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- MBA Main Module Menu

To enter any of the seven main modules, simply click on
the desired module. You may also use keyboard short-

Exit |
cuts on this main screen and throughout MBA. Hold
down the ALT key and then the letter that is underlined. MBA Hext P:
For example, to enter the Patient Module, you may click where would you like to go? |
on the Patient button with your mouse or use the key-
board shortcut ALT - P. Review would be ALT - W and
so on. Look for the underlined letter and then use that @

letter combined with the ALT key to quickly navigate

through MBA using just your keyboard. Batients Review
If you know that patient ID number you may use the é ﬁﬁ
Next Pt box by typing in the number and then clicking

on the desire module. This shortcut will allow you to erioes Biling

bypass the patient search form which is available for the
Patient, Review, Charges, and Adjustments modules.

The Billing Module will be added to this document or to @

a system administrator or billing manual as well as de- Adjustrnerts
tails on the Top MBA menu including maintenance, re-
ports, utilities and program options. The Report Man-
ager Manual is also available in another document. This
manual can be accessed at:

Repork Manager

http://www.tsma.com/portal/downloads/ReportManagerModuleManual.pdf

Patient Search Form

MEBA Yersion 4.9.06 - Patient Lookup
File Help

Recently Accessed: | MEDFORD, STEPHEM - 7571 4 x|
Cancel |

&dd

Last Mame:

Firsk Manie:

Middle Mame:
OR

Patient Mumber: |?5?1

OR

Social Security Mo,
OR

Phone Mumber :
OR

I—
|—
Birth Date: I—
|—
I—

oR

Chart Mumber;
OR

Superbill Ctrl Mo,



http://www.tsma.com/portal/downloads/reportmanagermodulemanual.pdf�

MBA Yersion 4.9.06 - Patient Lookup
Eile Help

Chart Murnbet ;
OR

Superbill Ctrl Ko,

Recently Accessed: I j oK I
Last Mame: I Cancel |
First Mame: I
Middle Marne: I et
OR
Batient humber: ||
OB
Sacial Security Mo, I
oR
Phone Mumnber: I
OB
Birth Date: I
OB

.0 MBA Add Patient Info

Patients

After entering the Patient’s Module of MBA you
come to a patient search form. The top drop
down item ‘Recently Accessed’ will give you the
option to choose from the last 20 accessed pa-
tients listed in order. If you have nothing in any
of the fields when OK is pressed it will bring up a
list of all the patients in the system. By entering
information in 1 or more of the name fields you
can pull up a list of all patients. For example all
patients with last name starting with *"MED", all
patients with first name “JANE", or all patients
with first name starting with “J” and last name
with "SMI"”. You can also enter patient number,
social security number, phone number, birth
date, chart number or superbill encounter num-
ber.

New Patient

File Maodules Utilikies  Help

Patient #: Title: First Name Middle Name Last Mame Gengration Mext Pt Save
I?EES I j I I I I j Lancel
S5 I Chart #: I Birth Date: I J Age: I Print Chart
Label
1.General I 2Billing ] 3lnsurance/Emplayer I 4 Fanily I 5.0ther Info I
Frint Patient

— Contact |nfo: — Mailing Addr I case of Emergenoy, ——————————————— R egistration |

Home Phone: Address Line 1 I Conkact: I - -

Frint Bouting

Mabile Phane: Address Line 2: I Phone Mumber: I Slip

Pager: City, State Zip: I j I Relationship: I

Ei Fhaone: County/Parish:

Hsness Thens EIRIRGEL | Patient Alert (M) 7: [ Mo
Faxi Email Address: I
Other Phone:
— Physical Address [if different frarm Mailng)

S I vl Address Line 1 I

Race! I Unreported/Unknown vl Address Line 2: I

Marital Status: I Unknawn 'l City, State Zip: I jl

Patient Type: Iﬁ CountyParish: I

-
_dd | _Edit | Type o | 5
Date of Death: I J feaene

1. General

Enter the patient’'s Name, SSN, Chart #, Birth Date, Contact Info, Address and other demographic infor-
mation including Sex, Race, Marital Status, Patient Type, and Date of Death when applicable. There are
also fields to enter the patient's Emergency contact information and a Patient Alert that will noticeable in

other modules also.

The Patient Alert checkbox opens a user defined field in which all pertinent information regarding this patient
may be entered and highlighted in red. This field can be viewed in the patient’s account under the following
modules: Review, Charges, Adjustments, and Scheduling. The alert will also print on the 2nd page of the rout-
ing slip (if the 2nd page is set to print under program options).

You can exit this screen by clicking Save or Cancel. If you click Save, you will be notified if there are required

fields that must be entered prior to saving. One such figd is found in Tab 2. Billing ‘Primary Doctor".
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New Patient
File Modules Utilities Help

Patient #: Title First: Marme Middle Mamne Lask Mame Generation Nest Pt S ave

I?SBEI I j I I I I j I— LCancel
S5 I Chart #: I Birth Date: I J Age: I Print Chart
) Label
1.General |i2 I SInzurances/Employer ] A.Family ] B.0ther Info ]
) Print Patient |
" i~ Privacy Info L=l
Primary Dockor: f | Fiegistration
v j fatd | [ Standard F\eleasel J
Referring Doctor: j Add | Edit | of Infa Signed Fiiet Fioutig
q q Sli |
Prim Care Dr: I j Privacy Alert (YN 70 [ Mo p
Eilling Cycle: 30 Days vl
Bad Debt/Collections (M) I~ Mo

Suppress OverDue Motifications (M) [ Mo

Suppress Interest Charges (M) [~ No
Criver's License: I State: I j
Billing Comments: ;I

Print Chart Label: This button prints a chart label for this patient.

Print Patient Registration: This button prints a demographics sheet.

Print Routing Slip: This button prints a routing slip listing this specific patient’'s demographics at the top.
2. Billing

Select the Primary Doctor, Referring Doctor and Primary Care Doctor from the drop down lists. You may use the
Add or Edit buttons to add or change the primary doctor or referring doctor’s information. Once Primary Doctor is en-
tered you may save patient record and go back in at a later time to enter more information or continue setting up the
account.

Select the Billing Cycle from the drop down list.

Bad Debt/Collections can be selected for a patient for future MBA reports and optional Collections Module.
Suppress Overdue Notifications: Check to keep these notifications from being printed on the patient’s statement.
Suppress Interest Charges: Check this box to keep interest from being applied to this patient’s bill.

If available, add the patient’s Driver’s License number and State from the drop down list.

The Billing Comment's field may be used to enter specific information about how this patient’ s billing should be handled.
This comment field can also be viewed in the review module. NOTE: This field will print on the superbill on both
page 1 and 2. Any sensitive information should be entered in the patient alert field in tab 1 unless Sup-
press billing comments is selected from Program Options.

Privacy Info: Enter the date the standard release was signed or use the calendar button to select the date.

Privacy Alert: Check yes if the patient’s account should be flagged with a privacy alert. This will highlight the privacy
tab red and open the privacy comments box for comments to be entered relating to patient privacy.

This alert will also show in the scheduler appointment information form, and the review comments tab 3. At this point
you are able to save or go on to the next tab 3 that includes responsible party and insurance setup.
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Patient Information: 7571 - STEPHEN MEDFORD
File Modules Utiities Help
Patient #: Title: First Mame: Middle Mame Last Mame: Generation

Mest Pt Save
[7571 [Mr =] [STEPHEN [widi?NE |MEDFORD v~ | T o |
Lancel
Sshi: [123-45-6769 chart #: [548792 Birth Date: [01,/01/1367 J Age: 40 Print Chart |
Label
1.General ] 2 Billing ] 3 Insurance/Employer I 4 Family ] 5.Other Infa ]
R . Frint Patient
Responsible Parties: Registration
Resp Paty CD Description Defaul RP i F'fiﬂtSEIDUlinQ |
" I
‘wiorkmen's Comnp 555 Yes Ll
MEDFORD. STEPHEN No x|  Delete
Patient Insurance Plans:
Inzsurance Co, |Type |Gr0up nlID # |City |5t |Zip | Eff Datel  Term DatelDescriEtiDn |Ma Add
Edit
Delete
< | i
r— Emplayment Infa
Employer: ISouthem Spstem Sales-1 | _Add | Edt | Contact Mame: |Phnip Medford
Employer's Phone Mumber: |[5D4] BO5-E957 Contack Phone Mumber: |[504] B05-6300
Employment Status: I Employed Full-Time j Additional Information: IEmponaed 20 years

3. Insurance/Employer

Responsible Parties: Responsible Party CD 1 for Self will default as the saved responsible party. You may edit this
record by clicking the Edit button or add additional responsible parties is applicable. This ensures that there is a finan-
cially responsible party, whether that be the patient, a legal representative or a guardian. To begin, click Add or Edit.

Select the responsible
File Utiities Help
party CD from the

‘Responsible Party’ list on This patient is responsible for the payment of his account. -
the left. Cancel
- Rrespansible Party ——————— Responsible Patient #: l?‘E?"I— -
1: This Patient Defaulk Resp Party (YN} 7: [ Yes
" Anather Patient
2: Another Patient " A Fesponsible Party Uninsured (/M7 [~ Mo
3:A Responsible Party A Institution Descr-iptic-r.u: |SELF
i Warkmen's Comp Relationship: I
4: An Institution Fee Schedule: | STANDARD FEES =l
Statement Options: IAfler all insurances respand j
5: Workmen’s Comp
Marne: ISTEF'HEN MEDFORD
This Patient Resp Party Address Line 1: [1000 Dove Arvere
CD 1 will be set as the Address Line 2: I
Default Resp Party as City, State Zip: IMederd INJ jlmgw

indicated by the Yes Phane Murnber: I—

check mark box. This can
be changed if another
Resp Party is added and

REMEMBER!!
made the default. If the
address was entered on None of the information entered into the patient account
the first tab, it will be fields is saved until you click ‘save’. Exiting this module by
added when the record is clicking ‘cancel’, will do just that. It will cancel the creation
saved. of this new patient account.
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3. Insurance/Employer (continued)
Responsible Parties:

This Patient: The Responsible Patient # will default to this new MBA account number. Click yes to make this the default
responsible party. Check the box if the patient is uninsured otherwise leave it blank. In the description field and relation-
ship field you may enter the patient’s name or SELF. Select the appropriate fee schedule to apply to this patient’s billing.
And also select the frequency with which the patient should receive a statement. The demographic info at the bottom
will default to information entered in tabs 1 and 2.

Another Patient: Enter the responsible patient’s MBA account number. Click yes to make this the default responsible
party. Check the box if the patient is uninsured otherwise leave it blank. In the description field and relationship field you
may enter the responsible party’s name. Select the appropriate fee schedule to apply to this patient’s billing. And also
select the frequency with which the patient should receive a statement. Enter the demographic info at the bottom that
applies to the responsible party.

A Responsible Party, An Institution, Workmen’s Comp: Click yes to make this the default responsible party. Check
the box if the patient is uninsured otherwise leave it blank. In the description field and relationship field you may enter
the responsible party’s name. Select the appropriate fee schedule to apply to this patient’s billing. And also select the fre-
quency with which the patient should receive a statement. Enter the demographic info at the bottom that applies to the
responsible party.

Click Save. Another responsible party may be added by clicking Add or you may edit the existing responsible parties by
clicking edit. To permanently delete a responsible party click Delete. If the responsible party has been linked to a charge,
MBA will not allow you to delete that responsible party.

Employment Info Employers |
File Help

Enter the patient’s employer information

as well as other contact info into the Hame: [Southem System Sales oK
appropriate fields. Address 1: |1DDD West Ezplanade Avenue Cancel |

Address 2 {Suite 1001

Select employment status from the drop City, State Zip [Kerve [+ =] [fooss

down list. Phane: IW

A contact name may be entered if there Contact # Phone: — [Phiip Medrord (5041 505-6300

is a specific point of contact at the pa- =k [504) 5056301

tient’s place of employment. Any addi- Comments: dded Workman's Comp Resp Party for 8407 - <

tional information may be entered in the 12707 charges

‘Additional Information’ field at the bot-

tom. =l

After initially saving the patient’s ac- Created by:  MMSKWM Created: 11/28/2007 1:51:31 PM
count, all information can be updated or Modified by: MMSKWM Modified: 11/28/2007 1:51:31 PM
edited at any time with the exception of

things linked to charges or payments.
= Employrment Info

Employer: I Southern System Sales-1 j Add | Edit I Contack Mame: IF'hiIip Medford

Emnployer's Phone Mumber: W Contack Phone Murnber: |[5|:|4] R05-5300

Employment Status: I Employed Full-Time j Additional Information: IEmpIDyeed 20 years
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4., Famlly 1 General I 2 Billing I A Inzurance/Employer Ii I 5 Other Info I
Enter the patient’s mother Mather Eather Family Members:
. . . _ ==
and father’s information in Mame: I Head Of HouseHold Laszt Mame Firzt I ame

i ! MEDFORD STEPHEM
the blanks provided. Employers | [
Enter the name of the pa- work Fhone: | |
tient’s spouse in the space DL #: | |
provided. Home Phone: I I
. . SN
Add Family Members: This ! ! Kl | 8
function allows the user to
; H i f 5 g I
add family members with e B SpakEe &dd Family Members Set az Head of Househald
MBA accounts to be linked Bemaove Family Members Erint

with this patient’s account.

Head of the Household: This function allows the user to set a different family member with an MBA account as the head of
the household. This function may be used when there are multiple patients of the same provider that would like only one bill
sent to the head of the household.

Remove Family Members: This function allows the user to remove family members from the list.

For example the patient you are currently entering is a minor and this patient’s mother and grandmother are both patient’s of
the same provider. While the mother is the patient’s technical guardian, all bills should be consolidated and sent to the grand-
mother. In this case, you would add the mother and grandmother as family members and then set the grandmother as the
head of the household.

1. General ] 2 Billng ] 2 Inzurance/E mplayer ] A Family ]ﬂ_[llher Inful

— General Comments — Allergies
= =4
— Curmrent Medications — Drug Reactions
Created by: MMSS5MM Created: 11/1552007 3:37-19 PM
Modified by: MMSKWM Modified: 11/28/2007 1:40:56 PM

5. Other Info

These fields are used for entering information related to the patient’s account and treatment. These user defined fields in-
clude General Comments, Allergies, Current Medications, and Drug Reactions. These fields may also be viewed from tab 3 in
the review module.

At the bottom of Tab 5 the user who first created this account7and the user that last modified the account is listed with dates
and times.
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Patient Information: 7571 - STEPHEN MEDFORD

File Modules LUtilties Help

Patient #: Tikle: First MName Middle: Name Last Marne Gengration
|7571 [ x| [STEPHEN | |MEDFORD | =l

Hext Pt: Save

LCancel
S5 I Chart #: I Eirth Date: I J Age: I Er |
Label

1.General I 2Billing ]Q.Insulance}Emplo_velI 4 Faily I 5.0ther Info I

. " Frint Patient
Responsible Parties: Registation |
Resp Paity CD Default RF i Frint Bouting

Edi Sl

Mo ;I Delete

Description
MELFORD, STEPHEN
Patient Insurance Plans:

Insurance Co. |T_upe |I3mu #|ID # |E|t_u |E\t IQE | Eff Date|l Term Date| Description | kal Add
Aetna HMO |F'\ |4534543 235434534 |EI Paso ‘T><|?SSSB- | 1/2007 SELF o =
Edi

Delete

< | ia|
— Employment Info
Employer: I j Add | Edit | Conkact Mame: I
Employer's Phone Mumber: Conkact Phone Mumber: I

Employment Status: I j Additional Information: I

Patient Insurance Plans

This function allows the user to add the patient’s insurance information to the account. The primary insurance company
is listed first and the secondary and tertiary insurances follow in the list. Any inactive insurances will be listed in red.

Add: This function will allow the user to add insurance information for this patient’s account.

Edit: This function will allow the user to edit existing information associated with the insurance plans selected on the
account.

Delete: This function will delete a selected insurance policy. The system will not allow the user to delete an insurance
plan with any filing history, outstanding charges or payments attached to it.

Add or Edit will open the general tab.

File Utiities Help

Patlent Insurance [nformation S |

Cancel

l.EenelaI 2Comments | ZInsCardSidel | 4lnsCaidSide2 | BlnsCardSide3 | GlnsCardSided |

Insurance Plan: | j Add | Edit
10 Mumber; i~ Cardholder Infarmation
Relationship: I l
Plan Murnber: I (=l -
First, Middle & Last Mame: I I I
Group Mumber: I—
Resp Parky: SELF -1 - Address 1!
Filing Crder {1j2/5/4) 7: |1 Address 2:
Accept Assignment: I vl City, State Zip:

Signature on File (¥fM) 7: [~ Mo Date of Birth: St

Effective Date: I J Emnployer:

Termination Date: I J sSigned Release of Infa: I vl
MC Secondary Type: I 'l Signed Release Type: I vl

Co-papment Information—————— -
Special Pragram; I I
' Not Applizable h

" Lump Sum Amaunt

add| Claim Data: Ii
' Percentage

 Both Lump Sum & Percentage Privacy (Vi) 7: " MNa
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1. GENERAL

To add an insurance
company that is not
currently in the drop

- MBA Add Insurance Info

Patients

1Genera | ZComments | 3hnsCardSidel | 4InsCardSide? | SlnsCardSide3 | BlnsCardSided |

Insurance Plan;

10 Murnber :

down list click Add. This

will open the window
shown below. With
certain security permis-
sions the button Edit
will allow you to edit
the existing insurance
record from the master
table.

Plan Murnber:

Group Murmber:

Resp Parky:

Filing Crder (17213143 7:
Accept Assignment:
Signature on File (/1) 7

Effective Dake:

~| #dd | Edi |

|nzurance Compaty Descrption |Plan Type | Claim Address InzGp -
21zt Century - 443 25T CEMT:|Private/Comr| PO Box 4337 ‘wWoodland H —
21zt Century Health & Bene[215T CENT |Private/Carr| PO Bow 5037 Cherry Hill M.
A8RP - 5E AARP Frivate/Cormr| PO Box 740819 Atlanta Ge
Adventist Risk Managemer | ADVEMTIST |Private/Cornr| PO Bax 4753 Silver Spring
Aetna Global - 423 AETMA GLO [ Private/Comnr| PO Bow 30260 Tampa FL :
Aetna HMO -1 AETHA HMC| PrivateCormr| PO Box 981106 El Pazo T.
Aetna PPO -7 AETMA PPO | PrivatesCorr| PO Box 931706 ElPazo T.
Aetna Special Caze Custon|AETHA SCC! Privates/Comr| PO Box 9607 Cranbun HJ
Affinity Health Plan - 15 AFFIMITY  [Privates/Comnr| Gracie Station PO Box 811
Aftra Health Retirement Fur| AFTRA Private/Comr| 261 Madizon Ave Mew o
AlG-180 AlG ALBAMY [ Private/Comnr| 1 Park Flace Albany MY 1,

1

Insurance Plan Information

File Help

Insurance Plan: (e

Descripkion:

Type:

I Frivate/Cormmerical Insurance

|.£‘«ETN£‘~ HMO

Ins Group: I.&etna

l.EenelaI] 2 Plan Info I 3 Claim Info I 4 Prestwthidllowables I 5 User Defined I E Comments I

j Save
j Add Edit I Cancel |

Clairn Address Refiling Addreszs

Address Line 1: ng Box 331105 Address Line 1: I

Address Line 2! I Address Line 2! I

City, State Zip: IEI Fazo ITX j I?gggg City, State Zip: I I j I
Contact Person: I Fee Schedule: I STAMNDARD FEES j
Main Phone #: I[BEID] £24-075E Default Fayment Code I j
Fax Phone #: I Default Adiustment Code I j
Claim Phaone #: I
EDI Fhone #: I

1. GENERAL

Enter the Insurance Plan Name and Description into the fields provided. Select the Insurance Type and insurance group
from the drop down list. The Ins Group field is user defined and any group can be added to help filter these insurances for

reporting.

Enter the Claim and Refiling Addresses. The contact person and claim phone numbers can be listed below.

Select the Fee Schedule from the drop down list

Default Payment Code: Enter the payment description that should be associated by system default with this insurance plan
when posting payments for a patient account with this plan attached to it.

Default Adjustment Code: Enter the adjustment descripticE that should be associated by system default with this insurance
when posting adjustments for a patient account with this plan attached to it.
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Insurance Plan Information

File Help
Insurance Plan: IAelna HHO Type: I Private/Commernical [nsurance j Save |
Description: —JAF THA HMO Ins Group: [ 4etna x| _Add | Edi | Cancel |
1.General I l 3.Claim Info I 4 Pre-tuth/dllowables ] 5.Usger Defined I E.Comments I
Pri Siccept Assignment: I Orly what insurance allows j Participating Provider? [~ Ma
Sec Accept Assignment: | j Mo Aute Sec HCFA? [~ Mo
Medi C 7 M
ey FgEn | POIRAIE frassover LEE
Days): Ref. Doctor Required? ™ Mo
Anest. Time |rkerval: I j
Hnzet Clzim Udlss I j Submit Signed Release [ Mo
Medigap Code: I Farm with Claim?
Capitation Plan? M
TPL # [ ui

2. Plan Info
Pri Accept Assignment: Select according to office policy when this insurance plan is used as primary on the account.
Sec Accept Assignment: Select according to policy when this insurance plan is used as secondary on the account.

Timely Filing Limit: Enter the number of days the billing agent has to file claims for this insurance company before
they are considered unpayable due to timely filing limitations.

Anesth. Time Interval: Choose the corresponding claim units from the drop down box for the Anesthesia claims (if
applicable) for this insurance company.

Anesth. Claim Units: Choose the corresponding claim units from the drop down box for the Anesthesia claims (if appli-
cable) for this insurance company.

Medigap Code: Either choose the corresponding number from the list in the drop down box or enter the code manually
in the field provided. *These codes are assigned by Medicare for automatic secondary crossover filing.

TPL: Enter (if applicable) the federally assigned Third Party Liability number for this insurance company.

Participating Provider: Check the box if the providers in the practice are participating providers for this insurance
company.

No Auto Sec HCFA: Check the box if no HCFA is wanted to automatically print when posting an ERA for the insurance
company being added.

Medicare Crossover: Check the box if the insurance is a Medicare Crossover company.
Referring Dr Required: Check the box if this insurance company requires a referring Dr for all charges submitted.

Submit Signed Release: Check this box if a signed release from Form with Claim should be sent with every claim sent
to this insurance company.

Capitation Plan: Check this box if the insurance company Res a capitation plan.
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3. Claim Info Insurance Plan Information

File Help
File Clalm.s: Choose the Insurance Flan: I.&etna HMO Type: I Private/Commerical Insurance LI Save
COI’reSpondIng answer Description: IAETNA HHO Ins Group: I.-’-‘qetna LI Add | Edit I Cancel

Electronic, Paper, None
( ! p ! ) 4 Pre-tuthstllowables I B Uszer Defined ] E.Comments I

1.General I 2 Plan Info

from the drop down box.
This option tells the sys- File Claims: | Electronic x| Clinic Prov & | Ej
tem that claims with Type of Processing: [ | Primay Doctor Prov # | =]
this insurance attached NEIEEﬁlzayer: I j Feferring Doctar Proy £ I ;I
to it usually go to the Ins Payer # [Manuall,  [60054 Bill as Clinic I Mo
claims offices this way. Deefault Claim Form; IEMS-‘IEDD x| Print Provider #in 24k ™ Mo
The OpF'OnhmaK be over- Print &mt Paid Pri Claim? I Mo Print 35N in Box 257 " Mo
ridden in the charge Printt &t Paid Sec Claim? I~ ho Stz [FI e £ 277 I~ Ne
screen. .
Suppress Diag Decimal on Claim? [~ Mo E;;n[t)g‘:f Doc Prov NoIn Place of [ No
Type of Processing: If Group Claim Charges By Pri Diagz [ Mo Cardholder MUST = Patient I Mo
the file claims code is zub:i;'“c CdPT? s o F e Use Cliric Name In Box 31 I Ho
EIectronic, choose the S SR S L] B "
correct processing type
for the insurance plan.

NEIC Payer or Insurance Payer #: Select the NEIC Payer or Insurance Payer # from the drop down list. If you do not see
the correct code in the payer dropdown, then manually enter it in the manual field. NOTE: Even if you see a similar name
match in the payer dropdown, always check to make sure the number is correct.

Default Claim Form: Choose the corresponding answer from the drop down box. This option tells the system which claim
for to use when printing claims.

Clinic Provider#, Primary Doctor Provider #, Referring Doctor Provider #: If you want to override the default set-
tings for printing claims, select the applicable choices from the drop down list.

Check the remaining option boxes yes when applicable.

Insurance Plan Information

File Help 4, Pre-Auth/Allowables

Insurance Plan: IAetna HMO Type: IF'livate.n"CommelicaIInsulance j Save | Check the instances when
| W

Description: AETHA HMOD Ins Group: et =| A&dd | Edi P . .
| | etna o] acd | Ea| | el || e quthorization is required.

1.General I 2 Plan Info ] 3 Claim Infao ]Ei.Ple—Aulh!AllowahlesEI 5 User Defined I B Comments ]

Enter the Pre-Authorization
Phone # as well as Eligibil-
ity Phone # in the fields
provided.

— Pre Authorization Required — Payment Information

™ Surgery Pre-Authorization Phone #: Ins Resp %!

I Patient Resp %::

[~ Inpatient Hospitalization
Accident Claim %

[

[~ Specialist Eligibility Phone #:
I~ Office [ e8RS s In the field provided enter
[ Home Health Capitation Amount: any Pre-Authorization
annual Max Out of Pocket Comments.
r— Pre Authorization Comments Indlividual: lw ]
2l Farily: o Payment Information: En-
frral Deductible ter the percentage and dollar
Individual: | $.00 amounts that apply to the
[ Family [ s insurance policy.
well Care Annual Amk: lw

11
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Patients

Insurance Plan Information
File  Help

Insurance Plan: IAetna HMD Type: | Private/Commerical Insurance j Save

Drescription: IAETN.-’-‘« HiD Ins Group: I.t’-‘«etna j Add Editl Cancel |

1.General I 2.Plan Info ] 2.Clairm [nfo I 4 Pre-suth/Allowables I E.Comments ]

TaxID Tag: IA Wszer Defined &: I
Uzer Defined 2: I Uszer Defined 7 I
Uszer Defined 3: I Uszer Defined &: I
Uzer Defined 4: I Uszer Defined 5: I
Lser Defined 5 I User Defined 10; IAETNA HHD

5. User Defined

Tax ID Tag: In the instance that the insurance company requires a code to be added to the provider’s
tax id for claims to be filed, enter it in this field.

Other fields may be used as needed for special claims setup and other user defined needs.

Insurance Plan Information

File Help

Insurance Plan: |.~'-‘«etna HO Type: | Private/Cormmerical Inzuratice j Save

Description: — JAETNA HMD Ins Group: [ Aetna v| _bdd EditI Cancel |

1General | ZPlaninfo | 3Claiminfo | 4 Pre-duth/blowsbles | 5 User Defined ]

- |

Created by: MDOConv Created: 117872007 3:23:46 AM
Modified by: MDOCony Modified: 117872007 3:23:46 AM

6. Comments

Enter any comments related to this insurance plan.
12
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Patient Insurance

Insurance Plan: e WS e
Patient Insurance Information | s |
Select the appropriate insurance plan Ll
from the dr op down list. If security 1.Genera | ZComments | ZinsCardSidel | 4lnsCardSids2 | BinsCarcSids3 | ElneCardSided |
access permits, the user may ADD a Insurance Plan: ~]_4dd | Edt |
new plan to the main data base or 10 Humber: [ T
EDIT an existing plan. e I First, iddle 8 Last N | |
. l—_l' Address 1:
ID Number: Patient’s insurance ID #. :: :::r'mmm?: i Adress 2
Accept Assignment: ,l City, State Zip:
Plan Number: Patient’s plan number. Signature on File (v/H) 7 [~ No Dats of Birth: Sex:
Effective Date: I— J Employer:
Group Number: Patient’s group #. ;C:td DtT | =) Sonedrelesse o e I
scondary Type: |—;l Signed Release Type: I—Ll
Responsible Party: Select the associ- | Fimamiote | SpecilProgram: [ <]
ated responsible party from this list. £ Lump Sum Amourt T
The Responsible Party list may be ed- e vy i ,_I -
ited in Ins/Employer tab.

Filing Order: This number will default based on the insurance company’s order in the list as well as effective and termina-
tion dates. If an incorrect filing order number has been assigned to an insurance company you may change the filing order
number manually.( For example: If in the list above, United Healthcare should have been listed first as the primary insurance,
but was mistakenly listed as the secondary after Medicare, the user may select Medicare, click edit, and type the number 3 in
the filing order. This will automatically make United Healthcare primary and Medicare the secondary.) The proper way to
control the filing order is by setting the effective and termination dates.

Accept Assignment: Select the appropriate assignment from the drop down list.

Signature on File: Check the box if the patient’s signature is on file (corresponds to boxes 12 and 13 on CMS-1500). This
must be checked to Yes in order for the claim to be sent out electronically.

Effective Date / Termination Date: Enter the effective date and termination of the insurance policy. These dates will
automatically affect the filing order. Once an insurance plan has reached its termination date this plan will be listed in red to
indicate it cannot be used to file claims that fall outside the dates.

MC Secondary Type: Select the appropriate code and description from the drop down for Medicare Secondary claims.
Co-Payment Information: Check the applicable co-payment information.

Signed Release of Info: Select the appropriate type from the drop down list.

Signed Release Type: Select the appropriate type from the drop down list.

Special Program: Select the appropriate type from the drop down list.

Medicare Secondary Type: Select the appropriate type from the drop down list. This is used only for filing Medicare-
Secondary claims electronically.

Additional Claim Data: This is a user defined field.

Privacy (Y/N) ?: Check the box to select yes when applicabld.3



Patient Insurance

A MBA Add Insurance Info

Patients

File Ukilities  Help

MC Secondary Type

Codes 12 - 47 are
listed.

There are two codes
that are the most com-
monly used and most
likely to be approved by
MSP.

The first code is 12 for
patients over 65.

The second code is 43
for patients under 65.

The remaining codes
are rarely used but
available as needed.

Patient Insurance Information

Save

LCancel

1Genera | 2Comments | 3lnsCardSidel | 4InsCardSide? | SlnsCardSide3 | BlnsCardSided |

Insurance Plan: fetna HMO - 1 | _Add | Edit |
1D Numnber: 235434534 r— Cardholder Information
Plan Nurber: [24543543 Reliamsiiee [Sef |
First, Middlz & Last M. 8
Group Mumber: |4534543 rst, Miadle & Last Name ISTEPHEN I IMEDFDHD
Resp Party: I SELF -1 vl gee
Filing order (1/2/31417: 1 Heiliesn 2y
Accept Assignment: Only what insurance all vl City, Skate Jip:
Signature on File (/M) 71 W Yes Diate of Birth: Sex:
Effective Date: |D1 A /2007 J Employer:
Termination Date: I J Signed Release of Info: IA vl
MC Secondaty Type: I ‘,l : ,
! Sign=d Release TYPe!  [Sinned signature author 'l
Co-payment Information — b Description -
Mot Applicable 12 |MSP Working Aged Beneficiary or Spousge with Emploper Group Heal j‘
ol S um & 2 13 |M5P End-Stage Renal Diseasze Beneficiary in the 12 month coordinal
MM =M SMAUE - 4 4 5P N o-fault Insurance including Auta is Primary
fall: t 15 |MSP WorkerE : Compensation
R 16 |MSF Public Health Service [PHS] or Other Federal Agency
¢ Both Lump Surn & Pd 41 |MSP Black Lung
M5P Yeterand s Administration b
MSP Dizabled Beneficiary Under Age B with Large Group Health Plz =
< | 3|

Cardholder Information

Relationship: Select the relationship the patient has to the primary cardholder. If Self, stop here and the patient’s name

will auto populate.

If different than self enter the Cardholder’s information in the appropriate fields. Be sure to include the date of birth to

avoid claim rejections.

If the primary cardholder’s address is the same as the patient’s click the ‘Same As Patient’ box in the upper right hand cor-
ner to default to the information from the General tab of the patient record. There are also fields to enter the cardholder’s

sex and employer.

Relationship:

Address 1.
Address 2
Cikw, Skate Zip:
Drake of Birth:

Employver:

— Cardholder Information

First, Middle & Last Mame:

Same Az Patient

Spouse j

Jane IKriS Daoe

1000 Diove Avernue

Medfard [MJ =] [10015

02/01/1976 | sex: [Female |
Self-emploved




Patient Insurance
File Utilities  Help

i MBA Add Insurance Info ..

Patient Insurance Infarmation ’E
LCancel
1.Genera | ZinsCardSidel | 4nsCardSide? | ElnsCardSide3 | GinsCarclSided |
=

Created by: MMSKWHM Created: 111472007 7:40:18 PM
Modified by: MMSKWHM Modified: 11/1472007 7:40:18 PM

2. Comments

This is a user defined field in
which the user can enter any
information associated with
the insurance.

Patient Insurance

File Utilities Help
Patient Insurance Information

3. Insurance Card Side
(1’ 2’ 3’ and 4) 1.Genera I 2.Comments

Sican |

Tabs 3, 4, 5 and 6 are
used for scanning and
storing the patient's in-
surance card’s images.

Lancel |

“| 4nsCardSide2 | SinsCardSide3 | GinsCardSided |

15




Schedule Set Up

Before utilizing the MBA
Scheduler, the system ad-
ministrator must first set up
each provider under the
schedule set up option.

Click the Schedule Set Up
Button or use the keyboard
shortcut Alt-S to begin.

This screenshot shows six
providers and one nurse
setup individually and a
resource to be able to view
all schedules at the same
time on one screen for a
multi-provider view.

s, MBA - Yersion 4.9.06 - Schedule Appointments

Schedules

AlLL DOCS

SJpanuary - ZJ2008
Sun Mon Tue Wed Thu Fri Sat Stephen &dler  MaureenE “Weronica B Anjani K Renes E

1 2 3 4 5} Brogan Drelaney Diubey Garrick
=] 7 8 9 0o 12
13 P4 s e N7 e |19 Michael D Murse Murse

Klein

200 |21 |22 |23 |24 Ea|ZE
27 l2| |2 |30 A

Mext Avail Appt | Print Schedule

_ Export To Dutlook

[~ Default Ta Last Schedule Selected

Close |

MEBA - ¥ersion 4.9.06 - Print Insurance On Scheduler Report

Available Dochors Add
Doctorl D FirstM ame tdiddleM ame Lasthame Generation =
1| Stephen Adler Edit
2| Maureen E Brogan _I
3|Veranica E Delaney o Close
4| Anjani K. Dubey __I
5|Renes E Garrick
B|Michael 8] Klein LI
{*' Show Doctors ) Show Resources _I Save I Cancel |
] 1 Zdd Setup )
Ihactive? I
—In - Out —In - Out
Sunday OFF Sunday OFF Sunday OFF Sunday OFF
Monday O Monday Off Monday Off Monday Off
Tuesday |1 0:00 AM Tuesday |12: 00 PM Tuesday Off Tuesday Off
Wednesday |1 0:00 AM Wednesday |1 2:00 PHM Wednesday |DFf Wednesday |OFff
Thursday off Thursday Off Thursday Off Thursday Off
Friday Off Friday Off Friday Off Friday Off
Saturday off S aturday OFF Saturday OFF S aturday OFF
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Add and Edit buttons

After opening “Schedule
Set Up” the set up window
will appear. This window
is used to make all
changes associated to the
appearance, timetable,
and preferences of each
provider.

When setting up a pro-
vider for the first time,
click the Add button with
the row selected for the
doctor you would like to
add to the schedule.

This will allow you to input
the providers specified
information including the
regular schedule clinic
hours.
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h M BA schedule set Up

1. Appt Times

Next click on the row of the provider you would like to setup and click the Edit button. You now have the option to spec-
ify time parameters of the schedule as well other preference options.

Listed under Tab 1. Appt Times you will find columns labeled “In"” and “Out”. These boxes are labeled according to Sun-
day-Saturday and coordinate with the times and days that will be included in your schedule. Feel free to create the sched-
ule times according to what best suits your needs. When entering times in these fields please use the format as it is de-
tailed in the example below. Days that will not be included in your schedule should be listed as “OFF”.

To setup a scheduled lunch break for any day enter the time the lunch will start in the first *Out” column and the time the
lunch will end in the second “In” column. Shown below is a lunch break from 12:30 pm to 2:00 pm on Monday only.

Also selected below is the ALL DOCS resource which will show a multi-provider view with clinic hours ranging from 9:00
am to 6:00 pm on Monday and 9:00 am to 4:00 pm Tuesday through Friday.

Each individual provider schedule will match the schedule setup specifically for them and does not have to match the ALL
DOCS schedule below. Also at anytime the schedule can be overrode using the override default schedule info feature al-
lowing times to be blocked off for vacation, lectures, procedures, or anything else that may need to change from the regu-
lar schedule.

MBA - Yersion 4.9.06 - Print Insurance On Scheduler Report

Avyailable Resources | Add
FezourcelD| ShaortDescription LangDescription FeferningDoctor CreationD ate| Creationll zerlD
» 1|aLL DOCS 0] /2007 10:33:39 AM | MMSSMM ! Edit |
Close |
KN A
= Show Doctors ¥ Show Resources _I Save I Cancel |
1.Appt Times 1 2 Addt Setup ]
Inactive? [
—In — Out —In — Out
Sunday OFF Sunday OFF Sunday OFF Sunday OFF
Monday Im Monday Im Monday Im Monday Im
Tuesday Tuesday Im Tuesday OFF Tuesday OFF
Wednesday Im Wednesday Im Wednesday IF Wednesday IF
Thursday Im Thursday Im Thursday OFF Thursday OFF
Friday [09-00 AM || Friday [04-00 PM Friday OFF Friday OFF
Saturday OFF Saturday OFF Saturday OFF Saturday OFF

17
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- MBA Schedule Set Up

2. Additional Setup
In tab 2, you will find additional options to further customize the schedule depending on the provider’s needs.

(#1) Default Number of Appointments: This option allows you to set the number of columns on the daily sched-
ule. The default number of columns is two so if you select more than two you will need to save and then return to ed-
iting for the additional columns to appear for title and color editing. As shown below there are eight default number of
appointments which creates eight columns. The default name of the appointment column is shown below. You may
change the name and then double click to change the background color.

(#2) Number of Lines To Display Per Row: This option adjusts the number of lines per row listed in the daily
schedule. For larger fonts increase the number of lines per row. If you want to see more of the day with a smaller font
keep the setting between 1 and 3 columns.

(#3) Print Insurance / Print Chart Number on Scheduler Report: These two boxes affect the way the daily
schedule reports are formatted to print including the insurance company and/or the patient’s chart number if desired.

(#4) Blank Line On Scheduler Report: This feature allows an extra line to be printed between patients located on
the daily schedule when printed.

(#5) Group Schedule Report by Column: Printed schedule reports can be divided according to the column that
under which the appointment falls . (see #1)

(#6) Time Increments: The entire schedule may be formatted according to how often the provider would like to see
patients or schedule appointments. Once the increment is set for the provider, this option will no longer appear in
schedule set up for that provider and any changes to time increments would need to be made by support staff.

| Show Doctors = Show Resources _I Save I Cancel

( 1.Appt Times | 2 Addtl Setup 1

|  Default Humber of Appointments

Iﬂ_ill Col Title/Colar [DbBI Click on field ko select column background colar)
Mumber Of Lines To Dizplay Per Row %DC :%Dl Colurmn Title
|2 Colurnn 1 |.-“-‘-.|:||:n:uintment 1
Column 2 3
Time Increments I.-'f‘-.ppl:llr‘ltment Z
@55 |- — Calumn 3 |.-“-‘-.|:||:n:uintment 3
o e Column 4 |.-“-‘-.|:||:n:uintment 4
15 Minutes Colurnn 3 |ppaintment 5
20 Minutes Column & |.f1'-.|:||:n:uintment g
30 Minutes Column 7 I.-f‘-.ppl:lintment 7
¥ Prirt Insurance On Scheduler Report - olumn 8 I.-f‘-. : =
“ k £
[ Chart Mo On Scheduler Repart (#3) PREITEMEN
[T Blark Ling On Scheduler Report
[ Group schedule report by Colurn

18
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- MBA Scheduler Options

One of the key features of MBA Scheduler is the flexibility to customize it according to your specific needs.
These program options allow you to include only the features that best compliment your schedule.

Utilities File Modules Maintenance Reports | Uklties Help
. . ) Application Settings. ..
Additional Schedule Options can be found in the Security

A\Y HH™ n”
top menu under “Utilities”. Printer Options

. Prinker Setup
Program Options ————
Backup/Restore Databases
Expoart bo MDDickake

Export Filkered Pakients
Imnpart From Experior

Import Charges From EMR-™Z

Browse EMR Charges

Then select “Program Options”.
4. Scheduler/Superbills

To access the additional schedule options,
select tab 4. Scheduler/Superbills

Check For ME& Update

Merge Duplicate Records

Import MIS Fees

Update Blark DeletedBakchID Fields

Then check or uncheck the options you need to
customize your scheduler. If Routing Slip 2nd
page is Yes, select the number of days of history

you want included on that second page. Run Query
MEA Terminal
MBA Yersion 4.9.06 - Program Options |
Save | Cancel
1. General I 2. Tranzactions I 3. Claimz I 4. Scheduler!Superhills I
Include Mon-Ft Appts ©n Schedule Report? ¥ ‘ez Include rescheduled and no shaw in &ppt Hist? v ves
Allow Past Appointment 5 awve? v “es
Routing Slip 2nd page? [~ Mo
Murnber OF Daws History On Superbill I 0
Znd Page:
Change Superbill Tvpe On Print? [~ Mo

Prirk Patient Reqgistration With Each Superbil? [~ Mo
Frint Pt-Owed Bal Only On Routing Shp'? W “es
Suppress Biling Comments on Superbill? ™ Mo

‘Wwarn user if patient is scheduled for different W e
doctar his primary

19
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b M BA scheduler Options

Below is an example of the second page of a routing slip with 30 days of history.
Jeffrey Honig (PT ID 797) COMTROL NO: 170

RECENT CHARGES AND DIAGNOSIS

RECENT CHAERGES IN PAST 20 DATE

DRE: 1 - 1Ef1ESZ0Q07 Officefop Wisit, Est Pt, Z Eey Componen?33F13 #zl0.00
DR: 1 - 1171372007 Fostoperative Follow-up Visit, Include 23024 $0.00
DE: 1 - 11ly/1z2/2007 Postoperative Follow-up Visit, Include 2390E4 F0.00

RECENT DIAGNOSIS IN PAST 20 DATS

TRIGCER FINGER 7z7.03
CURRENT MEDICATIONS
ALLERGIES
DRVG REACTIONS
PATIENT ALERT
(Hone)
BILLING NOTES
(Hone)
COMMENTS
DUE FROM PATIENT: $0.00
DTE FROM INSTTRANCE: $3,182.00
TOTAL DUE: $3,182.00
MBA Yersion 4.9.06 - Program Options |
Save | LCancel
1. General ] 2. Tranzachons ] 3. Claims ] 4. Schedulers/Superbillz I
Include Mon-Pt Appks ©n Scheduls Report? [~ Mo Include rescheduled and no show in Appt Hisk? v ‘tes
Allow Past dppaointment S awe? v “Yes
Fouking Slip 2nd page? v ‘es
Mumber OF Days Hiskary On Superbill I a0
Znd Page
Change Superbil Twpe On Prink? [~ Mo

Print Patient: Registration With Each Superbilr [ Mo
Frint Pt-Owed Bal Only On Bouting Ship? [T Mo
Suppress Biling Comments on Superbill? [ Mo

\Warn user if patient is scheduled For different I Mo
doctor his primary

20



MBACaIendar Functions

ﬂINovember ﬂ|2009

Sun Mon Tue Wed Thu Fni Sat
1 2 3 4 5 g 7

g 9 ooz ps 4

1% 6 7 pe |19 2o |=2A

2 [ [ [ [ [z E

23 |30

Mext Avail Appt | Print Schedule

_ Export To Outlook

[~ Default Ta Last Schedule Selected

Mext Avail Appt | Next Available Appointment: This function will take you directly to the next avail-
able appointment slot.

Find Pt. Apptz | Find Patient Appointment: To search for an appointment that a patient already
has scheduled, click on the “Find Pt Appt” button. This will bring up the patient
search window. Upon locating the patient, the appointment list window will come
up. Then select the appointment you are looking for in the appointment list window.
Once you have selected it, click on find appointment. This will allow you to edit and
view the appointment.

_| Print Waiting List: This function allows you to print a list of all the patients waiting
for an earlier appointment. You can sort this report by patient name or patient ID#.

Frint Schedule  Print Schedule: This allows you to print a schedule and set date parameters for the
schedule printed.

_ Schedule Set Up: Before utilizing the MBA Scheduler, the system administrator
must first set up each provider under the schedule set up option.

Export To Dutlook Export To Outlook: This button will export the schedule in view to your Microsoft
Outlook Calendar. You have the opportunity to set the date and column parameters
as well as include non patient appointments.

[ Default To Last Schedule Selected  Default To Last Schedule Selected: When this is checked, the
schedule program will open directly to the current day's daily
schedule of the last doctor that the user's computer had been
scheduling. This bypasses the first form where you must choose a
specific scheduler.
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2 MBA Make Appointment .

4

Step 1: Double-click the provider or resource with which the appointment should be made. The icon will appear as
a clock for providers and a graph for resources. You can also left click once on the provider or resource desired and
then double click on the date you would like the appointment scheduled.

&, ALL DOCS - 8/21/2008

Actions  Print

[l Docs

‘ " Provider {* Resource ¢ Mull

Hext | Confirmed

Move Appt | Mo Show

< 1597 [
Crverride default
sched infio:

Mext Avail Export To 3
Appt Excel | G|

[~ Mo Location:l

hu Aug 21. 2008

MMM l:l.|kl_n| ChkQut| | 4|

W
j| GI'EVE‘Jay " Week

Facility Name

Place Of «

Erradhurst Office

coL
TITLE

DR.
BrOGAN |NURSE

Find Pt Expoit To q
Appt Outlock | FIRE
DR. R.

i DR. DR.
DUBEY |GARRIC |y E1N

12:00 pm

12:15 pm

12:30 pm

Ll

12:45 pm

1:00 pm

1:15 pm

1:30 pm

1:45 pm

2:00 pm

2:15 pm

2:30 pm

2:45 pm

3:00 pm

%15 pm

3:30 pm

3:45 pm

Westchester Artificial Kidney Center
‘Wwestchester Artificial Kidney Center
Westchester Artificial Kidney Center 0%
Westchester County Jail Office
Westchester County Jail Qutpt
“Westchester Medical Center DCI 65

DCI Bradhurst Dialysis Clinic Inc B1
DCI Bradhurst Dialysis Clinic Inc B5

DTl Bradhurst Dialysis Clinic Inc Office
DCI Bradhurst Dialysis Clinic Inc Outpt
g Transplant Office

Phelps Memorial Hospital Center

Day View

August 2008 |
27 28 z3 30 a1 1
2 4 5 6 T 8
w213 M BB
7o®o1om oA 22
24 35 26 27 2 23 30
M1 2 3 4 5 8

=3 Today: 2812007

Cloze

2 Refresh
9

Selecting “Day View"
or “"Week View" will
change the way ap-
pointments are viewed
in the window.

Any time slots marked
“OFF" in schedule set-
up will not appear in
either view of the
schedule.

You can use the over-
ride default sched info
to make changes or as
shown to the right use
non-patient appoint-
ments to block of spe-
cific time periods.
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. ALL DOCS - 3/20,/2008

Step 2: Verify the date
using the day, week and
month arrow keys if
needed to select the
date of the appointment
to be scheduled.

Step 3: Upon arriving
on the appropriate date,
double click on the time
slot the appointment
should be in. Or to select
a larger time slot, click
on the beginning time
and drag the cursor
down to the end time as
shown in blue in the
Nurse column to the left.
Then click Next.

The Day View of the
multiple provider sched-
ule is shown to the left.

Actions  Print

|ALLDOCS

| " Provider  Resource  Muli

Confirmed

HMove Appt |

| <M| <W| <D|
Override default
sched info:

Ne;l ﬁ:"a“ | L“E:é;iro | Print Superbills

™ Ma Locat\on:l

hu Mar 20, 2008

0| e | e Ml Chkgut|

Print S5ched

D5B |

Find Pt | Export To | - - | Reminder Chg |
Mo Show | Anpt Dutlook Print Reminder Letters Font

Mo Of Pt appts: O

igw
j C Day % ‘Week

[l

24 25 26 27 28 29 1
2 3 4 5 [ 7 8
9 W N 12 13 14 15

0 1 ZZMIéQékzyléﬁvv

= Today: 112812007

March 2008

APPT Thu

Thu Thu

Thu

Thu Thu

Thu

Thu

Fri

Fri

Fri

Fri

Fri Fri Fri Fri Sat

coL DR.

DE. NURSE

DR.

NURSE

DR. DR. DR. DR. DR.

9:00 am
9:15 am
9:30 am
9:45 am
10:00 am
10:15 am
10:30 am
10:45 am
11:00 am
11:15 am
11:30 am
11:45 am
12:00 pm
12:15 pm
12:30 pm
12:45 pm
1:00 pm
1:15 pm
1:30 pm
1:45 pm
2:00 pm
2:15 pm
2:30 pm
2:45 pm
3:00 pm

BLOCKE
D - No
Office
Hours

BLOCKE
D - No
Dffice
Hours

BLOCKE
D - No
Office
Hours

BLOCKE

Medicine
Service -
MEDICIMN
E

SERYICE

BLOCKE
D - No
Dffice
Hours

BLOCKE
D - No
Office
Hours

BLOCKE
D - No
Office
Hours

BLOCKE
D - No

Office

Hours -

HOLIDA
¥

BLOCKE
D - No
Office
Hours -
HOLIDA
¥

BLOCKE
DO - No
Office
Hours -
HOLIDA
¥

BLOCKE
D-

Medicine
Service -
MEDICIN

E
SERYICE

BLOCKE
D - No
Office
Hours -
HOLIDA
¥

BLOCKE
DO - No
Office
Hours -
HOLIDA |HOLIDA
¥ ¥

BLOwnc
D - No
Office
Hours -
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- MBA Make Appointment

Step 4: After clicking Next in
Step 3, the patient search form
will load giving you various
choices.

Fil= Help

Recently Accessed: j ] 4 I

e At this point you may select
Last Marme: Cancel | a patient by utilizing the
available fields to search for

First MName: an existing patient account.
Middle Name: fidd | This will take you to the es-
OR tablished patient window.

Mon-Patient
Appointrment e A Non-Patient Appointment

Patient Mumber:
can be entered.

OR
Social Security Mo, * Also, you can add a new pa-
= tient by selecting the Add
OR
- button.
Phone Mumber: o
OR e  This will bring up the New
- Patient window. Enter the
Eirth Date: patient’s information and
OR click “Save”.
iZhark MNurnber: e The only required fields are
OR name and phone number.
- Primary doctor is only re-
Superbill Ctrl Mo, quired when the patient is

added in the patients mod-
ule. Once the appointment
is made, the patient record
can be updated at anytime.
If an appointment is not
made, MBA will not store the
name and phone number as
a new patient.

Mew Patient
File Modules Ukilities Help
Fakient #: Title First Mame Middle Mame Last Mame aeneration

[7633 IH =l | | [ =l
SSH: | Chart #: | Birth Date: I—J Age: I—

l_EeneraII 2 Billing ] 3. Inzurance/E mployer ] 4 Family ] 5.0ther Info I

Contact Info: b ailing Addrezs In caze of
’7Hume Phone: I | lrﬂ.ddress Lime 1: I | ’7antact:

23
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Step 5: Once the correct
patient appears in the
window, you have the op-
tion to update the patient’s
information using the
“Update” button. (#1)

View other appointments
in the “Other Appoint-
ments” window. (#2)

Click “"Make Appointment”.
(#3) This will take you to
the appointment info win-
dow.

- MBA Make Appointment

MBA - Yersion 4.9.06 - Established Patient

- Fatient Information

—Mailing Address

Last Hame  [Maxey

Address 1 IZDD Gatar Drive

Fitst Mame | Kenneth

Address 2 I

Patient D # | 7522

Birth Date Month Iﬁ DaylE Year Iﬁ Aage I? Caunty I
ssue| [ -]

City, State Zip IMiami

JFL =] f24e3

m Contact Information

(#1)

Update

Harne Phane [lﬁ] - Iﬁ = |1 057
Business Phone [Iﬁ] - Iﬁ - |5584

Other Appointrments For Thiz Patient

pointrnent Date| Reazon

3 10:00:00 AM | Hosp Labs Only

121042007 3:15:00 A | Congult

Make Appointment

Once the Update button is clicked the fields will open up as shown below allowing changes to be made.

MBA - ¥ersion 4.9.06 - Established Patient

— Patient Information

Last Hame  |Maxey

First Name  |Kenneth

Patient ID # |7528

ssh #1111 -1

Birth Date  Month IH Day IE fear |1'E|?3

fge IT

ok |

LCancel |

— M ailing Address

fddress 1 I2EIEI Gatar Drive

address 2 I
City, State Zip IMiami |FL =] |32423
Counky IDuachitd

— Contact Information

Home Phone [Iﬁ] - Iﬁ o Iﬁ
Eusiness Phone llﬁ] ) Iﬁ 3 |5554

Click OK to save the revisions.

MBA - ¥ersion 4.9.06 - Established Patient |

— Patient Information

Last Hame  |Maxey

First Name | enneth

Patient ID # | 7525

ssn #1711 -[1T 1111

Birth Date  Month IH DaylE fear |1E|?3

fge IT

— Mailing Address

fddress 1 |2EIEI Gator Drive

Address 2 I
City, State Zip IMiami |F|_ =] |32423
Counky IDuachita

Update

— Contact Information

Haome Phone [Iﬁ] - Iﬁ - I &7

Eusiness Phone [Iﬁ] ) Iﬁ 3 |5554
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MBA - ¥ersion 4.9.06 - APPT INFO: Kenneth Maxey - 7628, DOB: 1,/25/1973, 55M: N/A, CHART NUMBER: N/ &

File
| | | | — | | | - | | |
Pt Resc Pt Cxld Dr Resc Dr Cxld Copy Appk Prnk SprEll Prnt Rernd Chart Req | Pt Track Lbl | Errar Delete Save Cancel
Kenneth Maxey - 7628 Edit Pt Info Veronica B. Delaney. MD
From Time|1 0:15 &k

Home Phone:  (318) 555-1057 ed Nov 28,2007 )

Business Phone: (564] 555-5584  “Waiting List for Earler Appt |~ Add | Sub | To Time [1030:40

Tg Reason: || ~ Add | E dit | hedNam (B
E ‘o mEmEsy ;I ] Stephen Adler

<

-
o

= [

&

ﬁ Resp Party: I SELF-1 j

§| Place of Svc: I j Fl | | _;I
| =

. Ref Doc: I j Add | Edit | Aetna PRO 000 0 1

& -

2| IncidenkIn: | | _add | Ed |

%| Pre Auth #: | Visits Remaining: I Dfl

Copay LEdi | — Eligibility Infa
’7Eatch #: Amt: Prat Type: Check/duth #:
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Step 6:
¢ All available appointment information can be added in this window.
e In the upper left hand corner the patient’s name, account nhumber and phone numbers are listed.

e There is also a checkbox that can be selected to add the patient to a waiting list for an earlier appointment. (See Calen-
dar Window Functions Page for list printing instructions.) You can also edit the patient’s info using the ‘Edit Pt Info’ but-
ton.

e In the upper right hand corner the date and time of the appointment are listed. To add or to subtract additional time to
the appointment simply click the *Add’ or ‘Sub’ buttons.

e Past appointments as well as all insurance information associated with the patient are located in the windows on the right.

e Copays can be entered by selecting the Copay batch from the Batch # drop down list or by adding a Copay batch by click-
ing the ‘Add’ button. Then enter the Copay amount, select payment type from the drop down list, and enter the Check/
Auth# if applicable. You can also print a receipt for the Copay to give to the patient by clicking the 'Print Receipt’ button.

e Click ‘Please click here for Patient Balance Information’ at the bottom to see patient’s current AR. You can also include all
family charges by checking that box or view the AR for only the scheduled doctor for this appointment.

Copay | i Eligibility Info
Batch #: At Pt Type: Check /Auth #:
&F For This Doc Only - [ Include Family Charges [ MI
Curmrent 31 to B0 E1 to 90 COwer S0 Unhapplied Tatal
Totals $0.00 $0.00 $0.00 $0.00 $0.00
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E Reason: » Add | E dit |
‘é Cammments: ;I
<L

=
S

i [~
ﬁ Fiezp Party: I SELF -1 j
§| Place of Swc: I j
— -

o Ref Doc: I j Add | Edit |
2| ncidento: | | Add | Edi |
%. Pre futh #: I Visits Remaining: | ':'Fl

MBA - ¥ersion 4.9.06 - Appointment Reason |
Save |

Reason: ||

Default Appk ;I LCancel |
Comments:

Default Murm of Minukes It:-:tDefNu

Generate Routing Slip (YiMI 20 W Yes Inactive (#/M)? [~ Mo

THIS IS THE COLOR IT WiILL APFPEAR IN REWIE W | B ackground |:.;|.;.r| Text Color

Created:
Modified:

1142842007 10:32:06 PM
1142842007 10:32:06 PM

Created by: MMSKWM
Modified by: MMSKWHM

When you click the Reason ‘Add’ or ‘Edit’ buttons the form above will load.

The color chosen to associate with the specific reason will appear that way
on the full schedule view. You may choose to add a background color and/
or a new text color.

BA Make Appointment .-

1. Appt Detail

Reason: Select a pre-existing reason from
the dropdown list. Otherwise The reason for
the visit can be added using the “Add” but-
ton or existing reasons can be edited using
the “Edit” button.

Responsible Party: This option allows you
to select the responsible party: self, guard-
ian, primary insurance, etc.

Place of Service: Select from the drop
down list, the place where the service will
be provided.

Referring Doctor: If another physician
referred this patient, their information can
be added and edited here

Incident ID: If there is a corresponding
insurance authorization for this service, that
can be added and edited here. Once added
or selected, the pre-authorization number
and remaining office visits, if applicable, will
be displayed below.

At the bottom of Tab 1. the user name is
detailed with who created the appointment
with date and time as well as who last
modified the appointment with the date and
time of modification.

Color G ES M - version 4.9.06 - AppointmentReason |
B azic colors:
— Reason:
il el 11 JPansul [ em |
ECEECEEE Defaut Appt =] _ Cencel |
- |— |— - - - - - Comments:
HETEENENENN |
AN EEEENEN
Defaulk Mum of Minutes |3|:|
Custom calars: Generate Routing Slip (YN} 71 W Yes Inactive (VNP [T Mo
0
EEEEEEENE |THIS |S THE COLOR IT *ILL APFPEAR IM REWIE!. | B ackground E.:.I.:.rl Text Calar
Define Custom Colors >> | Created by: MDOCOMY Created: 11/8/2007 4:32:41 AW
Modified by: mmskwm Modified: 11/822007 3:17:39 PH
] 4 I Cancel | 26
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2: Additional Details

¢ Fee Schedule: This drop down field allows
you to select an established insurance fee
schedule associated with the patient’s ac-
count.

e Patient Type: This drop down field assists
in identifying patients. Use the "Add” and
“Edit” buttons to specify patient type criteria.

e Race: Patient’s race may be entered here for
identification purposes.

e Patient Alert (Y/N): By clicking the check-
box a blank field for notes opens. This field
maybe used to input pertinent information
regarding the patient’s account status, health
conditions or special needs. By selecting
“Yes”, the patient alert will flash red upon
reopening the appointment window.

- MBA Make Appointment .-

Kenneth Maxey - 7628

(318] 555-1057
[564] 555-5584

Home Phone:
Busziness Phone:

Edit Pt Info |

W aiting List for Earlier &ppt [

E Fee Schedule: I j
c% Patient Type: I j Add | E dit
—I| Race:! ILInrepu:urteda’Llnkann j
}—
‘T Patient Alert (Y/N) ?: [~ Mo
=)
g
i
i<
HixtH
—
=
:
& | Created by MIMSKWAM Created:  11/28/2007 10:10:36 Pk
N Modified bu: bSEA Modified:  17/28/2007 10:10:36 Phd
Copay [ Edt |
Batch #: Apnt: Frot Type: Checkduth #:

AR For Thiz Do Only

Standard Releasze of |nfo Signed I‘I 1/12/2007

Privacy Alerk (M) 7 ¥ “fes

L

Parents ok to check lab results]

Step 7:

e C(lick Save or use the keyboard shortcut Alt-S.

[T Include Family Charges [

Frint Receipt |

3. Privacy

Standard Release of Info Signed: In
accordance with the HIPPA privacy regu-
lations the date when the patient signed
the standard release of information can
be entered here.

Privacy Alert (Y/N): This field can be
opened by clicking YES, to add informa-
tion about the release of medical informa-
tion associated with this patient.

BA - ¥ersion 4.9.06 - CHART NUMBER: N/A

File
= — = — = = — = — = — =
Pt Feesc PE Zxld Dr Fesc Dr Zxld Copy Appk Brnk SprEl Frnt Remd Chart Feeq | Pk Track Lbl | Error Celete Save Zancel
Kenneth Maxey - 7628 Edit Pt Info Veronica B. Delaney. MD
From Time|1 015 Ak

(318) 5551057
[564) 555-5584

Home Phone:
Business Phone:

ed Nov 28, 2007

Waiting List for Earlier &ppt [
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Once an appointment has been made it will appear in
the time slot(s) to which it has been designated.

Step 1. If for any reason, the appointment needs to
be rescheduled simply double click on the appoint-
ment to open the appointment information window.

Step 2. Click on the “Pt Resc” button if it is the pa-
tient rescheduling the appointment and if it is the pro-
vider rescheduling the appointment, click on “Dr.
Resc”

This will close the appointment information window
and the appointment will disappear off of the sched-
ule.

Step 3. By clicking on the new time/date slot, the
previous appointment information will be transferred
to the new time slot that you have selected. The ap-
pointment will appear in the information window to
offer the opportunity to edit any information if
needed.

Step 4. Click Save.

By clicking Cancel the appointment will be reset to its
original time.

M BA Reschedule Appointment 3

4

. ALL DOCS - 4/17/2008 [ O[]
Actions  Print
LLDOCS =] | | D hu Apr 17, 2008 W | wh| M| chkin| cekou| [ apmzase .| Glose
€ Provider & Resource ¢ Muli g(pz’;‘ﬁ:ffa“‘t I Mo Location] = #Day € week 7 7 5+ 5 Relresh
6 7 8 s foon o
: R TR I N T
Mext Confimed | MewtAwail || Evport Ta | pin Superbills | print Sched | DSB 20 21 2 2 2 2 2
27 28 28 3 1 2 1
FindPt | ExportTo | pp Reminder | Chg . 0 7 8 8
MoveAppt | MoShow | “apt Oudook | MM Beminder | Tokers | Fomt|  MOOTPEARRBIT |y issnor

coL p
TITE | PP | appoinement 2

9:00 am

9:15 am

9:30 am

245 am
Kenneth Maxey - Consult

10:00 am

10:13 am

10:30 am

10:45 am
BLOCKE
“No

11:00 am | office
Ho:

11:15 am

11:30 am

11:45 am

12:00 pm

12:15 pm

12:30 pm

12:35 pm

MEBA - ¥Yersion 4.9.06 - CHART NUMBER: N/ A

File
1 1 1 1 1 1
Pt Resc Pt Cxld Dr Resc Dr Cxld Zopy Appk Frnt SprEll
N\ Z A Z 5

Edit Pt Info I

Kenneth Maxey - 7628

[318] 555-1057
[564] 555-5584

Home Phone:

Buziness Phone: "W aiting List for Earlier &ppt [

MBA - ¥ersion 4.9.06 - APPT INFO: Kenneth Maxey - 7628, DOB: 1/25/1973, 55N: N/A, CHART NUMBER: N/ A

File
= | = | = | — = | = | =
Pt Feesc PE Cald Dr Fesc D Zxld Copy Appl Prnk SprEl Prrt Remd Chart Req | Pt Track Lbl | Error Celete /ae Cancel
\ ]

Kenneth Maxey - 7628 Edit Pt Info Stephen Adler, MD ~—" T —

rom Time |5

Home Phone:  (318) 555-1057 hu Apr 17,2008 )

Business Phone: [564) 555-5584  ‘Waiing List for Earlier sppt [~ Add | Sub | To Time [10:0041
% Reason: ICnnsuIt - Add | Edit | Mo cheae
a2 4.1 Ak |l ult Stephen Adler
|| o =] 01/14/2008 [10:00AM | HospLabs Only | | |Nurse Nurse

=3
L 12102007 |03:154M | Congult | Stephen Adler
? LI 117282007 1015 AM | Conzult | Yeronica Delaney

s
% Resp Party: I SELF -1 j
§| Place of Swc: I ﬂ Fl | |
| :

| mefes | =] _add | Edt | At PP
2| IncidentID: | x| _Add | Edt |
%| Pre Auth #: | Visits Remaining: | Ufl

Copay L Edi ] — Eligibility Info
lrﬁatch #: At Prot Type: Check./duth #:

AR For This Doc Only - [ Include Family Charges [

Print Receipt |
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- MBA Appt Info Window

Below you will find a more detailed explanation of these buttons and their functions.

jau |

|
Pt Cxld

|
Dr Resc

|
Dr Cxld

|
Copy Appk

1
Prrt SprEll

1
Prot Remd

o |
Chart Reg

Ja |
Pt Track Lbl

o |
Error Delete

o | —
Pt Resc Save Cancel

i Patient Rescheduled: This button may be used in the case where a saved appointment
FERest | needs to be rescheduled by the patient. Once it is selected the appointment is deleted from
its time slot. It can be retrieved however, by clicking in the time slot again to open the ap-
pointment window, then selecting save. This feature is best used in conjunction with the
“Copy Appt” button. (see below)

i Patient Canceled: This button may be used in the case where a saved appointment must be
FtCxid | canceled upon the patient's request.

i Doctor Rescheduled: This button may be used much in the same way as the “Patient Re-
or kesc | scheduled” button. It is only specifies the physician as the source of the rescheduling.

_| Doctor Canceled: This button may be used in the case where a saved appointment must be
oroad | €@nceled upon the doctor's request.

Copy Appointment: This feature copy’s the appointment and all of its associated informa-
capy sppt UiON to a different time. When using this feature in conjunction with the reschedule option, it
~is best to copy the appointment before clicking reschedule as the reschedule option deletes
the appointment from its time slot.

- Print Superbill: This function will print superbills for all patients in the current schedule
Ernt SprEll view.

» Print Reminder: This function prints a label from a label printer that contains the patient
prrt Remd | NAMe, physician name, and the patient's future appointment dates and times. It can be used
to stick on the back of a business card and given to the patient as a reminder of his/her next
appt with the doctor.

— Chart Request: This function is used to send a chart request to the chart room and used for
Chart Re3. the program to track which doctor has the chart.

_ Patient Track Label: This function prints labels that include the provider’s name, patient's
Pt Track Lbl | name, chart number, patient ID number, date, and date of birth of the patient.

= Error Delete: This button allows you to delete the appointment without using the doctor or
Erter elete | patient canceled buttons.

\?/ Are you sure that you want ko delete this appointment and mark it as being created in error and deleted?

S;e ‘ Save: This will save the appointment and close the appointment window.

= Cancel: This will close the appointment window without saving the appointment in view.

Cancel
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0 M BA Schedule Functions = -

hedules

| Asdler, Stephen x| <M | <w| <D | ed Nov 28, 2007 D> | W | M | Chk In | Chk I]ull | Hovember2007 |
;;c\;zrdrlidniod:efault ™ Mo Location:l J r' Day i wfesk S5 5 0 Tz 3

4 5 €& 7 8 3 10

< n 12 13 1 15 & 17

Next | Confirmed Ne:t &:a'l E“E:::;i[u Print Superbills | Print Sched | DSB | 12 19 20 21 22 23 24

Bp 25 26 27 ZEEh Y O30 1

Find Pt Export To Reminder Chg . 2 3 4 § & T &

Move Appt | No ﬁhnw Appt | ook | Print Reminder Letters | Fouk Mo OF Pt Appts: 5 o Todeg 2012000

Below you will find more detailed explanations of the above buttons and their functions.

I.-'-‘-.u:ller, Stephen

=l .

After selecting Provider, Resource, or Multi select the appropriate choice

i* Provider © Fesource € buli

from the drop down list.

"o

| ] o

Chk 1n| Chk Dut

ed Nov 28, 2007

o

The date in view can be changed by Month, Week or
Day, simply by clicking the left “<M, <W, or <D” to go
back, and >D, >W,>M, to go forward.

When a patient checks in before an appointment and checks out after being seen, you may

find it helpful to indicate such on the schedule.

Qﬂlf_lﬂrdri'_ji default — ., * By checking the box to “Yes” this will allow you to override the default schedule informa-
i tion as it was set up by the system administrator. To permanently change the schedule
format, see “Schedule Set-Up”
Ee% o w | Selecting “Day View" or “Week View"” will change the way appointments are viewed in the
window.
- Movember 2007 — e You can jump to the desired date b_y clicking on it in this calendar’. Navi- .
| gate months by using the left and right arrows at the top. Today’s date will
> 25 30 1 1 2z 3 be listed at the bottom with a red circle. If you are in the same month of
4 5 & 7 &8 9 w°F today’s date it will be circled in red on the calendar.
H 12 13 14 15 16 17
1B 18 20 2z 23 M
25 26 27 @ 23 30 1
z 2 4 5 & T 8
= Today: 12812007

Lu:ucatiu:un:l

Mo Of Pt

j|_ e Use the location field to view appointments by a specific place of service.

Appts: 5

Shows total number of appointments scheduled for the selected day for the selected provider,
resource, or all the providers if ALL DOCS is selected.

30



. Mext Avail Export To . q i
Mext Confirmed Appt Excel Print Superbills | Print Sched | DSB
Find Pt Export To - : Reminder Chg
Hove Appt No Show Appt Dutlook Print Eeminder Letters Font

Below you will find more detailed explanations of these buttons and their functions.

MHext

Move Appt

Confirmed

Mo Show

Mext Avail Appt

Find Pt Appt

Export To Excel

Next: After selecting a time slot to which an appointment will be made, click next to open the

appointment details window.

MBA Schedule Functions

Move Appointment: This function allows you to move an appointment and all of its saved infor-
mation to a new date/time slot. Click once on the appointment time slot you wish to move, then

click on the “"Move Appt” button. Then click on the new time/date slot you wish the appointment

to be moved to. The new appointment should appear.

Confirmed: When a patient confirms an appointment, it is easy to update your schedule simply
by selecting the appointment and then clicking on the “Confirmed” button. This will then indicate it
is confirmed with a **CON** before the patient’s name.

No Show: If a patient fails to show up for their scheduled appointment this information can be
recorded by selecting the appointment and then clicking on the “No Show"” button. This indicate it
is a no show appointment with a **NS** before the patient’s name.

Next Available Appointment:
This function allows you to search
for an available appointment time
based on the criteria you enter in
the search window. Select the
saved appointment slot then click
“Next Avail Appt”. Search using
the time needed for the appoint-
ment, in time slots selected days
of the week or minutes. Search
using a needed time frame or
search between the columns.

Provider:

Time Frame -

LCalurng:

* Provider

idler, Stephen

Start D ate: I

e

T 0 L] o ] o] 0] ] |
Time Slats: I_ OR Minutes: I

To I

o
tonday I
Tuesday [V
wiednesday [V
Thursday W
Friday v
Saturday [
Sunday r

Find |

Find Next Available Appointment |

" Resource |

LCancel

Find Patient Appointment: To search for an appointment that a patient already has scheduled,
click on the “Find Pt Appt” button. This will bring up the patient search window. Upon locating the
patient, the appointment list window will come up. Then select the appointment you are looking

for in the appointment list window. Once you have selected it, click on find appointment. This will

allow you to edit and view the appointment.

Export To Excel: This button will export the schedule in view to a Microsoft Excel file.
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Next Confirmed ““-:‘p%;’ﬂ“ Export 10 | print Superbills | Print Sched | DSB
Find Pt Export To - - Reminder Chg
i No Shaw Appt Dutlook Print Beminder Letters Font

Below you will find more detailed explanations of these buttons and their functions.

Export To Dutlook | Export To Outlook: This button will
Adler, Stephen

Schedule Functions

Schedules

i, Export to Outlook [ |

QKl

Print Superbillz P

export the schedule in view to your
Microsoft Outlook Calendar. You have
the opportunity to set the date and
column parameters as well as include ,

From Date
To:

[ Columns: [~ [

Include Non Pt Appts

To Date |11f29f200? Cancel |

non patient appointments.

rint Superbills: This function will print superbills
for all patients in the current schedule view.

Frint Beminder  Print Reminder: This function prints a label from a label printer that contains the patient name,

Print Sched

Reminder
Letters

Font HE
psg | DSB: This is a future enhancement called Digital Superbill. Fort .
Bold 7 [ o ]
Temninal :IUIBr g j ﬂl
. . . (} Times Mew Roman 10
Chg Chg Font: This allows you to use the window to the right to G Trbuchatlis Bold tafi i
. unga |
“Yerdana 14
Font | change the font, style and size. 0 Voriana = Hog
~Sample
| AaBb¥y2z
Close | Close: Exits schedule view. e
IWestern k2|
Thiz iz an DpenType font. This zame font will be used on both your
printer and your screen.

physician name, and the patient's future appointment dates and times. It can be used to stick on
the back of a business card and given to the patient as a reminder of his/her next appt with the
doctor.

Print Schedule: This allows you to print a schedule and set date parameters for the schedule printed.

Reminder Letters: This function will print reminder letters for all patients in the current schedule view

Refresh: This button will refresh the view.
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MB Review Module @

MBA Yersion 4.9.06 - Reyiew Patient Account |
File Help

In this module, the user will be al-

=] ok " lowed to review a patient’s current

information, history as well as rec-

Recently Accessed:

|
Lask Mame: | LCE" oncile the account or view the aging
First Mame: [ for the patient. This module can be
Middls Name: | used for follow-up on any ou_t-
OR standing balance for the patient.

Batient Mumber:
OoR

Open the review module and the

patient search window will appear.
Social Security Mo,
OrR Enter the patient’s information to
search for the patient. You may
select the patient from the recently

——
——

Birth Drate: |— accessed dropdown list. Click OK.
——
——

Phone Mumber:
ORr

OR
This will bring up the review win-
dow.

Chart Mumber:
OR

Superhill Cerl Mo, :

The totals shown in Tab 1. General can be filtered by selecting the Responsible Party from the drop down list or
by Primary Doctor or by Practice. If the patient is linked to a family account you can view that balance by check-
ing the Include Family Charges box.

You can also move to the next patient by typing in the desired patient’s ID number in the Next Pt box. The Edit
Demographics button will open the patient module allowing you to make changes. The Yellow background on
Tab 3. Comments indicates there is a privacy alert. A red background indicates a patient alert. If there are pri-
vacy and patient alerts, the background color will match the color of the last alert.

To navigate between the eight tabs in Review, simply left click the desired tab or use the keyboard shortcuts
such as ALT-2 for History.

MBA Yersion 4.9.06 - Review Pt Acct for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25/1973 - S5M: 123-23-1234 - CHART NO: 3243 - DR ID: 1

ACCT PRI DOC INFO NOT FOURND. FrimaryDoctor [aAdier, Stephen - Erint | Edit Demographicsl Hext Pt Save |
Resp Patly  [5ELF -1 »|  FPractice: DEMO DEMO DEMO DEMO DEMO Include Famiy Charges |~ I Cancel |
5 Stmt: Hist | & Dt sk | 7 Pt Doos | B ki
1.General I 2 Histary I 2.Commentz l 4.Inz Info/ncidents

S5M: |'|23-23-'I 234 Home Phone: |[3'I 8] 555-9801 Business Phone: |[3'I 8] BE5-9675

Address: I'I 002 Stubbs dvenue Monmoe, LA 71200

Patient Since: I Mo Charges  # of Visits Femaining: WAy Pre Auth 8 [of Last Chal: I M/,
Last Charge: I Mone  Last Statement: I Last Pat Paymest: I 1) A2 I +0.00
Memst Appt: I Mone Goheduled Last Ins Filing D ate: I Last Inz Payment: I 1A I $0.00
Current 3 toEO E1 to 90 O 90 Unapplied Total
Tatals $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
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Review

MBA ¥Yersion 4.9.06 - Review Pt Acct for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25/1973 - 55M: 123-23-1234 - CHART ND: 3243 -DR ID: 1

ACCT PRI DOC INFO NOT FOURD. PrimatyDactor [ Ader, Stephen »]  Eie | EditDemographics | MestP save |
RespFarty:  fsElF -1 ~| Fractiest  |DEMO DEMO DEMO DEMO DEMO | |0y de Family Charges | I Cancel
5 Stmt Hist | B Cantact Hist | 7 PtDocs | 2 Claims
1.General I 2 History I_ Alnz Infodlneidents
S3H: |1 23-231234 Home Phone: |[31 8] 555-3501 Business Phone: |[31 ) 555-9675
Address: |1 002 Stubbs Averue Monroe, LA 71201
Fatient Since: I Mo Charges B of Visits Remaining: I MAt  Pre suth # [of Last Chgl: I R
Last Charge: I Mone  Last Statement: I Last Pat Papment: I 1 A I 40.00
Mext Appk: I None Soheduled  Last Ing Filing Date: I Last Ins Payment: I N7, I $0.00
Current 31 o B0 B1 to 90 Ower 90 Unapplied Total
Totals $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
1. General

Primary Doctor: From the drop down list the primary doctor may be selected.
Practice: From the drop down list the practice may be selected.
Responsible Party: The responsible party may be selected from the drop down list.

Include Family Charges: Checking this box will allow the user to view all charge information for all family members that
are linked to this patient account. Patients may be linked as family members under the Family tab in the Patient’s Module.

SSN: The patient’s social security number will reflect the number entered in the Patients Module.

Home Phone/Business Phone/Address: Patient contact information will reflect what is listed in the Patient’s Module.
Patient Since: This date will default to the first date of service that has been billed in MBA.

Last Charge: This date will default to the last date a charge was entered.

Next Appt: This date corresponds with the next appointment the patient has scheduled in MBA scheduler.

# of Visits Remaining: This applies only to incidents that have been created which allow a certain number of dates un-
der a particular authorization code, before another authorization needs to be obtained.

Last Statement: This date defaults to the most recent date this patients statement was printed.

Last Insurance Filing Date: This date corresponds to the last date the charges billed on this patient’s account were
filed to their insurance.

Pre-Auth# (of last chg): This pre-authorization number is linked to the incident of the last charge requiring a pre-
authorization

Last Patient/Insurance Payment: The last payments made by the patient or the insurance default here with the
amounts paid.

Aging Window: In the grid at the bottom of the window, the aging on this patient’s account can be reviewed from cur-
rent up to over 90 days. The unapplied column lists any amounts that have been posted as an unapplied amount.
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% M BA review Module =

MBA ¥ersion 4.9.06 - Review Pt Acct for: 6011 - Irwin Hochberg - DOB: 07/26/1928 - 55M: 107-20-91495 - CHART ND: 6011 - DR ID: 1

ACCT PRI DOC INFO NOT FOUND. PimaDostor [ ~|  pint | EdtDemoguaphics | Iﬂe”tpt—E
Fiesp Party: I j Fesizs I j Inciude Family Charges [ Lancel |
5 Stent Hist | 6 Contact Hist | 7 PtDocs | 8 Claims
1.General I 2.History ] 2.Comments I 4 Inz Infodncidents
Patient Transactions: File Nest/Refile| Print Claim | Bil Resp Party | Claim History | Edt | Delete| Show applied details for trans selected:
Type| Trans Date Tranz Desc EC;PEIL M1 | PR | DR | Transdmt | AmtApplied | Amt Femaining At Allowed
Pt [09/05/2007  |PATIEMT PAYMENT RP-[ 1 [$20.00) [$20.00) $0.00
Frot [07/30/2007  |INSURAMCE PAYREMT - Oxford Ing-| 1 [$39.04) [$39.04) $0.00
07 | Dffice/op Yis zt Pt. 2 Key Components: |99213 $30.00 $30.00 $0.00
Pt [ 07/08/2007 | INSURAMNCE PAYMENT - Osford Ing-| 1 [$71.59) [$71.59) $0.00
Frot [11/28/2008  |PATIEMT PAYMEMT RF-| 1 [$20.00) [$20.00) $0.00
Chg |11/28/2006 | Office/op Visit, E<t Pt. 2 Kep Components: |93214 RP-| 1 $131.00 $131.00 $0.00
TranzD ate TranzCode | Description Source Amountépplied -
0743042007 2 INSURAMCE PAYMEMT FRI - Oxford ($39.04)
07/30/2007  |B INS wWRITEOFF PRI - Dxford [$30.98)
09/05/2007 4 PATIENT PAYRENT RF [$20.00) LI
Beq Date: I—J Show Charges By ¥ ShowCharges ¥ Show Papmerts ¥ Descending by Date [~ Sort By Patient
gree |—"' Insurance " Patient® Both| @ Show DebitAd] W Show CreditAd I Open Ikems Only
End Date: I J W ShowDenislz [ ShowApplied Detsil [ Show Deleted Chis I
2. History

Show applied details for rans selected; After clicking on this line the transaction details will appear at the bottom of the win-

dow. If you have a charge selected and you click on this show applied details for
trans selected, any payments or adjustments that have been made on this charge will appear with the transaction dates,
transaction codes, descriptions, source (ie, patient or insurance) and the amount applied. If you have a payment or adjust-
ment selected and the applied details line is clicked the charges these payments or adjustments have been applied to will ap-
pear with the transaction date, code, description, source and amount.

File Mext/Hefil=| By selecting a charge and clicking the File Next/Re-file button, this will file the claim either to the secondary or
tertiary insurance carrier or to the primary insurance again.

Print Clairn | The Print Claim button will allow you to print a paper claim.

Bill Fesp Party | By selecting a charge and clicking the Bill Responsible Party button the charge selected will then be billed to the
responsible party.

Ml Claim history provides the history of the filing of the claim including the insurance plan name or names, the date

(s) the claim has been submitted and the claim format rather it be
electronic or paper. You can also print off the history and delete as

needed.

Insurance Plan Mame [rate Submitted

. MEDICARE EMPIRE Print |
Edi | Edit will open the transaction selected. This can also be ac- Delete |

complished by simply double clicking on the selected payment,
charge or adjustment.
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% M BA review Module =

MBA Yersion 4.9.06 - Review Pt Acct for: 57676 - CONSUELD GONZALEZ - DOB: 09;/10,/1934 - 55N: 053-30-9175 - CHART NO: N/A - DR ID: 6

ACCT PRIDOC INFO NOT FOUND, FrimayDactor | =] Pt | EdtDemogaphics | NestPt Save |

Al j ez I j Include Family Charges [ Cancel |

£ Strt Hist | B Cantact Hist | 7 PtDacs | (ks
1.General I 2 History I 3 Comments I 4 Ing Info/ncidents
Patlent Transactions: File Ment/Riefle| Print Claim | Bil Fesp Pary | Claim Histary | Edit | Delete|
Type| Trans Date Trans Desc gdee M1 | PR | DR | Trans Amt | AmtApplied | Amt Remaining Amt Allowed
Adj (1240372007 INSURANCE DENIAL - MEDICARE Ing $0.00 $0.00 $0.00
09/19/2007 |EKG/ECG INTERP & REPORT CHG FRI $0.00
Chg |09/19/2007 EKG/ECG INTERF & REPORT 93010 PRI| 39 $9.57 $0.00 $9.57
12/03/2007  |IMNS DEMIAL - MEDICARE EMPIRE DEMIAL Ing - $0.00
Adj |03/14/2005(S5MALL BALANCE WRITE OFF RP | & $2.11] $2.11] $0.00
1/15/2005 |EKG/ECG INTERP & REPORT CHG RF [$2.11]
Pmt |03/08/2005(MEDICARE PAYMEMNT - MEDICARE Ing | B 1$8.42] [$8.42) $0.00
1/15/2005 |EKG/ECG INTERP & REPORT CHG RF [$8.42]
Chg |01/15/2005 EKG/ECG INTERF & REPORT 93010 RP | & $10.53 $10.53 $0.00
03/08/2005 |MEDICARE PMT - MEDICARE EMPIRE | PMT Ing - [$8.42]
03/14/2005 |SMaLL BALAMCE WRITE OFF Al RF [$2.11]
BeqDate: I—J Show Charges By ) ¥ Show Charges ¥ Show Papmernts ¥ Descending by Date [ Sort By Patient
plaE F’" Insurance  Patient™ Both| [ ShowDebit&di ¥ Show Credit Adj [~ Oper ltems Orly
End Date: | J ¥ Show Denials W Show Applied Detal [ Show Deleted Chas B

geletel The delete function is useful when a batch is still open and a charge has been posted or a payment has been
posted incorrectly. It can simply be deleted by first selecting it and then clicking delete. If the charge has a pay-
ment posted to it or if the payment has been applied to charges the Delete function is not recommended.

—5Show ChargesBy————————— W ShowCharges ¥ Show Payments ¥ Descending by Date [ Sort By Patient
" Insurance () Patient{*' Both| [¥ Show DebitAdi 2 Show Credit Adj I~ Open Items Only
¥ ShowDenial: W Show &pplied Detal [ Show Delsted Chags

By checking the appropriate boxes the order in which the transactions are viewed in the window can be changed.

If you only wish to view the open items or if you would like to view any charges that have previously been deleted
on the account, it can be specified here. In Show Applied Detail view you are able to view the charge with all as-

sociated adjustments and payments.

Beg Date: | J To only view transactions within a certain time frame, dates can be entered to narrow the view-

End D ate: I J ing field.

Show Charges By — These charges or patient transactions may be viewed in this window according to insurance
" |nsurance O Patient & Both . : .
responsibility, patient responsibility or both.
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MBA ¥ersion 4.9.06 - Review Pt Acct for: 16863 - CARLOS ECHEYARRIA - DOB: 07,/05,/1953 - 55N: 584-48-8863 - CHART NO: N/A - DR ID: 12

ACCT PRI DOC INFO NOT FOUND. PrimaryDocter =] Pim | EditDemographics | —l“_e”‘ Pt Sawe
Fiesp Party: I j jecics I j Include Family Charges [ Cancel
5 Strot Hist | & Cortact Hist | 7. Pt Docs | @ Claims
1.General I 2 History I 3.Comments I 4 1ns Infoslncidents
Patient Transactions: File Next/Refie| Print Claim | il Resp Party | Claim History | Edit | Delte| Show applied details for trans selected:
Type| Trans Date Tranz Desc EEI:E::ITE 1 | PR | DR | Transz Amt | AmtApplied | Amt Bemaining Amt Allowed
12/04/2007  [INSURAMCE DEMIAL - HEALTHFIRST g - $0.00 $0.00 $0.00

Chg |09/20/2007 |EKG/ECG IMTERF & REFORT 93010 FRI | 39 $35.00 $0.00 $35.00

Prat |11/10/2004 |COMMERCIAL PAYMENT - HEALTHFIRS Inz-| 12 [$44.59]| [$44.59) $0.00

Adp [09/30/2004  |MON-PAR PROVIDER ADJUSTMENT - Ins-| 12 $1 BD.DD]l [$160.00) $0.00

Adip |09/30/2004  |MON-PAR PROVIDER ADJUSTMENT - Inz-| 12 $44.59| $44.59 $0.00

Adp |09/02/2004  |SMALL BALAMCE WRITE OFF RP-| 2 [$35.DD]| [$35.00) $0.00

Adi |09/02/2004 | SMaALL BALAMCE WRITE OFF RP-| 2 [$35.DD]| [$35.00) $0.00

Adi |09/01/2004  |SkaLL BALAMCE WRITE OFF RP-| 2 [$35.DD]| [$35.00) $0.00

Adp [05/19/2004 | SMALL BALAMCE WRITE OFF RF-| 21 [$35.00) [$35.00) $0.00

Chg |04/21/2004 |EKG/ECG INTERF & REFORT 93010 RP-| 2 $35.00 $35.00 $0.00

Chg |04/21/2004 |EKG/ECG INTERF & REPORT 93010 e |RP-| 2 $35.00 $35.00 $0.00

Chg |04/412/2004 |STRESS TEST CV'w/0 INTERP 9306 SEC| 12 $80.00 $20.00 $0.00

Chg |04/12/2004 |STRESS TEST W INTER REPRT 93018 SEC| 12 $80.00 $80.00 $0.00

Chg |07/02/2003 |EKG/ECG INTERF & REPORT 93010 RP-| 2 $35.00 $35.00 $0.00

Chg |08/418/2002 |EKG/ECG INTERP & REPORT 33010 RP-| 21 $35.00 $35.00 $0.00

) Show Charges By [¥ Show Charges ¥ Show Payments ¥ Descendingby Date [ Sort By Patient
Beg Date: | | [ insuenceC Fationt® 8t [ chomDeticd B ShowCrediéd T Gpeon hems O
End Drate: | J ¥ Show Derials [~ Showapplied Detal [~ Show Deleted Chgs B

Type: The type of transaction is listed here as Chg (Charge) Adj (Adjustment) or Pmt (Payment)

Trans Date: The date the transaction was posted. Either the date the charge was entered, the date of service or the date
the payment was posted.

Trans Description: This is the description of the transaction. Any comments that are made to the specific transaction can
also be viewed in the transaction description window.

CPT Code: The CPT code is listed in this column.
M1: The primary modifier used in billing a charge is listed in this column.

PR: The payment responsibility column will list either RP for responsible party, PRI for primary insurance or SEC or TER for
secondary or tertiary on charges.

DR: The corresponding doctor of service is listed by his/her assigned provider number within MBA.
Trans Amount: This amount is the original amount either charged or posted.
Amount Applied: This amount is how much of the transaction amount was actually applied to the specific transaction.

Amount Remaining: This amount is the remaining amount after the amount applied has been deducted from the trans-
actions amount.

Amount Allowed: This amount is the amount allowed by the insurance company.
Save/Cancel: Save to save changes made or cancel to not save any changes made.

Print: To print a summary of review for this specific patient click print. The window will prompt you to specifications.
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ACCT PRIDOC INFO NOT FOURMND.

PrimaryD octar I - l Erirt

RspIRay j Practice: I ﬂ Include Family Charges
5 Stmt Hist & Crarticret et 7 Pt Docs |
1.General ] 2 Histary | 3.Comments ]
General Comment: Billing Comments
—Allergies Dirug Reaction:
— Curmrent Medications Patient alert {(vfny 72 [
=l Allergic to Penicillin =
Standard Feleaze of Info Signed |1 A/2008 J
Privacy alert (/M) 7 " ‘Yes
Mom can call for test results ;I

I EditDemographicsI Next Ph

| Cancel |

8.Claimz
4 Inz Infodlncidents

Save |

3. Comments

These user defined fields are for entering information relevant to the overall treatment of the patient. If a patient alert has been
added in this module or any other module within MBA, tab 3 will appear red to alert all users of this alert.

If a privacy alert has

been added in this module or any other module within MBA, tab 3 will appear yellow to notify all users of this alert. If both
alerts have been added, tab 3 will appear in the color of the last alert added.

The Standard Release of Info Signed date carries over from the Patient Module. This allows information to be entered relating

to the HIPAA Standard Release of Info that must be signed by each patient. The date this document was signed can be entered

in the space provided. In the case that the patient has specific requests as to how his/her information is handled the Privacy

Alert box may be checked.

General Comments, Allergies, Current Medication and Drug Reactions will also show in the Patient Module.

— General Comments — Allergies
=4 =
= -
— Current Medications — Drug Reachons
=4 =
[ -] -
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% M BA review Module =

MBA ¥ersion 4.9.06 - Review Pt Acct for: 7578 - Kenneth Wayne Maxey - DOB: 01/25,/1973 - S5M: 123-23-1234 - CHART NO: 3243 - DR ID: 1

ACCT PRI DOC INFO NOT FOUND. FrimaryDoctor - it | Edt Demographios | MestPt [
Riesp Party: I j Feeiza I j Include Family Charges [ Cancel
5 Strot Hist | £ Contact Hist | 7 PtDocs | 8 Clairns
1.General I 2 History I 3.Comments I 4 Inz Info/Incidents

Imsurance Plans:

Inzurance Co. Type |Group # |ID # City st Zip Eff Date Term Date  |Descrption  |kainPhone | FilingOrder dd
Empire BCBS 243472 Mew ark | WY 10008 1142006 5 an : Edit

Delate

Kl I i
. Sart By :

Inciderits: " Date  DoctarName Add Edit Delete

Description Incident Date Tupe Incident Type Pre-utherizati Max | Rema Doctort ame

D ate oh Yizits | ining

Avto 21042007 Accident - Auto

4. Insurance Info/Incidents
Insurance Plans:

Listed in this window are all the active and inactive insurance plans for this patient. To edit or view more detailed insurance
information double click on the insurance company that you are interested in viewing.
Insurance Plans:

Inzurance Co. Type |Group f|ID# City 3t Zip Eff Date Term Date  |Description  |MainPhone |FilingQrder &dd
Empire BCBS BCEBS |3 Mew vork |MY[10008- 2008 1 Edit

Delete

1| | i

Incidents: Any prior authorization information may be entered by adding an incident. You may also edit or delete existing

incidents. . -

Kidhed Save
Load Defaults | LCancel |

:
d

Patient Incident Information:

~ LIB-92 Infa
Dceurence Codes/D ates Condition Codes

Incident Drate: IW J 1 l— I— I— I— I_
Date Type: | Accident Date | 2 l_ I Walue Code/dmaunt
Incident Code: I.&ccident - Auto j ] I— li 1 I_ I
Acoident State: m 4 l— I— 2 I— I
Preduth #  [345438435 s
Auth Exp Date IW J B I_ l—
Doctor I.&dler, Stephen j
Wigitz Femaining: I? af I?
Description: Ate] ;I
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% M B.A review Module o

ACCT PRI DOC INFO NOT FOURD. PrimarDostor | -] Pt | EdtDemographics | MestPt -

Riesp Party: I ﬂ Include Family Charges [ Cancel
1.General I 2 History ] 3.Comments ] 4.Ins Infodlncidents
B Stmt st | & Contact Hist | 7 Pt Doss | 8 Claims
Previous Statements: View Delete |

Recipient Mame Frint D ate Pt Current |31 to 60 E1 to 90 Ower 90 Ir:

Evar JAMOWITZ 7 7FPM |$0.00 $0.00 $0.00 X
EWaN JANOWITZ 10/5/2007 30911 PM 40,00 $525.00 $0.00 $0.00 $525.0 $C

4| | 2
Appointment History:

Appaintrnent] StartTime |EndTime | Schedh ame Reazon Comments ApptHiztar S how
12/11/2007|04:30 Ph | 05:00 PH [RONALD JACOBSOM  [FOLLOW LIF|$395 ALSD HAS B

8/8/2007)02:20 PM |04:20 PM [ROBERT WOLFF MNEW PATIEI —

MAMAROMNECK, NY 10543
AMOUNT DUE:  § 62600

BLCSGC LOT Al SEL ECTURL. TIE URECF FORTICH WITH PO ROMTTAE S0 EMOUNT REMITTEDH
5' Stmt HiSt HLLIMG S0 E RCCGUM | MURAEE | | 1P~ G HATE &M= GUES | IGHS REGU L 00145 I8 TEREN | ILENSE CRLL
TFEM DmmEmy 16 11.'15'2|:|:|7| men |GIa.|1I:|aI5|t-3E{I15EI
ThIS WlndOW ShOWS a |ISt Of UAIE LIS Lo 1 G IAL ARREU BERIUR LEPNRIRG
. . a2t . .
all statements this particular R ERT WOLFF MO " e e
patient has rECEived, the date The baEwce or youraccoret b vow 30 days od. Tekpiore o Brboiig
|t has been printed, and the Ilglrligeoslz:reofioel.—Fma\rfmm Bam © dpm . PRaze callyonrcarkrpriorts
aging balances.
You can view the statement
by clicking the View button
and delete by clicking the
Delete button.
Also included is the patient’s
appointment history.
PTO-80D0RYE PTE1- O DAYVE PT OWERPOD DAY E PT UNAPAIED TOTAL DUE BY PATIENT
| 000 | F000 F52500 F000 F 52500
IWB0-d0 DevVE IWB 81-B0 DAYAE INB OWER BO D YB IWB UNLPPLIED DUE EYINBURLNCE OMOUNT CU RRENT LY DUE BY
| F000 | 000 000 000 B i

PEDIAT RIC WEUROLOCGY 0B BOCIAT EB, PC - PO, EOW 1020 - HAVWTHORME NY 10622 - (F14) 362-0 160
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MBA ¥ersion 4.9.06 - Review Pt Acct for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25/1973 - 55M: 123-23-1234 - CHART ND: 3243 -DR ID: 1

ACCT PRIDOC INFO NOT FOUND. PrimaryDoctor | ~|  Fin | Ech Dsemreg s | Next Pr: [

fesals j Fractice: I j Include Family Charges T Caneel
1.General I 2. Histary ] 2.Comments I A lnz Info/lncidents
5 Stmt Hist | 6.Cantact Hist | 7. Pt Dacs | 8 Claims
Contact History: sad | Edit piint |

ContactD ate| PersonContacted

12/10/2007 |Bob $120.00

1

Fallow Up Date: |1 2420007 J

6. Contact History

This tab will allow the user to view, add and edit any contact for the patient in regards to follow-up or phone consul-
tations regarding the account or patient status. While this option is more often used as a tool for patient follow-up,
the uses are not limited to patient follow-up alone and can be used for any account correspondence.

MBA ¥Yersion 4.9.06 - Account Correspondence

Patient Name >

Save |
LCancel |

Kenneth Wayne Maxey Jr.

|SELF-1
IEmpire BCES-11012

=
=

BAL: $0.00
BAL: $120.00

Select from the drop down Responsible Party

lists.

Inzurance Plan

i

Cotrespondence Tvpe I Fhone Corversation

D ate af Cantact

Enter the date of contact.

Enter the person contacted. Person Cantacted

Comments:
In the space provided enter

all comments associated
with this contact.

If during this contact a

|12x1nxznn?
IBDH

Follow Up Date: I'I 22042007 J

Fromize to Pap? [
7~

Bob with BCES saws payment for 9/07 07
date of zervice haz been appraved and we
ghiould receive payment within 10 daps.

B—
v

promise to pay has been
made, check the box enter
the amount and date it
should be paid. If monthly
payments were promised,
click monthly.

Created by: MMSEKWM
Modified by: MMSEWH
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I $120.00
By what D ate I‘I 242042007
Reszalved Date: I

ArnaLint

<

Crefed:  12/10/2007 11:44:09
Modified: 1210/2007 11-44:09



_ MBA Review Module @

ACCT PRIDOC INFO NOT FOUND., PmagDocter [~ | Bt | EdtDemographics | HestPE Save
e (P Elecce I =l et Famiy Charges [~ Lared
1.General I 2 History I 3.Comments I 4 .Inz Info/Incidents
& Stmt Hist | 5 it [l | 7P Docs | & s
Add | Edit | Delete | Launch |
Categary PatientDocumentlD | PatientlD | SourcePathéndFile Drescription DocumentCategorlel Cr

K1 Bl

7. Patient Docs

This tab allows documents to be linked with the patient’s account. EOB’s and other correspondence can be scanned in, saved
and linked with the associated patient’s account. Click Add to add a new document or edit to edit an existing document. De-
lete will delete the highlighted document in the window. Launch will open the saved document for review or editing.

Add | Edi ‘ gelete| I:aur'u:h|

File Created

Categomy Description File Mo

Fatient Letters Patient Fes

1 [

To add a new document click add. Begin by entering a description of the document and select the document cate-
gory from the drop down list. This list may be added to or edited by clicking add or edit.

To select the document click update, this will open a windows search screen. Find the file where the document has
been saved and click okay. The document will then be linked with this patient’s account and the path to find the
original saved document is listed under path. The file name is listed below it. Click save to save your work and exit or
click cancel to exit without saving.

42

D escription |F'atient Response Letter Save
D'ocurnent Categony | Fatient Letters Cancel
Source File Launch
Computer |
Path |E:\Dacuments and SettingzhF.maxeyity Documentsh! TERMPS

File Mame  |Patient Response Letter. st

Created By: MMSKWwWM Created: 12/10/2007 10:56:15 AM
Modified By: MM5KWH Modified: 12/10/2007 10:56:15 AM



% M BA review Module o

ACCT PRI DOC INFO NOT FOUND. FiimanyDoctor | v|  Bin | EdtDemogaphics | NetPr SavE

Fieem e j Prastice: I j Inciude Family Charges T Cancel
1.General I 2 Histary I 3 Camments I 4 Inz Infodlncidents
5 Strot Hist | B Contact Hist | 7. PtDocs | 8 Claims
Beg Date: | to End Date:| File: NextfHefiIel Shaw |

Eloaim InsPlanbame Chgs |FType  |DateFiled

1 DELETED HEALTHFIRST |1 FPAFPER |10 007 11:17:454M |1
DELETED HEALTHFIRST |1 10/26/2007 3:00:00 AM

$35.00 0o

Dbl click on the claim above to display associated chgs. Dbl click on the chg below to pull up the charge form:

8. Claims

This tab allows you to see the history of several claims at once. You can sort by date, or newer claims and can include
closed claims. You can also file next insurance or refile from this screen.

MBA ¥Yersion 4.9.06 - Refile

Create Pending W

Flease selectthe insurance wou would like to file this claim with. Insurance Record

Terminated

EMPIRE BS HEALTHCHOICE

0&7/485031

L | i

The current ingurance is: EMFIRE BS HEALTHCHOICE

Filing Order: 1
MBA Yersion 4.9.06 |
:3/ This is the insurance company that this charge will be Filed with,
L]
Insurance Plan Mame: EMPIRE ES HEALTHCHOLCE
Insurance Plan ID: RECOO7ADE941
Plan Description:
Filing Crder: 1

Do wiow wish ko conkine?
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MBA Yersion 4.9.06 - Patient Charges

1 M BA Charges Module

Eile Help

Recently Accessed:

Lask Mame:

Firsk Mame:

Middle Mame:
(1]34

Fatient Mumber:
(1]34

Social Security Mo,
(1]34

Fhone Kumber:
1]13

Birth Date:
ORr

Chart Mumber:
ORr

Superbill Cerl Mo,

Cancel |

&

Charges

In this module, the user will be able
to document and bill all charges
incurred for individual patient’s.

Open the charges module and the
patient search window will appear.

Enter the patient’s information to
search for the patient with whom
the charges should apply. You may
select the patient from the recently
accessed dropdown list. Click Add.

This will bring up the charges win-
dow.

If the Place of Service selected is an
in-patient facility the Admitted and
Discharged fields will appear.

MBA ¥Yersion 4.9.06 - Patient Charges (ADD MODE) for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25,/1973 - 55M: 123-23-1234 - CHARTNO: 3243 -DR ID: 1

Batch #:
Incident ID: I

Resp Party: I SELF -1

Pre Auth #: I Yisits Remaining: I of I Fee Schedule: I STAMDARD FEES

j Add I Edit | Dr of Service:

J Referring Dr:

[7D11 14 07cmacdanald - 42 = | _Add | Edt | Blace of Servt ['Hogpiial Conter (MEA 1D 31 7] _Add | Edi | Admitsd

Finalize |

I.-’-\dler Stephen

o] e ke | | e |

I.&bnueza Ziad

Dizcharged:
J Add | Edit | gdd.-’-\nu:-therl

l.l:halges] 2Additional Data ]— 4 Other Charges I

—

Date of Service: |h 271772007 J tdd | Edt | Seawh | tdd | Edt | Seawh |
CPT Code/Desc: I j I j Diagnoziz 1: I j I j I Heurdell
CPT Modifiers: I j I j I j I j
CPT Amaunt: |$D.DD Frint on [neurance? IEIectronic vl
# aof Units: |1 Azsigned? v “Yes
Bf_:z?c“““e [ Bil RespPay? [~ Mo
Anesthesia I I Anest. From/To: I I
[HH:kARA]:
Total price: |$D.DD Charge on Hold? [~ Mo
Patient Insurance Information
Fil Drder |nsurance Plan Mame b ainPhone CoPap % | CoPay Amt IDMa
1 Empire BCES 8009922583 0.00% $20.00( 343243242

To quickly put in the current date, hit the space bar while in the Date of Service field. Remember you
can use the keyboard shortcuts throughout MBA by holding the Alt key then typing the underlined letter

in the description of the field you want to jump.
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MBA ¥ersion 4.9.06 - Patient Charges (ADD MODE) for: 7578 - Kenneth Wayne Maxey - DOB: 01/25,/1973 - S8M: 123-23-1234 - CHART NO: 3243 -DRID: 1

Batch#:  [7D1114-07cmacdonald - 42 =] _Add | Edi | Place of Serv: [gosh rot Office MBAID 1 v | _Add | Edi | Finalize: |
Incident 1D: | =] _Add | Edit | DrofService: [ler, Stephen =] _Add | Edi | Caricel |
Resp Party: |SELF-'| =] Referring Dr: |Abnuezzi,2iad x| Add I Edit | gdd!—‘motherl
Pre duth #: I Yisits Remaining: I of I Fee Schedule: I STAMDARD FEES j Skip ta Surm |
1.Charges I 2 Additional Data ]_ 4 Other Charges I

Date of Service: bdd | Edit | Search | ddd | Edit | Seach |

CPT Code/Desc: I j I j Diagnosiz 1: I j I j I Fleorderl
CPT Madifiers: I j I j I j I j

EPT Amount: |$D.DEI Frint on Inzurance’? IEIectmnic vl

H af Lrits: |1 Aszigned? ¥ Yes

gc'a’;fC“ti"e | Bil RespPaty? [~ Ma

Anesthesia I I Anest, Fn:um.n"Tc-:I I

[HH:kdkd]:

Total price: |$D.DEI Charge on Hold? [~ Mo

Fatient Insurance [nformation

Fil Order Insurance Plan Hame ki ainPhone CoPay % | CoPaydmt IDMo
1 Empire BCES 2009522583 0.00% $20.00| 343243242

Batch#: The system allows the user to create as many batches as needed to enter charges and adjustments into the sys-
tem. The user can ADD or EDIT several batches for different types of work. Once the work is complete for a specific batch,
the user must run a batch report and balance then close the open batch.

Add Batch:To add a batch , lick on the Add button. P R
File  Hel
Batch#: The system will automatically assign a number R
to the batch. Batch #: I Save |
Description: This name is user defined. Usually a short Desciption: _ Concel |
Practice:

description and the users initials are used.
Practice: Enter the practice to be used for this batch.

Month/Year: The month and year for which the infor-
mation is being entered.

Edit Batch: To edit a batch click on the Edit button. This

|DEMEI DEMO DEMO DEMO DEMO |

Accounting Manth |'|2 VI ear IEDD? vl

Created:
Modified:

Created by: MMSKWM
Modified by: MM5SKWM

12/10/2007 12:35:59 PM
1271042007 12:35:53 PM

option allows the user to edit the description, month, and year for any open batch.

Save/Cancel: Save once the desired information is entered or Cancel to start again or exit out of the field.
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- MBA Charges Module @

~ Close Batch: Once all of the information is entered for a specific
¢#Medical Billing Assistant - MBA ¥ersion 4.9.06 - DEMO DEM e el o 1 1t o s e Re R o fed)

. , .
File Modules Maintenance | Reports  Lkiities  Help

w Print ko Screen

e STEP ONE In the main menu on the top of the screen, se-

Prink to Printer
Print (Export) ko Eile

Report Manager
Repark Designer

Printet Assignmments
Hospital Rounds

Edit Correspondence
Recall and Reminders
Chart Reguests
Patient Registration
Fiouting Slips

:

Labels

lect the Reports option. Then select the Close Batch option. A
list of open batches will appear.

STEP TWO Select the Batch that is ready to be closed by
highlighting the corresponding number.

STEP THREE Then select Batch Report. A report will print
showing all information that was actually entered into the sys-
tem. The user should balance each item entered to the items
on the report.

STEP FOUR Once the batch report has printed and the in-
formation balances, select the balanced batch nhumber and
select Close Batch. The system will close the batch and bring
the user back to the Main Menu.

Patient Ledger

Once a batch has been closed, the system only allows cer-
tain corrections to be made to the info in the batch.

MBA ¥ersion 4.9.06 - Close Batch

Please select the batch you wish to close. Practice: | | Show Closed Batches [~
Print Charges v
Frint CET Totals

-
Print Prnts/4djs v
Frint &4/F Report v

<

Batch 1D Practice Mame Drezeriptioh BatchClozel ate

5 DEMO DEMO DEMO DEMO 1(11/3/07 Patient Copays
LAl DEMO DEMO DEMO DEMO 1 28P 11/12/07 emcges

42 DEMO DEMO DEMO DEMO 1| 7D11-14-07cmacdonald Print To Screen W
43 DEMO DEMO DEMO DEMO I| COPAY-111507 =
44 DEMO DEMO DEMO DEMO 1| 070c111507en Eatch Repart

LCloze Batch

Done

Fieprint Eatch
A/R Reports

Chg Review
p

Al il

Browse
Charges

Browze
Protz/tdis

Also from the close batch screen you can browse the charges, payments or adjustments that have been entered
into that batch. There is also a charge review report which that list in the order the charges were entered a sum-
mary of the charge including patient id, name, date of service, doctor, facility, cpt code, maodifier, diagnosis code,
price and insurance id.

There is also a practice drop box if you have more that one practice file. To view a list of closed batches, check
the show closed batches box. You can print any report to screen or to the printer.
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MBA ¥Yersion 4.9.06 - Incident

Fidkded | Save |

Patient Incident Information:

Load Defaultz | LCancel |
—UB-92 Infa
Ozcurence Codez/Dates Condition Codes
Incident Date: — [12/10/2007 | LN | | |
Date Type: I.-‘-‘-.ccident Date j 2 I I Walue Code/Amaint
Incident Code: I,-'l‘-.ccident - Auto j 3 I I ! I I
Accident State: I LA, TI 4 I I 2 I I
PreAuth# 345435435 = |
Auth Exp Date  [12131/07 J 5 | |
Dioctor I.-‘-‘-.l:ller, Stephen j
"Wizitz B emaining: I}‘ af I?
Descrption: At ﬂ

INCIDENT ID This option is used to store pre-authorization or other information regarding services provided other
than the standard or normal service. The user may Add or Edit the Incident ID for any specific patient.

INCIDENT DATE: List the date of the incident or first date of service.

DATE TYPE: Choose the date type that best describes the incident from the drop down box:: Accident Date, Date
of first symptom of iliness, Date of Last Menstrual Period

INCIDENT CODE: Choose the code that best describes incident from the drop down box: Accident-Auto, Acci-
dent-Other, Accident-Employment, Accident/Tort Liability, Crime Victim, Elective, Iliness, No Fault Accident,
Normal, Pregnancy, Surgery, Third Party Liability, Workman’s Comp

ACCIDENT STATE: Choose the correct state abbreviation for the state in which the incident occurred.

PRE AUTH #: Enter the pre-authorization number obtained from the insurance carrier for this incident.

AUTH EXP DATE: Enter the date when the authorization number expires for the patient for this incident
DOCTOR: Enter the name of the physician seeing the patient for this incident

VISITS REMAINING: Enter the number of visits remaining for this incident if applicable.

DESCRIPTION: Enter the description that can be used for this incident so that it is easily identified for future use

UB-92 INFO: When billing on UB-04 claim forms, fill in these fields accordingly: Occurrence Code/Dates, Condi-
tion Codes, and Value Code/Amount

LOAD DEFAULTS: Used for UB-04 billing and preset by the system administrator.
SAVE OR CANCEL: Save the information by clicking on Save or ALT + S or cancel the information by clicking on

cancel or ALT + C.
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MBA ¥ersion 4.9.06 - Patient Charges (ADD MODE) for: 7578 - Kenneth Wayne Maxey - DOB: 01/25/1973 - 55M: 123-23-1234 - CHART ND: 3243 -DR ID: 1

Batch 8 |7D11-14-07cmacdonald - 42 = | _Add | Edt | Blace of Serv: | Hospital Center [MB4 1D 3] x| add | Edi | Admited Finalize |

Incident ID:I j Add | Edit | Dr of Service: I.-’-‘n.cller Stephen J Ludd | Edit | I J LCancel |
Dizcharged:

Resp Pary: [SELF -1 =] Referfing Dr: [ ahoyezzi, Ziad v _add | Edi | |— J gddf—‘motherl

Pre Auth H: I ‘Wizt Remaining: I ofl Fee Schedule: ISTANDAHD FEES
l.l:halgesl 2 Additional Data ]_ 4 Other Charges I

Date of Service: [iz/17/2007 | ddd | Edit | Search | Add | Edi | Search |
CPT Code/Dese: I j I j Diaghosis 1; | j | j I_ Fieorder |
CFT tMadifiers: I j I j I j I j

CPT Amount: |$D.DD Frint on [nsurance? I Electionic 'I
# of Urits: |‘| Azzigned? v Yes
50632?0““\’8 | Bil Besp Paty? [~ Mo
Anesthesia I I Anest. FromTo: I I

[HH:bAb]:

Taticl ites |$D.DD Charge on Hold? [ Mo

Patiert Inzurance [nformation
Fil Order Inzurance Plan Mame MainPhone CoPap | CoPay At IDMa
1 Empire BCBS A003922583 0.00% $20.00{ 343243242

RESPONSIBLE PARTY: Choose the correct responsible party for the services performed.

PLACE OF SERVICE: Choose the correct place of service. The correct POS number will be preset by the system admin-
istrator or other with access. The Admitted and Discharged fields will appear when the POS is an in-patient facility.

DR OF SERVICE: Name of the provider performing the service for this charge.
REFERRING DR: Name of the provider who referred the patient to the practice if applicable.
TAB 1. Charges: This TAB will allow the user to enter needed information for a specific service provided.

DATE OF SERVICE: Enter the correct date of service in one of the following methods: 010101, 01012001,
01/01/01,01/01/2001. MBA will format the date for the user.

CPT CODE/DESC: Enter the correct CPT/Procedure Code for the service provided. The user may enter the num-
bered code or tab over to the description and enter by description. Begin typing the code or description, using
the drop down arrow, arrow to the correct code and highlight the code, then tab to the diagnosis field(s).

The ADD, EDIT and SEARCH buttons above and to the right of this field are used to add, edit or search for a
CPT Code/Description.

DIAGNOSIS: Enter the correct Diagnosis/ ICD-9 code for the services provided. The user may enter the num-
bered code or tab over to the description and enter by description. Begin typing the code or description, using
the drop down arrow, arrow to the correct code and highlight the code, then tab to the modifier field(s). The
ADD, EDIT and SEARCH buttons above and to the right of this field are used to add, edit or search for the
Diagnosis Code/Description. There are EIGHT diagnosis fields available. Once the user has entered the first
diagnosis, another field will appear and so on. Only the top four will print on the claim forms.

REORDER: Use this tool to reorder the diagnosis code for this charge and your next charges when you click the
Add Another button.
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8]

CPT Cade: ||

Cancel
oR
Description: | =
M

In the case that a particular procedure code is not found in the search, a procedure code may be added
by clicking ADD next to the fields provided for CPT entry. The ADD function will bring up a search win-
dow where the user may do an additional search for the code or simply click New CPT to enter an en-
tirely new code. This will bring up the procedures window where all information related to the CPT code
may be entered.

User Defined Procedures

Procedures: oK,

Inactive [Y/N] 7: [~ No Cancel |

1.Genera|| 2FeeSchedules | 3Procedure Detalls | 4.Comments | 5.CClEdits |

Procedure 1D: [l | Get Info For |  CPT Origin: [! =]
Short Description: I Bt Stent Description: ]

Detailed
Description:
Type of Service: | L] Taxable {¥[N) 7: [~ No
CPT Categony: l L] Req Referral (Y/N)? [~ Nao
Default CPT Mods: | <1 =l =] S e
Additional Claim Info: I File Claims Code: I _:J
Print Below Line Ttem?; |

1. General
Procedure ID: Enter the CPT code in the spaces provided.

Short Description: Enter a short description of the procedure in the space provided. This will serve as a future
search identifier for the code.

Get Info for Existing CPT: After entering a valid CPT code in the procedure ID field, clicking Get Info for Exist-
ing CPT button will populate all information on this CPT code from the default information from the MBACorp Data
Base .
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User Defined Procedures

Procedures:

0K
Inactive [Y/N) 7 [~ No Cancel |

_1.Genela|| 2FeeSchedules | 3Procedure Details | 4.Comments | 5.CClEdits |

Procedure ID: [l I GetInfoFor |  CPT Origin: [!
Short Description: ] Ewstrg CRT Stmt Description: |

Detailed
Description:
Type of Service: l l.l Taxable (Y/N) 7: [~ No
CPT Category: I L] Req Referral (Y/N)? [~ No
Default CPT Mods: | <] # = i OpDaps: [—
Additional Claim Info: l File Claims Code: I L]
Print Below Line Ttem?; [

1. General

Detailed Description: Enter the full description of the procedure code.
Type of Service: Select the type of service from the drop down list.
CPT Category: Select the CPT category from the drop down list.

Default CPT Modifiers: Select the any CPT modifiers that should automatically be attached to this code when billed
from the drop down list. Up to four may be selected.

Additional Claim Info: Enter any additional claim information in the space provided.
Print Below Line Item: To enter additional information below the line item, check this box.
CPT Origin: Select the CPT origin from the drop down list.

Statement Description: Enter the description of the procedure that you would like to have appear on the patient’s
statement.

Taxable: Check yes if this this a taxable procedure to be charged.
Requires Referral? Check yes if this code requires a referral to be billed.
Post Op Days: Enter the number of post op days assigned to this procedure.

File Claims Code: Select the method in which this procedure should be filed to insurance from the drop down list.
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k User Defined Procedures

Procedures: oK
Inactive (Y/N) 2% [~ No Cancel |
1.General |: 2.FeeSchedules:| 3Procedure Details | 4.Comments | S.CCIEdits |
Fee Fee Schedule Description Amount
Senectio® ; Enter the appropriate
2 ,? s‘lteagigaarri Fee Schedule :ggg amount for each of the fee
2 hedules listed at left. T
2|Blue Cross Blue Shield Key SO0 sk oo foe achadolss |
please use the
Maintenance Menu from
the Main MBA screen. If a
fee schedule is not used
then simply leave the fee
amount as zero. The Zero
Fee Schedule number is
> the default unless
Medicare Allowable Fees For Year 2007 otherwise specified on the
Place Of Service  Full Mod TC  Mod 26 View Last Year's ey amelox
s X Medicare's Fees ’
Non-Facility [office] N/& N/A N/A
Facility NZ& NZ& NZ&

2. Fee Schedules:

Enter the appropriate fee schedule amount for each of the fee schedules listed. To add more fee schedules please
use the Maintenance Menu from the main MBA screen. If a fee schedule is not used then simply leave the fee
amount as zero. The zero fee schedule number is the default unless otherwise specified on the responsible parties
for each patient.

The Medicare Allowable Fees for the current year or the previous year is listed at the bottom of the window. To
change between last year and the current year click the VIEW button on the right.
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User Defined Procedures

Procedures:

Inactive [Y/N) % [ Na Cancel

........

1.General | 2FeeSchedules | 3.Procedure Detailsl 4 Comments | 5.CCIEdits |

CPT Type: | ~|  Valid From/Th: | ]
Revenue Code: I L] Documentation Required (Y/N)?: [ No
Replacement Code: |— Count As Visit (¥{N)?: [~ No
Charge Code: I L] Medicare Part A: I

Sex: I L] Medicare Part B: I

Min/Max Age: | I Medicaid: |

CLIA Type: I L] Blue Cross: |

Status Code: | lJ Print Description On Claim {¥/N)?: [~ No

MC ASC Group UB32 (¥ [N)?: [~ No DME {(¥/M)?: [~ No

Anest. Base Units Type Of EPSDT /KidMed Procedure
@ N&  CEM O Vision O Hearing " Immunization

3. Procedure Details
CPT Type: Select the appropriate CPT type from the drop down list
Revenue Code: Select the appropriate REV code from the drop down list when applicable.

Replacement Code: In the case that this CPT code should expire, enter an alternate code to be used in the space
provided.

Charge Code: Select the appropriate method in which the charge should be billed: Units, Days, Months, Time
Sex: For sex specific procedures enter the sex of the patient that must correspond with the procedure.
Minimum/ Maximum Age: Enter any age cap or floor.

CLIA Type: In the case that the providers office houses an internal lab, enter the CLIA type in the space provided.
Valid From/Through: Enter the dates this code is valid from and through.

Documentation Required: If documentation is required for this code to be billed check yes.

Count As Visit: If the code being billed should count as an office visit check yes.

Print Description on Claim: Check yes if the description of the code should be billed on the claim.

UB92: If this code should be billed in the UB-04 format check yes. UB-04 replaced the UB-92.

DME: If this code is durable medical equipment check yes.

Type of EPSDT/KidMed Procedure: Select the applicable procedure type.
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User Defined Procedures

Procedures: oK
Inactive [Y/N) 2 I~ No LCancel I
1.General | 2FeeSchedules | 3.Procedure Details H 5.CCl Edits |
Created by: MMSPSHM Created: 672472007 1:14:10 PM
Modified by: MMSPSHM Modified: 672472007 1:14:10 PM

4.. Comments

Enter any additional comments regarding this CPT code or the method in which it should be billed.

k User Defined Procedures

Procedures: oK
Inactive (Y/N) % [ Ha Cancel |
1General | 2FeeSchedules | 3ProcedureDetals | 4.Comments | 5.CCI Edits
CPT Start Date |EndDate  |Explanation Modifier?
Code
5. CCI Edits

Please contact MBA support if you need this feature. This is for the ‘Correct Coding Initiative’ Edits.
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MBA - Version 4.9.03 - Diagnosis
Diagnosis OK
Cancel l

1.General| 2.Comments |

Diagnosis Code: l'— eawe 5
Short Description: [ ......

Ahemate Code]: [— Detailed Description
Alternate Code 2: [—
Yalid From: [—
Yalid Thru: [—
Replacement Code: '—

Required Add'l Digitz; |
Required Accident Info?; [

In the case that a particular diagnosis code is not found in the search, a diagnosis code may be added by click-
ing ADD next to the fields provided for ICD-9 entry. The ADD function will bring up a search window and then
if the particular code or description is not found the diagnosis window will appear. (see above)

Diagnosis Code: Enter the ICD-9 code in the field provided.

Short Description: Enter a short description of the diagnosis in the space provided. This will serve as a future
search identifier for the code.

Alternate Code 1: Enter the first alternate code if applicable.

Alternate Code 2: Enter the second alternate code if applicable.

Valid From/Thru: Enter the dates that the code is identified as valid in the space provided.

Replacement Code: Enter the code that replaces this one after the Valid Thru date.

Required Additional Digit?: In the case that an additional digit is required when this code is billed, click yes.

Required Accident Info?: In the case where accident information is required in conjunction to the billing of
this code, click yes.

Inactive: Click yes if this code should no longer be active or used in billing for this practice.

Detailed Description: Enter any additional information regarding this code and the circumstances in which it
should be billed.

OK/Cancel: Click OK to save and return to the charges page or cancel.
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Batch #: I?D1‘I140?cmacdonald 42 > _Add | Edit | Placeof Serv: | Hospital Canter (MBA 1D 3]v| Add | Edit | Admltted Finalize |

Incident I0: I J add | Edit I D af Service: IAdIer Stephen J Add I Edit I J Cancel |
Dizcharged:

Resp Party: ISELF-1 J Referring Dr: IAbouezm Ziad J Add | Edit I I—J QddAnotherl

Pre Awth #: I Yisits Remaining: I ofl Fee Scheduls: IST-‘QND-AF‘D FEES '
1.Charges ] 2.Additional Data I_ 4 0ther Charges I

Date of Service: [i2/17/2007 | tdd | Edit | Search | tdd | Edit | Search |
CPT Code/Diesc: I j I j Diaghaziz 1: I j I j l_ FRerder |
CFT Modifiers: I j I j I j I j

CPT Amount: |$D.DD Print on Insurance? IEIectronic Vl
# of Units: |1 Azzigned? ¥ e

Consecutive ; -
Daps: Bill Besp Party? I~ Ho

Anesthesia I I Anest. From/To: I I
[HH:HM):
Total price: |$U.UU Charge onHold? [T Mo

Patient Insurance Infarmation |
Fil Order | Insurance Plan Name | MainPhone | CoPay % | CoPayAmt | IDMo |
1 |Empire BCES |a009922583 | 0.00%| $20.00] 343243242

TAB 1. Charges:
CPT Madifiers: Select the applicable modifiers from the drop down lists. (up to 4)

CPT Amount: After entering the CPT code the CPT amount should default based on the individual CPT fee schedule. An
amount may be entered manually in this field. A message will appear as you finalize the charge if you are entering a zero
amount.

# of Units: Enter the number of units that should be billed for this charge.

Consecutive Days: Use this field when the same service was provided for the patient several days in a row. The system
will automatically add the correct date range on the claim form. Use the # of Units field above to make sure the correct
amount is billed.

Anesthesia: Enter the hours and minutes that should be billed if this in an anesthesia charge.
Total Price: The total price will default based on the CPT amount and the units, days or anesthesia hours/min.

Print on Insurance: Select the method that this charge should be billed. Electronic, to file the claim electronically; No, to
not file the claim to any insurance company; or Paper, to file the claim on a hard copy claim form.

Assigned?: Click Yes or No to accept assignment. The system will default with the information that the patient’s insurance
file has in it (set in the patient module). This option may be modified per charge as needed.

Bill Resp Party?: Click yes or no. If clicked yes, this option tells the insurance is billed. The charge will then age in the
patient portion of the A/R.

Anesthesia From/To: Enter the actual time of day from and to that anesthesia was administered. The system will auto-
matically calculate the number of units depending on the predetermined minute intervals set by the system administrator.

Charge on Hold: Click Yes or No. If clicked yes, you will be prompted to enter a hold reason. It will not be billed to the
insurance company or patient until the charge is taken off of hold status. When claims are run any charges on hold will
print out on the error report so as to remind you that this chasrge needs to be fixed.
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BA Yersion 4.9.06 - Patient Charges (ADD MODE) for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25/1973 - S5N: 123-23-1234 - CHART ND: 3243 - DR ID: 1

Batch#:  [7011-14-07cmacdonald - 42 =] _Add | Edi | Blace of Serv: | Bradhurst Office (MBA D 1 =| _Add | Edt | Finalize |
Incident ID: I j &dd I E dit I Dr of Service: IAdIer Stephen J Add I Edit | Cancsl |
Resp Party: ISELF-'I J Referring Dr: I.-’-‘«bouezm Ziad J Add | Edt | QddAnotherl

Pre Auth #: I Wizits Remaining: I DFI Fee Schedule: ISTANDAHD FEES j

1.Charges ] . ]— 4 Other Charges I
Return to Work: I—J Hospital ID #: l—
Dutside Charges: I— Ernergency ¥ AN]? [~ Mo
Type of Accident; I— Lab/HH& Mame; Iﬁ #dd | Edit | Condition Fiel to Empl: [~ Mo
Dizability [T AP): I— First Conzulted: I—J Elective Procedure [7/N]?: [~ Mo

Dizabled From: I J 2nd/3rd Opinion [243): I
Dizabled Through: I J UEBS2 Type OF Bill: I

Patient Insurance |nformation
Fil Order Ingurance Flan Mame td ainPhone CoPap % | CoPaydmt IDMo
1 Empire BCBS 8003922583 0.00% $20.00) 343243242

TAB 2 Additional Data

Type of Accident: Enter the type of accident in the space provided.

Disability (T/P): Enter T for “total disability” or enter P for “partial disability”

Disabled From/ Through: Enter the dates of disability.

Return to Work: Enter the date the patient can return to work after this procedure.

Outside Charges: Enter the amount of any outside charges for this same service (such as Lab).

Lab/HHA Name: Enter the Lab or Home Healthcare Agency’s name and number. These facilities may
be added or edited from here.

First Consulted: Enter the date of the first consultation.

2nd/3rd Opinion: Enter 2 or 3 in the field provided if this charge is a second or third opinion.

UB92 Type of Bill: Enter extra UB-04 Bill if needed.

Hospital ID: Enter extra hospital ID if needed.

Emergency: Check yes if the service provided was emergent care.

Condition Rel to Empl: Check yes if this was an employment related charge.

Elective Procedure: Check yes if the procedure should be classified as elective.

Patient Insurance Information is listed in the box at the bottom of this tab as a convenient point of ref-

erence showing filing order, plan name, phone number, co-pay info and insurance ID number.
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MBA Yersion 4.9.06 - Patient Charges (ADD MODE) for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25,/1973 - 55M: 123-23-1234 - CHART ND: 3243 -DR ID: 1

Batch#:  [7011-1407cmacdonald - 42 7| _4dd | Edt | Place of Serv: | Bradhurst Office (MBA ID 1 +| _Add | Edit | Finalize
Incident ID:| | _tdd | Edit | Dr of Service: IAdIer,Stephen x| Add | Edit | Cancel
Resp Party: ISELF-'I j Referting Dr: IAbouezzi,Ziad j Add | Edit I gddAnotherl

Pre Auth #: I ‘izitz Remaining: I of I Fee Schedule: I STaMDARD FEES j

1.Charges I 2Additional Data 4 Other Charges I

Charge Comments: ;I

Additional Claim Info:

Print Below Line Item?: o

Late Bill Override Reason Code/Date: I I Fakient alert (v 7: W

Field Advoidance [Y/N)%: [~ No Allergic to Penicillin [
Unuszual Position: I _I
Anest. Mo OF Procedures: I
Patient Inzurance |nfarmation |
Fil Order | Inzurance Plan Name | MainPhone | CoPay % | CoPay Amk | IDNo |
1 |Empire BCES | 8009922583 [ 0.00%] $20.00[ 343243242

TAB 3. Doctors & Comments

Charge Comments: This user defined spaces may be used to add any additional information regarding the
billed charge.

Additional Claim Info: Information entered in this field will be included in the claim electronic file and in
Box 19 “Reserved for Local Use” of the CMS-1500.

Print Below Line Item: Check yes if the information entered in the “Additional Claim Info” field should be
printed on the HCFA.

Late Bill Override Reason Code/Date: Enter the late bill override reason code and date if applicable.
Field Avoidance (Y/N)?: Future enhancement. Call support for more information.
Unusual Position: Future enhancement. Call support for more information.

Anesthesia Number of Procedures: Enter the number of procedures performed while the patient was un-
der anesthesia.

Patient Alert: If there is an existing patient alert it will be listed here. Otherwise check the patient alert box
and enter your comments in the field provided.

1 .Charges I 2 Additional Data I 3 Doctars & Comments

| 5 Histoy | TAB 4. Other

; Charges
1043142007 | 90772 Administration Injection| $22 43 W04.81 |Oct 3 2007 Stratilatova, Maripa  |Bradhurst Office Th . t f f
104242007 | R0200 Renal Bx: Percutaneod | $20.00 RE54 Oct 24 2007 Delaney, Weronica B |wWestchester Medical Cenl IS pOIn Of rerer
1042342007 | 99214 Office/op Visit, Est Pt, |$30.00 ha5.4 Oct 23 2007 Delaney, Yeronica B |Bradhurst Office ence |IStS the Other

charges billed on this
patient’s account.

BeaDate: [6/1/2007 J taEnd Date: [1/30/2008 J [¥ Descending by Date
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Finalize | FINALIZE: Choose this option to finalize the charges on this patient. The system will allow the user to check
— all the charges added to the account before accepting or finalizing in the charge summary window. Once the
Caneel | user decides that the charges are complete, choose to Apply Payments, Save, or Cancel. You can also print

Add Anather | a paper claim or summary.

Skip ta Sum | CANCEL: This option will cancel any data entered. The system will ask the user to be sure this is the option
they want to choose before finalizing the cancel.

ADD ANOTHER: Choosing this option will save the data entered for the charge and bring the user back to the patient look-
up screen to enter a charge for a new patient.

SKIP TO SUM: This option will NOT save data entered for a charge. This option should be used to view, add, edit, or delete
charges entered for this specific patient ONLY.

MBA ¥ersion 4.9.06 - Patient Charge Summary for: 7578 - Kenneth Wayne Maxey - DOB: 01/25/1973 - 55N: 123-23-1234 - CHART NO: 3243 -DR ID: 1

r— Patient Information Mext Pt Save
Previous Mew =
Batch: Charges Balance  Charges  Bialance I Cancel
Practice: DEMO DEMO DEMO DEMOD DEMO Patient $0.00 #0.00 #0.00 Mext Superbill: —
Fiesp. Party: SELF -1 (EEED $0.00 $50.00 $40.00 I PADDl}It
Frimary Inz.: Empire BCBS T o D LERRIEE
Secondary Ins.: Uizt i o0 o0
CoPay Amt: $20.00 Last Patient Payment: ot Found $0.00 -
CoPay %: 0.00% Last Insurance Payment: Mot Found $0.00 M
Total Co-Payment:  $20.00 Pint Claim
Copay
Adj Desc: Pt Type: Check/auth #: Amount:
| PATIENT COPAY | |Chesk RARIES [$20.00
Mew Charges
[ate CPT Desc M.Iod Diag 1| Diag 2| Flace of Service Doctor Amount | Units | Days | Total Price | Amt Paid | AmtRem | Amt Applied
1172872007 |99213 D'f"f'icea"op Wigit, Est Pt 2 Key 1830 Bradhurst Office | Bder. 5 $30.00(1 a $30.00 0,000 $30.00
Charges above in Red are <0On Hold>. Total New Charges: $90_00 Add Edit Delete

SAVE/CANCEL: Select to save or cancel all charges entered.

APPLY PAYMENTS: If this option is chosen, the system will bring the user to a modified adjustment screen. The user may
then apply a payment for that charge at that time using the same methods as applying payments in section five of this manual.

PRINT SUMMARY: This will print a charge summary report and batch ID.
PRINT CLAIM: This will print a paper claim.
ADD/EDIT/DELETE: Charges may be added, edited or deleted using these functions.

TOTAL NEW CHARGES: The total of the new charges entered is listed in red in the bottom center of the window. Charges
listed in red have been set to Hold.

PATIENT INFORMATION: Listed at the top of the window is a point of reference for patient information.
NEXT PATIENT: If you have the ID of the next patient you want to enter a charge for, enter it in the ‘Next Pt’ field.
NEXT SUPERBILL: Like the ‘Next Pt’ field, you can jump to the next superbill or encounter by entering it into this field.

COPAY: Enter the patient’s co-pay information in these fields if applicable.
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MBA ¥ersion 4.9.06 - Patient Adjustments
Filz Help

Adjustments Module:

In this module, the user will be able to
Recently Accessed: | Mavey, Kenneth - 7578 j Add I post and adjust payments for individual

patient’s.
Lask Mame: I Cancel |

Open the adjustments module and the

First M 5
ek hame I patient search window will appear.
Middle Mame:
OR I Enter the patient’s information to search

for the patient with whom the adjust-
ments should apply. You may select the
OR patient from the recently accessed drop-
down list. Click Add.

Patient Murmber;

Social Security Mo,

OR
- This will bring up the adjustments win-

Phone kumber: dow.

OR
In addition to posting and adjusting pay-

Birth Date: I ments, you can also post denials.

OR
Once the adjustment form is populated,
you can enter your next patient’s ID in
the Next Patient field next to the Save w/
Defaults button.

Chart Mumber
o

Superbill Ckrl Mo,

Patient Adjustments for: 758 - Duncan Best - DOB: 07/03/1948 - SSN: 084-80-1908 - CHART NO: 758 - DR 1D: 3

Date: EZT Batch® | . | = | N | |

Save
Carcel I

Ld] £ )
Ad Desc [ j
Resp Paity: | SELF-1 j Ing Plar IA._.Q,«., PPO :j Pal. Balance $12.84
Payment Type: [ | CheckAuh | Ine Badance: [T ga0.40
Tota Amount: l_— —  Provder [Delaney, veworica ] Prov OF Chg: V B Delaney TotalBalance: [ $43.24

1. Charges | 2 NewPaymeris/Adustments | 3 Comments | |

Ap |File| Bl DenislCo | DenialCo
Date I CPTCodeIM!IPF!I D\oAxﬂ]DthuCldttIp'le” Fd‘l Balancel el de2 | DenialComment
p | 3152007 (99213 0ffic|  AP-| $6961| $9569) . $139; e ~
DenialCode | Description -
Co-20 Clam derved becauss ths injury 1 coveted by the lisbity caret =
oz Clam derved becauss thit injury i the liablty of the no-fauk camier
co-2 Clam dered bacausa thiz care may be covered by another payer per coordination of benafits
co-23 Clam derved/ieduced because charges have been pad by another payer as part of
| coordmation of benetits

CD-24 Paymert lor charges dered Chatges are covered under & caplahon sgieement
C0-25 | Chatges denied. Your slop lost deductible has not been met :J

Next Insurance Plan: NONE (.5°'c':y = o

- CP?ge amount | = v Show Agpled Amounts Only
BegDate: | toEnd Date: * Dote ot Servce ~
—I —J ™ Show Extended Info $0.00 Left to Allocate
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Diate: IWJ Batch #: - Add | E dit | PBrirt Receipt? [~ Mewt Pt;l— SQ‘Z\;:LK | Save |

Adi Desc: | NSURANCE PavMENT — =[  SecondAdi [INSRUANCE DISALLOWED = | Derial Code: |NSLIRANCE DENIAL | MI ﬂl

Resp Party: I SELF -1 j Ins Plan: IEmpire Medicare j Pat. Balance: [ g¢12.84

Payment Type: ICheck j Check/uth #: [154155 Total Posted For This Chk: $43.24 Ins.Balance: [T $30.40

Total Amaurt: |$43247 Bunning I Provider: I j Proy Of Cha: M Stratilatova Total Balance: $43.24
Tatal?

1. Charges I 2. Mew Payments/Adjustments I 3 Comments I 4 CCl Edits I

Date | CPT Cods |M1| PR | ChaAmt | Dihr Crcs | Allwd Amt | Apply Amt | 2nddi | Coins | Copay [ Deduct| 24| 12| Bl pajance | Deniale) Denallol  peracamment
TI/16/2007 99214 - Offc|  |GEC| 10541  $9333 W00 9608  $0.00| $21.08| $0.00] $0.00 | 4| | || SO0
10/5/2007 33214 - Offic|  |SEC| 10541  $3933  $0.00]  $6.08)  $0.00 $0.00 $0.00| $0.00 |, ||| ||  $0.00
9/21/2007 | 93214 - Uffic| 25 |SEC| §105.41| 49933 9000 9608 $0.00| $0.00 $0.00) $0.00 | 0| |1 J| %000
B/24/2007 | 99214 Offic| |SEC| §10541| $39.33 %000  $6.08  %0.00| $0.00 $0.00) $0.00 | 41 |1 ]| %00
B/17/2007 | 99214 Offc| |SEC| §10541| 49933 9000 9608  90.00| $0.00 $0.00) $0.00 | 0| |1 J| %000
3/15/2007 | 99213 Offc| |FP-|  $6961| 96689 9000 1392  $0.00| $0.00 $0.00) $0.00 | 4| |1 )| %00
y | Z/16/2007 |99213-Offic|  |RP-| %6361 47083 9000 [$108]  90.00 $0.00] $0.00 $0.00 (5 || ||  $000

¥ Descending Order I~ Show Family Charges
[¥ Open Charges Only [ Show Applied Amaunts Only

 CPT ) -
Beg Date: I J to End D ate: I J (% Date of Service I™ | Show Unapplied Credits

Next Ins Plan: Aetna PPO Zor By
ext Ins Plan: Aetna " Charge amourit

$0.00 Left to Allocate

Batch#: The system allows the user to create as many batches as needed to enter charges and adjustments into the system.
The user can ADD or EDIT several batches for different types of work. Once the work is complete for a specific batch, the user
must run a batch report and balance then close the open batch.

Date: Enter the date of service, using the space provided or by using the button to the right of the field to use the calendar.

Adjustment Description: Select the appropriate adjustment description from the drop down list. If the user has permission to
add or edit adjustment descriptions, this can be done in Maintenance by selecting Adjustment Descriptions. Or this can also be
accessed by clicking the Add or Edit buttons.

Adjustment Code: An adjustment code is automatically assigned to each new adjustment by MBA.

MBA - Version 4.9.03 - Adjustment Types

Inactive: If the adjustment code should be classified as inactive and re- —
stricted from use, check the Inactive box yes. AdusmentCodet [ Insctive [ No Csocel
. . L i Description: |
Description: The description of the adjustment may be entered here. Ak T | =
. . . Transaction Type: -
Adjustment Type: Select either payment or adjustment from the drop o { j
dOWn I|St. Comments Required? [~ No Refund Related Code? [~ No
} . . . THIS IS THE COLOR T WILL APPEAR IN REVIEW.  Change
Transaction Type: Select Debit, Credit or No Change from the list. S|
Color m
. . . . . . = Ci d: 876720 _,; .
Source: Decide if the adjustment is from the patient, insurance, a respon- e WE e g i
sible party or other. il el
BN
o

Comments Required?: Check the box yes if comments should be entered in conjunction with this specific
adjustment.

NN
HEE N
L 0§ ok i

|
|
Custom colors:

Refund Related Code?: Check this box if the adjustment that is being entered is related to a refund. : : : : : : : :

Define Custom Colors >>

Color Change: The color with which the description of this adjustment will be listed can be changed using Cancel
this function. 60
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Second Adjustment: If needed,

lect th iat d ad Date 2407 | Batch f H <~ fdd | Edt | BintReceint” [ NestFr] S | g
selec € appropriate second ad- fdd Edl
Pprop Adi Dese: INGURANCE PEYMENT v  SecondAdi  [INGRUANCE DISALLOWED = Derial Cods: [|NSIRANCE DENIAL -~ dd nother| _Carcel |
justment description from the drop = reerar [@EFr= =] mFe  [Eemereaee = PaBdarce: [ 1208
. Payment Tupe: [ Check - Check/Auth #: [154155 Total Posted For This Chk: $43.24 Ins. Balance $30.40
down list. : TotaBdance: | $4328
Total Amount: (443 24 Bunning ~ Provider: ~| Prov Of Chg: M Stiatilatova otal Balance: $43.
Total?
Denial Code: Select the APProOpPri= 1 chegss | 2 NewPaymertséidustments | 3 Comments | 4000 Edis |
ate denial code description from the Date | CPT Code [M1) PR | Chgamt | Othr Crots | stwd amt | Apspamt | 2nd ad | Coins | Copay |Deduct| “|File| BILY pajarice | DeniaiCo | DenisiCo | pyepioicmnent
o | Mxt| Pati del de2
. . . TI/16/2007 |98214 - Offic| | SEC|  §1041| 99833 G000 9608 000 521 08| 000 W00 |7 |  #000
drop down lISt' if the adJUStment T0/5/2007 99214~ Offic|  |SEC| $10541) $9933)  s000] 9608  $0.00 $0.00 $0.00[ $000 |, | s0.00
includes a denial. 3/71/2007 99214~ Offic| 25 |SEC| $10541) $9933)  s000] 9608  $0.00 $0.00 $0.00 3000 | s0.0
B/Z4/2007 99214 Offc| |SEC| $10541) $9933)  $000] 9608  $0.00 $0.00] $0.00 $000 | 4 | %000
. 172007 9214 Offe|  |SEC| 10541 $a533 000  §a08  $000 000 $0.00| §000 ||| | | 000
ReSPOHSIb|e Pal“ty: Select the FIE/2007 (98213 Offie|  |AP-| G061 $e563 G000  $1292 000 000 $0.00| §000 ||, ) | 000
H P 21672007 (99213 - O RP-| 96961 $7/063  $000] (3108  $0.00] $0.00 $0.00 3000 $0.00
corresponding responsible party ’ ' i ]| |
that should be linked with this ad-
justment/ payment.
Mext Ins Plan: Aetna PPO (Eogﬁ.v . ¥ Descending Order [~ Show Family Charges
aige amounl .
. _ -~ [¥ Open Charges Only [~ Show Applied Amounts Orly
Insurance Plan: Select the inSUr o | oemwpae | & Baorsmnes I~ St Ul e
$0.00 Left to Allocate

ance plan for this adjustment.

Payment Type: If in the initial adjustment description is a payment, then select the payment type, Cash, Check, Credit
Card, Debit Card, Direct Deposit, Money Order

Check/Auth#: Enter the check number or authorization number that corresponds to the check, credit card, debit card,
direct deposit, or money order.

Total Amount: Enter the total amount of the payment or adjustment.

Running Total: In the case that a total amount is unavailable or inconvenient, the running total check box may be se-
lected to tally a total amount based on the amounts entered in the Apply Amount and 2nd Adjustment fields.

Provider: Select the corresponding provider from the drop down list.
Print Receipt: Check this box if a receipt of this transaction should be printed.

Next Patient: Once the adjustment form is populated, you can enter the next patient’s ID before saving the adjust-
ment

Balance Windows: The balance windows show amounts owed and credit amounts for the patient/responsible party or
insurance. The total amount due on the account is also listed.

Beginning Date to End Date: To view a specific range of dates of service or to view a single date of service, enter
the beginning date and end date in the spaces provided.

Sort By: Sort the charges listed by either charge amount, CPT, or Date of Service. Charges default using the date of
service.

Descending Order: To view the charges in descending order, from most recent to earliest, check the box.
Open Charges Only: To view only the open or unresolved charges, check the box.
Show Family Charges: To include the linked family members charges to this account, check the box.

Show Applied Amounts Only: To show only the applied amounts, check the box.
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Patient Adjustments for: 7578 - Kenneth Wayne Maxey - DOB: 01,/25/1973 - 55N: 123-23-1234 - CHART ND: 3243 -DR ID: 1
Dat [iznazo0r Batch #: = | i 7 | Save w/
el 1241472007 J At ~+ Add | Edit | PrintReceipt? [~ NewtPr: Defaite Save
_Add | Edit |
AdiDese.  [INSURANCE ADJUSTMENT <]  SecondAdi  [INSWRITEOFF =] Denial Code: [DUMMY DENIAL 5] AddAncthe _Loncel |
Resp Party: SELF-1 - Ins Plar: I Empire BCBS j Fat. Balance: $0.00
Payment Type: [Credit Card =]  Checkdbuth #: [7347 234 8578 2342 s ' e $90.00
Total Amount: (340 00 Bunning r Provider. Adler, Stephen -I Provy Of Chg: 5 Adler Total Balance: $30.00
Total?
INS WRITEDFF: $50.00
1. Charges I 2. New Payments#Adjustments I_ 4.CCI Edits ]
. . Aut| File| Bill DenialCo | DenialCo .
Date CPT Code | M1| PR | ChgaAmt | Othr Crdts | Allwd Amt | Apply Amt | 2nd &dj | Cains | Copay |Deduct; o |Nat|Pat Balance el a2 DenialCamment
p | 77/28/2007 93213 - Dific PRI $90.00 30000 $4000) 340000  $50.00) $0.00|$20.00) $50.00) ey || i) $0.00 =] Deductible If postlng a denlall select the
DenialCode | Description |A| . .
€07 |Deducibl Amart = appropriate denial code from
co-10 The diagnosis iz inconsistent with the patient’s sex. the drop down ||St |n the COI_

Co-100 Payment made ta patient/insured/responsible party.

i —— e umns Denial Codel and if

- redetermination, anticipated papment upon completion of services. K

co-102 Major medical adjustment needed Denlal COdez. There
co-103 Provider promotional discount [i.e. Senior citizen discount] is also a Denial Comment ﬁeld.

Co-104 Managed care withholding. j

Mext Insurance Plan: HOME Sart By ¥ Descending Order [~ Show Family Charges
€~ Charge amount
¥ DpenChargesOnly [ Show Applied Amounts Only

olic ! ‘
Beg Date: .| wEndDate: [ .| % Date of Service I | Show Unapplicd Credits

$0.00 Left to Allocate
In the charges window each separate billed charge is listed according to the date of service. This can be changed to sort by
charge amount or CPT code. To review the charge as it was billed double click on the line item you are interested in and the
charge will open in the Charges Module.

Date: Date of Service
CPT Code: The billed code and description
M1: The primary modifier as it was billed with the charge is listed here.

PR: Payment Responsibility will be listed as it was billed. For the primary insurance it will be listed with a PRI, secondary insur-
ances are listed with a SEC and the responsible party is listed as RP.

Charge Amount: The amount billed for this particular code

Other Credits: The amount previously paid on this particular code.

Allowed Amount: If the insurance has specified an allowed amount, it should be entered here.

Apply Amount: The amount to apply to the charge.

2nd Adjustment: The second adjustment to the charge.

Co-Insurance: The amount due by the secondary insurance as specified by the primary insurance.
Co-pay: The amount due by the patient or responsible party that is considered their copay.

Deductible: This is the amount due by the patient or responsible party that is considered their deductible.

Auto Apply: Checking this box applies the full amount still due on the charge from the total amount of the payment without
having to manually enter the amount.

File Next: Checking this box sets the charge to file to the next insurance company.
Bill Patient: Checking this box sets the remaining amount to bill to the patient/responsible party.

Balance: This field changes as you complete the previous colugs showing the remaining balance of each charge.
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Date: [i2nazeonr | Batch [070cT11507en - 44 ~ Add | Edt | PintReceipt? ¥ Newt Pt [7256 %‘:‘a}’:u'ft’;’ | Save |
_tdd | Edit |
AdiDesc:  [INSURANCE ADJUSTMENT v|  SecondAdi  [INS WRITEDFF ~]  Derial Code: [DUMMY DENIAL =] e trother| _Carcel |
Resp Party: I SELF -1 j Ing Flan: I Ermpire BCBS j Pat. Balance: $0.00
- =] Checkdtuth B [2347 2344 8575 2342 Ins. Balanee: [ $90.00
Bunning r Provider: Prov Of Chg: 5 Adler Total Balance: $90.00

INS WRITEOFF: $50.00

1. Charges I 2. Mew Paymentz Adjustmerits I_ 4 CCl Editz ]

Tatal? =

Date | CPT Code |M1| PR | Chadmt | Otk Crdts | Allwd amt | spplp&mt | 2ndadi | Coins | Copay |Deduct A;‘t E"ﬁ PBQ'“ Bl Degi;!]'c” DESEE'ED D Bt
y | 1172872007 (38213 - Offic| PRI | $3000  90.00 4000 34000  $50.00| $000| $20.00[350.00) 1 ([ s000/COT Deductible
Hext Insurance Plan: NONE Sart By W Descending Order I~ Shaw Family Charges
€, Charge amount | (= e Charges Orly | Show Appiied Amounts Ol
~ CFT Open Charges Only how Applied Amaunts Only
Beg Date: | J to End Date: | J & Date of Service [~ Show Unapplied Credits
0.00 Left to Allocate

Total Amoun

Provider of Charge:

Save with Defaults:

Add Another:

Next Ins Plan:

—

After entering applied amounts to the billed codes, the amount applied will be subtracted from the total
amount and will display at the bottom right as the Left to Allocate amount.

To verify that the Provider the adjustment is being listed under is the same as the provider who billed
the charge, the Provider of Charge will appear in red next to the provider listed on the adjustment.

The user may choose this option when posting bulk/mass checks from insurance companies. This option
will save the payment for this patient and also save the insurance payment voucher/EOB information
that was entered for this payment so that is may be used for the next patient listed on the same
voucher/EOB without having to reenter all of the same payment information over again. The system will
bring the user back to the patient look-up screen to find the next patient listed on the voucher.

Choosing this option will save the information entered and allow the user to add another payment to
this patient’s account without going through the patient look-up screen again.

In the case that the patient has a secondary insurance and the option to file next has been checked the
next insurance plan will be listed in red in the lower left hand corner.
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Patient Adjustments for: 7578 - Kenneth Wayne Maxey - DOB: D1,/25/1973 - §5N: 123-23-1234 - CHART ND: 3243 -DR ID: 1

@

Adjustments

v Add | Edit | Print Receipt? [~

RS F't:l

Save wd
Defaults

Save

i

Denial Code: | DUMMY DENIAL

=

Date: |1 2/14/2007 J Batch &: [ 4DJ-122407-KM - 46
A Desc: | INSURANCE ADJUSTMENT »|  SecondAdi  |[INS WRITEOFF
RespPaty  [SELF -1 x| InsPlan: | Empire BCBS
Payment Type: | Credit Card x| Check/huth  [2341 2344 6570 2342
Tatal Amait: |$|:|.|3[| Bunning Pravvider:

Total? ¥ I

1. Charges I 2. New Payments/Adjustments I_ 4 CCI Edits ]

j Prov OF Chg: § Adler

Adjustment Fayment | Check Aduth | Adjustment

Amont

Amoint

[rate Adiustment Type Type Murnber Arount | Applied | Remaining Connments
12/14/2007 |DUMMY DEMIAL - Erpire BCBS | Credit Card | 2341 2344 8! $0.00 $0.00 $0.00
12/14/2007 |INS WRITEOFF - Empire BCBS Credit Card | 2341 2344 8!|[$50.00) [[$50.00) |$0.00
121472007 (INSURAMCE ADJUSTMEMT - Emp|Credit Card | 2341 2344 8! ($40.00)  ($0.00 [$40.00]

Tab 2. New Payments/Adjustments

ﬂdd.ﬁ.notherl Qancell

Pat. Balance: $40.00
Ine. Balance: [$40.00)
Total Balance: $0.00

This window lists all the previous adjustments and payments. Nothing can be changed or edited, it is simply for a quick refer-
ence. It shows the adjustment date, adjustment type, payment type, Check/Auth Number, Adjustment Amount, Amount Ap-

plied, Amount Remaining and any comments.

Tab 3. Comments

This tab allocates space to be used for comments associated with the posting of this adjustment. Also any patient alerts may be
viewed here. The last insurance or patient payment date and amount are listed at the bottom of this tab for quick reference.
Also stamped is the MBA user ID of the person who created and modified the adjustment along with a date and time.

Patient Adjustments for: 7578 - Kenneth Wayne Maxey - DOB: 01/25/1973 - S5M: 123-23-1234 - CHART NO: 3243 -DRID: 1

» Add | Edit | Prirt Receipt? [~

Hext F't:l

Save w/

Denial Code: | DUMBY DENISL

=

Date: [12rarz007 | Batch#  [ADJ122407KM - 46
_Add | Edit |
Adi Desc: | INSURANCE ADJUSTMENT =|  SecondAdi | INS wWRITEDFF |
Fesp Party: I SELF -1 j Iz Plan: I Empire BCBS
Papment Type: | Credit Card x| Checkifuth #: [2341 2344 a578 2342
Tatal Amourt: IW %;‘{;Téng 7 Frovider: I

j Prov Of Chg: § Adler

Defaults | Save
ﬂ Add Anotherl Catcel |
Pat. Balance: $£40.00
Ins. Balance: [~ ($40.00)
Total Balance: $0.00

1. Charges ] 2. Mew Payments/Sdjustments 4 CCl Edits I
Date Amount
Last Pat. Prat: Mot Found $0.00
Patient Alert (v 7 W
- —— Last Inz. Pmt: Mot Found $0.00
Allergic to Penicillin ;I
Statement: Mone
Created by: MWMSKWMW Created:  12/24/2007 10:15:21 AM
LI Modified by: MMS5KWM Modified: 12/24/2007 10:15:21 AM
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File Modules Maintenance Reports  Uklities

v;‘ﬁ Medical Billing Assistant

File Modules

Mainkenance

File

Select the Practice you
would like to work with. Cancel

I

Practice Code Practice Mame | -
ABS ABS

BEEEM BE. Bw, DM, JP, UC

DEMDO DEMO

GOLDE Goldberg b
MEPHI Mephrology IDEAL

NEPHFR Nephrology |

Use this drop down menu to Open another practice or to exit MBA. ALT - F will open the menu and then ‘0"
will open the practice list. A quicker shortcut is to use the F12 key. ALT—X will close MBA.

4% Medical Billing Assistant - MBA
Eile | Modules Maintenance Reports This drop down menu shows the Function Key shortcuts for

Pakients F1
Charges Fz
adjustments F3
Review F4
Billing FS

Schedules
Report Manager F7

Maintenance Reports  Utilities

Practice File
Accounting Months
Batch #s

Eacilities
Imsurance Companies

Prirnary Dockors
Referring Dockars
Patients

Procedures
Diagnosis
CPT ', ICD-9 Pairs

Adjustment Tvpes

Cenial Codes

Fee Schedules

Claim Forms

ECE

Master Tables (view only)
Zip Codes

Electronic Submissions

each module as well as the ALT - Letter shortcuts. For Patients
use the F1 key or ALT - P.

For Review use the F4 key or ALT - W and so on.

The Maintenance menu allows you to enter information about your
practice and further customize MBA to suit your needs. When you click
on Practice file or ALT - P, the screen below appears. Double click on
the practice you want to edit or highlight and click the View button.

MBA ¥ersion 4.9.06 - Browse /Edit Practice File Table

| ﬂ' =l I iew I fdd | Delets | Filter | Print | Close |
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File Modules Maintenance Reports  Ubilities  Help

Top Menu
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