:

g

a
1. 2 pts A
each

Marital Stalus: Marred - Bk oF AFviEAA A mencah
Language: Snglish Bhnicity: Mol Hspans: & Latino

1 pt each except
where indicated

2 pts
each

Seoondary Address:

x
Deam anant Hamd:

18 points total

5. From Althea Annualexam’s Patient Demographics window, print her insurance
information to a PDF file named Section 2 ASAnnualexam Ins Info. (fulfills Obj
3 update insurance for a new patient)

Classroom Medical Office

Section 2 ASAnnualexam Ins Info

Total Account Balance: $3.00

Responsible Parly External ID: 74
Responsible Party: Annakexam, Akhea
Sufficient Payment Due; 3000

Drug Form ulary:

Insurance Ins Subseriber

3678 Ralnbow Rd
Suite 5
Springfield, TN 37415 Accounts for Annalexam, Althea S 1 pt
{615)256-22565 Medical Record Number,
Account: Main 1 Pf
Account External I0: £2 Account Type : Bus Cross/Sue Shisld 'f:;::::;ual

Current Insurance {10001/2011-Future):
Payer/Plan

Patient Balance: 83,00

Fayer Credit Balance:
.00

Last Statement:

Res pansible Parly Balsncs: 30.00
Statement: Send

Duie D&t
& — first of a month
Eligibilily Date
Hfeclive Copay

Status Deductible  Remaining Ot Primary

FAmary  Anauslesam, Alicus  Blue CromiBlue Cros PPO
DOE: D8/02ri9s2 Group I0; 30444 1
Patient Relation: Memoer 1D Pf
5 ADEIBE044EE
Ap;:;ze agsgnment; 3323 Prefessionsl &4 ch
Yes Faricuay
SPRINGFIELD, )
TNITITZ (8151867 6254 10 points total
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6. From Sally Strepthroat’s Patient Demographics window, print her insurance

information to a PDF file named Section 2 SStrepthroat Ins Info. (fulfills Obj 4

update insurance for a existing patient)

Classroom Medical Office

Secondary  Strepthmoat, Sebazian Acnatietma PPO
oaa Growp D G4454
Fatient Relation: Child  Member 10
Authanze Amigrment  ATS45321234
LCH 2345 Red River Road
SPRENGFIELD,
THITITLZ E15HI1-2224

3678 Ralnbow Rd
Sutte 5 Accounts for Strepthroat, Sally M 1pt
apngted, 1 h-JHE Medical Record Number: DMOS
(615)258-2256
Account: Main 1 pt
Account External i0: 19 each Account Type: Commercial Insurance 'E:;:r::;:al
Total Account Balance: 53.00 Patient Balance : £3.00

Payer Credr Balanco:

Bfeclive Copay

7 points total

Primary

Respons ke Parly External IT: 18 Responsible Party Balance: 50.00 3000
Responsirle Party: Strepthroat, Saly Statement: Send Last Statement:
Suffecient Payment Die: 3000 Duie Oate:
Drug Fermulary: & firstof amonth
Current Insurance (100172011-Future): Cligiiailily Date
Insurance Ins Subseriber Payer/Flan Status Deductitde  Remmaining s
Frinsary Sirepthresl, Sussn Blus CromBlue Cress #PO
DoE: Growp Ik
Patignt Relaticn; Cnild  Member 10
Authorize Amignment: 3323 Podesianal
Tes Fariway
SPRINGFIELD, 2 P rs
THATIT2 [B15)8E87- G024 eai:-'h

7. From Atticus Annualexam’s Patient Demographics window, print his insurance
information to a PDF file named Section 2 AMAnnualexam Ins Info. (fulfills Obj

4 update insurance for a existing patient)

Classroom Medical Office

Section 2 AMAnnualexam Ins Info

THATITI [BIEER7-5854

10 points total

3678 Ralnbow Rad
Suite 5 I
Sprngfeld, TN 37415 Accounts for Annualexam, Atticus M 1 pt
(6151758-2256 Medical Record Mumber: DM26
Account: Main
T‘ P r Cawverage
Account Brternal i 44 Account Type : Bue Cros siSue Shieid
each Type: Medical
Total Account Balance: 53.00 Patient Balance: 80.00
FPayer Crodrt Balance:
Responsible Farly External D33 Res ponsible Parly Balancs: 30.00 $01.00
Rezponsible Party: Annoalexam, Aoicus Statement: Send Last Statement:
Sulficient Payment Due; 30.00 D Dadfe;
Drug Form ulary:
Current Insurance (1000172011 Future): Eligiilily Date
Insurance Ins Subscriber PayeriPlan Status Deductible  Remaining Date Primary
Frimary Annualexam, Aicus  Blue CosBlve G PPO
DOB: jeD2rias2 Group IT: DOE444 1 f
Patient Relation: Self  Member |Dx p
Authorize A=mgnment:  ADEXB2204454
L 3323 Prefessicnal EECh
FariaEy
SPRINGFIELD,

© 2006-2011 Direct Mercantile, Inc. Page: 2-27

Revised:

10/01/11



Introduction to Practice Management v1

Section 2

8. From Bobby Bloodpressure’s Patient Demographics window, print his insurance
detail to a PDF file named: Section 2 BBloodpressure Insurance(fulfills Obj 1,

search by phone # and Obj 5, add new account)

Classroom Medical Office
678 Rainkow Rd

Section 2 BBloodpressure Ins

Patient Balance; 50,00

Responsible Paity Bxlernal 10 34
Responsible Party: Bloodpressure, Babby
Sulficient Payment Dus; 50.00

Drup Formulary:

Fes ponsible Parly Balsnes: 3000
Statement: Send
Due Date:

Current Insurance [01/0172006-Future ).
Insuranee Ins Subseriber

Suite 5

Springfield, TN 37415 Accounts for Bloodpressure, Bobby B 4 ois
(6151258-2256 Medical Record Number DM11 P
Account; Main

Account External I0: 35 Account Type : Commarcial Insurance g:::-r:i:[cal
Total Account Balanes: $0.00

Eligililily Date

Total Account Balance: 30,00 Balance: 30.00

Responsible Party Exte rnal I0: 48 Re=ponsible Party Balance: £0.00
Responsiblke Party; | Scelen Evployment Agenesy  Siatement: Send
Bufficient Payment Due: 30.00

FayariPlan Status Deductible  Remaining
Fl‘.rﬂ&h' Dloodprasszs. Gobby AslnaiAsing PFPD
DOE: A0ae1083 Grnup [0; G488
Fatienl Relation: S1f  Member ID:
Autnonze Asgnment ATITOSSRRET
s 2345 Bea Fiver Roac
SPRMGFELD,
THITI?2 B15221-2234
Account: Woark Comp 3 pts each
Account Extermal ID: 83 Account = Work Cormp

Due Date:
B Fornd oy ;-—"——— first of a month
Current Insurance (10/0172011-Future): Eligibility Drate
In=urance Ins Bubscriber PayeriPlan Slatu Deductible  Remainng ;ﬂ:ﬂﬂ ::::’w
Fomary Excallant Employment  \Work Comp/Harfom
I
ipt e e Ipt
each Fatient Relation: Wember 1D: 505582224 each
Employes 2345 Red River Road
A nze A y SERINGEIIELD, :
yon AN AT 15021204 18 points fotal

Payer Credit Balance:
00
Last Statement:

Hiective Copay
Oate Primary

Coverage Type:

Fayer Credil Balance:
£0.00
Lasl Statement:

9. Please email the PDF files to your instructor with a subject line: Section 2

Review Exercises.
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