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How to Use this Document

This document is designed to provide you with information that is easy to
understand and quickly accessible. However, there are several items to keep in
mind when reading and using this document.

Items to Look For: Description
Button Names and Keyboard All buttons mentioned in this document have an
Shortcuts / Commands associated keyboard shortcut. These shortcuts

appear in parenthesis next to the button name and
appear in bold (identical to the onscreen
counterpart).

For example: Click the Select (Enter) button.

You can either click the button with the mouse or
press the key mentioned in parenthesis.

Keyboard Commands There may be instances when you need to press a
key that does not have an associated button. These
keys appear between brackets (<>) and are bold.

For example: Press the <F10> key.
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| How to Use this Document

Items to Look For:

Description

Field Names

If the sentence mentions entering information in a
field, the field name is italicized and in a contrasting
font.

For example: Enter the last name of the Patient in
the Last Name field.

The only time this is not true is if the field is
followed by a definition. Then the field name is
bolded and proceeded by a bullet.

Typing Data in a Field

If the sentence mentions entering specific data in a
field, the data appears in a different font compared
to a field name.

For example: Type Yes in the Question field.

Specific Screen Action

If an action occurs after doing something within the
application, it is described in italics within
parenthesis.

For example: Click the Next button. (7he Ready to
Install screen appears.)

Popup Windows

Many fields within CPR+ have an associated drop-
down arrow icon. This icon displays a popup
window of related data that can be selected and
entered into the identified field.

When this option is available, you will see the
following text: “Use the associated popup window
to..

When you see this text, you can access this popup
window in two ways:

¢ Click the drop-down arrow icon or

¢ Press the <F10> key while the cursor is in
that field.

It is important to use these popup windows for
consistent data entry throughout the program.

Series of Steps / Actions

There are times when a series of steps or actions
(usually two or more) are needed to accomplish a
task or open a window. These steps are identified
by bolded text and the use of the “greater than”
symbol (>).

For example: Go to File > Info to view the CPR+
Technical and Setup Information screen.
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How to Use this Document |

In addition to the above information, there are several note related icons used in
this document.

Icon Explanation

This icon represents a relevant note regarding the information being
discussed.

This icon represents an important note that relates to required knowledge for
a particular task.

This icon represents information that can save you time during a particular
task.

This icon represents a warning regarding information that must be
understood before continuing.

CSHCACAT
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Chapter 1

One-Click! Order Entry / Delivery
Ticket Creation

The Order Entry -> Delivery Ticket generation -> Billing process has been
streamlined to reduce user input and increase efficiency from intake to
reimbursement. The Order is the logical place to store all the necessary
information about the services being provided: What is ordered? When was it
ordered? Who ordered it?

The intake staff enters much of this information in the order—the same
information that is heeded down the road when processing the Delivery Ticket
and managing reimbursement. Now, by linking each Delivery Ticket item to its
parent order, and by linking the creation of the order with the Delivery Ticket, we
can pool relevant information and minimize the need for further data entry
throughout the patient management process. Enter the Order/Delivery Ticket and
the rest is just a few clicks away.
At the end of this course, the user will be able to:

e Create Working Delivery Tickets

e Understand Order Creation on the Delivery Ticket

e Assign orders to all Items on a Ticket

e Edit Orders and Delivery Ticket Items

e Create and manage Supply Kit Templates

e Add equipment exchanges to a Delivery Ticket

One Click User Guide




| Chapter 1: One-Click! Order Entry / Delivery Ticket Creation

Creating Delivery Tickets l

e Create Pickup Tickets for completion of therapy.

Creating Delivery Creating Delivery Tickets is an important task in managing patient care through
Tickets CPR+. The user can either start a new ticket or select a working ticket that can be
used as a template for future deliveries.

Each patient has a list of Working Delivery tickets accessible from the Delivery
Tickets button on the Patient screen.

If a patient has no working tickets, a prompt to create a new Delivery Ticket
appears when the user clicks Delivery Tickets. Click Yes to start a new

Delivery Ticket.

The Working Delivery Ticket list displays:
e A checkbox to indicate if the ticket contains recurring supplies
e From and To fields for the last service dates
e A Delivered date

e Therapy Type(s)--There may be more than one order on a ticket and each
order may have a different therapy type. If more than one therapy type
exists, CPR+ displays them with slashes: “"DIAB/Retail” for example.

e Site—Only visible for those with the Central Pharmacy module.

Figure 1-1)

) 4 ] ‘Working Delivery Tickets for Kathleen Page @
Working Delivery
Ticket Window Working Delivery Ticket File
Create a New Delivery / Pickup Ticket or Edit a Working Ticket
* From To Delivered Therapy Type Site B
04/03/2006  04/03/2006 | 04/03/2008 cc West
09/28/2009  10/28/2009 DIAB Texarkana
1 m v
*= Recurring Supply Delivery Ticket
‘ Mew Delivery Ticket H Mew Pickup Ticket || Select Ticket (Enter) |
‘ Confirmed Tickets (F4) H Ticket Item History (F5) || Save & Close (F2) |

The user can select New Delivery Ticket, New Pickup Ticket or Select Ticket
to build from an existing therapy.

Delivery Instructions/Service Dates

10 One Click User Guide



Chapter 1: One-Click! Order Entry / Delivery Ticket Creation |

l Creating Delivery Tickets

Figure 1-2)
Service Dates on a
Working Delivery
Ticket

The first tab of the ticket shows previous dates for the last delivery: the From and
70 service dates and the previous Delivered On Date (see the red box in the figure
below). Enter the new service dates for the continuing therapy. The Service Dates
should be an accurate reflection of the period of service being provided on the
ticket. This means that if a three-month supply is being provided the dates should
span three months.

S=E

Delivery Instructions i Service Dates | Delivery Ticket ltems | Shipping Information | Pre-Invoice Review |

—— Delivery | |-Service Dates

Current Previous
No sign at streev. House is half mile norch of the =]

cozner. From 01082010 T
To 01M5z010 7
DelveredOn  [otoeot0 T [

|

—— Footer S

State Board of Pharmacy prohibit the dispensing of medi and | T
supplies that have previously been delivererd to a patient's home. Should the
discontinuation of your therapy resutt in medications and supplies remaining, we

will be olad to recover and dispose of them, however no credit will be issued for
unused supplies or medications.

Company v

Selected company prints on the Delivery Ticket

NOTE: When typing text into the Footer Statement, only the text that is visible in
the text box will show up on the bottom of the Delivery Ticket.

Ry Drug (F8 Pickup | Exchia (Ciii-F8), | Sk Templates (Shift--10

Print (F7)

Selectinventoryltem (F2) | Delete ltem (Ehift+F) View Orders (F6) Brocessed By/(C

Save & Close (F2)

If the new dates overlap the previous dates-- or there appears to be a gap in
service dates-- CPR+ pops up a warning to the user.

@ These message boxes are just warnings. There is not a hard stop in processing.

When the user begins the Delivery Ticket, an order may or may not have been
entered depending on the therapy and line of business. With the CPR+ one-click
billing model, an order may now be created in conjunction with the Delivery Ticket
to streamline the intake process.

Information entered into the order (payor, company, diagnoses, and therapy type)
is now automatically transferred to the associated Delivery Ticket. Orders on the
same ticket are kept together unless the payor, company, therapy type, or
diagnoses differ.

If this is a new Delivery Ticket, as in the example above, the Company field (see
red oval in figure 9-2 ) will be blank until an Order is selected and items are
entered onto the ticket. Once a primary order is tied to the ticket, the Company
field will be populated. This information will also appear at the top of the printed
Delivery Ticket.

One Click User Guide
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| Chapter 1: One-Click! Order Entry / Delivery Ticket Creation

New HME/Supply
Orders

Creating Delivery Tickets l

Instead of creating an order and then going to the Delivery Ticket, the user can
immediately begin creating the Delivery Ticket. An order is created from the

Delivery Ticket as follows:

Step

Action

1

Enter the service dates and click the Delivery Ticket Items tab.

2

If no order is assigned to the Delivery Ticket, a drop-down list of the patient’s
active and pending orders appears with "New Order” at the top of the list.

o Create Delivery Ticket for Steve Laramie ™ [ = ==
Delivery Instructions / Service Dates | Delivery Ticket ltems | Shipping Information ” Pre-Invoice Review ‘
From: To: Delivered On: current Order |[[ETISIEE] ‘ ‘
{New Order}
B P Qty Unit Item Hame CUBICIN 500 MG IV Every 24 Hours (Active)
SALINE FLUSH 10 ml IV SASH (Active)
HEPARIN SODIUM LOCK FLUSH 1 EA IV 54
B =Billable P =Printon Ticket
Right-Click for Additional Options
[ selectRxDrugFe) || PickupiExchg (Ctri<Fa) | s Tempiates (shin-F10) | Update Pricing (F5) | Print (F7) ]
Select Inventory kem (F9) | Delete ltem (Shift+F2 View Orders (F6) Processed By (Cirl+F3 Save & Close (F2)

Select either an existing order or “"New Order.” This becomes the current
order.

Select an Inventory Item (F9) and choose an equipment or supply item.
This button is disabled until a current order is selected. Selecting “"New
order” also enables it.

If this is a "New Order,” the HME/Supply order form appears. Most of the
information on the order is carried over from the patient demographic screen
and the item setup. Note the addition of the Referral/ Source and the four
diagnosis codes.

& Add HME / Supply Order * o [ Es
HME / Supply Order < @
Order Info Additional Info
Ordered lem | Bed Full-Elec Pig 3508 S Referal Source | Morthsids W
Hepe E0265 Prescriver F. Janes, W
Quanity 1 Payor Advantags v
Comments || Diagnosis 1 | OBSTRUCTIVE SLEEP APNEA | 327.23 7
OrderDate | 10232008 | 7 Diagnosis 2 bt
Start Date 10232009 | 7 Diagnosis 3 v
Stap Date v Diagnosis 4 v
Company Seelepdk = Auth # T B
Therapy Type | BEDS g Pending i Documentation E®
Requires Authorzation Order Complete
Stat Order Recurming Supply
Cancel (Esc) Save & Close (F2) @

Edit any information needed for this order. Any information entered here
carries forward through the billing process. Click the Save & Close (F2)
button to save your work and close the order window.

12
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Chapter 1: One-Click! Order Entry / Delivery Ticket Creation |

l The HME / Supply Order Window

Step Action

7 The Delivery Ticket Items screen now has this new order saved and
associated with the Delivery Ticket item. The name of the new order appears
in both the Current Order drop-down for the ticket and in the Assigned Order
column for that line item.

&b Create Delivery Ticket for Paul Smith * (=@

Delivery Instructions: / Senvice Dates | Delivery Tickel lems | Shipping Information | Pre-invoice Review

From: To: Deliverad On: [Current Order | Bed Full-Elec Plg 3502 Oty 1 || - |
B P Qny Uit Tem Name HCPC  Assigned Order
v | ¢ 1 Each Bed Full-Elec Pkg 350# SN E0265  Bed Full-Elec Pkg |

B=Billable F = Print on Ticket
Riight-Click for Additional Oplions

Select Bx Drug (F8) Pickup | Exchg (Cirl+Fg) ||SK Templalas (Shift+F10) Updale Pricing (F5) Erind (F7)
 Selectinventory em (F3) | Delete llem (SNin+Fa) ” view Orders (F6) E | Sawe & Close (F2)
8 Add more items as needed. Each item added onto the Delivery Ticket

defaults to the Current Order: At any time, the user can change the current
order or choose “New order” from the Current Order drop-down again. Line
items can be changed to the current order.

The HME / Supply & Add HME / Supply Order * o =
Order Window HME I Supply Order < @
Order Info Additional Info
Ordered flem | Bed Full-Elec Pig 350# ! Referral Source  Northside W
HCPC E0265 Prescriber F. Jones, A
Quantity 1 Payor Advantage E
Comments | Diagnosis 1 DBSTRUCTIVE SLEEP APNEA | 32723 |7
Order Dale zazoon |7 Diagnosis 2 v
Stan Date 22009 |7 Diagnosis 3 =
Stop Date & Diagnosis 4 v
Comgany SeeleyAk e Auth # T &3
Therapy Type | BEDS v Pending ’ Documentation v B
Requires Authonzation Order Complete
Stat Order Recurming Supply
Cancal (Esc) Save & Close (F2) @

Below are the fields that are located on the HME / Supply Order window.
e Ordered Item: The selected item, description defaults from the item setup.
e HCPC: Defaults from the item setup.
e Quantity: Defaults to the number entered for the supply or for the serialized

One Click User Guide 13



| Chapter 1: One-Click! Order Entry / Delivery Ticket Creation

Drug Orders

Drug Orders l

equipment tagged.
e Comments: Enter free form comments.
e Order Date: Defaults to today’s date.
e Start Date: Pulls the Start date from the Delivery Ticket (first tab).
e Stop Date: Defaults to blank.
e Company. Defaults to the patient’s company in Patient Demographics.
e Therapy Type: Defaults from the item setup.

e Status: The order’s status is pending until sent to the confirmation file—
then it becomes Active. An order may also be DC'd (Discontinued).

e Referral Source: Defaults to the one entered in the Patient Demographic
screen.

e Prescriber: Defaults to the patient’s Primary Physician.

e Payor: Defaults from the Patient’s Insurance setup. The payor may be
changed by line item to another payor available for the patient.

e Diagnoses: There are four diagnosis codes that can be assigned to the
order. Line items on the order can be changed to any diagnosis code that
appears on its associated order.

e Auth #:The auth number provided by the payor if required.
e Documentation: Any documentation required by the payor (SMNs or CMNs).
e Requires Authorization. Indicates if authorization is needed.

e Stat Order: Marking it as a stat order moves it to the top of the Enterprise
lists.

e Order Complete: Marking the order complete moves the item from the
Complete Orders list to the next Enterprise list.

e Recurring Supply: Indicates that there are items that need to be delivered
on a recurring basis.

Icons on the HME / Supply Order Window

The two icons in the upper right of the order provide a List of Changes to the order
(small book), and a list of faxes attached to the order / patient (Large pages).

Prescription orders are generally entered under the patient’s Prescription menu and
later loaded onto the Delivery Ticket. The Drug Order form has been revamped as
well.

14
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Chapter 1: One-Click! Order Entry / Delivery Ticket Creation |

l Drug Orders

Figure 1-3)
Drug Order Window

Dose

Route

Pump

&8 Add Drug Order for Rich Anthony

Ordered ltem

Freguency

Comments
Order Date
Start Date
Stop Date
Therapy Type
Status

Rx Info
Order Type
Rx Format

L=l = s
Drug Order - ﬂ
Order Info Additional Info
A Referral Source | Ohio Health, Angela Meadows W
Unit v Prescriber H. Heart, MD v
7 Infusefor|  0.00 [=] Payor Aetna (Rx) v
v Per Diem v
v Diagnosis 1 2ND DEG BURN ARM NOS | 94220 | 7
Diagnosis 2 v
10/28/2009 | 7 Diagnosis 3 v
1012872009 | ¥ Diagnosis 4 v
v Auth # RS
v Documentation RS
Pending " Company | InfusioncoL | ¥
Primary Ancillary Assoc. Order Requires Auth ¥] SpRx
Stat Order Order Complete
v IPN PO INJ Requires MCR Doc
SHP Info Zero Refills (F6 Multi-Drug (F4) Dose Calculator Save & Close (F2) ‘ @

Below are a list of fields located on the Drug Order window.

Order Info Section

Ordered Item: The selected item, description defaults from the item setup.

Drug - The Drug field should contain the medication, IV solution or
nutritional product that is dispensed for this therapy.

Dose - Enter the Dose for the drug being ordered. In addition, click the
Dose Calculator icon to calculate the “"CPR+ dose.”

UOM - Select the Unit of Measure (UOM) of this drug order. The default for
this field is defined at the Inventory Item level.

Frequency - Select the frequency for this drug order.

Infuse for - Enter the duration or infusion time for the drug being ordered
(e.g., 60 min., 90 min., IVP

Route - Select the route for this drug order. The default value for this field is
defined at the inventory item level.

Pump - Select the type of pump to be used with the drug order. This popup
can be maintained from Databases (7) > Pop-up Windows (7) > select
Type of Pump.

Comments. Enter free form comments.

Order Date: Defaults to today’s date.

Start Date: Pulls the Start date from the Delivery Ticket (first tab).
Stop Date: Defaults to blank.

Discontinued: The date a therapy/order was discontinued.
Therapy Type: Defaults from the item setup.

Status: The order’s status is pending until sent to the confirmation file—
then it becomes Active. An order may also be DC'd (Discontinued).

One Click User Guide
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Drug Orders l

Company: Defaults to the patient’s company in Patient Demographics.

RX Info Section

Order Type — This setting defaults from the item setup. Ancillary orders may
then be associated with Primary orders.

Rx Format - This indicates which format will be used when creating a
prescription based on this order. This option is defined at the inventory
level. See the HCPC / Additional Info section on adding a Drug to Inventory
for more information.

Associated Order- An ancillary drug/order may be associated with a primary
order. If so, the ancillary order inherits the Therapy Type of the primary
order and they remain on the same Delivery Ticket when confirmed
providing payor, company, prescriber, and diagnoses are the same.

Requires Authorization: Defaults from item/payor setup.
Stat Order: Marking it as a stat order puts it to the top of the Enterprise list.

Order Complete: Marking the order complete moves the item from the
Order Entry/Completion list to the next Enterprise list.

Additional Info Section

Referral Source: Defaults to one entered in the Patient Demographic screen.
Prescriber: Defaults to the patient’s Primary Physician.

Payor. Defaults from the Patient’s Insurance setup. The payor may be
changed by line item to another payor available for the patient.

Per Diem: A Per Diem fee may be selected and associated with this order. It
will be billed on the associated Delivery Ticket.

Diagnoses. There are four diagnosis codes that can be assigned to the
order. Line items on the order can be changed to any diagnosis code that
appears on its associated order.

Auth #: If an authorization is available, associate it here—click the paper
icon to edit the associated authorization.

Documentation: Any supporting CMNs or SMNs needed. Click the paper icon
to edit the attached document.

Recurring Supply: Check if this order contains recurring supplies.

Icons located on the Drug Order Window

The two icons in the upper right of the order provide a List History of Changes to
the order (small book), and a list of faxes attached to the order / patient (Large

pages).

16
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l Drug Orders

Rx’s on the
Delivery Ticket

CPR+ creates an order before the RX is filled from the Prescription File. When the
user creates the Delivery Ticket, the order is already there and active. This remains
the same in the one-click module with a few minor changes as described below:

Step

Action

1

Enter the service dates and click the Delivery Ticket Items tab.

2

If there are prescriptions ready to dispense, the Select RX Drug (F8)
screen automatically appears. Click Tag and copy (Enter) to move the RX
onto the ticket.

4 Select Rx Drug - Hit Spacebarto Tag

X Rx # Cmpd Date Drug Qty
0010616765  09/28/2009 Amenicillin Oral Susp. 250mg/iSmlL 45

Select (Spacebar) Tag & Copy (Enter) Tag All and Copy (F3) | Cancel/Go Back (Esc)

If there are multiple RX’s ready to dispense, the user can Tag All & Copy
(F3). This moves all Rx’s onto the ticket and defaults the current order to the
first primary drug. A message appears alerting the user to select the Current
Order since there are multiple primary RX’s to choose from.

Orders are already assigned to the item(s). The associated order appears in
both the Current Order drop-down for the ticket and in the Assigned Order
column for that line item.

dff Create Delivery Ticket for Harry Zeno * == =

Dealivery Instructions / Senvice Datas | Delivery Tickel llems | Shipping Information | Pre-Invaice Review

From: To: Delivered On: Current Order | AMOXICILLIN 25 Tablet -:F'e"m: -

B P Qty Unit
V| ¥ 25 Each

Ttem Hame HCPC  Assigned Order -+
Amoxicillin Oral Susp. 125mg/5mL Lot # 7487+0 AMOXICILLIN 25T

B=Billable P = Print on Ticket
Right-Click for Additional Oplions

Salect Bx Drug (F3) Pickup | Exehg (Cirl+F8) || SK Templates (Shift+F10) Update Pricing (F5) Erint (F7)

Select Inventory ltem (F3) || Delete lem (Shift+F3) Wiew Orders (F6) Save & Close (F2)

Add more items as needed. Each item added onto the Delivery Ticket
defaults to the Current Order. At any time, the user can change the current
order or choose “New order” from the Current Order drop-down again.

Note: A drug may be added through F9 from here as well. If added this way,
it is not deducted from inventory until the Delivery Ticket is confirmed.

One Click User Guide
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Using Supply Kit Templates l

Delivery Ticket While in the Delivery Ticket Items tab, the user can perform a variety of functions.
Items: Right-click  The following are actions available from the right-click menu:

& Other Functions

Assign Item(s) to Current Order: Assigns selected line(s) to the order

showing as current from the drop-down. All line items can be changed at
once (see note)

e Go to Patient Demographics: Brings up the patient’s demographics screen

e Go to Inventory Items: Shows the item setup for selected lines

e View Assigned Order: Brings up the order assigned to the line item for
viewing or editing

e View All Patient’s Orders
e Delete Item(s)

e Add Modifier / Narrative to Item: Modifiers added here will override
modifiers from the Special Price Matrix. Both the modifiers and narrative
added here will appear on the claim. This function also available from the
Pre-Invoice Review tab.

To select multiple lines in a row on which to perform a right-click action,
hold the <Shift> key down, click on the first line, then click on the last

line. To select multiple lines not in a row, hold the <Ctrl> key down
and left click on each line.

Using Supply Kit The Supply Kit Template is one of the biggest time-saving tools in CPR+ because
Templates it permits the user to pre-define items to be included on a Delivery Ticket. Multiple
supply kits may be added to a Delivery Ticket. To add one to a Delivery Ticket:
Step Action

1 Click SK Templates (Shift+F10) in the Delivery Ticket Items tab.

2 Double-click on the template to select it.

3 If this SKT is set up to Prompt on DT Import, a grid with items chosen for
that supply kit template appears. Select which of these items to actually
import on a case by case basis. Enter in a quantity to bring an item into the
ticket.

4 Press <Enter> or click Import (Enter).

O

Supply kit template cannot be imported on the Delivery Ticket until an order has
been both created and assigned as the “Current Order.” The SKT button is not
enabled when “New Order” appears in the order list since the order has not
been saved yet.

18
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Chapter 1: One-Click! Order Entry / Delivery Ticket Creation |

l Using Supply Kit Templates
Supply Kit General recommendations for creating Supply Kit Templates for infusion
Template Setup customers:

e Create templates for supplies used with a particular infusion device (e.g.
CADD Pump, Gemstar Pump).

e Create templates for the maintenance of the access point.
e Create templates for the specific drug, or drug class.

General Recommendations for creating Supply Kit Templates for HME customers:
e Create templates for equipment setup (enteral pump, oxygen).

e Create templates for brand-specific supplies (One Touch, Lifescan,
Accucheck Glucometer.

o Create templates for specific lines of business (indwelling catheter, trach-
care).

The Supply Kit Template setup process is a matter of selecting items and quantities
appropriate to the type of template that is being created. Go to Databases
(7)>Templates (8) > Supply Kit/Delivery Ticket to create or edit Supply Kit

Templates.
Step Action
1 Highlight an existing SKT and click Select (Enter) or choose Add a New
Entry (F10).
2 Add the Template Name that is applicable to the services being provided.
3 In the grid, identify the appropriate items and use the spacebar to include

them in the kit. Items may be selected with or without quantities.

4 When all items have been selected, select an appropriate Footer Message to
include at the bottom of the Delivery Ticket.

5 Indicate from which site this SKT is accessible. All Sites may be selected or
just one site.

6 Check the Prompt on DT Import box to allow the user to select which items
from the SKT to import on each Delivery ticket. If left blank, all selected
items are automatically imported.

7 Click the Save (F2) button to save your work and close the window

8 Repeat this process for each additional Supply Kit Template.
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Figure 1-4)
Supply Kit Template
Setup Screen

Associating a
Supply Kit

Template with an

Inventory Item

Figure 1-5)
Item Setup-Assigned
Supply Kit Template

Using Supply Kit Templates l

&P Add / Edit Supply Kit Template *

Add / Edit Supply Template: Oxygen Setup - Humidity

Enter quantity and hit down arrow for nextitem, or press spacebar to select it with no default quantity.

Item Name Inventory Category Freq Unit In Kit SKTQty =
Humidifier Adapter F/ Sequal Port  Oxygen Each X 0
Humidifier 02 Disp 1-6 Lpm 6 Psi  Oxygen Each X 1
Humidifier 02 Disp 6-15Lpm High F Oxygen Each X 0
Humidifier 02 Dsp 6-15Lpm High Fl Oxygen Each 0
Mask O2 Elongated witubing 50/CS Oxygen Each 0
Mask 02 Non-Rebr witubing 50/cs | Oxygen Each 0
Mask 02 Venturi Percent 02 (lock)  Oxygen Each 0
Mask 02 Adult whubing Med-Con 50 Oxygen Each 0
Reservoir Base Rolling F/Helios  Oxygen Each 0
Stand Cyl (Holds 12) C,.D&E Oxygen Each 0
Water Trap F/ Oxygen 25/bx Oxygen Each X 0
Tubing (Adapt) Homefill Compresso Oxygen Each 0
Tubing Hose Assy 50 Supply F/Helic Oxygen Each ]
Tubing Oxygen 14’ 50ics Star Lumer Oxygen Each 0
Tubing Oxygen 25' Safety Channel G Oxygen Each 0~

Footer Message | Default 7 site |Alsites 7 7] Prompt on DT Import
EdthameF4) || enntkiEn || seacnFs) || sevesciose(r2)

The user can associate a supply kit template with any inventory item: drug, supply,

equipment or NIBI. There is now am “Assigned SKT” field in item setup.

When such an item is selected, CPR+ automatically brings the SKT into the
Delivery Ticket items—or prompts the user on import if that setting has been
chosen for the SKT. This field is located in the HCPC Additional tab under the

Additional Info section.

(Il Suppty tem Information for Add - A - Vial 20mm * o @[3
teminfo | Gt/ Costs |[HCPC / Additional Info || Special Prices | Ste Info Notes L
HCPC Info
HCPC  T1999 ¥ HCPC Description | Add - A- Vial 20mm Units { Each 0.00
Medicare Defaults Additional Info
CMN Description ADD-A-VIAL 20MM Default Order Type Primary @ Ancillary
MCR Charge f Unit UB-04 Rev Code
MCR Allowable / Unit IV Containet
Default Modifier Container Volume 0.00
MCR Required CMN M Gty by Location
Assessment [
| Assigned SKT ade ) |
4 Accept Assignment Use Updated Fee Schedule
7 Billavle WAC I Pkg Add Price 1
Not Covered Fee Schedule
¥ Span dates WAC /Ea Add Price 2
HCPC i Addit. Info (F4) Spacial Prices (F6) Erintitem F7) Save & Close (F2)

Pre-Invoice Review The Pre-Invoice Review tab only shows items marked as billable in the Delivery
Ticket Items tab unless the user checks the “Show Non-Billable Items checkbox

(see figure 9-6). From here, the user may:

e View Patient Responsibility Amount if this option is enabled

¢ Edit the payor, diagnosis and pricing per line item (right-click)

e View the Assigned Order, the payor setup, or inventory item setup (right-

20
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l Creating an Exchange Ticket

Figure 1-6)
Pre-Invoice Review

Transferring to
the Delivery
Ticket
Confirmation File

Creating an
Exchange Ticket

click)
e Enter/edit the Biller
e Update Pricing on all listed items (Update Pricing (F5))

e Add Modifier / Narrative to Item

- Create Delivery Ticket for Laura Powers *

Delivery Instructions / Service Dates | Delivery Ticketitems | Shipping Informtion rednvoice Review |

From: 010872010 To: 01152010 Delivered On: 01/08/2010 Biller | Hembley, Harry g

ay | Item Name [ Heee | Payor [ ox [ Bit/Ea. | Exp.Ea. [ Cost/Ea. | PL/Ea. |=]
J33Te Agtna (1500) 263.0 93.66 8.02 099 0.00
0.00 0.00
0.00

10 Vancomycin 1gm
1 Catheter care (weekly) A4221  Astna (1500) 263.0 75.00 75.00
. 000 .00

.00

1 IV Pole SN:__ EOTT6 Aetna (1500) 263.0

Change Diagness Code:
Change Payor
Go To Payor getup

Gl 5oto Jrventory Ttem(s)

Update Pricing

Add Modifier [ Narrative to Item

@w Nen—Ei@ Patient Responsible Total:  $0.00

Update Pricing (F5) Erint (F7)

View Orders (F&) 255 ed Save & Close (F2)

Once all of the items are pulled onto the Delivery Ticket, it is printed and
transferred to the Delivery Ticket Confirmation File. This action gives the ticket a
number and makes it complete. When a Delivery Ticket is in the Confirmation File,
the user may still edit it (add items, change quantities, etcetera). The Confirmation
File is designed to be a holding area for tickets needing proof of delivery.

A Delivery Ticket may be printed without being sent to the Confirmation File. In
these cases, the ticket is not assigned a number and the word “Working” prints in
the upper left-hand corner where the number would normally print.

CPR+ allows the user to exchange a piece of equipment on a Delivery Ticket. The
exchange process allows for an item on the Delivery Ticket to be returned to stock
and another item of the same HCPC to be delivered instead.

Step Action
1 From the patient’s Delivery Tickets screen, select New Delivery Ticket.
2 Enter the From, To and Delivered On dates.
3 Click the Delivery Ticket Items tab and choose a “Current Order” from the
g;lr;int Order drop down menu—"New Order” or an existing HME/supply

One Click User Guide
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Creating an Exchange Ticket l

Step

Action

4

Choose the Pickup / Exchg (Ctrl+F9) button. (This is not available until a

current order is selected.)

o Create Delivery Ticket for Georgia Roberts * o B[z
Delvery Instructions  Service Dates | Delivery Ticket ltems | Shipping Informiation | Pre-invoice Review

From: To: Deliverad On: Current Order | {New Order} | - |

B P ay Unit Item Name HCPC  Assigned Order -
B=Billable F = Print on Ticket
Right-Click for Addilional Options

Select Bx Drug (F) || Pickup Exchg (cti+F) | =i | [ update Pricing (F5) Brink (FT)

1 IS >

Select Inveniory item (F9) || Delete tem (SnimFa) | View Orders (FB) | Save & Close (F2)

Select Exchange Item. A list of rental Equipment for the patient appears. Tag

the item(s) and click Save & Close (F2).

& Rental Equipment Dut to Francine Roberts -- Hit Spacebar to Select Items to Pick Up =
Select Serial Numbers When Confirming Pickup Ticket?
Pickup? Serial # OR Status Item Dispensed Stop RR? -
X 508148165 o Patlent Pump - Zevex Infinity Amb Enteral P 10/09/2008 Yes
| Tagitem (Spacevar) | | Lancel (Esc) | Save & Close (F2)

A list of items to pick for exchange appears. Highlight the item(s) to be

exchanged. (This may be done without selecting a

Check or uncheck the “Select a Serial Number at confirmatiorn’” box as

specific serial number.

needed.)
@ Find: o o=
Setect Exchange for: Pump - Zevex Infinity Amb Enteral P SH: 508148165
Hame SN Category LastPM  Hext PM
|Pump - Compat Enteral Pump 572875 Pumps OTANZ007T 1 OTHNZ008 1
Pump - Kangaroo Enteral Pump 224 59118194 Pumps 05/0472007 1. 05/04/2008 1
Pump - Kangaroo Enteral Pump 224 $9915152 Pumps 04/1372007 1,04/13/2008 1
Pump - Kangaroo Enteral Pump 324 T9124560 Pumps
Pump - Zevex Infinity Amb Enteral P 507087176 Infusion Pump B
Pump - Zevex Infinity Amb Enteral P 507083046 Infusion Pump
Pump - Zevex Infinity Amb Enteral P 507186150 Infusion Pump
Pump - Zevex Infinity Amb Enteral P 507267074 Infusion Pump 1011712008 1
Pump - Zevex Infinity Am® Enteral P 507267079 Infusion Pump 101772008 1
Pump - Zevex Infinity Amb Enteral P 508042013 Infusion Pump
Pump - Zevex Infinity Amb Enteral P 508042015 Infusion Pump
Pump - Zevex Infinity Amb Enteral P 508042020 Infusion Pump
Pump - Zevex Infinity Amg Enteral P 508042025 Infusion Pump
Pump - Zevex Infinity Amb Enteral P 508042028 Infusion Pump
Pump - Zevex Infinity Amb Enteral P 508042029 Infusion Pump
Salec! (Enler) | See Al llems (F10)
Contains (F6) [ Cancel (ESC)

7 Click Select (Enter).
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l Creating Pickup Tickets

Creating Pickup
Tickets

Step

Action

Save & Close. Therapy Type is required.

If a "New Order” was selected, the HME/Supply order screen appears. (All
items must be attached to an order.) Make any changes desired and click

& Add HME / Supply Order *
HME / Supply Order

= T

¢
£

7] Requires Authorizstion
Stat Order

Cancel (Esc)

Order Info Additional Info

Ordered Rem | Pump - Compat Enteral Pump w Referal Source  Southside, Fred s
HCPC B9002 Prescriber T Mcguire, MD w/
Quantity h Payor Astna ¥
Comments Diagnosis 1 AC DUODEMAL ULCER W PEF | 522.10 |7
OrdesDate | q0r16:2000 |7 Diagnosis 2 .

Start Date = Diagnosis 3 =

Stop Date b Diagnosis 4 &
Company Enteral o Awth # T B
Theraps Type | PUMP i Pending Documentation @

Order Complete
Recurring Supply

Save & Close (F2) @

Ticket Items tab. These items are assigned to the current order
automatically. The item to exchange is highlighted in green.

Both the item to deliver and the item to pickup now appear on the Delivery

4 Create Delivery Ticket for Francine Roberts * (=@
Delivery Instructions / Service Dates | Delivery Tickel ems | Shipping Information | Bre-invoice Revew
From: To: Delivered On: Current Order | {New Order} | - |
B P any Unit Item Hamie HCPC  Assigned Order -«
s 1 Each Pump - Kangaroo Enteral Pumip 324 SN TQ]ZJEBE‘ BS002 TWOCAL HN 125 n
s 1 Each Pump - Zevex Infinity Amb Enteral P SN 508148165 B9002  TWOCAL HN125¢1
B =Billable P =Print on Ticket
Right-Click for Additional Options
Salect Rx Drug (F3) Fickup | Exchg (Clrl+Fg) | Update Pricing (F5) Erint (F7)
Selectinventory item (F3) || Delete llem (Shit+F3) H View Orders (F6) Save & Close (F2)

10

Confirmation File.

Click the Print (F7) button to print the ticket and transfer it to the

Creating a Pickup Ticket can be reserved for the end of service for a patient. The
Pickup Ticket will return the items to Inventory with their Default Returned Status

One Click User Guide
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Creating Pickup Tickets l

assigned. CPR+ adds a Billing End Date to the Recurring Rental record when it is

confirmed.

Step

Action

1

From the Patient Menu select Delivery Tickets.

2

Click the New Pickup Ticket (F9) button. A list of rental equipment out to
the patient appears.

& Rental Equipment Out to: Francine Roberts -- Hit Spacebar to Select Bems to Pick Up @
Select Serial Numbers When Confirming Pickup Ticket?
Pickup? Senal# R Status Item Dispensed Stop RR? =
X 508148165 o Patient Pumip - Zevax Infinity Amb Enteral P 10/03/2008 Yes

Tag em (Spacebar) Cancel (Esch Save & Close (F2)

Click the Tag Item (Spacebar) button to select item(s). This may be done
without selecting a specific serial number. Check or uncheck the Select a Serial
Number at confirmation box as needed.

Click the Save & Close (F2) button when all items are selected.

Enter the Pickup Date. The Billing End Date defaults to the same date.

If supplies also need to be picked up, click the Pickup Ticket Items tab and
then Select Inventory Item (F9). A list of supplies out to the patient
appears. Highlight and press the spacebar on the items to select them.

e Retum Supplies =]
Return Supply ltems

Rewm? | Ttom Hame | ouanuty | Tickets ||
NG v ] Bags - Zever 1200 mi Enteral Bag 30,0000 25141
Mo |=|Zevex Backpack 1000mL 1.0000 20307
No = | Gauze - 2pk (2* ¥2°) Bply - 100 bx 100.0000 20307
No  |=|WPole 1.0000 20307
Ho = | zavex 1200 mi enteral bag 30.0000 20307
No  |=|Bio-Harard Bag (23x23) 5 Gal 1.0000 20307
No = | Alcohol - Hand Sanitizer Gel 1.0000 20307
Mo [=|Sminge - Cath Tip - G0mL 10.0000 20307

=l

Seledt (Space) Save & Exit (F2)

Click the Print (F7) button to print the ticket.

Answer “Y” to transfer the ticket to the Confirmation File

24
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chapter2  One-Click! Ready —To-Bill & One-
Click Billing

The delivery ticket and its associated order(s) are created and sent to the
confirmation file. At this point, all the items on the Delivery ticket are linked to a
completed order. The user may proceed to confirm and Batch Bill it with no
further data entry.
At the end of this course, the user will be able to:

e Confirm Delivery Tickets

¢ Understand the options and logic in place to split tickets

e Create Batch Invoices

¢ Create/Review an individual invoice

e Gain an understanding of the relationship between orders/delivery tickets
and billing.
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Confirming Delivery
Tickets

Figure 2-1)
Delivery Ticket
Confirmation File

Filtering Delivery
Tickets

Confirming Delivery Tickets l

Once a delivery has been made and the ticked signed, the delivery ticket is ready to
confirm. The delivery ticket can be confirmed from the Delivery Ticket
Confirmation Manager. This is accessed through the Managers drop-down or
Things To Do (3)>Delivery Ticket Confirmation (2)—or from the appropriate
place in one of the three Enterprise Lists: IV, HME, or SpRx.

e Delivery Ticket Confirmatian File * [E=E ol ==
é‘__’j; Delivery Ticket Confirmation File Count: 89
Date From T X From T T T Payor )
Date Del ¥ X From ¥ To ¥ Driver ¥ X Method vy
Date Ship ¥ X From ¥ T ¥ Therapy X Appiy Filter
Tag LastMame FirstMame DT# From Delivered Rx Type Ship Meth. Driver Ship Date Payor
Wendell 25192 021272009 021202009 Linemait ANTHEM E
Walls 25239 021372009 021 08| Misc Taxas Medicaid -PDF

WALKER

0 B FedEx Louisiana Medicaid
2009 ATB FadEx i

WALKER 23929 01 Louisian;

WALKER  JESSICA 2318 2008 Linemait FedEx Louisiana Medical
WALKER  JESSICA 22768 12 2008 ATB FadEx Louisiana Medicaid
WALKER  JESSICA 2409 01 2008 ATB Driver Louisiana Medicaid

Tucker william
TREVIR BOB
Thompson  Michelle

25211 02 02
25190 01/28/2009 0172812009 HYDRA  FedEx
25196 02132009 021372009 ATB

United Hearhcare
Texas Blue Cross Bl
Healthspring

Confirm Ticket (Enter) Batch Confirm (Alt+F5) Tag To Batch [Spacebar)

Wiew Ticket (F3) Fing Ticket (F&) Print (F7) Split Ticked (Cir+-F8) D#lete (Shin+Fa3)

View Patient Menu (F4) || View Demographics (F5) Wiew Shipping (F8) Biler/Collector (Al+F8) Save & Close (F2)

The user can manually view and confirm each delivery ticket from here or can
choose to batch confirm. Either way, sorting and filtering options may be helpful.

Unconfirmed Delivery Tickets can be sorted here by Date Range, Payor, Driver,
Therapy, Shipping Method, or any combination of these fields. Click on these
column names to sort by a column.

The delivery tickets may also be filtered to show only those meeting certain
criteria. The following filter options appear at the top of the Delivery Ticket
Confirmation File window:

o Date From/To: Creation date range.
e Date Del: Delivery Date range.
e Ship Date: Ship Date.

e Payor: Click the blue arrow and press the spacebar to tag one or more
payors. Click Continue.

e Driver: The Driver list can also be sorted by one or multiple drivers in your
system. Click on the blue arrow to the right of the Driverfield to view a list
of all employees designated in Employee Setup as a driver. Select one or
multiple names pressing the <Spacebar>.

e Therapy: The Therapy Type button works in a similar manner. Use it to
select one or multiple types of therapy provided to the patient.

¢ Method: The Method button refers to the Shipping Method for a delivery.
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l Confirming Delivery Tickets

DT Confirmation
File Functions

Splitting Delivery
Tickets
Automatically

After entering criteria, click the Apply Filter button to apply your selection(s) to

the list.

Confirm a Delivery Ticket or a Pickup Ticket by clicking the Confirm Ticket
(Enter) button or the Batch Confirm (Alt+F5) button. If the associated
Insurance Company is set for auto-splitting a Delivery Ticket, this occurs
when the ticket in the list is confirmed.

Batch confirming: Tag each DT by pressing the spacebar (an X appears in
the selected DT’s Tag column). When all the DTS are tagged, click Batch
Confirm (Alt + F5).

View or edit a Delivery or Pickup Ticket by clicking the View Ticket (F3)
button. The user has the opportunity to change quantities, add /delete
items, and even edit payors, and Diagnosis codes per line item here.

From the Delivery Ticket, the user can right-click on an item to view/edit
the order as well. Select View Assigned Order(s) from the right-click
menu.

Locate a specific Delivery or Pickup Ticket by clicking the Find Ticket (F6)
button. Enter a ticket number in the Find Delivery Ticket field and click
the Search (F2) button. If the ticket is found, CPR+ will jump to that spot in
the list and highlight the ticket. This feature can be used when there are
many tickets waiting to be confirmed.

Filter the list of tickets by collector by clicking the Biller/Collector (Alt+F8)
button. From the list of billers, select one and click the Select (Enter)
button. CPR+ filters the list and shows only those tickets waiting to be
confirmed for the selected biller.

Manually split items from a Delivery Ticket by clicking the Split Ticket
(Ctrl+F8) button. (There is auto-splitting logic in place as well.)

Delete a ticket by clicking the Delete (Shift+F9) button. The user is
prompted to verify if the selected ticket is the one to delete. Click the Yes
button will delete the ticket and remove it from the list.

Print the Unconfirmed Delivery Tickets report by clicking the Print (F7)
button.

Delivery tickets are split at confirmation. Each payor can be set up to split the
delivery ticket based on the following logic under the payor setup (Setup Option #

18):

Split each Rx Drug: Each individual prescription is split and is added to its
own ticket.

Split All Rx Drugs: All Rx drugs remain together on one ticket but
supplies are split onto another ticket.

One Click User Guide
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Confirming Delivery Tickets l

e Split Each Rx Ingredients: Each ingredient in a compounded drug is split
onto its own ticket

e Do Not Split Tickets: Splitting does not occur based on RX/ingredient.

Figure 2-2) @ Add/ Modify an Insurance Company: Advantage * [E=SliC]
Insurance Cor_np_any General / Billing Info | 1500 Options (F4) | Notes (F3) | Setup Options (F5) | At Billing Addresses L TR
Setup: DT Splitting
Advantage @
1-10] 1120 [2130 [ 310

11. Use Special Codes In Box 24D, HCPC Fiela?
12. Print Provider Address and Box 2-3 on 30-1

13. Print Time When Billing Mursing Visits v
14. Remove Invoice #Payor From Right Hand Corner On HCFA 1500 v
15. Use Daily Rental Price On DT? v
16, Use Medicare Modifiers on Recurring Rentals? d
17. Create Billing Follow Up Note With Due Date in # Days os
18. Auto Split Delivery Tickets When Confirmed? MY (Do Mot Spiit Tickets)
19. This Payor Requires Authorizations Byfem *
20. Collapse Like tems Never v
Help (F1) Bricing (F&) Electronic Setup (F8) Delete Company (F8) Save & Close (F2)

CPR+ still adheres to those setup options per payor and by other standards.
However, since we have more information carried along from the order entry/
delivery ticket creation process, the Delivery Tickets are now split according to like
information as well.

The splitting of tickets occurs according to the logic below:

1) Patient Responsibility: If Patient Responsibility is turned on (Program
Options #21 /22), and the payor on the order does not cover the item,
CPR+ will change the payor to a secondary or to the patient if there is no
secondary payor. The new payor’s pricing will be used for that line item.

2) Recurring Rentals

3) Pickup Items

4) “Split by order / like information”

5) Rx's based on the insurance company option

6) Content Billing

Like Information Like information means that all of the following must be the same to remain on the
same ticket:

e Payor
e Company
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l Ready-To-Bill Orders

e Prescriber

e Therapy Type --of the primary order if an ancillary order is linked to a
primary order

e Diagnosis Code(s)

If items have the same payor, company, therapy type, prescriber, and diagnosis
code(s), they remain on the same ticket. If any of these differ, the item(s) are split
onto a new ticket. Remember that the item inherits much of this information from
the associated order. There may be multiple orders created or pulled onto a single
DT and therefore multiple orders associated with line items on the same DT.

Ready-To-Bill After a ticket is confirmed and possibly split, the next step is invoice creation from

Orders the Ready-To-Bill Orders Manager. This is accessed through the Managers drop-
down menu, Billing/Financial (5)> Ready-To-Bill Orders (3) —or from the
corresponding option in the Enterprise Lists. Invoices may be individually viewed/
created or created in batches.

Figure 2-3) & "Ready-To-Bill" Orders =Sl < |
Ready-To-Blll-Orders g Iwoile (2 Tickets) “Ready-To-Bill" Orders Count: B04
Date From | This Week T X From | 10182008 |7 To|10m42008|T  Payor |Texas Bue Cross Blue Shield | United)| T %
Diata To T X From ¥ To ¥ Sialus ¥ X Therapy b 1
Confirmed ¥ X From T To T Biller T X | Appey Filter
Status Last Name First MName Mo From To Confirmed Therapy Type Payor

Ready ‘White Jansat 24970 02072000  02M42000 020972009 |PAIN Miller County Hospic

Ready  WHATLEY FRANK 24955 02007/2009 02152000  0208/2000 |ATE Texas Blue Cross Bl

DEDU WHATLEY FRANK 24550 01312009 02062009 013072000 ATE Texas Blue Cross Bl

DEDU  WHATLEY FRANK 2431801262009 01/30:2009 0172172000 AT Texas Blue Cross Bl

DEDU  WHATLEY FRANK 24134 01182008 01252008 01182008 |ATE Texas Blue Cross Bi

DEDU  WHATLEY FRANK 23819 01/08/2009 | 01/18/2009 | 01/08/2009 ATB Texas Blue Cross Bl

DEDU WHATLEY FRANE 23581 123002008 O010E2009 01082000 ATE Texas Blue Cross Bl

DEDU  WHATLEY FRANK 23364 12730/2008 010B2009 12/31/2008 |ATB Texas Blue Cross Bl
Ready  Wesley Sara 24566/01/30/2000 020172000 0200372000 | Steroid UNITED HEALTHCAS ~

1 '

| Create Invoice (F9) View Ticket (F3) || Create Invoice Batch (F8)
Fina Ticket F6) || Print (F7) Split Ticket (C1+F8) || Cnange Status (At+F10) || view Status isninFa) |
View Palient benu (F4) || View Account (F5) Uncanfirm {Space bar) Delete (Shin+F3) Close (F2/Esch |
Filtering RTB This manager supports sorting by: Status, Patient, DT No., Dates, Therapy Type,
Orders and Payor. Click on a column name to sort by a column. Like the Delivery Ticket

Confirmation Manager, the user can filter by selected criteria as well:
e Date From (From/To): Refers to the Date in the “From” field on the DT.
e Date To (From/To): Refers to the “To” field on the DT.
e Confirmed: Confirmed date of the DT.

e Payor: Click the blue arrow and press the spacebar to tag one or more
payors. Click Continue.
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Individual Invoice Creation l

e Status: Delivery Ticket Status: Hold, Auth, Ready, or a user-defined status.
Select one or multiple by tagging with the spacebar and clicking Continue
(F2).

e Therapy: This filter option allows the user to filter on the Therapy Type
designated on the Delivery Ticket.

e Biller: Select one or multiple Billers. Click on the blue drop down arrow to
the right of the Biller field to view a list of all employees designated in
Employee Setup as a Biller. Select one or multiple names using the spacebar
to tag or un-tag choices.

After entering criteria, click the Apply Filter button to apply your selection(s) to

the list.
Ready-To-Bill Here is where the effects of One-Click become clear. Because the DT is linked to an
Orders & Invoice order, CPR+ already knows the information needed to complete the billing
Creation process. There is no more prompting for the company and the payor!
Individual Invoice Below are the steps to create an individual invoice in the One-Click world:
Creation
Step Action

1 Click on the selected invoice in the Ready-To-Bill Orders manager.

2 Click Create Invoice (F9). When billing a non-Medicare payor on a patient
who has an active Medicare payor, CPR+ prompts the user to bill Medicare
for denial. Select Yes to bill Medicare or NO to bill the original payor.

3 The invoice appears immediately without prompts for the company or payor.

The type of invoice is determined by the invoice type assigned to the payor.

4} CM5 1500 Claim Form - Advantage * ==

Patient Info | Insureds Info | Addl Info || Electronic Info | Diagnosis / CMM
Patient Information Inv. #: 53548-1
1. Insurance Type Medicarg Wedicaid | |Champug | Champva [ Group Health Plan | FECA BlkLung || Other |~ |Local

1aDe 11111111 3PsDOB | 02M6M954 T Sex Male Femals 7

2 Patients Name | BARNS. SHIRLEY 6. Patient Relationship to Insured

5, Address RR 3 DOX 554 Self ¥ Spouse Child Other
City, State TULSA b oK v B Patient Status  Single Married Other [
Zip Code 77T Telephone | 222-272-2222 Empioyed T FT Student | PT Student

Other Insured's Information
Crossover Payor =
9 Nama 10. Patiants Condition Related lo:
9a. Policy | Group # a_ Employment (Current of Previous) Yes No &
90. DOB Sex M F b. Auto Accident Yes Mo [
9c. Employer Hame c. Other Accident Yas Mo [

94 Plan Name 10d. Reserved for Local Use

Help (F1) Line ltems (F4) FErint (F7} Save & Close (F2)
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l Individual Invoice Creation

Step

Action

Review/edit information on all the tabs if desired. The CMN information has

been added to the Diagnosis tab.

o CM5 1500 Claim Form - Advantage *

Eabentinfo | Insureds info | Addinfo | Electronicinfp | Diagnosis | CMN

==

Help (F1)

Diagnosis
1 CELLULITIS, TOE NOS T se110
2 v
3 v
4 v

CMM Diagnosis (F5)

CMN
Require CMN T
CMN Type v
SIGNED Certification on File bt
|[ Line hems (F4) | Print (F7) Save & Close (F2)

Click Line Items (F4) to add lines to the invoice. All confirmed, unbilled
delivery ticket items that match any filters applied to the RTB Manager
appear. For example, if the therapy type ATB is applied as a filter, only ATB

items appear.

& Line Rtems For Invoice 53548-1 = B[]
From To  PL_HCPC  Modifier  Dx $Charges DU Expected RevCat Description of Charges

01/21/2009) 01/29/2009 12 58502 2 9900 100 39.00 FOM  Per Diem Antiblotics Q&8H 2

0172112008 017292009 12 11642 2 318,00 300000 31600 WS Heparin 100 UnitsimL 510 B30 Lol

01/21/2009 01/29/2009 12 A4216 2 539.00 10000 538.00 VS 0.9% NACL 10mL Flush B100 Lot

01/2112009 012902000 12 A4221 2 T6.50 600 7650 NS Dressing Change Kit w/ Chloroprag

01/21/2008 01/29/2009 12 T1999 2 3030 600 3030NVS  |Unrasite Vahe

01/21/2009 0129/2009 12 A4927 2 0.40 1.00 0.40 VS Gloves Powder Free Latex - Mediun =

Confirmed, Unbilled Delivery Ticket ltems:

D.T.# X=Ball Start Stopr—Ftrer aprjype Iltem Name Qty Price/fa  Ext Price -
24295 01212009 01202008 ATB | Eclipse 250mL 175 mLmw 26,0000 3641 04666
24205 X 01212009 01292009 ATB Per Diem Anlibiatics Q8H 1.0000 99.00 9900 =
24295 X Q1RA2009 0112072009 ATB Heparin 100 Unitsiml 510 B30 Lot# 1€ 60.0000 530  318.00
24205 X 01212009 01292009 ATE 0.9% NACL 10mL Flush B100 Lot#: 250  100.0000 539 530.00
24208 X 0121720098 01/29/2009 ATB Dressing Change Kit wi Chloroprep 6.0000 1275 T6.50
24205 X 0N212009 01292009 ATE Ultrasite Vahe £.0000 505 30.30
24295 X 01212009 01202009 ATE Gloves Powder Free Latex - Medium 1.0000 0.40 0.40
24205 X 0N212009 01292009 ATB Ext Set- 14" wiSmarisite £.0000 550 3300
24295 X 0112008 0 ATB Alcohol - Hand Sanitizer Gel 1.0000 324 124 -

| 1
| Help (F1) | Payornotes 73 ][ copy DT charges F4) || Erevious charges F8) || new Line tem Fg)
| |nventory Charge (F10) H Ing. erification (4ll+F5) || CHIN Charges (Cli+F5) || Clinician Visits (At-F8) Close (F2/Esc)

All billable items copy automatically to the invoice (top grid). If necessary,
additional items may be added from Inventory charges, Insurance
Verification, CMN charges, Clinician Visits and/or from Previous Charges.
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Step

Action

7

Click Close (F2/Esc). A list of Delivery tickets for the patient appears. Any
delivery ticket that had line items copied default to a status of assigned
(“Yes" in the Assign?column). Use the spacebar to unsaying a DT. Click Save
& Close (F2) to continue.

& Delivery Tickets Assigned to Invoice & 53548 =

Assign?  Tickel® Tolnv. #
Yas 24205 53548 9 01/23/2009 12 ATB
Yes 24513 53548 01/28/2009 10: ATE
Yas 24763 53548 5 020472009 12 ATB
Yes 25133 53548 021472000 12:02/21/2009 120 021272009  02M1/2009 03: ATE

Confirmed  RxType -

Hit the Spacebar to Assign Delivery Tickets to the Current Invoice

Heip (F1) Assign DT (Spacebar) Aiew Ticket (F3) Save & Close (F2)

Print (F7) the Invoice and change the default printing options as necessary
(batch print, # of copies, itemized list). Click Save & Close (F2).

& Report Options ==

Enter The Following Information
Would You Like to Balch Print? fies} @ Mo
How Many Copies Would You Like to Print?

Would You Like to Print an Remizad List? Yas @ Mo

Cancel (Esc) Save & Close (F2)

Invoice Batch A simpler more efficient way of creating invoices is through the batch billing

Creation process. The user can create an invoice batch based on any filter applied to the
Ready-To-Bill Orders Manager. Then the user is truly a few clicks away from
completing the entire billing process without entering in any additional information.

Step

Action

1

Apply any filters as needed. Be sure to click Apply filter after all choices are
entered.

Click Create Invoice Batch (F8). A confirmation message appears.

Batch Claims léj

This process will create claims for all "Ready” tickets
" based on the currently selected filters.

Would you like to continue?
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l Individual Invoice Creation

Step Action
3 Click Yes to create invoices in the current list that have a status of “Ready.”
4 The invoice batch or batches are created based on invoice type. If the payor

is set up to "Combine Like Orders when Batch Billing,” orders may be
combined. The payor, company, therapy type, prescriber and diagnosis
code(s) must be the same to be considered “like.”

.I‘—-

27, Combine Likz Orders when Batch Biling? V|

& Add / Modify an Insurance Company: Astna

Genaral / Billing knfa | 1500 Options (F4) | Motes (F3) | Setup Options (F5) | AlL Billing Addrasses

1-10 | 11-20 | i21-30 | 31+

21. Split Line hems Thal Span Months?
22,15 Signad Document Required Prior 1o Billing? ¥
23. Send Payor Address

25. Point Of Sale Percentage Coverage
Ihis A Supplementar Pavor?

Aetna

24, Number of Days from DOS for Timely Filing (Leave Blank for hiA)

Insurance Company Inactive

==

wi

Ericing (FG)

Electronic Setup (Fa) Delete Company (F3)

Save & Close (F2)

Figure 2-4)

The user can access the invoice batches by clicking the hyperlink just below the
“Ready-To-Bill” Delivery Tickets window's title bar or from Billing/Financial
(5)>Batch Processes (2)> Process Batch Invoices (4). This displays the
Pending Invoices batch window where the user can print batches.

) ) 4 Pending Invoice Batches == o]

Pending Invoice Show Posted Balches|

Batches Batch # Created By Created On Batch Status Batch Type
5 SUPERVISOR, CPR+ 101212009 PENDING  Electronic Medical
6 SUPERMISOR, CPR+ 11972008 PEMDING  UB-D4
T SUPERVISOR, CPR+ 10V19/2009 \PEMDING | CMS 1500
B SUPERMISOR, CPR+ 11972008 PEMDING  UB-D4
View / EGil (Enter) ” Print {F7) Exit (F2/ E&c)
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Step

Action

Highlight a batch and click View/Enter. All pending items in the batch are
displayed. As a pending invoice is highlighted in the top of the grids, line
items for that invoice are displayed below in the Line Items grid.

Edit Line Items (F5)

12/04/2008 01042009 B4100  SImplyThick Oral Gel - Packet

120412008 01/04/2009 AG234  DuoDerm- Extra Thin- (3137
12/04/2008 01042009
12/04/2008 01/04/2000 B403S Zevex 500mL Enteral Pump Bag
12/04/2008 01042009

Tegaderm 2 18" X 234

Feeding - 6FrCh x 36" (Ped-Tube)

Create Invoices (Cirl+F8)

2
2
2
2
2
2

151.20.0000 151.20 ENT

4 Batch # 14 Created By SUPERVISOR, CPRe [Pending) [F=mEc |
Pending Invoices
Ticket # Last Name First Name Payor From To Amit Billed Amt Expected -
22427 Tavers Kayla Parkland - KigsFirst 12004/2008 01/04/2009 1413.21 1323.21
23586 Tavers Kayla Parkdand - KidsFirst 0106/2009 | 02/05/2009 1417.80 1327.89|%
24562 Hemandez Martin Parkland - KidsFirst 02/04/2009 |02/05/2009 386.78 B4 44
24812 Duke Robert Parkdand - KidsFirst 01/30/2009 | 02/05/2009 2954.03 295403
24620 McKienzie Cal Parkand - KidsFirst 013012009 | 02105/2009 1838.71 1786.08
24751 Hemandez Martin Parkland - KidsFirst 02/06/2009 0211212009 T53.24 74496
24858 Edwards Mary OPTUM HEALTH 02/05/2009 |03/05/2009 232714 232714 -
Remove From Batch (F&) | Edit Invoice (Shift+F4) ‘iew Delivery Ticket (F3)

Line ltems

Start Stop HCPC Description of Charges Dx $ Charges DU Expected Rewv Cal Codumn K
12/04/2008 01/04/2009 B4158 Partagen Powder - 454G Can 821.16 0000 B21.16 ENT O00ET-0387-01

20.85.0000 20.85 VS

0.00.0000 0.00 WS
420.00.0000 330.00 ENT
0.00.0000 0.00 ENT
Save & Close (F2)

20513-0010-01

The user can remove a pending invoice from the batch, edit the pending
invoice, view the ticket, and edit line items before creating the actual

invoices.

Click Create Invoices (Ctrl + F8) to generate the invoices.
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