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The Comprehensive Remedys™

1 Introduction to

Noble House

Welcome to Noble* Direct, the Comprehensive Remedy".

There are five applicationsin the Noble House suite of applications:

Noble* Direct
Noble* PreQ
Noble* Tracker
Noble*Labels
Noble* Security

About Noble*Direct

Noble* Direct is designed to automate the processing of industry standard HCFA -1500 forms and associated
Certificate of Medical Necessity (CMN) documentation. It is designed to streamline the processing of these claims

by
@
@)

Decreasing the manual paperwork by automating the data entry.

Decreasing the response payment times by transmitting the claims electronically. Electronic transmission is not
only easier, lacking all of the complex forms and mailing hassles, it is also faster, morereliable, and initiates
much faster response times.

Key Features:

Electronic filing of forms via modem: This provides private insurance companies, Medicare, and
Medicaid with your reimbursement requests, while avoiding most of the usual delays of manual processing. In
addition, with Noble* Direct and the modem-link, you can track Medicare's response to payment requests, finding
out the check number and amount of their payment even beforeit arrivesin your mail.

Patient tracking and billing: These features allow you to track your outstanding receivables with special
consideration for the multiple sources of payments that medical providers must juggle. Noble* Direct expects each
patient's bill to be a confusing medley of Medicare, Medicaid, insurance, direct payments, and uncollectible
write-offs. Noble* Direct gathers and organizes this chaos into a clear and manageabl e patient billing solution.

Fully multi-company and multi-practice capable: When your practice grows or diversifies,
Noble* Direct evolves with your needs. Through its open, expandable design, Noble* Direct can learn new 1CD-9
and CPT codes, as needed. Bringing on anew partner or saesperson isjust as easy as adding anew patient. This
system has been carefully designed to allow for the inevitable expansion of your practice or service.
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Noble*Direct

Ability to streamline recurrent tasks: Noble* Direct allows you to add "Macros" and "Repeat Billings."
By using these advanced features, you can reduce common recurrent tasks into single keystrokes. This allows you
to do much more work in much lesstime.

Online editing and validation routines: Asyou enter datainto each of the master files, Noble* Direct
performs editing routines to verify that the information you entered is correct. Asrejects are received from
Medicare, Medicaid, and other insurance carriers, the technical staff of Noble House continues to tighten the
validation routines to prevent those rejects from reoccurring in the future.

About Noble*PreQ

Noble* PreQ (which stands for Pre-Qualifying) is designed to track the information and paperwork required for pre-
qualifying an individual to receive diabetic suppliesand equipment. While originally designed for diabetic suppliers,
Noble* PreQ can be used in other industries as well.

Noble* PreQ works directly with Noble* Direct by sharing many of its master tables. After an individual moves
through the pre-qualification process and becomes a patient, hisinformation can beimmediately exported into
Noble* Direct, thus eliminating duplicate data entry.

This documentation assumes that you are using Noble* PreQ for pre-qualifying diabetic patients. If you are using
Noble* PreQ for another purpose, you can define the five stages of processing as you seefit.

About Noble*Tracker

Noble* Noble* Tracker is designed to automate the tracking of Events, which can be any occurrence that you wish to
note or wish the system to bring to your attention. For example, an event can be a phone call, the issuing of aCMN,
or the sending out of alog book. Noble* Tracker can also generate documents and reports related to those events.

Noble* Tracker works directly with Noble* Direct by sharing many of its master tables.

About Noble*Labels

Noble* Labelsis designed to automate the creation of print mailing labels, work orders, packing slips and related
summary reports.

Noble* Labels works directly with Noble* Direct by sharing many of its master tables.

About Noble*Security

Noble* Security allows you to set up a security mechanism that controls access to the featuresin your Noble House
applications based upon the users and user profilesthat you define.

We at Noble House are constantly listening to our family of customers for suggestions and improvements to
Noble* Direct and its associated applications. When we implement enhancements, all of our users receive an update.
Thisisour interpretation of awin-win situation. While we can't possibly think of every little enhancement, we let
you do that, and reward you in return.

Thisiswhy Noble* Direct was created. Noble* Direct is The Comprehensive RemedySM!.
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System Requirements

Noble* Direct for Windows has the following minimum system requirements:
IBM -compatible computer with 128 megabytes of memory (RAM)
500 megabytes of available hard disk space
Microsoft Windows 9x, NT , XP and/or 2000 Operating System
VGA or higher-resol ution monitor
Microsoft mouse or compatible pointing device
Printer (LaserJet and/or Deskjet recommended)
Modem and Internet access (TCP/IP protocol)

Note: These requirements are the minimum for Noble* Direct for Windows to function. Aswith any software, better
hardware will make the software run faster.
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Legal Issues

LIMITED WARRANTY
Media

Noble House warrants the physical media of the Noble* Direct software (referred to in this limited warranty asthe
"Software") against physical defectsfor aperiod of 90 days from installation or purchase, whichever islater. Y our
sole remedy for defective mediais replacement.

Limitation of Liability

EXCEPT ASOTHERWISE RESTRICTED BY LAW, NOBLE HOUSE'S AGGREGATE LIABILITY ARISING
FROM OR RELATING TO YOUR USE OF THE SOFTWARE, ASSOCIATED DOCUMENTATION, OR ANY
SERVICES PROVIDED BY NOBLE HOUSE AND/OR ITSAGENTSISLIMITED TO THE TOTAL OF ALL
OF THE PAYMENTS MADE BY OR FOR YOU FOR THE SOFTWARE AND DOCUMENTATION. NEITHER
NOBLE HOUSE NOR ANY OF ITSLICENSORS, EMPLOYEES, OR AGENTSSHALL IN ANY CASE BE
LIABLE FOR ANY SPECIAL, INCIDENTAL, CONSEQUENTIAL, INDIRECT, OR PUNITIVE DAMAGES
EVEN IF ADVISED OF THE POSSBILITY OF THOSE DAMAGES. NEITHER NOBLE HOUSE NOR ANY
OF ITSLICENSORS, EMPLOY EES, OR AGENTSIS RESPONSIBLE FOR LOST PROF TS OR REVENUE,
LOSS OF USE OF SOFTWARE, LOSS OF DATA, COSTS OF RE-CREATING LOST DATA, OR COSTS OF
ANY SUBSTITUTE EQUIPMENT OR PROGRAM. Some states do not allow the exclusion or limitation of
incidental or consequential damages, so the above limitation or exclusion may not apply to you.

Disclaimer of all Warranties and Liability

EXCEPT ASOTHERWISE RESTRICTED BY LAW, NOBLE HOUSE MAKES NO WARRANTY,
REPRESENTATION, OR PROMISE NOT EXPRESSLY SET FORTH IN THISLIMITED WARRANTY .

NOBLE HOUSE DISCLAIMS AND EXCLUDESANY AND ALL IMPLIED WARRANTIES OF
MERCHANTABILITY, TITLE, OR FITNESS FOR A PARTICULAR PURPOSE. NOBLE HOUSE DOESNOT
WARRANT THAT THE SOFTWARE OR ASSOCIATED DOCUMENTATION WILL SATISFY YOUR
REQUIREMENTS OR THAT THE SOFTWARE OR DOCUMENTATION ARE WITHOUT DEFECT OR

ERROR OR THAT THE OPERATION OF THE SOFTWARE WILL BE UNINTERRUPTED. Some states do not

alow limitations on how long an implied warranty lasts, so the above limitation may not apply to you. Thiswarranty
givesyou specific legal rights, which vary from state to state.

Other Legal Items

Noble House reserves the right to make improvements and modifications in the product described in this
documentation at any time and without notice.
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Getting Help

Noble House provides Online Help and a User Manual. This documentation is designed to teach you how to use
Noble* Direct for Windows and to be areference when you need assistance with software problems.

To display Windows Help for Noble*Direct:

Contents
Tech Info.
OnLine Suppart...

Ahout

1. Select Contents from the Help menu; the system displays the Contents screen of the Noble* Direct Online Help
System. Help for all aspects of the system can be accessed from this page.

NOTE: The Tech Info option is for the use of Noble House technical support.

2. Select OnLine Support from the Help menu; the system launches your browser if you are connected to the
Internet, will display the Noble* Direct support page at the Noble House Web site.

3. Select About from the Help menu; the system displays a dialog box identifying version and contact information

If you are unable to find the answers that you need in this documentation, we will be happy to provide you with
customer support during our regular office hours.

9:00 A.M. t0 5:00 P.M. Eastern Time, Monday through Friday

(954) 418-0829 (Voice)
(954) 418-9631 (Fax)
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2 Quick Start

This quick start section introduces you to the main window of Noble* Direct for Windows and hel ps you get the

software up and running quickly.

Because Noble* Direct learns the details about your practice as you enter claims, most of the software's setup or
"training" occurs asyou useit. When you see afield on an entry screen with aMagnifying Glass button next to it,
that field istypically one that "trains' the software. Entering a new item into the field records the information into
Noble* Direct's master files. Thisitem isthen automatically available to you during all future occurrences of the

field.

This quick start section covers the following topics:

Starting Noble* Direct
The Noble* Direct Main Window
Claims Processing Menu
File Maintenance Menu
Specia Reports Menu
Utilities Menu
Inventory Menu
Help Menu
About the Master Files
Daily Procedures
Setting Up Y our Practice
Common Features
Using the Search Utility
L ocating a Patient
Locating a Transaction
Quick Menu
Report Destination Window
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Starting Noble*Direct

To start Noble*Direct for Windows:
1. From the Windows Start menu, select the Programs group, then the Noble House group.

2. Click onthe Noble Direct icon; the system presents the logon dial og.

Pleaze input password E

Idzer Id Pazzwaord

[ieDr1 80 =]

3. Select your user ID from the drop-down menu, enter your password, and click OK.

After afew moments and some informational windows, the Noble* Direct main window appears.

NOTE: The very first time you launch Noble* Direct, the system will display the screen below. Please enter the
registration code and click Register. For help, call or email Technical Support (954-418-0829,
support@nobledirect.com).

J* Noble*Direct License Registration

Please contact Technical Support.
{954) 418-0829

supportiinobledirect.com

Serial Number: IlD"."A 7660 6615 GE04

Fegistration Code: I_

% Benister x LCancel |

2-2  Quickstart
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The Noble*Direct Main Window

The main window appears when you start Noble* Direct for Windows. By selecting from the options on this screen,
you can access all of the functionality in the software.

J¥ Hoble*Direct for Windows
Claimz Procezzing  File Maintenance  Special Reportz  Utilitiez  lnventary Help

Erter Claims | (¥ RepeatBiling | &% Transmit Print HCFA, (V0 Mailboz F] Esit
EnterTransactlnnl HepeatBiIIingI Create Edit Listl Tranzmit I:Iaiml [ iy Ennfirmatinnl Dhiztribute F'mtsl F'aymentF!egisterI
|F'atientName jl ,Ol Rieset | F"'I = | - | Hl W Add Patient |
|ID Mumber Mame State  Provider Type Recall Date Phone Humber
LUCINDA BURKE SC C DIABET 0B/ 99 [803) 75E-3735
0102 BILL CARTER FL CARE 05/25/2001 [5E1] 418-0829
01-20 CARL CARTER SC CARE 05/23/1999 [803) FRE-B7ER
01-24 CAROL CHAMBERS SC CARE [803) FAE-1123 -|
% Add Payment | Wiew Tatals | ; Diefalts | = I - | - | > | [ &dd Tranzaction I
|Seq PSHC Sry-Date P5CPT M1 MZ2 M3 M4 ICD-9 D/U ChgfApp Balance Reszp

oM 0 MM

| 200 |DIABET ACME MEDICAL SUPPLY, INC SILICOME, SILICOME ELASTOMER, OR HY |_|_|_

Noble* Direct is divided into five categories of functionality:

Claims Processing - used to enter details on claims, transmit claims, handle repeat billings, and receive and apply
payments as the insurance company responds.

File Maintenance - used to define and edit details about your practice and patients.

Special Reports - used to generate HCFA forms, patient invoices, and various management reports that analyze
your practice.

Utilities - provides miscellaneous support utilities for various functions.

Inventory - allows you to manage your inventory information, including information on Items, Vendors, Purchase
Orders, Stock, and Physical Inventory.

These five categories appear as menus across window the top of the main window. In addition, if you move your
cursor over the status bar on the bottom of the main window, you will see the same four categoriesin the quick
menu. To learn how to turn the quick menu on and off, see Configuring Y our System.

When the quick menu isn't displayed, the status bar shows the practice ID, practice account number, and practice
name. It may also show the transaction procedure code description, patient comment indicator, transaction comment
indicator, and alternate description indicator depending on the function that you are currently using.

The main window also contains atoolbar that provides quick access to the most commo nly used functions.
Throughout this documentation, we will present all of the ways of accessing Noble* Direct's functionality.
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For details about the commands on each menu in the main window, see the following:

Claims Processing Menu
File Maintenance Menu
Specia Reports Menu
UtilitiesMenu
Inventory Menu

Help Menu

Claims Processing Menu

The Claims Processing menu provides commands that allow you to enter details on claims, transmit claims, handle
repeat billings, and receive and apply payments as the insurance company responds. A list of the commands on the
File Maintenance menu and a description of the each command follows. Details on these commands are explained in
the Claims Processing section of this documentation.

Menu Command Description

Enter Transactions Allows you to enter the details needed to submit aclaim
to an insurance company.

Create Edit List Generates alist of the transactionsthat are ready to be
transmitted for collection.

Transmit Claims Transmits the claims for electronic processing.

Apply Payments Allowsyou to apply payments from Medicare,

Medicaid, insurance companies, or patients to your
patients' accounts.

Payment Register Generates areport that details the payments that you
applied during any period of time.

Repeat Billing Creates a batch of repeat transactions that you have
previously defined.

Daily Confirmation Report Generates areport that details the transactions for any
period of time.

Exit Exits the software.

File Maintenance Menu

The File Maintenance menu provides commands that allow you to define and edit details about your practice and
patients. A list of the commands on the File Maintenance menu and a description of each command follows. Details
on these commands are explained in the File Maintenance section of this documentation.

Menu Command Description

Patients Allows you to add, edit, or delete patients.

Physicians Allowsyou to add, edit, or delete physicians.

CPT Procedure Codes Allowsyou to add, edit, or delete procedure codes.

ICD-9 Diagnosis Codes Allowsyou to add, edit, or delete diagnosis codes.

Insurance Company Allows you to add, edit, or deleteinsurance
companies.

Providers Allows you to add, edit, or delete providers.
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Salesperson Allows you to add, edit, or delete salespeople.

Hospital / Facility Allows you to add, edit, or delete hospitals or
facilities.

Macro Definition Allows you to add, edit, or delete macros.

Zip Codes Allows you to add, edit, or delete zip codes.

Patient Types Allowsyou to add, edit, or delete patient types.

Practice Allows you to add, edit, or delete practices.

Additional Doc Macros Allowsyou to add, edit, or delete macros for

additional documentation.

Special Reports Menu

The Special Reports menu provides commands that allow you to generate HCFA forms, patient invoices, and
various management reports that analyze your practice. A list of the commands on the Special Reports menu and a
description of each command follows. Details on these commands are explained in the Special Reports section of
this documentation.

Menu Command Description

HCFA-1500 Forms Generates one or more HCFA -1500 formsfor
previously entered transactions.

Patient Invoices Generates one or more patient invoices for
previously entered transactions.

Patient Recall Generates areport of the patients who are due to
return.

Salesperson Commission Generates areport cal culating sales commissions.

CPT Activity Generates areport calculating total revenue by
procedure code.

Repeat Billing Generates areport of the repeat billing transactions
that are currently defined.

Master File Listing Generates areport of the listingsin the master files.

Accounts Receivable Generates an aged trial balance of your patient
receivables.

Mailing Labels Generates mailing labelsfor avariety of your master
lists.

Blank CMN Forms Allowsyou to print blank CMN forms.

Patients Of ... Reports Generates areport of patients of a particular
physician, insurance company, provider, or
sal esperson.

Birthday List Generates alist of patient birthdays by month.

Additional Reports Allowsyou toinstall and use your own additional
reports.
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Utilities Menu

The Utilities menu provides commands that give you additional miscellaneous functionality. These include
functions that repair the system when broken or control other non-standard, advanced features. A list of the
commands on the Utilities menu and a description of each command follows. Details on these commands are
explained in the Utilities section of this documentation.

Menu Command

Reset Transmit Flags

Practice Snapshot

Mailbox Handling
Autopost Payments

Reprint Last Xmit
Doctor Noble
Special Utilities

DataSync Import / Export
Live Update

Offsite Backup

System Configuration

Inventory Menu

The Inventory menu provides commands that give you the ability to manage your inventory information, including
information on Items, Vendors, Purchase Orders, Stock, and Physical Inventory. Details on these commands are

Description

While transactions are usually transmitted for
collection once, this feature allows you to reset
transactions for retransmission, if needed.

Allowsyou to view your entire practice's financial
activity in one window, including the value of
services rendered and collection information.

Controls Noble* Direct's mailbox functions.

Appliesthe paymentsthat you received from
Medicare to the patients accounts using the ERN
information.

Reprints the last Electronic Claim Summary report.
Allows you to check for errors on your system.

Provides several special utilitiesincluding:
Automated Write-Offs, Batch Change CPT Code,
Copy Practice Tables, Fresh Start, and Trx/Pmt
Viewer.

Synchronizes data between computers.
Updates Noble* Direct to the latest version.
Backs up files offsite

Allowsyou to set avariety of Noble* Direct system
options.

explained in the Inventory section of this documentation.

Menu Command

Items

Vendors

Purchase Orders

Receiving

Return to Stock

Description

Allows you to add, edit, or delete the Items you wish
toinventory.

Allowsyou to add, edit, or delete the Vendorsfrom
whom you acquire the Items you wish to inventory.

Allows you to add, edit, or cancel / delete the
Purchase Orders used to acquire the Items you wish
to inventory.

Allows you to receive inventory previously ordered
on a Purchase Order.

Allows you manage serialized items. Serialized items
are not consumed,; rather, they can be used by one
patient and then returned and used by another
patient.
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Physical Inventory Allows you to manage physical inventory. Y ou can
freeze selected items, print lists of frozen itemsto be
used in physical inventory taking, enter counts,
create variance reports, and then update inventory
with new count information.

Reports and Lists Generates inventory reports
Inventory Options Sets defaults for inventory processing
Help Menu

The Help menu is where you should go if you need assistance with the software. A list of the commands on the Help
menu and a description of the each command follows.

Menu Command Description

Contents Displaysthe onscreen help system.

Tech. Info Displays technical information about each
Noble* Direct component. Thisincludes the state,
size, and index.

About Displays Noble* Direct's About window.

About the Master Files

Noble* Direct saves the information that you enter into master files. There are separate master filesfor the following
categories.

Master File Description

Patients Name, contact information, diagnosis codes, insurance
details, employer, and physician.

Physicians Name, contact information, UPIN, associated
salesperson, and insurance numbers for the physicians
who refer patientsto your practice.

Procedure Codes Code, description, billing information, and commission
information for procedure codes used in your practice.
These codes are used to represent your standard tests,
treatments, and procedures.

Diagnosis Codes Standard |CD-9 codes and descriptions used in your
practice. Like the procedure code master file, thisfile
only contains the information pertinent to your practice
specialty.

I nsurance Companies Name, contact information, and Medigap ID for the
insurance companies to which you will be submitting
claims. For those companies to which you'll be
submitting claims electronically, atransmit flag is also
saved to notify Noble House as to where to forward the
dam.

Providers Name, contact information, and identifiersfor the care
providers with which your practice deals.

Salespeople Name, contact information, federal 1D, and commission
schedule for salespeople involved with your practice.

Hospitals/ Facilities Name and contact information for the hospitals and
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ambulatory surgical centersto which your patients go.

Macro Definitions Information about frequently used combinations of
procedure codes. By defining a macro with individual
components, you can initiate a variety of billing
procedures with asingle code.

Zip Codes All of thecities, states, and zip codes entered throughout
the software.

Patient Types Type codes and descriptions for your patient types.

Practices Name, contact information, and system defaults for your

practice. Noble* Direct can handle more than one
practice on a single computer.

Additional Doc Macros Allows you to manage macros for additional
documentation.

When you enter claims, Noble* Direct islearning about these categories and adding items to your master lists.
During the collection of all the above information, numerous editing and validation routines verify that the
information being entered is accurate.

Y ou can also add information to the master lists directly by using Noble* Direct'sFile Maintenance functionality. If
you would like to see alist of all of theitemsin amaster list, you can use Noble* Direct'smaster file listing report
functionality.

Daily Procedures

When you enter aclaim into Noble* Direct, you are completing an automated version of the HCFA -1500 form.

When you enter claims, Noble* Direct recognizes when you are entering new information and asks you to provide al
of the necessary details about the new information. Noble* Direct stores the details into its master files, so that they
can be used with another claim.

Asyou use Noble*Direct, it learns more and more, until it reaches a point when it only asks you to provide details
on new patients. At this point, Noble* Direct is said to be trained. Once Noble* Direct istrained, the daily procedure
involves three steps.

(1) When you start Noble* Direct in the morning, you go to the Enter Claimstab. There you enter client and
procedure details as they occur during the day.

(2) If acheck from Medicare/Medicaid, an insurance company, or apatient arrives, you slip over to the Distribute
Paymentstab and enter it against aclient's balance.

(3) Attheend of the day, you go to the Transmit Claim tab, where you electronically submit all of the day's activity
to the insurance companies as required.

Note: The above three steps are only our suggested method of adaily routine. Y our practice may have amore
effective procedure that may be implemented.

On aweekly or monthly basis, you may want to generate reports and balance your submitted claims against the
payments received.

At any time, you can generate analytical or sales commission reports or take a snapshot of your practice, showing
the outstanding and paid claims.

By using Noble* Direct, you can automate an expensiv e and time-consuming part of your practice management.
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Setting Up Your Practice

Before you can use Noble* Direct for Windows, you need to tell it about your practice.

To set up your practice in Noble*Direct for Windows:

1. From the File Maintenance menu in the Noble* Direct main window, select the Practice command.
-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Practices tab.

2. Pressthe Add button.
The Practice File Maintenance window appears.

3. Completethefieldsin the Practice File Maintenance window. For more information on the fieldsin this
window, see Practice File Maintenance Window.

4. Pressthe Save button in the Practice File Maintenance window.
The new practiceis added to the list on the Practices tab.

Y ou are now ready to enter claimsinto Noble* Direct.

Common Features

Some features are used frequently in many of the windows in the system. Here are the most common:
Using the Search Utility
Locating a Patient
Locating a Transaction
Quick Menu
Report Destination Window

Using the Search Utility

To find an item using the search utility:
1. Inthe Search By drop-down list, choose the criterion that you want to use to search.

When you choose a criterion, the list of itemsis sorted in ascending order by that criterion and the criterion in
highlighted in each item.

2. Inthe Search For field, enter the text for which you want to search.

Asyou enter characters, Noble* Direct narrows in on your selection. The search utility looks for the text exactly
asitis entered from the beginning of the field and does not accept wildcards such as"*" or "?." For example, if
you were searching for the last name of "White", entering "white" would return the correct patient name.
Entering "7ite", "*ite", "wh*", "wh?" or "ite" would not. In addition, the Search For field is not case sensitive.

Note: To display all of the items again, press the Reset button.
To scroll though the list of items:
Press the First button to move to the first item in thelist. I |

Press the Previous button to move to the previousitem in the list. - |
Press the Next button to moveto the next item in thelist. [ 3 |

Pressthe Last button to moveto thelast itemin thelist. *l |
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Locating a Patient

Each transaction must be assigned to one patient only. Before you can enter any details about a transaction, you
must assign it to a patient by either choosing an existing patient or creating a new patient. The top section of the
Enter Transaction tab isused for this purpose. If you entered the patient, you can locate him using any of the
procedures below.

To locate a patient by scrolling through the patient list:

Press the First Patient button to moveto the first patient in the ™ |
list.

Press the Previous Patient button to move to the previous patient - |
inthelist.

Press the Next Patient button to move to the next patient in the [ |

list.

Pressthe Last Patient button to move to the last patient in the - |

list.

To locate a patient using the search utility:

1. Choosethe criterion that you want to use to find the patient from the drop-down list.

When you choose a criterion, the list of itemsis sorted in ascending order by that criterion and the criterion in
highlighted in each item.

2. Enter thetext for which you want to search in the field.

Asyou enter characters, Noble* Direct narrows in on your selection. The search utility looks for the text exactly
asit isentered from the beginning of the field and does not accept wildcards such as"*" or "?." For example, if
you were searching for the last name of "White", entering "whi" would return the correct patient name. Entering
"2ite", "*ite", "wh*", "wh?" or "ite" would not. In addition, the search field is not case sensitive.

Note: To display all of the items again, press the Reset button.
To locate a patient using the choice list:
1. Pressthe Magnifying Glass button.

The Patients Choice List appears. For more information on this window, see File Maintenance: Patients.
2. Inthe Search By drop-down list, choose the criterion that you want to useto find the patient.

When you choose acriterion, thelist of itemsis sorted in ascending order by that criterion and the criterion in
highlighted in each item.

3. Enter thetext for which you want to search in the Search For field.

Asyou enter characters, Noble* Direct narrowsin on your selection. Again, this field does not use wildcards and
in not case-sensitive.

4.  When the patient that you want to select is highlighted, press the Select button in the Patients Choice List.
This patient is now the selected patient on the Enter Transaction tab.
Note: To display all of the items again, press the Reset button.
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Locating a Transaction

To locate a transaction for a selected patient by scrolling through the transaction list:

To moveto thefirst transaction in the list, press the First ™ |
Transaction button.

To moveto the previoustransaction in the list, press the Previous - |
Transaction button.

To moveto the next transaction in the list, press the Next - |
Transaction button.
To moveto the last transaction in thelist, press the Last [ |

Transaction button.

Quick Menu

A toolbar that appear when you move your cursor over the status bar on the bottom of the Noble* Direct main
window. It allows youto access the four categories of functionality. Y ou can turn the quick menu on and off by
using the System Configuration | Setup Options command on the Utilities menu in the main window.

Report Destination Window

Thiswindow appears when you are generating areport using Noble* Direct's Special Reports functionality. Each
field isexplained below.

Feport Destination |
—Destination
= Printer Etrint
cancel
—Range
o Al Frinter Setup
" Pages
Copies |1
Fram I To I
v Collate

Destination - Select "Printer" or " Screen" depending on where you'd like to see the report. If you select the "Printer”
option, the report prints on the printer that you have set up. If you select the " Screen" option, the report is shown in
the Viewer window. From the Viewer window, you can print one or more of the pages of the report on your printer.

Range - Click the option button to indicate the pages of the report that you want to print to your chosen destination.
If you choose the "Pages" option, enter the range of pages that you want to print in the From and To fields.

Print Button - Prints the report to your chosen destination.
Cancel Button - Cancels the report printing.

Printer Setup Button - Displays the Print Setup window, which you can use to select the printer to use and other
printing options.

Copies - Specifies the number of copiesthat you want to print.

Collate - Organizes the numbered pages when you print multiple copies of areport. Checking this checkbox printsa
complete copy of the report before the next copy is printed.

Quickstart 2-11






The Comprehensive Remedys™

3 Claims Processing

Noble* Direct is designed to automate the processing of industry standard HCFA -1500 forms and associated
Certificate of Medical Necessity (CMN) documentation. This automation is handled by Noble* Direct's claims

processing functionality.

Y ou can access Noble* Direct's claims processing functionality in one of two ways:
(1) From the Claims Processing menu in the Noble* Direct main window

(2) Using the Claims Processing button on the quick menu

All of the claims processing functions, with their corresponding menu commands and tab names, are listed below.

Menu Command

Enter Transactions
Create Edit List

Transmit Claims

Apply Payments
Payment Register

Repeat Billing

Daily Confirmation Report
Exit

Tab Name

Enter Transaction
Create Edit List
Transmit Claim
Distribute Pmts
Payment Register
Repeat Billing
Daily Confirmation

None
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Claims Processing: Entering Transactions

Y ou can enter new transactions into Noble* Direct using the Enter Transaction tab. When you enter atransaction,
Noble* Direct islearning about your patients, physicians, procedure codes, diagnosis codes, and much more.
Noble* Direct's automatic learning simplifies your data entry.

How to Access the Enter Transaction Tab

From the Claims Processing menu in the Noble* Direct main window, select the Enter Transactions command.

=-0r-

Access the Claims Processing functionality from the quick menu, and then click on the Enter Transaction tab.

_Or_

Pressthe Enter Claims toolbar button in the Noble* Direct main window.

The Enter Transaction tab shows you alist of the patients that you have set up in the top part of the tab and alist of
the transactions that you entered for the selected patient in the bottom of the tab.

To enter a new transaction:
1. Select the patient for the transaction in the top part of the tab.

If the patient for the transaction isn't listed, you can add the patient to the system using the Add Patient button.
For more information on adding a new patient, see Adding a Patient. For assistance in using the search utility to
locate apatient in the list, see Locating a Patient. For more details on the information shown for the patient on
the Enter Transaction tab, see Enter Transaction Tab.

Note: Y ou must select the patient before you can enter the patient's transaction.
2. Pressthe Add Transaction button in the transaction section of the Enter Transaction tab.
3. Completethefieldsin the Enter Transactions window that appears.

For more information on this window, see Enter Transactions Window.
4. Pressthe Save button in the Enter Transactions window.

The transaction now appears in the transaction section of the Enter Transaction tab. For more details on the
information shown for the transaction, see Enter Transaction Tab.

From the Enter Transaction tab, you can also do the following:

Edit a Patient Record

Add a Payment

View the Transaction Totals
Set the Transaction Defaults
Toggle the Transmit Flag
Suspending a Transaction
View or Edit a Transaction
DeleteaTransaction

Write Off a Transaction
Turn Off a Transaction Repeat
Enter a Zero Payment
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Enter Transaction Tab

The Enter Transaction tab allows you to enter new transactions and view or edit existing transactions. Each field on
thistab is explained next.

Enter Transachion | HepeatBiIIingI Create Edit Listl Tranzmit Elaiml D aily I:n:nnfirmatin:nnl Digtribube F'mtsl Paymentﬂegisterl

[Patient Name =] | O messt || < »|m] & AddPatient |
|ID Mumhber Mame State  Provider Type Recall Date Phone Humber
LUCINDA BURKE 5C CARE CIABET ]

0o-02 BILL CARTER FL CARE 05/25/2001

01-20 CARL CARTER SC CARE 05/25/1933  [803) 75E-87E5

01-24 CAROL CHAMBERS SC CARE [803) ¥5E-1123 ~|
% Add Payment I Wiew Tatalz | ; Defaults | s | - | [ | * I [ Add Tranzaction |

|Seq PSHC Srv-Date PS5 CPT M1 M2 M3 M4 ICD-9 DA ChgfApp Balance HResp

0001 D WKW 08/02/1335 12 E0972 2= 3443 1.0 12.00 0.00 = PAT

PATIENT SECTION

The top section of thistab listsyour patients. Y ou use it to choose the patient to which the transaction applies. The
information listed about the patient corresponds to the information entered in the Patient File Maintenance window.
For more detail s about this window, see Patient File M aintenance Window.

ID Number - The identifier that uniquely identifies this patient.

Name - The patient namein first name, middle initial, last name format.

State - The two letter state abbreviation for the state in which the patient lives.
Provider - Theidentifier for the patient's provider.

Type - The patient type.

Recall Date - The date on which the patient is due back.

The last column can vary depending on the criterion that you are using to sort the items. In most cases, this column
displays the patient's tel ephone number, but it can display the patient's social security number, physician, primary
insurance company, primary insurance policy number, or secondary insurance company.

TRANSACTION SECTION

The bottom section of thistab lists the transactions for the selected patient. Y ou useit to enter new or edit existing
transactions. The information listed about the transaction corresponds to the information entered in the Enter
Transactions window. For more details about this window, see Enter Transactions Window.

Seq - The sequence number for the transaction.

P-"Yes" or "no" code indicating whether the transaction has been submitted to the primary insurance company.
Right clicking on atransaction and choosing the Toggle Primary command from the context menu changes the code

Claims Processing 3-3



Noble*Direct

between"Y" to"N."

S -"Yes" or "no" code indicating whether the transaction has been submitted to the secondary insurance company.
Right clicking on atransaction and choosing the Toggle Secondary command from the context menu changes the
code between "Y" to "N." Thiscommand isonly availableif there is a secondary insurance company listed for the
patient.

R - Therepeat code for the transaction. To quickly turn off the repeat, right click on the transaction that you want to
change, and then choose the Turn Off Repeat command from the context menu.

C-"Yes" or "no" codeindicating if thereis a Certificate of Medical Necessity (CMN) for the transaction.
Sve-Date - The beginning date for the range of dates on which service occurred.

PS - The place of service code.

CPT - The CPT procedure code.

M1 - M4 - Up to four two-digit modifier codes used to alter the meaning of the medical or surgical description.
ICD-9 - The primary diagnosis code for this transaction.

D/U- Thetotal number of days or units of treatment.

Chg/App - The amount charged or approved for the service provided.

Balance - The dollar amount of the remaining unpaid balance for this transaction. Noble* Direct may place one of

the following codes after the balance to indicate the following conditions: "*" indicates a zero balance, "D" indicates
adeductible, "$" indicates abalance due. If thereis no code shown here, then no payments have been made on the
transaction.

Resp- Theresponsibility indicator. Before any type of payment activity, the payment responsibility belongsto the
primary insurance company, and thus this column is marked "PRI." Once thereis primary payment activity of any
kind, the responsibility fallsto the secondary insurance company, and this column is marked "SEC" if the patient
has secondary insurance. Once there is secondary payment activity or if the patient doesn't have any secondary
insurance, the responsibility fallsto the patient, and this column is marked "PAT."

Adding a Patient

Each transaction must be assigned to one patient only. Before you can enter any details about atransaction, you
must assign it to a patient by either choosing an existing patient or adding a new patient. The top section of the Enter
Transaction tab is used for this purpose.

To add a patient from the Enter Transaction tab:

1. Pressthe Add Patient button.
-0r-
Right click on thelist of patients on the Enter Transaction tab, and then choose the Add Patient command from
the context menu.

The Patient File Maintenance window appears.
2. Completethefieldsin the window.
For more information on this window, see Patient File Maintenance Window.

3. Pressthe Save button in the Patient File Maintenance window.
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Enter Transactions Window

This window appears when you add a transaction on the Enter Transaction tab. If you press the Save button without
completing all of the required fields, theincomplete fields are highlighted in red. Each field in thiswindow is
explained below.

PATIEMT 01-02 123121234-4 BILL CARTER |-

SEQUENCE NO 0005 mooiFiEr: [ NI oo -] O]
paTE FRoM [VEZY pavs/UNITS [ prv Pry [ -] |
DTN 14,/26/2001 cHarRGE AMT [ERE rerecrcvoies [EREE- [
P.0.S PaTiENT PaiD R ome o -]
ros i e TesTS R sooLooc il
co-s [l ] 0] anesthesis [l Fri [l sec [l <
CPT -1 2 | erosorh [ oo (I -] O

| | |ﬂ4214 |ﬁ-‘aF'F' | s Em 2.00

Patient | nfarmation Paprngnts | Fatient Comments I Tranzachion Caomments I

|5£:q Grc Pmt-Date Amount Paid Check Ho Check Date [~ | |f NewEa_l,lmentl
=

Records 48
Accezsed 062042001

15 Edit | %A Delete

= I = I . I = I‘ EEIDSE [ Inzert

Sequence No - A unique sequence number for the transaction. Noble* Direct automatically enters the sequence
number using the next sequential number for the selected patient.

Date From - The beginning date for the range of dates on which service occurred. If there was only one date of

service, enter the same date in the Date From and Date To fields. Noble* Direct automatically enters the current date
inthisfield.

Date To - The ending date for the range of dates on which service occurred. If there was only one date of service,

enter the same date in the Date From and Date To fields. Noble* Direct automatically entersthe current datein this
field.

Place of Service - The appropriate place of service code. Noble* Direct automatically enters the default code that
you entered when you set up your practice.

Type of Service - The type of service for thistransaction.

ICD-9 - The primary diagnosis code for this transaction. Noble* Direct automatically enters"1" if at |east one
default diagnosis codeis set up in the Patient File Maintenance window. "1" corresponds to the first diagnosis code
set up for this patient. To see the diagnosis codes set up for this patient, view the Patient Information tab at the
bottom of the Enter Transactions window.

If you want to use adifferent diagnosis code, which is set as adefault code: Enter "2", "3", or "4" corresponding
to the position of the code shown on the Patient Information tab.

If you want to enter a diagnosis code other than the patient's default ICD-9 codes: Enter an * in thefirst field,
and then choose the new 1CD-9 code from the drop-down list.
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CPT - The CPT-4 or HCPCS code for this transaction. Y ou can either choose a procedure code from the drop-down
list or type oneinto thefield. If you type anew procedure code into the field, Noble* Direct asksif you want to add
it. Choosing to add the procedure code displays the Procedure Code Maintenance window. Y ou can also add a new
procedure code or choose an existing procedure code from the procedure code master file by pressing the
Magnifying Glass button next to the CPT field. See File Maintenance: CPT Procedure Codes for more details on the
CPT Procedures Choice List.

If you need to enter aprocedure that is not classified into a procedure code: Press the small button next to the
Magnifying Glass button. Doing so displays a dialog box into which you can enter a description for the
procedure.

If you want to use amacro for the procedure code: Enter an *, and then the macro ID. If you type anew macro
code into thefield (including the asterisk), Noble* Direct asksif you want to add it. Choosing to add the macro
code displays the Macro Definition File Maintenance window. When the macrois activated, all of the procedure
codes defined within it are automatically entered into the transaction.

Modifier - Two-digit modifier codes used to alter the meaning of the medical or surgical description. The use of
modifiers should be limited to procedures or conditions that require additional information for payment. Under these
services, amodifier isrequired: ambulance DME, anesthesia, outside lab, and purchased diagnostic tests. For
oxygen contents and surgical supplies, DO NOT use amodifier.

Note: Modifiers must be used to manage the Medicare mandated requirements of Capped Rentals. For more
information, see How Do | Handle Capped Rentals.

Days/Units - The total number of days or units of treatment.

Note: Because of Medicare's rules, different months may not be grouped together. If you are grouping similar
procedures performed on consecutive days, the Days/Units field must be equal to or greater than the number of
days between Date From and Date To.

Charge Amt - The amount charged for the service provided. This amount should be the total amount to be paid.
Calculate the number of units (treatments) times the amount per unit.

Patient Paid- The amount paid by the beneficiary for services.

Lab Tests - The charge for purchased diagnostic test services.

Anesthesia - The total minutes of anesthesiaif the service was anesthesia.

PRO Auth - The unique authorization number assigned by PRO when it approves the procedure.

Facility - Theidentifier for the facility where services were rendered. Y ou can either choose afacility from the
drop-down list or type oneinto thefield. If you type anew facility into the field, Noble* Direct asksif you want to
add it. Choosing to add the facility displaysthe Hospital / Facility File Maintenance window. Y ou can also add a
new facility or choose an existing facility from the master file by pressing the Magnifying Glass button next to the
Facility field. See File Maintenance: Hospitals/ Facilities for more details on the Hospital Choice List.

Pfm Prv- The provider ID for the performing provider when the billing provider isaPA Group. Y ou can either
choose a provider from the drop-down list or type one into thefield. If you type a new provider into the field,
Noble* Direct asksif you want to add it. Choosing to add the provider displays the Provider File Maintenance
window. Y ou can also add a new provider or choose an existing provider from the master file by pressing the
Magnifying Glass button next to the Pfm Prv field. See File Maintenance: Providers for more details on the Provider
Choice List.

Repeat - Y our selection indicates whether the transaction will repeat itself, and if so, the frequency with which it

will occur. You can choose "None", "Weekly", "Monthly", "Oth-Month" (every other month) "Quarterly”, or " Semi -
Annual.” Completing thisfield allows you to use Noble* Direct's Repeat Billing functionality, which simplifies
billing for arecurring transaction.

Cycles - If you selected one of the repeating options in the Repeat field, the number that you enter in the Cycles
field indicates the number of times that the transaction will repeat itself. Each time that the transaction's cycle comes
due, Noble* Direct automatically creates aclaim for it and subtracts one from the number of cycles remaining.

DMN CMN - Your Yes(Y) or No (N) selection from this drop-down list indicates whether a Certificate of Medical
Necessity (CMN) isrequired. Entering Y es displaysthe list of Certificates of Medical Necessity, allowing you to
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enter the appropriate information. See Certificate of Medical Necessity Window for more details. When you
complete a CMN, theinformation is transmitted along with the HCFA form.

Note: Thisfield not only displaysthe CMN window, but also designates whether the CMN should be
transmitted with the HCFA form. Y ou must leave the DME CMN field set to Yes until you finally transmit the
cam.

Addl Doc - Your Yes(Y) or No (N) selection from this drop-down list indicates whether you want to attach any

additional document to thistransaction. If you choose "Y", the Additional Documentation window appears into
which you can type your additional information.

Pri XMIT - The primary transmit flag. I ndicates whether the transaction has been submitted for electronic
processing or local printing to the primary insurance company. "Y" means that the transaction was transmitted or
printed. Typically, "N" indicates that it was not.

Note: To re-transmit or re-print a primary HCFA form, set thisfieldto"N."

Sec XMIT - The secondary transmit flag. Indicates whether the transaction has been submitted for electronic
processing or local printing to the secondary insurance company. "Y" means that the transaction was transmitted or
printed. Typically, "N" indicates that it was not. If no secondary provider was defined for this patient, thisfield is
bypassed.

Note: To re-transmit or re-print a secondary HCFA form, set thisfield to "N."

TRX SLS ID - The salesperson identifier for the transaction. Y ou can either choose a salesperson from the drop-
down list or type oneinto thefield. If you type a new salesperson into the field, Noble* Direct asks if you want to
add it. Choosing to add the salesperson displays the Salesperson File Maintenance window. Y ou can also add a new
salesperson or choose an existing salesperson from the master list by pressing the Magnifying Glass button next to
the TRX SLSID field. See File Maintenance: Salespeople for more details on the Salesman Choice List.

Approved - The approved amount for the transaction.
Deductible - The deductible amount for the transaction.

Patient Information - For quick reference, the information that appearsin the Patient File Maintenance window for
the selected patient appears on this tab. For more information on the Patient File Maintenance window, see Patient
File Maintenance Window.

Payments - Thistab lists the payments that were made on atransaction. To view or change the details on alisted
transaction, double click on the transaction to open the Payment Entry window. For more information on this
window, see Payment Entry window.

Patient Comments - A place for comments about the patient. Each comment appears on a separate line. To add a
comment, press the Plus sign button, type your text in the Add New Comment window, and then press the Add
button. To delete acomment, select the comment that you want to delete, and then press the Minus Sign button. To
navigate through the comments, use the First, Previous, Next, and Last buttons.

Transaction Comments - A place for comments about the transaction. Each comment appears on a separate line.

To add acomment, press the Plus sign button, and then type your text. To delete acomment, select the comment that
you want to delete, and then press the Minus Sign button. To navigate through the comments, use the First,
Previous, Next, and Last buttons.
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Payment Entry Window

Thiswindow appears when you are applying a payment to atransaction from the Enter Transaction tab. Each field
in thiswindow is explained below.

J* Payment Entry

FATIEMT 0O1-02 1231212344 BILL CARTER
TRAMSACTION DATE SERWICE DATE MODIFIER
SEQ-MUMBER =MITAPRINTED FIRST LAST CFT 1T 2 3 4
Q004 0340141995 03940141995 A4214 RE Kl
REFERRIMG DOCTORASUPPLIER AMOUNT PAID BY
ICD-9 PHYSICLAM PROVIDER CHARGED BEMEFICIARY
2393 BELEH CARE 4175 .00
AMOLUMNT DEDUCTIBLE SEQUEMCE BATCH D PAYMEMT DATE
APPROVED AROLMT HUKMEER HUMEER SOURCE RECEINED
290000 0,00 a0 _ =TI - | 0941542000
AMOLUMNT CHELCE, CHELCE, BALAMCE
RECEINED HUMEEFR DATE COMMEMTS DUE
| Browse Total Records 275
| < | » | wi | 8o | Koncel | Hpelete | P Heb |y oassa000

Sequence Number - Noble* Direct automatically assigns a sequential number to each payment that you post for a
transaction. Y ou can edit it if you want.

Batch ID Number - Thisis an optional field that allows you to enter a batch number to help categorize the
payments entered.

Payment Source - Select the source of the check. "PRI" indicates the primary insurance company, "SEC" indicates

the secondary insurance company, and "PAT" indicates the patient, "OTH" indicates another source, and "W/O"
indicates that it is awrite-off.

Note: Y ou can also write off atransaction by right clicking on the transaction on the Enter Transaction tab, and
then choosing the Write Off command or by using the Automated Write-Offs utility.

Date Received - The date that you received the payment. The current date is entered automatically.

Amount Received - The amount of the check. The approved amount is entered automatically. If the amount that
you received is different, change the amount shown here.

Check Number - The number on the check. If you received a cash payment, leave thisfield blank.

Check Date - The date of the check. The current date is entered automatically. If you received cash, leave thisfield
blank.

Comments - Any comments that you want to make about the payment, if any. The payment source appears here
automatically. Y ou can change or add to the comment if you want.
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Editing a Patient Record

If you need to, you can edit apatient's record directly from the Enter Transaction tab.

To edit a patient record from the Enter Transaction tab:

1

Double click on the patient that you want to edit.

-0r-

Click on the patient that you want to edit, right click on your selection, and then choose the Edit Patient
command from the context menu.

The Patient File Maintenance window appears.

For help in finding a patient, see Locating a Patient.

Change any necessary patient datain thiswindow.

For more information on this window, see Patient File Maintenance Window.

Press the Save button in the Patient File M aintenance window.

Adding a Payment

Besides using the transaction section of the Enter Transaction tab to enter new transactions, you can useit to add a
payment to atransaction.

To add a payment to a transaction from the Enter Transaction tab:

1

Click on the patient for the transaction.

For help infinding a patient, see Locating a Patient.

Click on the transaction to which you want to apply a payment.
For help in finding atransaction, see L ocating a Transaction.
Press the Add Payment button.

Enter the approval and deductible amountsin the Edit Approval and Deductible Amounts windows that appears,
and then press the OK button.

The Enter Transactions window appears.
Complete the Payment Entry window.

If the Payment Entry window doesn't open automatically, pressthe New Payment button in the Enter
Transactions window. For additional information on this window, see Payment Entry Window.

Press the Save button in the Payment Entry window.
The payment is recorded on the Paymentstab of the Enter Transactions window.

Press the Close button in the Enter Transactions window to return to the Enter Transaction tab.
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Viewing the Transaction Totals

Besides using the transaction section of the Enter Transaction tab to enter new transactions, you can useit to view
the transaction totals by patient, transaction, or date.

To view the transaction totals from the Enter Transaction tab:
1. Click onthe patient and /or transaction for which you'd like to view the totals.

For help in finding a patient, see Locating a Patient. For help in finding atransaction, see Locating a
Transaction.

2. Pressthe View Totals button on the Enter Transaction tab.

A separate window appears and remains on your screen until your press the Hide Totals button on the Enter
Transaction tab. Thiswindow allows you to view the transaction totals for the selected patient, selected
transaction, or by the selected transaction's date. To calculate the totals on the Date tab, press the Calculate
button.

Totals
Patert [Tt | Date Il [ patert| Trans Dz
| CARTER, BILL | /01495 0004 | S|
TRANSACTIONS Charge Amt g T RANSACTIONS
Count 5 Approved Amt  2900.00 o 1
Total 8743.75 P 0.00 Total 61 28
Approved 10002.00 ota -
PAYMENTS Approved 12.00
PAYMENTS Frimaplns  1575.00 PAYMENTS
Frimary [hz 3795.00 Secondary 0.00 o | -
SED.Dndar}' 0.00 Patient 0.00 Srlmary 4 e IZI.IIIIZI
Fatient 0.00 Oither 0.00 PEF':'”t ary 3-25
Uther 0.00 Total 1575.00 Df'h'en oo
Total 3795.00 wirite Off 0.00 = '
wiite IFF 0.00 Total 12.00
AMOUNT DUE “wiite Off 0.00
AH_DUNT DUE Prirary lhz .00 AMOUMNT DUE
Frimary [hz 210200 Secondary 0.00 iy | o0
SED.Dndar}' 0.00 Patient 1325.00 Srlmary 4 e IZI.IIIIZI
Patient 4105.00 Total R econdary :
Total E207.00 Patient 0.00
TRANSMISSIONS Total 0.00
Pri-lns il
Sec-lnz
A Fri - 77203M01 P 77203M01
Sec Sec oo
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Setting the Transaction Defaults

Besides using the transaction section of the Enter Transaction tab to enter new transactions, you can useit to set the
new transaction defaults. Y ou can enter defaults for both the primary and secondary transmit flags and set the
service date.

To set the new transaction defaults from the Enter Transaction tab:
1. Pressthe Defaults button on the Enter Transaction tab.
2. Enter the defaults that you want to use in the New Transaction Defaults window.

3. Pressthe Save button in the New Transaction Defaults window.

Toggling the Transmit Flag

Besides using the transaction section of the Enter Transaction tab to enter new transactions, you can useit to change
the transmit flag for atransaction.

To change the transmit flag from the Enter Transaction tab:

1. Click onthe patient for the transaction.
For help in finding a patient, see Locating a Patient.

2. Click onthe transaction for which you'd like to change the transmit flag.
For help in finding atransaction, see Locating a Transaction.

3. Right click on the transaction that you want to change and choose either the Toggle Primary command or the
Toggle Secondary command from the context menu, depending on whether you want to change the primary or
secondary transmit flag.

If the patient doesn't have secondary insurance, the Toggle Secondary command will not be available. When
you make your selection, The P or S column, in the transaction section of the Enter Transaction tab, changesto
reflect your choice.

4. If youwant to change the transmit flag back, repeat step 3.

Transmit flag

A code that indicates whether a transaction has been transmitted for electronic processing or printed locally. The
code of "Y", for yes, is always used to indicate that a transaction has been transmitted or printed. Typically, acode
of "N", for No, isused to indicate that the transaction has not been transmitted or printed. However, your
organization may use custom transmit flags to indicate different sources or statuses of non-transmitted (non-"Y")
transactions. Please contact Noble House Technical Support for advice if you wish to implement custom transmit
flags.

When using the Transmit Flag to include patients or transactions in various reports, entering avalue of "?" will
cause the system to include ALL non-transmitted transactions regardless of the value of theindividual transmit
flags.
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Suspending a Transaction

Besides using the transaction section of the Enter Transaction tab to enter new transactions, you can use it to
suspend atransaction. Suspended transactions are transactions that are put on "hold" and are not included in
transmissions or Noble* Direct reports. Suspending a transaction changes the value of the primary transmit flag to

"S."

To suspend a transaction from the Enter Transaction tab:

1

Click on the patient for the transaction.

For help in finding a patient, see Locating a Patient.

Click onthe transaction that you'd like to suspend.

For help in finding atransaction, see Locating a Transaction.

Right click on the transaction that you want to suspend, and then choose the Suspend Primary command from
the context menu.

To return the transaction to an unsuspended state, you can toggle the transmit flag. For more information, see
Toggling the Transmit Flag.

Viewing or Editing a Transaction

If you need to view or edit a transaction, you can do so from the Enter Transaction tab.

To view or edit an existing transaction from the Enter Transaction tab:

1

Click onthe patient for the transaction in the top part of the tab.

A list of the existing transactions for the selected patient appears at the bottom of the tab. For more information
on finding an existing patient, see Locating a Patient. For more details on the information shown for the patient,
see Enter Transaction Tab.

Double click on the transaction that you want to view or edit.
_01‘_
Right click on the transaction that you want to view or edit, and then choose Edit from the context menu.

The Edit Transactions window opens. For more information on this window, see Enter Transactions Window.
Make any necessary changesin the Enter Transactions window.
Press the Edit button to make your changes.

To save your changes and return to the Enter Transaction tab, press the Save button.

Deleting a Transaction

If you need to delete atransaction, you can do so from the Enter Transaction tab.

To delete a transaction from the Enter Transaction tab:

1

Click on the patient for the transaction.

For help in finding a patient, see Locating a Patient.

Click on the transaction that you want to del ete.

For help in finding atransaction, see Locating a Transaction.

Right click on the selected transaction, and then choose the Delete command from the context menu.
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Writing Off a Transaction

If atransaction turns out to be uncollectible, you can writeit off.

To write off a transaction from the Enter Transaction tab:

1

Click on the patient for the transaction.

For help in finding a patient, see Locating a Patient.

Click onthe transaction that you want to write-off.

For help in finding atransaction, see Locating a Transaction.

Right click on the selected transaction, and then choose the Write Off command from the context menu.

When you do so, awrite-off payment is entered on the Payments tab of the Enter Transactions window for the
transaction.

Turning Off a Transaction Repeat

When you enter atransaction, you can indicate if the transaction will repeat. If you set arepeat code and want to
turn it off, you can easily do so.

To turn off a transaction repeat from the Enter Transaction tab:

1

Click on the patient for the transaction.

For help in finding a patient, see L ocating a Patient.

Click on the transaction for which you want to turn off the repeat.
For help in finding atransaction, see Locating a Transaction.

Right click on the selected transaction, and then choose the Write Off command from the context menu.

Entering a Zero Payment

Y ou can use the Enter Transaction tab to add a zero payment to a transaction quickly.

To enter a zero payment from the Enter Transaction tab:

1

Click on the patient for the transaction.

For help in finding a patient, see L ocating a Patient.

Click on the transaction to which you want to apply a zero payment.
For help in finding atransaction, see Locating a Transaction.

Right click on the selected transaction, and then choose either the Zero Pay Primary or Zero Pay Secondary
command from the context menu.
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Claims Processing: Creating an Edit List

After you enter all of your transactions, you can generate a transaction edit list that you can use to check the
information that you entered for the claims. Thisis done using Noble* Direct's Create Edit List tab. While the
transaction edit list contains information on the untransmitted claims, the information that appears is the same as the
information that will be transmitted for collection.

How to Access the Create Edit List Tab

From the Claims Processing menu in the Noble* Direct main window, select the Create Edit List command.
_01‘_
Access the Claims Processing functionality from the quick menu, and then click on the Create Edit List tab.
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To create a transaction edit list:

1. Narrow down the information to be shown in the transaction edit list by selecting the providers, insurance
companies, and patients to be included. Y ou can select all, one, or arange of itemsfor each of these criterion.

When you transmit claims, you will be offered the same criteria. Because of this, you can use the transaction
edit list to predict the results of atransmission, before the transmission even occurs.

To select all of the items for the criterion: Click onthe All tab for the criterion. For example, if you want your
edit list to show all of your providers, click on the All tab in the Providers section of the Create Edit List tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in thefield for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range" for each criterion.

2. If youwant to limit the patients shown in the transaction edit list to a specific patient type, enter thetypein the
Patient Typefield.

3. Select the service dates to be included in the transaction edit list.

3-14 Claims Processing



The Comprehensive Remedys™

Y ou can enter the datesin two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Enter the primary transmit flag for the transactions that you want selected for the transaction edit list. "N" isthe
typical value for transactions that have not been transmitted. Y ou may also enter "?" which will include all non-
transmitted transactions.

Press the Print button.

In the Transaction Edit List window that appears, check the print options that you want to include, and then
press the Print button.

These options allow you to choose if you want to include the additional documentation or CMNsin your
transaction edit list.

Complete the Report Destination window.

For more information on this window, see Report Destination Window. If you find any transactions that need to
be changed, you can simply edit the transaction. See Viewing or Editing a Transaction for more information on
editing transactions.
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Claims Processing: Transmitting Claims

After you enter all of your transactions and verify their accuracy using the transaction edit list, you can transmit your
claims. Thisisdone using Noble* Direct's Transmit Claim tab. When you transmit claims, you are asking

Noble* Direct to send some or all of your unreported claims to the appropriate insurance companies, electronically.
Using a computer modem and an unused telephone line, Noble* Direct automatically sends the selected transactions
without the usual forms, reports, and postage.

Note: It is highly recommended that you always generate a transaction edit list before transmitting claims.
Generating and verifying atransaction edit list will help you to identify entry errors and omissions, before the
insurance companies get involved. It isalot easier to correct amistake in your computer, than to reverse afaulty
claim in the insurance company's computer. For more information on transaction edit lists, see Creating an Edit List.

How to Access the Transmit Claim Tab

From the Claims Processing menu in the Noble* Direct main window, select the Transmit Claims command.
-0r-

Access the Claims Processing functionality from the quick menu, and then click on the Transmit Claim tab.
-0r-

Press the Transmit tool bar button in the main window.
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To transmit your claims:

1. Narrow down the information to be transmitted by selecting the providers, insurance companies, and patientsto
beincluded. Y ou can select all, one, or arange of itemsfor each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
transmit the claimsfor al of your providers, click on the All tab in the Providers section of the Transmit Claim
tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.
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Note: Y ou must select "all", "one", or "range" for each criterion.

If you want to limit the patientsincluded in the transmission to a specific patient type, enter the typein the
Patient Typefield.

Select the service dates to be included in the transmission.

Y ou can enter the datesin two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Enter the primary transmit flag for the transactions that you want to transmit.
Press the Transmit button.
Noble* Direct checksthe validity of your claims.

If the claimsthat you are transmitting don't contain any errors, Noble* Direct will ask you if you want to print a
confirmation report. If you choose "Y es", the Report Destination window appears allowing you to print an
electronic confirmation report. For more information on completing this window, see Report Destination
Window.

If there are problems with some of your claims, the Report Destination window appears allowing you to
generate an electronic error report. If aclaim contains an error, the error must be corrected before the claim can
be transmitted. In addition, the Gathering Transactions for Transmission window appears displaying the
following message: "Warning! Some claims were rejected. Transmit clean claims?' If thisisthe case, you have
two options: (1) Y ou can transmit the error-free claims (clean claims) now, then fix and transmit the claims with
errorslater or (2) Y ou can Press the No button in this window to cancel the transmission, fix the claimswith
errors, then repeat this transmission procedure to transmit all of the claims at once.

Note: Transmitting claims can take several minutes and uses your telephone to connect to the Internet. If your
computer is sharing atelephone line with one of your telephones, that telephone must not be touched or used
while the transmission is occurring. When the transmission is complete, the insurance companies will have your
transactions and will act on them without further involvement from you.
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Claims Processing: Applying Payments

Once you transmit a transaction to an insurance company or send an invoice to a patient, the next step isto wait for
the payment to arrive. Every payment that you receive should be applied to the patient's account, so that you can
keep track of outstanding and overdue receivables. Y ou apply these payments using Noble* Direct's Distribute Pmts
tab.

How to Access the Distribute Pmts Tab

From the Claims Processing menu in the Noble* Direct main window, select the Apply Payments command.
_Or_
Access the Claims Processing functionality from the quick menu, and then click on the Distribute Pmts tab.
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To apply a payment to a patient transaction:

1

Select the patient to which the payment applies by pressing the Magnifying Glass button, clicking on the patient
in the Patient Choice List, and then pressing the Select button.

Complete the following fields:

When you click on one of these fields, the patient's transactions, that have an outstanding balance, are displayed
on the bottom of the tab and the patient's |D number and transaction balance are displayed next to the patient
name.

Batch ID - Thisoptional field allows you to enter a batch number to help you categorize the payments that you
are entering.

Source - Select the source of the check. "PRI" indicates the primary insurance company, "SEC" indicates the
secondary insurance company, and "PAT" indicates the patient, "OTH" indicates another source, and "W/O"
indicates that it is awrite-off.

Date Received - The date that you received the payment. The current date is entered automatically.
Pmt Amount - The amount of the check.

Check Number - The number on the check.

Check Date - The date of the check. The current date is entered automatically.

Comments - Any comments that you want to make about the payment, if any. The payment source appears here
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automatically. Y ou can change or add to the comment if you wish.
3. Check the check box in front of the transaction to which the payment applies.
Note: Anindividual payment may be split and applied to more than one transaction. See step 5 below.
4. Completethe Enter Transaction / Payment Amounts window that appears, and then press the Save button.
For more information on this window, see Enter Transaction / Payment Amounts Window.
Repeat steps 3 and 4 if the payment includes an amount for an additional transaction.

When you are done associating the payment with the transactions to which it belongs, press the Distribute
button.

The payment is distributed and applied to the patient transactions that you specified.

Enter Transaction / Payment Amounts Window

Thiswindow appears when you are applying a payment to a transaction from the Distribute Pmtstab. Each fieldin
thiswindow is explained below.

Approved Amount - The dollar amount approved for the transaction by the payee.
Deductible - The dollar amount of the deductible for the transaction.

Payment Amount - The amount of the payment that applies to this transaction.
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Claims Processing: Generating a Payment Register

Noble* Direct allows you to generate a payment register using its Payment Register tab. Thisisused asadaily cash
receipts register.

How to Access the Payment Register Tab

From the Claims Processing menu in the Noble* Direct main window, select the Payment Register command.
-0r-
Access the Claims Processing functionality from the quick menu, and then click on the Payment Register tab.
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To generate a payment register:

1

Narrow down the information to be shown in the report by selecting the providers, insurance companies, and
patients to be included. Y ou can select al, one, or arange of items for each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want your
payment register to show all of your providers, click on the All tab in the Providers section of the Payment
Register tab.

To select one item for the criterion: Click on the One tab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "all", "one", or "range" for each criterion.

Enter the type of insurance company you want to include in the payment register by making a selection from the
drop-down list.

If you want to limit the patientsincluded in payment register to a specific patient type, enter the typein the
Patient Typefield.

4. Select the payment dates to be included in the payment register.
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Y ou can enter the datesin two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Enter the payment batch ID, if any.
Select the report layout.

Y ou can choose to display the report as aregular payment register (check register), by transaction, or by
transactions by check number.

Press the Print button.

If you are given the choice, select the report order that you want to use in the Check Register window, and then
press the Print button.

Compl ete the Report Destination window.

For more information on this window, see Report Destination Window.
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Claims Processing: Handling Repeat Billings

When you entered a transaction, you were given an opportunity to set how often the transaction repeats and the
number of cyclesfor the repeat in the Enter Transactions window. Noble* Direct's Repeat Billing tab simplifies your
handling of these repeat billings.

When you run the repeat billing function, you allow Naoble* Direct to check the repeat transactions to seeif they are
due to be re-transmitted. If atransaction is due to be re-transmitted, the Repeat Billing function handles the
transmission without any further effort on your part. If atransaction is not due for repeat, Noble* Direct skipsit, but
storesit, so that it can be tested again the next time that you run this function. To ensure that repeat transactions are
filed astimely as possible, you should run the repeat billing function as part of your daily routine.

Note: Do not manually enter the repeat transaction using the Enter Transaction tab as this can lead to "double
billing." The repeat billing code that you entered in the Enter Transactions window handles the repeat billing
automatically and will continue to do so unless you turn off the repeat billing by either changing the repeat codein
the Enter Transactions window or by turning off the transaction repeat from the Enter Transaction tab.

How to Access the Repeat Billing Tab

From the Claims Processing menu in the Noble* Direct main window, select the Repeat Billing command.
_01“_

Access the Claims Processing functionality from the quick menu, and then click on the Repeat Billing tab.
=-0r-

Press the Repeat Billing toolbar button in the main window.

Enter Tranzaction Create Edit List | Transmit Clairm | Daily Confirnation I Diztribute Prots I Faprnent Register
ALL FROWIDERS
| [MCLUDE &LL PROVIDERS
AL | One | Range] PATIENTS | patert Tupe
INCLUDE ALL PATIENTS I
all | One I Hangel NS
| [MCLUDE ALL INSURANCE 7 - &l Companies j
Service Date [IfEIRE Mew Tranzmit Flag m
o Process

To handle a repeat billing:

1. Narrow down the information to be processed by sel ecting the providers, insurance companies, and patients to
beincluded in the repeat billing. Y ou can select all, one, or arange of itemsfor each of these criterion. Itis
highly recommended that you run arepeat billing for all of your providers, insurance companies, and patients at
onetime to avoid missed entries.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
repeat billing to include all of your providers, click on the All tab in the Providers section of the Repeat Billing
tab.

To select one item for the criterion: Click on the One tab for the criterion, and then select your oneitem
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choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Rangetab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range" for each criterion.

If you want to limit the patients processed in the repeat billing to a specific patient type, enter the typein the
Patient Typefield.

Select the service dates to be processed in the repeat billing.

Y ou can enter the datesin two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Enter the new transmit flag for the transactions that you want to processin the repeat billing.

Thisisthe transmit flag that the repeat billing function will apply to the new transactionsit creates. This
typically should be "N" for no, but may be adifferent code if you use custom codes for non-transmitted claims.

Press the Process button.

Noble* Direct displays the transactions, meeting your criteriaand due for arepeat, in the Repeat Billing
window.

Hepeat Billing

The following tranzactions are eligible to be repeated, [0901 /2007..09/30/2001]
Patient Id Seq ® Procedure Qe Amourt Repeat  Last Billed From Date To Date
01 -02 7oAa4259 1.0 1463 M 12 10092001 090232009 09423200

Count Diallars

Transactions 1 1463 | $ Create Transactions X Cancel ? Help

Thiswindow shows the transactions that are eligible to be repeated. It displays all of the transactions that met
the criteriathat you set on the Repeat Billing tab, as well as atotal transaction count and dollar amount.

If you right-click inside the box, a menu appears from which you can run the Pre-Repeat report and exclude
transactions from the list.

If atransaction is set for weekly repeats but you forget to run the repeat billing function for an entire month,
Noble* Direct creates four transactions when you finally do run the function. Similarly, if atransactionis set for
monthly repeats and you run the repeat option each day, Noble* Direct only repeats the transaction once, on the
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monthly anniversary of the original service date.

6. Pressthe Create Transactions button in the Repeat Billing window to create the repeat transactions and generate
arepeat billing report.

The repeat transactions, marked with your new transmit flag, are created for you automatically and will show on
the Enter Transaction tab. The repeat billing report confirms their creation. In addition, the number of cycles
that you set in the Enter Transaction window is reduced by one for each transaction created.

7. Inthe Repeat Billing Report window that appears, check the checkboxes for the information that you want to
include in the repeat billing report, and then press the Print button.

These options allow you to choose if you want to include the additional documentation or CMNsin your
confirmation report.

8. Complete the Report Destination window to generate the Repeat Billing Report.
For more information on this window, see Report Destination Window.

When you complete this entire procedure, Noble* Direct creates the repeat transactions.
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Claims Processing: Generating a Daily Confirmation Report

The Daily Confirmation Report is useful for reviewing the transactions have been transmitted. Y ou can generate a
daily confirmation report from Noble* Direct's Daily Confirmation tab.

How to Access the Daily Confirmation Tab

From the Claims Processing menu in the Noble* Direct main window, select the Daily Confirmation Report
command.

=-0r-

Access the Claims Processing functionality from the quick menu, and then click on the Daily Confirmation tab.

AL |one | Range] PROVIDERS
||N|:LL|DE.-'3‘-.LLF'H|:|"-.-"|DEF|5

sl |I:Ine IHangeI FATIEWNTS Patient Type
||N|:LL|DE.-'3‘-.LLF'.-'1'-.T|ENTS _
ALL |Elne |Hange| INS Insurance Type
INCLUDE &LL INSURANCE | 7 - &)l Companies =

Tranzmit Dates QU EeENg!

aLL | Prirary Tranzmit Flag ﬂ
o Frint |

To create a daily confirmation report:

1

Narrow down the information to be shown in the report by selecting the providers, insurance companies, and
patients to be included. Y ou can select al, one, or arange of items for each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want your
confirmation report to show all of your providers, click on the All tab in the Providers section of the Daily
Confirmation tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range” for each criterion.

Enter the type of insurance company you want to include in the payment register by making a selection from the
Insurance Type drop-down list.

If you want to limit the patients shown in the report to a specific patient type, enter the type in the Patient Type
field.

4. Select the transmit dates to be included in the daily confirmation report.
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Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Transmit Dates area of the tab. Pressing the button toggl es between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

5. Enter the primary transmit flag for the transactions that you want to include in the report.
Press the Print button.

In the Daily Confirmation Report window that appears, check the print options that you want to include, and
then press the Print button.

These options allow you to choose if you want to include the additional documentation or CMNsin your
confirmation report.

8. Complete the Report Destination window.

For more information on this window, see Report Destination Window.

Claims Processing: Exiting Noble*Direct

To exit the software:
From the Claims Processing menu in the Noble* Direct main window, choose the Exit command.
-0r-
Pressthe Exit button on the toolbar in the main window.
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4 File Maintenance

Because Noble* Direct learns about your patients, procedure codes, and other information as you enter claimsinto
the software, theoretically, you may never use the file maintenance section of the software except to set up your
initial practice.

However, in redlity, there may be times when you want to change a patient's address, update a physician's statistics,
or change the defaults that Noble* Direct is using. For these situations, Noble* Direct's file maintenance functionality
isavailable.

Y ou can access Noble* Direct's file maintenance functionality in one of two ways.
(1) From the File Maintenance menu in the Noble* Direct main window
(2) Using the File Maintenance button on the quick menu

All of the file maintenance functions, with their corresponding menu commands and tab names, are listed below.

Menu Command Tab Name
Patients Patients
Physicians Physicians
CPT Procedure Codes CPT
ICD-9 Diagnosis Codes ICD-9
Insurance Company Ins-Co
Providers Providers
Salesperson Salesmen
Hospital / Facility Hospitals
Macro Definition Macros
Zip Codes Zipcodes
Patient Types Types
Practice Practices
Additional Doc Macros None
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File Maintenance: Patients

The Patients tab allows you to add, edit, or delete patient records-- recording personal information and setting up
default answers for the questions that you encounter during claims entry.

How to Access the Patients Tab

From the File Maintenance menu in the Noble* Direct main window, select the Patients command.
-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Patients tab.

Note: A window that is similar to the Patients tab can be accessed by pressing the Magnifying Glass button next to a
field that asks for aphysician. Thiswindow is called "Patients Choice List."

Fatients | F'h_l,lsiciansl CFT I ICD-3 I Ins-D:uI F'n:uvidersl Salesmenl Hnspitalsl Man:ru:usl Eipccu:lesl T_I.Ipesl Practices

Search By Search far
[ Patient 1d B Reset | 17| = | » [ » |
BILL CARTER [561] 418-082
100 LAKE ROAD :
01-05 JEAH FOWLER FIME “aLLEY [803] 7RE-1215
MCARE-C 134 SMITH LANE 5C 290230000 000-00-0000
01-08 THOMAS JOMAS COLUMEL, [B09] 3231233
MCARE-C 3202'WEST HILLS DRIVER 5C 297020000 123121234 Oy Add
01-10 ROBERT REYMWOLDS FIME “aLLEY [803] ¥HE-R937 _
MCARE-C 5303 LOCKLEAR 5C 290230000 131-25-0403 Edit
01-11 Jity SMITH FIME “aLLEY [803] ¥HE-2356 —_—
MCARE-C 4614 OXBOW 5C 290230000 211-46-0903 A Delete
01-12 MAaRE OWEMNS FIME “aLLEY [803] 7RE-7a91
MCARE-C 7HE3 Mal STREET 5C 290230000 12211010 - ? Help
To add a patient:

1. Pressthe Add button.
Alternatively, this buttonis called "Add New" in the Patients Choice List.

2. Completethefieldsin the Patient File Maintenance window. For more information on the fieldsin thiswindow,
see Patient File Maintenance Window.

3. Pressthe Save button in the Patient File Maintenance window.
To edit a patient:

1. Select the patient that you want to edit by clicking on it.
If you need help finding the patient, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Edit button.

3. Changetheinformation in the fieldsin the Patient File Maintenance window, as necessary. For more
information on the fieldsin this window, see Patient File Maintenance Window.

4. Pressthe Save button in the Patient File Maintenance window.
Noble* Direct automatically changes the information throughout the software.

To delete a patient:
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1. Select the patient that you want to delete by clicking on it.
If you need help finding the patient, use the search utility at the top of the tab. See Using the Search Utility for

more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this patient. Press the Y es button if you do.

Note: If the patient is still in use somewhere in the software, the deletion will not be allowed. To perform the
deletion, you must first find the occurrences of the patient and assign new values to those fields.

Patient File Maintenance Window

The Patient File Maintenance window appears when you add or edit a patient. When you save the patient record
from thiswindow, the required fields that are incomplete are highlighted in red. Each field in thiswindow is
explained below.

J¥ Patient File Maintenance M= E3
Patient D [T{EIE i sex [EIL-] mse [l
Mame - Sighature m Wk, m
%ol 100 LakE ROAD Agzignment m EPSDT m
Address 2 _ Accident m Emplaved m
T8 BOICA RATOR - Coverage m b arital
SipCode Felation m Student m
Birthdate I _ Fecal [ Provider [ jo;
Telephone Jia=gl T_I,Ipe_] £| Admizsion -J Phyzician E
Clairm Mo Dizcharge

J S alesman p
List | —

LITTLE ROCK AR

—

Insurance | Eu:ummentsl Cuishom Fieldsl Track, Eventsl

Total Becords 17

| Editing
Last Acceszed 0542342001

[ I - I i I o I xgancel Eﬂ elete

200 |FL99339 ACME MEDICAL SUPPLY, INC R

Patient ID - Anidentifier that uniquely identifies this patient. Thisidentifier can be a maximum of ninelettersand /
or numbers. While Noble* Direct can assign a sequential patient identifier, we recommend that you use the patient's
social security number for the patient ID.

Ship To - Your Yes(Y) or No (N) selection from this drop-down list indicates whether the patient has an alternative
ship-to address. If you choose "Yes", the Alternative Ship-To Address window appears into which you must enter
the required information. See Alternative Ship-To Address Window for more details on this window.

Name - The patient's full namein first name, middleinitial, last name order. Completing the first and last name
fieldsisrequired.

? Help

Address 1 - The street address for the patient.
Address 2 - Additional street address information such as a suite number.
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City - The city in which the patient lives. If you enter a zip code that you used previously in the software, the city,
state, and zip code fields are completed automatically.

State - The two letter state abbreviation for the state in which the patient lives.

Zip Code - The zip+4 code for the areain which the patient lives. Y ou can either choose a zip code from the drop-
down list or type oneinto thefield. If you type a new zip code into the field, Noble* Direct asksif you want to add it.
Choosing to add the zip code displays the Zip Code File Maintenance window.

SSN - The patient's social security number.

Birthdate - The patient's birthday, in MM/DD/YYYY format. That istwo digits for the month and day and four
digitsfor the year.

Onset - The date on which the illness was diagnosed, in MM/DD/YY Y'Y format. That istwo digits for the month
and day and four digitsfor the year.

Telephone - The patient's telephone number.

Type - The type code for the patient. Y ou can either choose a patient type from the drop-down list or type one into
thefield. If you type anew patient type into the field, Noble* Direct asksif you want to add it. Choosing to add the
patient type displays the Patient Type Maintenance window. Y ou can also add a new patient type or choose an
existing type from alist by pressing the Magnifying Glass button next to the Type field. See File Maintenance:
Patient Types for more details on the Patient Type Choice List.

Claim No - The patient's claim 1D number from the insurance company. Thisfield is normally the worker's
compensation number as assigned by the insurance company.

ICD-9 - The patient's diagnostic code(s). Y ou can either choose | CD-9 codes from this drop-down lists or type them
into the fields. If you type anew ICD-9 code into the field, Noble* Direct asksif you want to add it. Choosing to add
the ICD-9 code displays the ICD-9 Code M aintenance window. Y ou can also add anew 1CD-9 code or choose an
existing ICD-9 code from alist by pressing the Magnifying Glass button next to the ICD-9 field. See File
Maintenance: |CD-9 Diagnosis Codes for more details on the Diagnosis Codes Choice List. Completing at |east one
ICD-9 codeisrequired.

Sex - Your selection from this drop-down list indicates the patient's sex -- using "M" for maleand "F" for female.

Signature - Your Yes(Y) or No (N) selection from this drop-down list indicates whether you have a signature on
filefor the patient. To process claims electronically, you must have a signature for the patient on file.

Assignment - Your Yes(Y) or No (N) selection from this drop-down list indicates whether assignment is accepted
on thisclaim.

Accident - A Yes (Y) selection from this drop-down list indicates that the claim is accident related. If theclaimis
not accident related, choose No (N).

Coverage - The patient's secondary medical insurance coverage. Choose "N" for no coverage or if additional
medical coverage does not apply, "G" for Medigap, "M" for Medicaid, or "C" for complementary coverage. If you
choose "G", the Medigap - Insurer's | nformation window appears. Y ou MUST enter the information in this window.
See Medigap - Insurer's Information Window for more details. Medigap will only be accepted on assigned claims
from Medicare B participating physicians or suppliers.

Relation - The patient's rel ationship to the holder of the insurance. Choose"S" for self, "P" for spouse, "C" for

child, or "O" for other. If you choose any relationship other than self, the Patient Relationship to Insured Information
window appears. Y ou must enter the required information. See Patient Relationship to Insured Information Window
for more details.

Recall - The date on which the patient is due to return, in MM/DD/YYY'Y format. That istwo digits for the month
and day and four digitsfor theyear. To quickly clear therecall date, press the button next to the field.

Admission - The date on which the patient was admitted for treatment, in MM/DD/YY Y'Y format; that istwo digits

for the month and day and four digits for the year. To quickly clear the admission date, press the button next to the
field.

Discharge - The date on which the patient was discharged, in MM/DD/YYY'Y format. That istwo digitsfor the
month and day and four digits for the year. To quickly clear the discharge date, press the button next to the field.
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DME CMN - Your Yes(Y) or No (N) selection from this drop-down list indicates whether a certificate of medical
necessity is required. Entering Y es or pressing the List button displaysthelist of Certificates of Medical Necessity,
allowing you to enter the appropriate information. See Certificate of Medical Necessity Window for more details.

MSP - Your Yes(Y) or No (N) selection from this drop-down list indicates whether Medicare is the secondary
payer.

Work - Your Yes(Y) or No (N) selection from this drop-down list indicates whether the injury resulted from the
patient's employment. If you choose " Yes', claimswill be suspended and/or denied until verification of Workman's
Compensation is completed.

EPSDT - Your Yes(Y) or No (N) selection from this drop-down list indicates whether thisis a Medicaid Patient
and Early Periodic Screening Diagnostic and Treatment Referral applies.

Employed - Your Yes(Y) or No (N) selection from this drop-down list indicates whether the patient is employed. If
you choose Y es, the Employer File Maintenance window appears. See Employer File Maintenance Window for
more details.

Martial - Choose "S" if the patient issingle, "M" if the patient ismarried, or "O" if another status applies.

Student - Choose "F" if the patient is afull-time student, "P" if the patient is a part-time student, or "N" if thisfield
is not applicable.

Provider - The provider ID for the patient's provider. Y ou can either choose a provider from the drop-down list or
type oneinto thefield. If you type anew provider into the field, Noble* Direct asksif you want to add it. Choosing
to add the patient type displays the Provider File Maintenance window. Y ou can also add a new provider or choose
an existing provider from alist by pressing the Magnifying Glass button next to the Provider field. See File
Maintenance: Providers for more details on the Provider Choice List.

Physician - The physician ID for the patient's physician. Y ou can either choose a physician from the drop-down list
or type oneinto thefield. If you type a new physician into the field, Noble* Direct asksif you want to add it.
Choosing to add the physician displays the Physician File Maintenance window. Y ou can also add a new physician
or choose an existing physician from alist by pressing the Magnifying Glass button next to the Physician field. See
File Maintenance: Physicians for more details on the Physician Choice List.

Salesman - The salesperson ID. Y ou can either choose a salesperson from the drop-down list or type one into the
field. If you type anew salesperson into the field, Noble* Direct asksif you want to add it. Choosing to add the
salesperson displays the Salesperson File Maintenance window. Y ou can also add a new sal esperson or choose an
existing salesperson from alist by pressing the Magnifying Glass button next to the Salesman field. See File
Maintenance: Salespeople for more details on the Salesman Choice List.

User - Thisfield can be used for any user-defined information that you want to include. Y ou can change the label if
you wish, see Utilities: Configuring Y our System.

Insurance Tab

Insurance | Enmmentsl Cuztam Fieldsl Track Eventsl

Primary | G sl i 231212348 Group _

MEDI PAE ECBS OF ARKAMSAS LITTLE ROCK. AR

Thisisthe patient's primary and secondary insurance information.

Primary/Secondary - The company ID for the patient's insurance company. Y ou can either choose an

insurance company from the drop-down list or type one into the field. If you type a new insurance company into
thefield, Noble* Direct asks if you want to add it. Choosing to add the insurance company displaysthe
Insurance Company File Maintenance window. Y ou can also add a new insurance company or choose an
existing insurance company from alist by pressing the Magnifying Glass button next to the field. See File
Maintenance: Insurance Companies for more details on the Insurance Company Choice List.

Policy - The patient's policy number with the insurance company.
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Group - The patient's group number with the insurance company.

Comments Tab

Ineurance  Comments | Custom Fields | Track Events
» ﬂ (Y Insert

A Delete
Prirt
4
Thisisan areafor entering any other information about the patient. Each comment appears on a separate line. To
add acomment, press the Insert button, type your text in the Add New Comment window, and then press the Add

button. To delete acomment, select the comment that you want to delete, and then press the Delete button. To
navigate through the comments, use the First, Previous, Next, and Last buttons. Y ou may also print comments.

Custom Fields Tab

Insurancel Commentz  Custom Fields | Track Eventsl

|Jzer-Defined 1 |Jzer-Defined 3 zer-Defined 5
dzer-Defined 2 IJzer-Defined 4

If you had previously set up any user-defined fields for your patientsin the System Configuration - Setup Options
portion of Utilities, you may enter information into those fields here.

Track Events Tab

Insurancel Enmmentsl Custom Fields  Track Events

Event 1 -El
Event 2 -£|

Y ou can control whether Noble* Direct transmits a transaction for a patient based upon whether the patient has a
valid event defined in Noble* Tracker. If you identify an event to Noble* Direct in the Track Events Tab, when the
system is about to transmit a transaction for this patient, it will first check with Noble* Tracker to seeif this patient
hasavalid event. If the patient has avalid event (i.e., the event hasn't expired), then Noble* Direct will transmit the
transaction. If not, the transaction will error out.

To select an event for this patient, click on the magnifying glass and select the event to track from the list displayed.

NOTE: Only usethisfeature if you want Noble* Direct to check with Noble* Tracker before transmitting for this

patient. If you enter nothing in thistab, transmissions from Noble* Direct will not be affected by the events defined
in Noble* Tracker.

Y ou may also identify an event to Noble* Direct for aspecific CPT Codein the Noble* Tracker tab of the Procedure

Code File Maintenance Window so that only those transactions with a specific CPT code are checked against events
in Noble* Tracker, rather than all transactions for that patient.
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Alternative Ship-To Address Window

Thiswindow appears when you are entering a new patient who has an alternative ship-to address. It appears when
you choose"Y" inthe Ship To field.

J¥ Alternative Ship-To Address

M ame

Address 1

Addrezs 2
Citp/StateLipcode
Telephone

Drate From

W ContinLe |

? Help | x Cancel |

When you are done entering the information in this window, press the Continue button. If there are any required
fieldsthat are incomplete, they are highlighted in red. Each field is explained below.

Name - The name for the alternate address.
Address 1 - The street address for the alternate address.
Address 2 - Additional street address information such as a suite number.

City - The city portion of the alternate address. If you enter a zip code that you used previously in the software, the
city, state and zip code fields are completed automatically.

State - The two-letter abbreviation for the state portion of the alternate address.

Zip code - The zip+4 code portion of the alternate address. Y ou can either choose a zip code from the drop-down
list or type oneinto thefield. If you type anew zip codeinto the field, Noble* Direct asksif you want to add it.
Choosing to add the zip code displays the Zip Code File Maintenance window.

Medigap Insurer's Information Window

Thiswindow appears when you are entering a new patient who has Medigap insurance. It appears when you choose
"G" inthe Coveragefield.

,“ Medigap - Insurer's Information

R | LICIMDA BURKE
Addresz 1 BIG STREET
Citw/State/Zipcode (RIS

o Continue | Load Patient |

When you are done entering the information in this window, press the Continue button. If there are any required
fields that areincomplete, they are highlighted in red. Each control is explained below.

Name - The name of the Medigap insurer.
Address 1 - The street address for the Medigap insurer.
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City - The city portion of the Medigap insurer's address. If you enter a zip code that you used previously in the
software, the city, state and zip code fields are completed automatically.

State - The two-letter abbreviation for the state portion of the Medigap insurer's address.

Zip Code - The zip+4 code portion of the Medigap insurer's address. Y ou can either choose a zip code from the
drop-down list or type oneinto the field. If you type anew zip code into the field, Noble* Direct asksif you want to
add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

Load Patient Button - Automatically enters the name and address information from the Patient File Maintenance
window.

Patient Relationship to Insured Information Window

Thiswindow appears when you are entering a new patient whose insurance is not in his or her own name. It appears
when you choose "P*, "C", or "O" in the Relation field.

J¥ Patient Relationship to Insured Information

[nzured Hame
Addresz 1
Addresz 2

Phone
Birth [ ate
Employer

\/' Confinue | ? Help | x Cancel |

When you are done entering the information in this window, press the Continue button. If there are any required
fieldsthat are incomplete, they are highlighted in red. Each control is explained below.

Insured Name - The full name of the insured personin first name, middleinitial, last name order. The First Name
and Last Namefields are required fields.

Address 1 - The street address for the insured person.
Address 2 - Additional street address information such as a suite number.

City - Thecity in which the insured person lives. If you enter a zip code that you used previously in the software,
the city, state and zip code fields are completed automatically.

State - The two-letter abbreviation for the state in which the insured person lives.

Zip Code - The zip+4 code for the areain which the insured person lives. Y ou can either choose a zip code from the
drop-down list or type oneinto thefield. If you type anew zip code into the field, Noble* Direct asks if you want to
add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

Phone - The insured person's tel ephone number.

Sex - Your selection from the drop-down list indicates the insured person's sex -- using "M" for maleand "F" for
female.

Birth Date - Theinsured person's birthday, in MM/DD/YYY'Y format. That istwo digits for the month and day and
four digitsfor the year.

Employer - The insured person’'s employer.
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Certificate of Medical Necessity Window

Thiswindow appears when you enter "Y" in the DME CMN field in the Patient File Maintenance or Enter
Transactions window to indicate that a certificate of medical necessary (CMN) isrequired.

," Certificate of Medical Hecessity

01.02a Hozpital Beds

M.02b  Support Surfaces
02.03a Motorzed Wheel Chairs
02.03b  Manual Wheel Chairz
03.02 Continuous Positive Ainway Pressure [CPAP]
04.03b  Lymphedema Pumps
04.03c  Osteogenesiz Stimulator
06.02 Transcutaneous Electrical Merve Stirmulator
07.02a Seat Lift Mechanizm
07.02b  Power Operated Wehicle [POW]
03.02 Immunosuppressive Digs
03.02 External Infugion Pump
10.02a Parenteral Mutrition
10,026 Enteral Mutrition
H434 Home Oxpgen Therapy

USER User Defined Farm

L Fdt

.,/ ] | x Cancel | ? Help

To complete a certificate of medical necessity:

1
2.
3.

Select the CMN that you need from thelist in the Certificate of Medical Necessity window.
Press the Edit button in the Certificate of Medical Necessity window.

Enter the required information in the CMN entry window that appears (see below).

If you are completing the CMN from the DME CMN field in the Patient File Maintenance window, the
information that you enter appears as default information for this patient each time that you enter anew
transaction. Y ou will be given the opportunity to edit this default information. In other words, the entries that
you place here will be the template from which al of the patient's transactions will be created.

If you are completing the CMN from the DME CMN field in the Enter Transactions window, the information
that you enter completes the CMN that will be sent with the claim form. If you entered default CMN

information for the patient when you set up the patient, that default information appears automatically. You can
edit this default information if you wish.

Each CMN entry window also provides controls for deleting CMNs, printing CMNs, and adjusting the printing
of CMN forms.

Press the Save button in the CMN entry window.
Y ou are returned to the Certificate of Medical Necessity window.

Either repeat steps 1 through 4 above to enter another CMN, or press the OK button to close the Certificate of
Medical Necessity window.

CMNs that you complete are shown in bold type in the Certificate of Medical Necessity window.

Thefollowing CMNs are provided with Noble* Direct. See below for details on the CMN entry window.

Hospital Beds Sest Lift Mechanisms
Support Surfaces Power Operated Vehicles
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Motorized Wheel Chairs
Manual Wheel Chairs

Continuous Positive Airway Parenteral Nutrition
Pressure

Lymphedema Pumps Enteral Nutrition
Osteogenesis Stimulators Home Oxygen Therapy
Transcutaneous Electrical Nerve User Defined Form

Stimulators

CMN: Hospital Beds

Thefieldsfor CMN 01.02a are detailed here.

J¥ 01 _02a - Hospital Beds defaults for LUCINDA BURKE

Immunosuppressive Drugs

External Infusion Pumps

P S

Faciity [ -] 2]
Lenath aof Need m
W arranty -
Certiicate On File [l

D ate Needed - Initia! | N |
Date Heeded - Revized _J

' H ‘.

n

-l 'l

CERTIFICATION TPE
Enter one of the cerification types:
1 - Initial cerification (default)
2 - Revision
3 - Recedification

o Save x Cancel
331 Delete ? Help
Print | 8 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitial certification (default), "2" indicates

arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that

itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asks if you want to add it. Choosing to add the facility displaysthe Hospital /

Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by

pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
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details on the Hospital Choice List.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein the range
of 1to 99 months. If theitem or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is eguivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y™" to indicate that certificationison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
press the button next to thefield.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Question 1 - Does the patient require positioning of the body in ways not feasible with an ordinary bed dueto a
medical condition which isexpected to last at |east one month?

Question 3 - Does the patient require, for the alleviation of pain, positioning of the body in ways not feasible with
an ordinary bed?

Question 4 - Does the patient require the head of the bed to be elevated MORE THAN 30 DEGREES most of the
time due to congestive heart failure, chronic pulmonary disease, or aspiration?

Question 5 - Does the patient require traction which can only be attached to a hospital bed?

Question 6 - Does the patient require abed height different than afixed height hospital bed to permit transfersto
chair, wheelchair, or standing position?

Question 7 - Does the patient require frequent changes in body position and/or have an immediate need for a change
in body position?

File Maintenance 4-11



Noble*Direct

CMN: Support Surfaces
Thefieldsfor CMN 01.02b are detailed here.

,“ 01.02b - Support Surfaces defaults for LUCIMNDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J

Certiicate On File [l
2l I “Il "l Il ‘"l >R

21 PRESSURE AREA/LCER 1 #2 Ha 22

smGE- - -
ooo0  Woooo  oooo |
ooo0  Woooo  oooo |

Mei LENGTH [2m)
Ma=WIDTH [om)

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
were rendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - |ndicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y™" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Question 12 - Isthe patient highly susceptible to decubitusul cers?

Question 13 - Are you supervising the use of the device?

Question 14 - Does the patient have coexisting pulmonary disease?

Question 15 - Has a conservative treatment program been tried without success?

Question 16 - Was a comprehensive assessment performed after failure of conservative treatment?
Question 19 - Are open, moist dressings used for the treatment of the patient?

Question 20 - Isthere atrained fulltime caregiver to assist the patient and manage all aspects involved with the use
of thebed?

Question 21 - Provide the stage and size of each pressure area/ ulcer necessitating the use of the overlay, mattress,
or bed.

Question 22 - If you have indicated ulcer(s) in the previous questions, you should answer the following question.
Over the past month, the patient's ulcer(s) has’have: "1" Improved, "2" Remained the Same, or "3" Worsened. Enter
the number of the appropriate response.
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CMN: Motorized Wheel Chairs
Thefieldsfor CMN 02.03a are detailed here.

,“ 02.03a - Motonized Wheel Chairs defaultz for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
W arranty . Fatient Height -
Certiicate On File [l Patient weight [

'l ::H :H ‘'l - ‘H 'l

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicates initial certification (default), "2" indicates
arevision, and "3" indicates a re-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The 1D for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein the range
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" isequivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,

4-14  File Maintenance



The Comprehensive Remedys™

press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.
Patient Weight - The patient's weight in pounds.
Question 1 - Does the patient require and use awheelchair to move around in their residence?

Question 2 - Does the patient have quadriplegia, afixed hip angle, atrunk cast or brace, excessive extensor tone of
the trunk muscles, or aneed to rest in arecumbent position two or more times during the day?

Question 3 - Does the patient have a cast, brace, or musculo-skeletal condition, which prevents 90 degree flexion of
the knee, or does the patient have significant edema of the lower extremities that requires an elevating legrest, orisa
reclining back ordered?

Question 4 - Does the patient have aneed for arm height different than that available using non-adjustable arms?

Question 5 - How many hours per day does the patient usually spend in the wheel chair? The number that you enter
should be rounded up to the next hour. For example, if the patient isin the wheelchair for 3 1/2 hours per day, enter
4. Thevalid rangefor thisfield is 1 to 24.

Question 6 - Does the patient have severe weakness of the upper extremities due to a neurologic, muscular, or
cardiopulmonary disease/ condition?

Question 7 - Isthe patient unable to operate any type of manual wheelchair?
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CMN: Manual Wheel Chairs
Thefieldsfor CMN 02.03b are detailed here.

,“ 02.03b - Manual Wheel Chairs defaults for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
W arranty . Fatient Height -
Certiicate On File [l Patient weight [

'l :H ::H ‘H s Il -l

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the clam
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File M aintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y™" to indicate that certificationison fileor "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.
Patient Weight - The patient's weight in pounds.
Question 1 - Does the patient require and use awheelchair to move around in their residence?

Question 2 - Does the patient have quadriplegia, afixed hip angle, atrunk cast or brace, excessive extensor tone of
the trunk muscles, or aneed to rest in arecumbent position two or more times during the day?

Question 3 - Does the patient have a cast, brace, or muscul o-skeletal condition, which prevents 90 degree flexion of
the knee, or does the patient have significant edema of the lower extremities that requires an elevating legrest, orisa
reclining back ordered?

Question 4 - Does the patient have a need for arm height different than that available using non-adjustable arms?

Question 5 - How many hours per day does the patient usually spend in the wheelchair? The number that you enter
should be rounded up to the next hour. For example, if the patient isin the wheelchair for 3 1/2 hours per day, enter
4. Thevalid rangefor thisfield is 1 to 24.

Question 8 - |sthe patient able to adequately self-propel (without being pushed) in a standard weight manual
wheelchair?

Question 9 - If the answer to Question #8 is"No", would the patient be able to adequately self-propel (without
being pushed) in the wheelchair which has been ordered?
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CMN: Continuous Positive Airway Pressure
Thefieldsfor CMN 03.02 are detailed here.

,“ 03.02 - Continuous Poszitive Airway Pressure [CPAP] defaults for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
Certiicate On File [l

12@ 14-

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital Choice List.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If theitem or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNSs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Question 12 - How many episodes of apnea lasting greater than 10 seconds does the patient have during 6-7 hours
of recorded sleep? Enter the number of episodes.

Question 14 - Does the patient have obstructive sleep apnea?
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CMN: Lymphedema Pumps
Thefieldsfor CMN 04.03b are detailed here.

,“ 04.03b - Lymphedema Pumps defaults for LUCIMNDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J

W arranty . Fatient Height -
Certiicate On File [l Patient weight [

'H ‘A ‘H ‘H ‘H

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that the item in this CMN isreplacing a previously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the " lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was compl eted and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.
Patient Weight - The patient's weight in pounds.

Question 1 - Does the patient have weakness or deformity of the foot and ankle which requires stabilization to
achieve functional benefit?

Question 2 - Does the patient have weakness or deformity of the knee which requires stabilization to achieve
functional benefit?

Question 3 - Isthe condition expected to exist for more than 6 months?
Question 4 - |sthe patient unable to be fitted with a custom fitted orthosis?
Question 5 - Isthere aneed to control the knee, ankle, or foot in more than one plane?
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CMN: Osteogenesis Stimulator
Thefieldsfor CMN 04.03c are detailed here.

,“ 04.03c - Dsteogenesis Stimulator defaults for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
W arranty . Fatient Height -
Certiicate On File [l Patient weight [
el o[ - B Il -l - EEE
S TN 000 [T oooo | B Ay oooo |

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that the item in this CMN isreplacing a previously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
were rendered. Y ou can either choose afacility from the drop-down list or type oneinto thefield. If you type anew
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can be in therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.

Patient Weight - The patient's weight in pounds.

Question 6a - Does the patient have a nonunion of along-bone fracture?

Question 6b- How many months prior to ordering the device did the patient sustain the fracture?
Question 7a - Does the patient have afailed fusion of ajoint OTHER THAN THE SPINE?
Question 7b- How many months prior to ordering the device did the patient have the fusion?
Question 8 - Does the patient have a congenital pseudoarthrosis?

Question 9a - Isthe device being ordered as a treatment of afailed spinal fusion in apatient who has not had a
recent repeat fusion?

Question 9b- How many months prior to ordering the device did the patient have the fusion?

Question 10a - |sthe device being ordered as an adjunct to repeat spinal fusion surgery in a patient with a
previously failed spinal fusion at the samelevel(s)?

Question 10b- How many months prior to ordering the device did the patient have the repeat fusion?
Question 10c - How many months prior to ordering the device did the patient have the previously failed fusion?

Question 11a - Isthe device being ordered an adjunct to recent spinal fusion surgery in a patient who has had a
multi-level fusion?

Question 11b- How many months prior to ordering the device did the patient have the multi-level fusion?
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CMN: Transcutaneous Electrical Nerve Stimulator
Thefieldsfor CMN 06.02 are detailed here.

,“ 06.02 - Transcutaneous Electrical Herve Stimulator defaults for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
Certiicate On File [l
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CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing a previously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certificationison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was compl eted and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Question 1 - Does the patient have acute post-operative pain?
Question 2 - What isthe date of the surgery resulting in acute post-operative pain?
Question 3 - Does the patient have chronic, intractable pain?

Question 4 - How long has the patient had intractable pain? Enter the number of months, rounded up, with
acceptable values being between 1 and 99.

Question 5 - For which, if any, of the following conditionsisthe TENS unit being prescribed? Enter one of the
following: "1" headache, "2" viscreal abdominal pain, "3" pelvic pain, "4" temporomandibular joint (TMJ) pain, or
"5" none of the above.

Question 6 - I's there documentation in the medical record of multiple medications and/or other therapies that have
been tried and failed?

Question 7 - Hasthe patient received a TENS trial ?

Question 8 - If you answered Question 7 with a Y es, what are the dates that trial of the TEN S unit began and
ended?

Question 9 - If you answered question 7 with a Y es, what is the date that you reevaluated the patient at the end of
thetrial period?

Question 10 - How often has the patient been using the TENS? Enter one of the following: "1" daily, "2" 3to 6 days
per week, or "3" 2 or less days per week.

Question 11 - Do you and the patient agree that there has been a significant improvement in the pain and that long
term use of a TENS iswarranted?

Question 12 - Number of TENSleads (i.e., separate el ectrodes) routinely needed and used by the patient at any one
time. Enter one of the following: "2" 2 leads or "4" 4 |eads.
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CMN: Seat Lift Mechanisms
Thefieldsfor CMN 07.02a are detailed here.

,“ 07.02a - Seat Lift Mechanizm defaults for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
Certiicate On File [l
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Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitia certification (default), "2" indicates
arevision, and "3" indicates a re-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into thefield, Noble* Direct asks if you wantto add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNSs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,

4-26 File Maintenance



The Comprehensive Remedys™

press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to the field.

Question 1 - Does the patient have severe arthritis of the hip or knee?
Question 2 - Does the patient have a severe neuromuscular disease?

Question 3 - |sthe patient completely incapable of standing up from aregular armchair or ANY chair in his/her
home?

Question 4 - Once standing, does the patient have the ability to ambul ate?

Question 5 - Have all appropriate therapeutic modalities to enabl e the patient to transfer from a chair to astanding

position (e.g., medication, physical therapy) been tried and failed? If Y ES, this must be documented in the patient's
records.
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CMN: Power Operated Vehicles (POV)
Thefieldsfor CMN 07.02b are detailed here.

,“ 07.02b - Power Operated Yehicle [POY] defaultz for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |
Replacement - Date Meeded - Revized _J

Lenath aof Need m [ ate Signed _J
Certiicate On File [l
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CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into thefield, Noble* Direct asks if you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein the range
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNSs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next tothe field.

Question 6 - Would the patient be bed or chair confined without the use of awheelchair?
Question 7 - Isthe patient unable to operate a manual wheelchair?
Question 8 - Can the patient ambulate in the home but the POV isrequired for movement outside the home?

Question 12 - Isthe physician signing this form a specialist in physical medicine, orthopedic surgery, neurology, or
rheumatology?

Question 13 - Isthe patient more than one day's round trip from a specialist in physical medicine, orthopedic
surgery, neurology, or rheumatology?

Question 14 - Does the patient's physical condition prevent avisit to aspecialist in physical medicine, orthopedic
surgery, neurology, or rheumatology?
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CMN: Immunosuppressive Drugs
Thefieldsfor CMN 08.02 are detailed here.

,“ 08.02 - Immunozuppressive Drugs defaults for LUCINDA BURKE !EI
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CERTIFICATION TPE
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1 - Initial cerification (default)
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3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
were rendered. Y ou can either choose afacility from the drop-down list or type one into thefield. If you type anew
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displays the Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital Choice List.

Warranty - | ndicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certificationison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.
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Question 1 -What are the drug(s) prescribed and the dosage and frequency of administration of each? Enter the
drugs.

Question 2 - What are the drug(s) prescribed and the dosage and frequency of administration of each? Enter the MG
dosage.

Question 3 - What are the drug(s) prescribed and the dosage and frequency of administration of each? Enter the
times per day.

Question 4 - Has the patient had an organ transplant that was covered by Medicare?

Question 5 - Which organ / organs have been transplanted? Enter up to three of the following numeric codes: "1"
heart, "2" liver, "3" kidney, "4" bone marrow, or "5" lung.

Question 8 - Enter the facility identifier where the transplant was performed. Y ou can either choose afacility from
the drop-down list or type oneinto the field. If you type a new facility into the field, Noble* Direct asks if you want
to add it. Choosing to add the facility displaysthe Hospital / Facility File Maintenance window. Y ou can also add a
new facility or choose an existing facility from alist by pressing the Magnifying Glass button next to the Facility
field. See File Maintenance: Hospitals/ Facilities for more details on the Hospital Choice List. Question 9 and 10,
the facility'scity and state, are completed automatically.

Question 11- On what date was the patient discharged from the hospital following this transplant surgery?

Question 12 - Wasthere aprior transplant failure of this same organ?
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CMN: External Infusion Pumps
Thefieldsfor CMN 09.02 are detailed here.

,“ 09.02 - External Infusion Pump defaults for LUCINDA BURKE !EI
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3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that the item in this CMN isreplacing a previously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
were rendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type anew
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will berequired. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in this field. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" toindicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Question 1 - Which pump has been prescribed? Enter one of the following: "1" ambulatory infusion pump, "2"
stationary infusion pump, "3" implantable infusion pump, or "4" disposable infusion pump (e.g., elastomeric).

Question 2 - Provide the HCPCS code for the drug that requires the use of the pump.
Question 3 - If anon-specific code was used to answer question 2, provide the name of the drug.

Question 4 -What is the route of administration? Enter one of the following: "1" intravenous, "2" intra-arterial, "3"
epidural, or "4" subcutaneous.

Question 5 - What is the method of administration? Enter one of the following: "1" continuous, "2" intermittent, or
"3" bolus.

Question 6 - What is the total duration of drug infusion per 24 hours? Enter the number of hours (1 - 24).

Question 7 - Does the patient have intractable cancer pain which has failed to respond to an adequate oral /
transdermal narcotic analgesic regimen or is the patient unable to tolerate oral / transdermal narcotics?
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CMN: Parenteral Nutrition
Thefieldsfor CMN 10.02a are detailed here.

,“ 10.02a - Parenteral Hutrition defaults for LUCINDA BURKE !EI
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Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates a re-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can be in therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNSs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.
Patient Weight - The patient's weight in pounds.

Question 1 - Does the patient have severe permanent disease of the gastrointestinal tract which prevents absorption
of sufficient nutrients to maintain weight and strength commensurate with the patient's overall health status?

Question 3 - Enter the number of days per week on which the patient isinfused. Enter 1 - 7.
Question 4a - Enter the formula component for the amino acid for ml/day.

Question 4b- Enter the formula components for the amino acid for the concentration percent.
Question 4c¢ - Enter the formula components for the amino acid for the gms protein/day.
Question 4d- Enter the formula component for dextrose for the number of ml/day.

Question 4e - Enter the formula component for dextrose for the concentration percent.
Question 4f - Enter the formula component for lipids for the ml/day.

Question 4g - Enter the formula component for lipids for the concentration percent.
Question 4h - Enter the formula component for lipids for the number of days/weeks.

Question 5 - What isthe route of administration? Enter one of the following: "1" central line, "2" peripheral line,
"3" hemodialysis accessline, or " 7" peripherally inserted central catheter (PICC).
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CMN: Enteral Nutrition
Thefieldsfor CMN 10.02b are detailed here.

,“ 10.02b - Enteral Hutrition defaults for LUCINDA BURKE !EI
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Type RX - Indicates whether thisisthefirst CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that the item in thisCMN is replacing a previously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
were rendered. Y ou can either choose afacility from the drop-down list or type one into the field. If you type anew
facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an exi sting facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can bein therange
of 1to 99 months. If theitem or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certificationison fileor "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.
Patient Weight - The patient's weight in pounds.

Question 7 - Does the patient have permanent nonfunction or disease of the structures that normally permit food to
reach the small bowel?

Question 8 - Does the patient require tube feedings to provide sufficient nutrients to maintain weight and strength
commensurate with the patient's overall health status?

Question 10 - Enter the product name.

Question 11 - Enter the calories per day.

Question 12 - Enter the days per week that the product is administered. Enter 1 - 7.

Question 13 - Enter the method of administration. Enter one of the following: "1" syringe, "2" gravity, or "3" pump.
Question 14 - Does the patient have adocumented allergy or intolerance to semi -synthetic nutrients?

Question 15 - Enter "Y" for yesto enter additional information when required by policy.
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CMN: Home Oxygen Therapy
Thefieldsfor CMN H484 are detailed here.

,“ H484 - Home Oxygen Therapy defaultz for LUCINDA BURKE !EI
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Cert Type - Enter the type of certification being billed. "1" indicatesinitial certification (default), "2" indicates a
revised certification, and "3" indicates arenewal/re-certification.

Type System - Enter the type of oxygen system used from one of the following: "Y" Y es, ordering portable oxygen
and patient is mobile within the home or "N" No, ordering portable oxygen and patient is NOT mobile within the
home.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where the arterial blood gas or
oximetry tests were performed. Y ou can either choose afacility from the drop-down list or type oneinto the field. If
you type anew facility into the field, Noble* Direct asksif you want to add it. Choosing to add the facility displays
the Hospital / Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from
alist by pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities
for more details on the Hospital Choice List.

Length of Need - The number of months that the oxygen therapy as defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by aphysician, and can bein therange
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter 99" in thisfield.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
press the button next to the field.

Date Revised / Recert - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Certificate on File - Paper copies of the certification documentation must be signed by the physician and onfilein
the supplier's office. Is such paper documentation signed and on file? Enter "Y™" to indicate that certificationison
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fileor "N" to indicate that certification is not on file.

Question 1a - Enter the results of the most recent test taken on or before the certification date listed in Section A.
Enter arterial blood gas PO2 here.

Question 1b- Enter the results of the most recent test taken on or before the certification date listed in Section A.
Enter oxygen saturation test here.

Question 1c¢ - Enter the results of the most recent test taken on or before the certification date listed in Section A.
Enter the date of the test here.

Question 2 - Was the test in Question 1 performed either with the patient in a chronic stable state as an outpatient
OR within two days prior to discharge from an inpatient facility to home.

Question 3 - Enter the one number for the condition of thetest in Question 1: "1" at rest, "2" during exercise, or "3"
during sleep.

Question 4 - Physician/ provider performing the test in Question 1 (and if applicable Question 7). Y ou can either
choose an answer from the drop-down list or type oneinto the field. Pressing the Magnifying Glass button displays
the Hospital Choice List.

Question 5 - If you are ordering portabl e oxygen, is the patient mobile within the home? If you are not ordering
portable oxygen, enter "D."

Question 6 - Enter the highest oxygen flow rate ordered for the patient in liters per minute (Ipm). If lessthan 1 Ipm,
enter "X."

Question 7a- If greater than 4 |pm is prescribed, enter the results of the most recent test taken on 4 Ipm. Enter
arteria blood gas PO2 here.

Question 7b- If greater than 4 |pm is prescribed, enter the results of the most recent test taken on 4 [pm. Enter
oxygen saturation test with patient in a chronic stable state here.

Question 7c¢ - If greater than 4 |pm is prescribed, enter the results of the most recent test taken on 4 |pm. Enter the
date of thetest here.

Question 8 - Does the patient have dependent edema due to congestive heart failure?

Question 9 - Does the patient have cor pulmonale or pulmonary hypertension documented by P pulmonale on an
EKG or by an echocardiogram, gated blood poll scan, or direct pulmonary artery pressure measurement?

Question 10 - Does the patient have a hemocrit greater than 56%7?
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CMN: User Defined Form
Thefieldsfor the user defined form are detailed here.

,“ USER - Uszer Defined Form defaults for LUCINDA BURKE !EI

Tvre R [l D ate Needed - Initia! | | N |

Replacement - Date Meeded - Revized _J

F acility _3 'Ol [ate of Last Examination _J

Lenath aof Need m [ ate Signed _J
W arranty . Fatient Height -
Certiicate On File [l Patient weight [

CERTIFICATION TPE

Enter one of the certification types: ~/ Save x LCancel
1 - Initial cerification (default)
2 - Revision A Delete ? Help

3 - Recertification

Frint 58 Setup

Type RX - Indicates whether thisisthe first CMN prepared. "1" indicatesinitial certification (default), "2" indicates
arevision, and "3" indicates are-certification.

Replacement - "Y" Indicates that theitem in this CMN isreplacing apreviously purchased item. "N" indicates that
itisn't.

Facility - The ID for the hospital, nursing home, laboratory, or other facility where services submitted on the claim
wererendered. Y ou can either choose afacility from the drop-down list or type oneinto the field. If you type a new
facility into the field, Noble* Direct asks if you want to add it. Choosing to add the facility displaysthe Hospital /
Facility File Maintenance window. Y ou can also add a new facility or choose an existing facility from alist by
pressing the Magnifying Glass button next to the Facility field. See File Maintenance: Hospitals/ Facilities for more
details on the Hospital ChoiceList.

Length of Need - The number of months that the items or services defined by this CMN will be required. The
designated time should be rounded up to the nearest month, must be certified by a physician, and can be in the range
of 1to 99 months. If the item or service will be required for the lifetime of the patient, enter "99" in thisfield. Using
"99" is equivalent to checking the "lifetime" box in Section B of the DMERC CMN form.

Warranty - Indicates whether the item defined by this CMN is covered by awarranty. Completing thisfield is
required only for purchased equipment. Enter "Y" for yes, "N" for no, or "D" for does not apply.

Certificate on File - To electronically transmit CMNs, you must maintain a copy of the paper certification, signed
and dated by the physician. Enter "Y" to indicate that certification ison file or "N" to indicate that certification is not
onfile.

Date Needed-Initial - The beginning date of this certified period of medical necessity. To quickly clear this date,
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press the button next to the field.

Date Needed-Revised - If you indicated that this certificate was arevision or are-certification, you must enter an
effective date of the revision or re-certification. This must be provided by the ordering physician. To quickly clear
this date, press the button next to the field.

Date of Last Examination - The date on which the patient was | ast seen by the certifying physician. To quickly
clear this date, press the button next to thefield.

Date Signed - The date on which the paper CMN was completed and signed by the ordering physician. To quickly
clear this date, press the button next to thefield.

Patient Height - The patient's height in inches.
Patient Weight - The patient's weight in pounds.
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Employer File Maintenance Window

Thiswindow appears when you are entering a new patient whose is employed. It appears when you choose"Y" in
the Employed field.

Employer File Maintenance

Comparny
Addresz 1

& Contiriue ? Help X Cancel

When you are done entering the information in this window, press the Continue button. If there are any required
fieldsthat are incomplete, they are highlighted in red. Each control is explained below.

Company - The name of the company for which the patient works.
Address 1 - The street address for the company.
Address 2 - Additional street address information such as a suite number.

City - The city portion of the company's address. If you enter a zip code that you used previously in the software,
the city, state and zip code fields are completed automatically.

State - The two-letter abbreviation for the state portion of the company's address.

Zip code - The zip+4 code for the company's address. Y ou can either choose a zip code from the drop-down list or
type oneinto thefield. If you type a new zip code into the field, Noble* Direct asksif you want to add it. Choosing
to add the zip code displays the Zip Code File Maintenance window.
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File Maintenance: Physicians

The Physicians tab allows you to add, edit, or delete physician records. Y ou must define each referring physician
involved with your practice.

How to Access the Physicians Tab

From the File Maintenance menu in the Noble* Direct main window, select the Physicians command.

-0r-

Access the File Maintenance functionality from the quick menu, and then click on the Physicians tab.

Note: A window that is similar to the Physicians tab can be accessed by pressing the Magnifying Glass button next
to afield that asks for aphysician. Thiswindow is called "Physician Choice List."

Patients Physzicians | CPT I ICD-4 I Ine-Co I Providers | 5 alesmen I Hospitals I b acros I Zipcodes I Types I Practices

Search By Search for

Id j|| Besetl F”I*’*IFIHI

BELEM EMMETT BELCHER

[MTO00 1 MEDICAL PARK

BELMA MARE BELL PIME WaLLEY 5C

034679 BI32 WASHINGTOM STREET 29029-0000 [B03) BE5-9724

BLARO ROSS BLAIR PIME WaLLEY 5C

OTHOOO 5673 BOMD STREET 29029-0000 [B03) 5R5-2E79 (5 Add
CO0JO JOHM COOE. PIME WaLLEY 5C _
043215 INZHORTH TRIPF AVERLE 29029-0000 [B03) 923-2113 Edit
DOCHI MICHAEL 0 DOCTOR PIME WaLLEY 5C

012345 I o 29029-0000 (0311111111 g’;‘.} Delete
FIERD ROY FIELDS PIME WaLLEY 5C

DE4326 5160 WEST IDAHO STREET 29029-0000 [B03) YE4-1327 -l ? Help

To add a physician:

1. Pressthe Add button.
Alternatively, this button is called "Add New" in the Physician Choice List.

2. Completethe fieldsin the Physician File Maintenance window. For moreinformation on the fieldsin this
window, see Physician File Maintenance Window.

3. Pressthe Save button in the Physician File Maintenance window.
To edit a physician:

1. Select the physician that you want to edit by clicking oniit.
If you need help finding the physician, use the search utility at the top of the tab. See Using the Search Utility
for more information.

Press the Edit button.

3. Changetheinformationin the fieldsin the Physician File Maintenance window, as necessary. For more
information on the fieldsin thiswindow, see Physician File Maintenance Window.

4. Pressthe Save button in the Physician File Maintenance window.
Noble* Direct automatically changes the information throughout the software.

To delete a physician:
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1. Select the physician that you want to delete by clicking onit.
If you need help finding the physician, use the search utility at the top of the tab. See Using the Search Utility
for more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this physician. Press the Y es button if you do.

Note: If the physician isstill in use somewhere in the software, the deletion will not be alowed. To perform the
deletion, you must first find the occurrences of the physician and assign new values to those fields.

Physician File Maintenance Window

The Physician File Maintenance window appears when you add or edit a physician. When you save the physician
record from this window, the required fields that are incomplete are highlighted in red. Each field in thiswindow is
explained below.

,“ Physzician File Maintenance S

Physician 1D (208

Name [FIEAR | |BELCHER Flip |

ite a2 1 MEDICAL PAREK,

Addresz 2 BRI ]
City/StateZip RIERANN N | - |

Je
S alesperson -HEI

mecicars # [ N EEEEEIEL

medicaid + | RN

sces Id |

s | - | L | =] | Tatal Records 19

| Browse Lasgt Acceszed 1041342000

./' Save x Cancel ﬁ elete ? Help |

Physician ID - An identifier that uniquely identifies this physician. Thisidentifier can be a maximum of five letters
and / or numbers.

Name - The physician'sfull namein first name, middleinitial, last name order. Completing thefirst and last name
fieldsisrequired.

Address 1 - The street address for the physician.
Address 2 - Additional street address information such as a suite number.

City - The city portion of the physician's address. If you enter azip code that you used previously in the software,
the city, state, and zip code fields are compl eted automatically.

State - The two letter state abbreviation for the state portion of the physician's address.

Zip- The zip+4 code for the zip code portion of the physician's address. Y ou can either choose a zip code from the
drop-down list or type one into thefield. If you type anew zip code into the field, Noble* Direct asks if you want to
add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

UPIN - The physician's Universal Physician Identification Number.
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Salesperson - If Noble* Direct is tracking commissions for you, there may be an established relationship between an
attending physician and a particular salesperson. Enter the salesperson ID for the salesperson associated with this
physician, if any. Y ou can either choose a salesperson from the drop-down list or type oneinto the field. If you type
anew salesperson into the field, Noble* Direct asksif you want to add it. Choosing to add the sal esperson displays
the Salesperson File Maintenance window. Y ou can also add a new salesperson or choose an existing sal esperson
from alist by pressing the Magnifying Glass button next to the Salesman field. See File Maintenance: Salespeople
for more details on the Salesman Choice List.

Telephone - The physician's telephone number.

Fax Phone - The physician's fax telephone number.

Medicare # - The physician's assigned Medicare |D number.
Medicaid # - The physician's assigned Medicaid | D number.

BCBS Id - The physician's assigned Blue Cross/ Blue Shield number.
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File Maintenance: CPT Procedure Codes

The CPT tab allows you to add, edit, or delete CPT procedure codes. Y ou must define a procedure code for each
procedure that you perform in your practice.

How to Access the CPT Tab

From the File Maintenance menu in the Noble* Direct main window, select the CPT Procedure Codes command.
-01‘-
Access the File Maintenance functionality from the quick menu, and then click on the CPT tab.

Note: A window that is similar to the CPT tab can be accessed by pressing the Magnifying Glass button next to a
field that asks for a procedure code. Thiswindow is called "CPT Procedures Choice List."

F'atientsl Physicians CFT |II:D-E| I Ins-D:uI F'n:uvidersl Salesmenl Hnspitalsl Man:ru:usl Eipccu:lesl T_I.Ipesl Practices

Search By Search far
[ Code =l Feset | | = | » | »]
HOSPITAL BED
1024, 1.00
A4214  STERILE SALINE OR WATER, 30 CC WIAL 2.00
£4214 100 v 167
A4253  PER 50 STRIPS 44.21
44253 100 v .54
[y Add
A4256  NORMAL, LOW AND HIGH CALIBRATOR SOL 12.12
44255 100 v 10,10 £t
Ad4259 LAMCETS, PER BOX 1453
44259 100 v 12.19 %4 Delete
A4265  PARAFFIN .89
4265 100 v 324 7 Help

To add a CPT procedure code:

1

3

Pressthe Add button.
Alternatively, thisbutton iscalled "Add New" in the CPT Procedures Choice List.

Complete the fieldsin the Procedure Code File Maintenance window. For more information on the fieldsin this
window, see Procedure Code File Maintenance Window.

Press the Save button in the Procedure Code File Maintenance window.

To edit a CPT procedure code:

1

Select the CPT procedure code that you want to edit by clicking onit.
If you need help finding the procedure code, use the search utility at the top of the tab. See Using the Search
Utility for more information.

Press the Edit button.

Change the information in the fields in the Procedure Code File Maintenance window, as necessary. For more
information on the fieldsin this window, see Procedure Code File Maintenance Window.

Press the Save button in the Procedure Code File M aintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete a CPT procedure code:

1. Select the CPT procedure code that you want to delete by clicking onit.
If you need help finding the procedure code, use the search utility at the top of the tab. See Using the Search
Utility for more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this CPT procedure code. Pressthe Y es button if you do.

Note: If the procedure code is still in use somewhere in the software, the deletion will not be allowed. To

perform the deletion, you must first find the occurrences of the procedure code and assign new values to those
fields.

Procedure Code File Maintenance Window

The Procedure Code File Maintenance window appears when you add or edit a CPT procedure code. When you save
the procedure code information from this window, the required fields that are incomplete are highlighted in red.
Each field in thiswindow is explained below.

J* Procedure Code File Maintenance - 07] %]

Frocedure Code B
Actual Code [

D'escription

ChiM Cert. Form UL

Charge Amount w
Approved Amant m
Factor Walue
HDC Mumber _ Commizzion Type -

Oral Cancer Drug m Frint Desc. on HCRA m

Maoble*T racker | Enteral / Mutrition I

coent1 (I O
coen> N 0|

i e I e Tatal Recards 1321
| Erowse Last Acceszed 041642001
o Save X Cancel G| Dt 7 Help

Procedure Code - Anidentifier that uniquely identifies this procedure. Thisidentifier can be a maximum of five
letters and/ or numbers.

Actual Code - Anidentifier that allowsidentical procedure codeswith different descriptions. It can be amaximum
of fivelettersand / or numbers. Procedure codes that have an actual code will report this actual code when
transmitting and / or printing HCFA -1500 forms and patient invoices. This option is of special valueto our DME
installations, which may have more than one supplier for a particular product. Use of the actual code allows you to
have multiple entries of the same procedure code.

Description - The description of the procedure or an alternate description if an actual code has been defined.
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NDC Number - The National Drug Code number. Certain procedure codes and all drugs have an NDC number.

Oral Cancer Drug - Your Yes(Y) or No (N) selection from this drop-down list indicatesif this procedure involves
an oral cancer drug.

Charge Amount - Y our standard charge amount for this procedure.

Approved Amount - The approved amount for this procedure. Thisamount isfor internal use only and will not be
printed and / or transmitted to any insurance company.

Factor Value - A value used to compensate for the difference between what is a billable unit in your inventory and
abillable unit for the insurance company. For example, when you bill abox of lancets to Medicare, they consider a
box as one unit, with each box containing 50 lancets. However, lancets also come in boxes of 100. If you sell abox
of 100 lancetsto a patient, thisis one box as far asinventory is concerned, but two boxes as far asMedicare is
concerned. In this case, you need to enter afactor value of 2. When you enter aclaim, you would enter one unit.
When Noble* Direct generates the HCFA -1500 form, it will automatically multiply the quantity (the one unit) by the
factor value of 2.

CMN Cert. Form - For aDME procedure code, select the CMN Certification form from this drop-down list. This
forces Noble* Direct to only accept that CMN form when you are entering transactions.

Commission Type - The commission type for the procedure code. Thislinks the procedure code in the commission
report with the associated salesperson and the corresponding commission rate. In other words, if you add one or
more procedure codes with the same commission type then assign that commission type to a salesperson, that

sal esperson receives a commission each time he (or an associated physician) "sells" that procedure code.
Commission types may be amaximum of five letters and /or numbers. For a procedure code commission type to
match a sal esperson cormmission type, the spelling of both types must beidentical. For more information on using a
sal esperson commission type, see Salesperson File Maintenance Window.

Print Desc. on HCFA - Your Yes(Y) or No (N) selection from this drop-down list indicates whether you want the
description to print on the HCFA -1500 form.

Noble*Tracker Tab

Moble*Tracker | Enteral # Mutrition I

coen 1 [N O
coen> [N O

Y ou can control whether Noble* Direct transmits a transaction for a specifie CPT code for a patient based upon
whether the patient has avalid event defined in Noble* Tracker. If you identify an event to Noble* Direct in the
Track Events Tab, when the system is about to transmit a transaction with this CPT Code for a patient, it will first
check with Noble* Tracker to seeif the patient has avalid event. If the patient has avalid event (i.e., the event hasn't
expired), then Noble* Direct will transmit the transaction. If not, the transaction will error out.

To select an event for this CPT code, click on the magnifying glass and select the event to track from the list
displayed.

NOTE: Only usethisfeatureif you want Noble* Direct to check with Noble* Tracker before transmitting this CPT
Codefor apatient. If you enter nothing in thistab, transmissions from Noble* Direct will not be affected by the
events defined in Noble* Tracker.

Y ou may also identify an event to Noble* Direct for a patient in the Noble* Tracker tab of the Patient File
Maintenance Window so that all transactions for that patient are checked against eventsin Noble* Tracker, rather
than just those transactions with a specific CPT code.
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Enteral / Nutrition Tab

The Enteral nutrition tab in the CPT Procedure Code File Maintenance was devel oped to autorrate the billing of
enteral items for patients requiring enteral nutrition (e.g., milk). It allows you to set up a macro for transmitting one
CPT code for different flavors of milk (e.g., chocolate, strawberry, vanilla) or flavorsin any combination. It
calculates the amount needed for the patient by the calories prescribed by the doctor.

The Enteral feature workslikethis. First you set up individual CPT codes for each brand or flavor of Enteral item
for which you bill. Then you set up one "generic" CPT code that contains the actual code that will be sent to
Medicare. When the transactions are billed, the system sums the charge amounts from the individual Enteral CPT
codes and sends only one actual CPT code to Medicare with the total amount.

J¥ Procedure Code File Maintenance = C7] %]

Frocedure Code S5

Actual Code
DESC[IptIDh Glptral RTH

Charge Amount
Approved Amavint

Factor 4 alue

MOC Mumber _ Commizzion Type _
Dral Cancer Drug m Print Desc. on HCFA m

Woble*Tracker Enteral & Mutnition |

Reverze Macm m Reverze CPT 'Ol
Enteral m Calaries/nits Cang/Caze l

I | - | [ | [ | Total Recaords 1331
| Erowse Last dcceszed 110242001
\/ Save x LCancel E?.J Delete ? Help

1. Enter the CPT procedure code that will be your "generic" Enteral item. The Procedure Code can be anything
you want it to be. However, the Actual Code must be the CPT code that M edicare wants you to use for enteral
items.

2. Enter al of your Enteral items using adifferent Procedure Code for each item. The Actual Code does not matter
becauseit will not beindividualy billed to Medicare.

3. For each Enteral procedure code that you enter:

Select "Y" for the Reverse Macro field to specify that it isan Enteral item.

Select "Y" for the Enteral field.

For the Reverse CPT field, select the "generic" CPT Code you had previously setup.

Specify the calories per unit billed to Medicare (e.g., if Medicare allows 100 calories per unit billed, enter 100
in the Calories/Unitsfield).

Specify the Cans/Case field by entering the total cans per case of thisitem.

4. Onceyour CPT codes are set up properly, you can enter transactions and bill. From the Enter Transactions
Window, enter atransaction for each of the Enteral items (e.g., chocolate, vanilla, strawberry). For each
transaction, be sure to enter the date range for which you are billing (e.g., 11/01/2001 - 11/30/2001).
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When these items are billed electronically or printed on aHCFA form, the system will sum all of the charge
amounts from the individual Enteral items together into one transaction with the "generic" CPT procedure code
you set up initially.

Here's an example. Note the thee transactions, each with their own amounts:

|Seq PSRC Siv-Date PSCPT M1 M2 M3 M4 ICD-9 D/U Chglfhpp Balance Heszp

oo W MM 1140172000 12 50001 150.0 180.00 180.00
ooog W MM 1740742001 12 V0000 00222 1500 180,00 18000 PRI
ooog W MM 1140742001 12 CO0O 00322 150.0 127.50 12750  FRI

Here'swhat the transactions look like after they have been billed:

|Seq PSRC Siv-Date P5CPT M1 M2 M3 M4 ICD-9 D/U ChglfApp Balance Reszp

MM 11/01/20001 12 B4150 450.0 45750 487.50
05 ¥ MWW 11/01/2000 12 50001 00322 150.0 0.00 0ad PRI
0014 % MWW 11/01/2001 12 0O 00322 150.0 0,00 0ad PRI
0013 % MW 1120172001 12 CO00 00322 150.0 0.00 0.00 PRI J

Note that their charge amounts are zeroed out and a new transaction was created with the total dollar amounts
from the three transactions and the Actual Code from the "generic" CPT code you set up previously. Thisisthe
transaction that is billed to Medicare.
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File Maintenance: ICD-9 Diagnosis Codes

Whilethe ICD-9 list is standard in the industry, it is also extremely long. Rather than burden your use of

Noble* Direct with thousands of diagnostic codes that do not apply to your practice, Noble* Direct learns which
diagnostic codes apply to your practice as you enter claims. If you need to add, edit, or delete ICD-9 diagnosis codes
that are added during claims entry, the ICD-9 tab allows you to do so.

How to Access the ICD-9 Tab

From the File Maintenance menu in the Noble* Direct main window, select the ICD-9 Diagnosis Codes command.
_01‘_
Access the File Maintenance functionality from the quick menu, and then click on the ICD-9 tab.

Note: A window that is similar to the ICD-9 tab can be accessed by pressing the Magnifying Glass button next to a
field that asksfor an ICD-9 diagnosis code. Thiswindow is called "Diagnosis Codes Choice List."

F'atientsl F'h_l,lsiciansl CPT ICD-3 Ilns-l:cnl F'n:uvi-:lersl Salesmenl Hl:uspitalsl Ma-:rl:usl Eipcudesl T_I,Ipesl Fractices

Search By Search far
[Cods =l Feset | | = | » | »]
CHOLERA®
o010 CHOLERA DT ¥IB CHOLERAE
o011 CHOLERA DAT WIB EL TOR
[y Add
o019 CHOLERA WOS
Edit
on2 TYPHOID/PARATYPHOID FEW* - |
3 Delete
o020 TYPHOID FEVER
? Help
~

To add an ICD-9 diagnosis code:

1. Pressthe Add button.
Alternatively, thisbuttonis called "Add New" in the Diagnosis Codes Choice List.

2. Completethefieldsin the ICD-9 Code Maintenance window. For more information on the fieldsin this
window, see ICD-9 Code Maintenance Window.

3. Pressthe Save button in the |CD-9 Code M aintenance window.
To edit an ICD-9 diagnosis code:

1. Select the|CD-9 diagnosis code that you want to edit by clicking onit.
If you need help finding the diagnosis code, use the search utility at the top of the tab. See Using the Search
Utility for more information.

Press the Edit button.

Change the information in the fieldsin the ICD-9 Code Maintenance window, as necessary. For more
information on the fields in this window, see ICD-9 Code Maintenance Window.

4. Pressthe Save button in the |CD-9 Code Maintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete an ICD-9 diagnosis code:

1. Select the|CD-9 diagnosis code that you want to delete by clicking oniit.
If you need help finding the diagnosis code, use the search utility at the top of the tab. See Using the Search
Utility for more information.

2. Pressthe Delete button.
A dialog box confirms that you want to del ete this |CD-9 diagnosis code. Pressthe Y es button if you do.

Note: If the diagnosis code is still in use somewhere in the software, the deletion will not be allowed. To
perform the deletion, you must first find the occurrences of the diagnosis code and assign new val ues to those
fields.

ICD-9 Code Maintenance Window

The ICD-9 Code Maintenance window appears when you add or edit an ICD-9 diagnosis code. When you save the
ICD-9 code information from this window, the required fields that are incomplete are highlighted in red. Each field
in thiswindow is explained below.

ICD-9 Code Maintenance
Diaghoztic Code

Dezcription  (agN]NEF%

[ | = | [ 3 | *l | Total Fecords 15186
| Browse Last Acceszed 09+429,/2000

\/ Save x Cancel Eﬂ Delete ? Help |

Diagnosis Code - Theidentifier that uniquely identifiesthis diagnosis. It can be amaximum of fivelettersand / or
numbers.

Description - The ICD-9 description. Noble* Direct does not check to make sure that your entry matches the ICD-9
text, but for clarity and correctness, you should enter the exact wording.
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File Maintenance: Insurance Companies

The Ins-Co tab allows you to add, edit, or delete the insurance companies to which your system can file claims. This
tab defines the insurance company and tells Noble* Direct how to communicate with the insurance company when
filing claims.

How to Access the Ins-Co Tab

From the File Maintenance menu in the Noble* Direct main window, select the Insurance Company command.
=-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Ins-Co tab.

Note: A window that is similar to the Ins-Co tab can be accessed by pressing the Magnifying Glass button next to a
field that asks for an insurance company. Thiswindow is called "Insurance Company Choice List."

F'atientsl F'h_l,lsiciansl CPT I D9 InsCo |F'r|:|'-.fi-:|ers| Salesmenl Hl:uspitalsl Ma-:rl:usl Eipcudesl T_I,Ipesl Fractices

Search By Search far
| Insurance D | || Beset | = | < | » | » |
00936C01 COOPERTIVA DE SEGLROS DE  SAM JUAN —
WIva A DE PUERTO RICO FR 003 [000) 0o00-0000
00936C02 CRUZ AZUL DE FUERTO RICO  SAM JUAN 00336C002
ATTH: IVONME MaY M FR 00936-6063 (000] Q00-0000
00936501 SEGUROS DE SERVICIO DE SaM JUAN 003365007
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To add an insurance company:

1

3.

Pressthe Add button.
Alternatively, thisbutton is called "Add New" in the Insurance Company Choice List.

Complete the fieldsin the Insurance Company File Maintenance window. For moreinformation on thefieldsin
thiswindow, see Insurance Company File Maintenance Window.

Press the Save button in the Insurance Company File Maintenance window.

To edit an insurance company:

1

Select the insurance company that you want to edit by clicking onit.
If you need help finding the insurance company, use the search utility at the top of the tab. See Using the Search
Utility for more information.

Press the Edit button.

Change the information in the fieldsin the Insurance Company File Maintenance window, as necessary. For
more information on the fieldsin this window, see Insurance Company File Maintenance Window.

Press the Save button in the Insurance Company File Maintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete an insurance company:

1. Select theinsurance company that you want to delete by clicking onit.
If you need help finding the insurance company, use the search utility at the top of the tab. See Using the Search
Utility for moreinformation.

2. Pressthe Delete button.
A dialog box confirmsthat you want to delete this insurance company. Press the Y es button if you do.

Note: If the insurance company isstill in use somewhere in the software, the deletion will not be allowed. To
perform the deletion, you must first find the occurrences of the insurance company and assign new values to
thosefields.

Insurance Company File Maintenance Window

The Insurance Company File Maintenance window appears when you add or edit an insurance company. When you
save the insurance company information from this window, the required fields that are incomplete are highlighted in
red. Each field in thiswindow is explained here.
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Company Id - Anidentifier that uniquely identifies thisinsurance company. Thisidentifier can be a maximum of
eight letters and / or numbers.

Company Name - The name of the insurance company.
Address 1 - The street address for the insurance company.
Address 2 - Additional street address information such as a suite number.

City - The city portion of the insurance company's address. If you enter a zip code that you used previously in the
software, the city, state, and zip code fields are completed automatically.

State - Thetwo letter state abbreviation for the state portion of the insurance comp any's address. Thisis arequired
field.
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Zip Code - The zip+4 code for the zip code portion of the insurance company's address. Y ou can either choose a zip
code from the drop-down list or type oneinto the field. If you type anew zip codeinto the field, Noble* Direct asks
if you want to add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

Contact - The contact person for the insurance company.

Telephone - The telephone number for the insurance company.

Medigap Id - The Medigap number for the insurance company as assigned by Medicare Part B. This enables
Medicare to automatically "crossover” any claimsthat are processed by Medicare.

Transmit - Choose"Y" if you want to transmit claims to this insurance company electronically, "N" if you want to
print HCFA-1500 formslocally, or "1" if you want to prepare an invoice (Noble* Direct processes these invoice
transactions using third party billing routines).

Note: You will not be able to print the HCFA -1500 forms if you set the transnit field to ™Y ." Likewise, if you
set thisfield to"N", you will not be able to transmit the claims.

Insurance Transmit Id Number - Noble House will assign you a number for each insurance company that is
entered into your software for electronic claims submission. Please contact Noble Housefor the proper number to
enter into thisfield. Incorrect account numberswill delay the processing of your claims.

Type - Y our selection from this drop-down list indicates the type of insurance. Possible entriesinclude Medicare,
Medicaid, private/other, group health plan, and others.
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File Maintenance: Providers

The Providerstab allows you to add, edit, or delete the care providers usedin your practice -- recording details that
will be included on the HCFA forms as appropriate.

How to Access the Providers Tab

From the File Maintenance menu in the Noble* Direct main window, select the Providers command.
-01‘-
Access the File Maintenance functionality from the quick menu, and then click on the Providers tab.

Note: A window that is similar to the Providers tab can be accessed by pressing the Magnifying Glass button next to
afield that asksfor aprovider. Thiswindow iscalled "Provider ChoiceList."
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To add a provider:

1. Pressthe Add button.
Alternatively, thisbuttoniscalled "Add New" in the Provider Choice List.

2. Completethefieldsin the Provider File Maintenance window. For more information on the fieldsin this
window, see Provider File Maintenance Window.

3. Pressthe Save button in the Provider File Maintenance window.

To edit a provider:

1. Select the provider that you want to edit by clicking on it.
If you need help finding the provider, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Edit button.

3. Changetheinformation in the fieldsin the Provider File Maintenance window, as necessary. For more
information on the fieldsin this window, see Provider File Maintenance Window.

4, Pressthe Save button in the Provider File Maintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete a provider:

1. Sdect the provider that you want to delete by clicking onit.
If you need help finding the provider, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Delete button.
A diaog box confirms that you want to delete this provider. Pressthe Y es button if you do.

Note: If the provider is still in use somewhere in the software, the deletion will not be allowed. To perform the
deletion, you must first find the occurrences of the provider and assign new values to those fields.

Provider File Maintenance Window

The Provider File Maintenance window appears when you add or edit a provider. When you save the provider
information from this window, the required fields that are incomplete are highlighted in red. Each field in this
window is explained below.
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Provider Id - An identifier that uniquely identifiesthis provider. Thisidentifier can be a maximum of five letters
and / or numbers.

Name - The name of the provider.
Address 1 - The street address for the provider.

Address 2 - Additional street address information such as a suite number.

City - The city portion of the provider's address. If you enter a zip code that you used previously in the software, the
city, state, and zip code fields are completed automatically.

State - The two letter state abbreviation for the state portion of the provider's address.
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Zip Code - The zip+4 code for the zip code portion of the provider's address. Y ou can either choose a zip code from
the drop-down list or type oneinto the field. If you type anew zip code into the field, Noble* Direct asks if you want
to add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

Telephone - The provider's telephone number.

Signature - The provider's name asit should appear on the HCFA forms.

Provider Acct- The main account number assigned to this provider by the insurance company.
UPIN - The provider's UPIN number.

Medicaid ID - The provider's Medicaid identifying number.

Medicaid Type - Thistwo-character identifier appliesto FloridaMedicaid only.

Federal 1d - The provider'sfederal 1D number.

SSN/EIN - Thisfield designates the type of number being used for the Federal ID number. Enter "S" if the Federal
ID isasocia security number. Enter "E" if the Federal 1D is an employer identification number.

CLIA Number - The provider's CLIA number as assigned by Florida Medicare.

Sub Id - Anidentifier assigned by Noble House. Used for tracking multiple providers when submitting private
claimselectronically.

Print Name - If you plan to print your own HCFA forms and those forms come pre-printed with the provider's name
on them, set thisfield to "N" for no. When thisfield isset to "Y" for yes, the software prints the provider's name on
the HCFA forms.

Print Date - Setting thisfield to "Y" for yes prints the date on the HCFA -1500 form in box 31. If you don't want to
print the date, select "N" for no.

Print SOF - Your Yes (Y) or No (N) selection from this drop-down list indicates whether you want to print the text
that appearsin the Signature field on the HCFA formsfor this provider.
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File Maintenance: Salespeople

The Salesmen tab allows you to add, edit, or delete the salespeopl e listed in your software and the details of their
commission arrangements.

How to Access the Salesmen Tab

From the File Maintenance menu in the Noble* Direct main window, select the Sal esperson command.
-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Salesmentab.

Note: A window that is similar to the Salesmen tab can be accessed by pressing the Magnifying Glass button next to
afield that asksfor a salesperson. Thiswindow is called " Salesman Choice List."
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To add a salesperson:

1. Pressthe Add button.
Alternatively, thisbutton iscalled "Add New" in the Salesman Choice List.

2. Complete thefieldsin the Salesperson File Maintenance window. For more information on the fieldsin this
window, see Salesperson File Maintenance Window.

3. Pressthe Save button in the Salesperson File Maintenance window.

To edit a salesperson:

1. Select the salesperson that you want to edit by clicking on it.
If you need help finding the salesperson, use the search utility at the top of the tab. See Using the Search Utility
for more information.

2. Pressthe Edit button.

3. Changetheinformation in the fields in the Salesperson File Maintenance window, as necessary. For more
information on the fieldsin this window, see Salesperson File Maintenance Window.

4. Pressthe Save button in the Salesperson File M aintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete a salesperson:

1. Select the salesperson that you want to delete by clicking onit.
If you need help finding the salesperson, use the search utility at the top of the tab. See Using the Search Utility
for more information.

2. Pressthe Delete button.
A dialog box confirms that you want to del ete this salesperson. Press the Y es button if you do.

Note: If the salesperson is still in use somewhere in the software, the deletion will not be allowed. To perform
the deletion, you must first find the occurrences of the salesperson and assign new valuesto those fields.

Salesperson File Maintenance Window

The Salesperson File Maintenance window appears when you add or edit a salesperson. When you save the
salesperson information from this window, the required fields that are incomplete are highlighted in red. Each field
in thiswindow is explained below.
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Salesperson ID - Anidentifier that uniquely identifies this salesperson. Thisidentifier can be amaximum of five
lettersand / or numbers.

Name - The salesperson's full namein first name, middleinitial, last name order. Completing the first and last name
fieldsisrequired.

Address 1 - The street address for the salesperson.
Address 2 - Additional street address information such as a suite number.

City - The city portion of the salesperson's address. If you enter a zip code that you used previously in the software,
the city, state, and zip code fields are completed automatically.

State - The two letter state abbreviation for the state portion of the salesperson's address.

Zip Code - The zip+4 code for the zip code portion of the salesperson's address. Y ou can either choose a zip code
from the drop-down list or type oneinto the field. If you type anew zip code into the field, Noble* Direct asksif you
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want to add it. Choosing to add the zip code displays the Zip Code File Maintenance window.
Telephone - The salesperson's telephone number.
Federal Id - The salesperson's social security number or federal identification number.

Commission - The nine commission fields work together to define the salesperson’'s commission structure. Each
row contains three fields that define one commission arrangement. A salesperson can have up to three commission
arrangements.

CPT Code Type - Indicates for which procedure code, this salesperson receives a commission. When you add a
new procedure code, you are given the opportunity to assign a commission type to that procedure code. If you
add one or more procedure codes with the same commission type then assign that commission typeto a
salesperson, that sal esperson receives acommission each time he (or an associated physician) "sells" that
procedure code. Commission types may be a maximum of five letters and /or numbers. For a procedure code
commission type to match a sal esperson commission type, the spelling of both types must be identical. For
more information on assigning a commission type to a procedure code, see Procedure Code File Maintenance
Window.

Fixed Percent - Choose "F" if the salesperson's commission is afixed amount or "P" if the salesperson's
commission is a percentage.

Amount - The amount of the salesperson's commission. In the case of a percentage commission, "25.00" equals
twenty-five percent (one fourth). In the case of afixed commission, "25.00" equals twenty-five dollars.
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File Maintenance: Hospitals / Facilities

The Hospital s tab allows you to add, edit, or delete the hospitals and facilities at which your patients receive care.

Howto Access the Hospitals Tab

From the File Maintenance menu in the Noble* Direct main window, select the Hospital / Facility command.
=-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Hospitals tab.

Note: A window that is similar to the Hospitals tab can be accessed by pressing the Magnifying Glass button next to
afield that asksfor ahospital or facility. Thiswindow iscalled "Hospital Choice List."

F'atientsl F'h_l,lsiciansl CFT I ICD-9 I Ins-Eu:uI F'n:widersl Salesmen  Hospitals | Man:ru:usl Zipu:u:udesl T_I,Ipesl Practices

Search By Search For
[Haspital ID = Reset | 17| = | » [ » |
FATIENT HOME BALTIMORE
1452 MAPLE 5T. MDD
HAPPY HAPPY WALLEY MANDOR FIME WALLEY [000] 000-0000
FPLEASAMT WALLEY ROAD 5C 29029-0000
MEDUNY  WMEDICAL UNI OF SC FIME WALLEY [000] 000-0000
123 AMNYSTREET 5C 29029-0000
[y Add
STLUKE ST LUKES HOSPITAL FIME WALLEY [B03] 1231234
126 FORT STREET 5C 29029-0000 Edit

%A Delete

? Help

To add a hospital or facility:

1. Pressthe Add button.
Alternatively, thisbuttoniscalled "Add New" in the Hospital Choice List.

2. Completethefieldsin the Hospital / Facility File Maintenance window. For moreinformation on thefieldsin
this window, see Hospital / Facility File Maintenance Window.

3. Pressthe Save button in the Hospital / Facility File Maintenance window.

To edit a hospital or facility:

1. Select the hospital or facility that you want to edit by clicking onit.
If you need help finding the hospital or facility, use the search utility at the top of the tab. See Using the Search
Utility for more information.

Press the Edit button.

Change the information in the fields in the Hospital / Facility File Maintenance window, asnecessary. For more
information on the fieldsin this window, see Hospital / Facility File Maintenance Window.

4. Pressthe Save button in the Hospital / Facility File Maintenance window.
Noble* Direct automatically changes the information throughout the software.

To delete a hospital or facility:
1. Select the hospital or facility that you want to delete by clicking on it.
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If you need help finding the hospital or facility, use the search utility at the top of the tab. See Using the Search
Utility for more information.

2. Pressthe Delete button.
A dialog box confirmsthat you want to delete this hospital or facility. Pressthe Y es button if you do.

Note: If the hospital or facility isstill in use somewhere in the software, the deletion will not be allowed. To
perform the deletion, you must first find the occurrences of the hospital or facility and assign new valuesto
thosefields.

Hospital / Facility File Maintenance Window

The Hospital / Facility File Maintenance window appears when you add or edit a hospital or facility. When you save
the hospital or facility information from this window, the required fields that are incomplete are highlighted in red.
Each field in thiswindow is explained below.
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Id - Anidentifier that uniquely identifies this hospital or facility. Thisidentifier can be amaximum of six letters and
/ or numbers.

Name - The name of the hospital or facility.
Address 1 - The street address for the hospital or facility.
Address 2 - Additional street address information such as a suite number.

City - Thecity portion of the hospital or facility's address. If you enter a zip code that you used previously in the
software, the city, state, and zip code fields are completed automatically.

State - The two |etter state abbreviation for the state portion of the hospital or facility's address.

Zip Code - The zip+4 code for the zip code portion of the hospital or facility's address. Y ou can either choose azip
code from the drop-down list or type one into the field. If you type anew zip code into the field, Noble* Direct asks
if you want to add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

Contact - The contact person for the hospital or facility.

Telephone - The telephone number for the hospital or facility.
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HSP / FAC - Thefacility codeis asix-digit code that identifies where the services were rendered. Thefirst two
digits of this number are the state code. For example, Floridais 10. The next four digitsin this number isthe
assigned facility number for the hospital, extended care facility, dialysis center, or ambulatory surgical center.

File Maintenance: Macro Definitions

By the very nature of the medical practice, some tests and procedures are performed in groups or series. If these
procedure groups are amajor part of your practice, then entering them repeatedly can become tedious. Noble* Direct
solves this tedium by offering macros. A macro is a procedure code that expands into several procedure codes when
it isentered onto a claim. Each macro may contain any number of component procedure codes, each with its own
modifiers and other details. The Macros tab allows you to add, edit, and delete macros.

Note: Unlike most of the itemsin Noble* Direct, you cannot enter macros into Noble* Direct automatically while
entering claims. Y ou must enter macros manually on the Macros tab.

How to Access the Macros Tab

From the File Maintenance menu in the Noble* Direct main window, select the Macro Definition command.
-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Macros tab.
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To add a macro:
1. Pressthe Add button.

2. Completethefieldsin the Macro Definition File Maintenance window. For more information on the fieldsin
thiswindow, see Macro Definition File Maintenance Window.

3. Pressthe Save button in the Macro Definition File Maintenance window.
To edit a macro:

1. Select the macro that you want to edit by clicking on it.
If you need help finding the macro, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Edit button.
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3. Changetheinformation in thefieldsin the Macro Definition File Maintenance window, as necessary. For more
information on the fields in this window, see Macro Definition File Maintenance Window.

4. Pressthe Save button in the Macro Definition File Maintenance window.
Noble* Direct automatically changes the information throughout the software.

To delete a macro:

1. Select the macro that you want to delete by clicking onit.
If you need help finding the macro, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this macro. Pressthe Y es button if you do.

Note: If the macro is still in use somewhere in the software, the deletion will not be allowed. To perform the
deletion, you must first find the occurrences of the macro and assign new val ues to those fields.

Macro Definition File Maintenance Window

The Macro Definition File Maintenance window is made up of two parts. The upper part of the window allows you
to enter amacro id and description. Thisinformation is entered once for each macro, no matter how many
component procedure codes are contained within the macro. The lower part of the window allows you to add, edit,
or delete component procedure codes in the macro. Each of the fieldsin thislower section of the window must be
completed once for each component procedure code in the macro. Therefore, the process of creating a macro
involvesfilling in the top part of the window first, then, adding components by repeatedly filling in the lower part of
the window. Macros are agood example of the Noble* Direct policy for timesaving features that are easy to use.

When you save the macro from this window, the required fields that are incomplete are highlighted in red. Each
field in thiswindow is explained below.
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Macro Id - An identifier that uniquely identifies this macro. Thisidentifier can be a maximum of four lettersand /
or numbers.

Description - A general description by which you can refer to this macro. The description may be a maximum of 35
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characters. Noble* Direct uses thisinformation to help you differentiate this macro from all others. It is printed on
reports and listed in choice windows.

Note: The macro id and description become a part of every component procedure code that is defined after their
entry. Therefore, it isimportant that they be correct before you add any component procedure codes.
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Component Procedure Codes - Theindividual procedure codes that are part of this macro. Y ou can add, edit, or
delete individual component procedure codes.

To add a component procedure code:

1. Pressthe Add button in the Macro Definition File Maintenance window.
The Macro Detail Definition window appears.

2. Completethefieldsinthe Macro Detail Definition window. For more information on the fields in this window,
see Macro Detail Definition Window.

3. Pressthe Save button in the Macro Detail Definition window.
To edit a component procedure code:

1. Inthe Macro Definition File Maintenance window, select the component procedure code that you want to edit
by clicking onit.

2. Pressthe Edit button in the Macro Definition File Maintenance window if the Macro Detail Definition window
does not open automatically.

3. Changetheinformation in the fieldsin the Macro Detail Definition window, as necessary. For more information
on thefieldsin thiswindow, see Macro Detail Definition Window.

4. Pressthe Save button in the Macro Detail Definition window.

To delete a component procedure code:

1. Inthe Macro Definition File Maintenance window, select the component procedure code that you want to delete
by clicking onit.

2. If the Macro Definition window does not open automatically, press the Delete button in the Macro Definition
File Maintenance window. If the Macro Detail Definition window opens automatically, press the Delete button
in the Macro Detail Definition window.

A dialog box confirms that you want to delete this component procedure code. Pressthe Y es buttonif you do.
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Macro Detail Definition Window

Thiswindow appears when you are adding or editing a component procedure code in the Macro Definition File
Maintenance window.

When you are done entering the information in this window, press the Save button. If there are any required fields
that areincomplete, they are highlighted in red. Each field is explained below.

Procedure Code - Theidentifier for the component procedure code to be included in the macro. Y ou can either
choose a procedure code from the drop-down list or type one into the field. If you type a new procedure code into
thefield, Noble* Direct asksif you want to add it. Choosing to add the procedure code displays the Procedure Code
File Maintenance window. Y ou can also add a new procedure code or choose an existing code from alist by

pressing the Magnifying Glass button next to the Procedure Code field. See File Maintenance: CPT Procedures
Codes for more details on the CPT Procedures Choice List.

Units - The number of units of this procedure code that are provided when this macro is used.
Modifiers - Up to four procedure code modifiersfor this procedure code.
Repeat Flag - Your selection indicates whether the procedure will repeat itself, and if so, the frequency with which

it will occur. You can Choose "None", "Weekly", "Monthly", "Oth-Month" (every other month) "Quarterly, or
"Semi-Annual."

Times - |If you selected one of the repeating options in the Repeat Flag field, the number that you enter in the Times
field indicates the number of times that the procedure will repeat itself.

Charge Amount - The charge amount to be used on the claim when this macro is used.
Benefit Amount - The amount that the patient paid before receiving services.

Additional Doc - The two-character key identifier for an associated additional document macro, if any. For more
information on creating additional document macros, see File Maintenance: Additional Doc Macros.
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File Maintenance: Zip Codes

Asyou use Noble* Direct, you are often asked for address information -- when you enter addresses for your patients,
physicians, providers, hospitals, and even your own practice. When you enter a new address, Noble* Direct saves the
city, state, and zip code information. By saving thisinformation, Noble* Direct is able to offer the direct-zip code
feature, where entering a zip code inany city field, automatically completes the city, state, and zip code fields.

The Zipcodes tab allows you to add, edit, and delete zip code records manually, as a supplement to the automatic
addition that occurs when you add a new address.

How to Access the Zipcodes Tab

From the File Maintenance menu in the Noble* Direct main window, select the Zip Codes command.
_Or_
Access the File Maintenance functionality from the quick menu, and then click on the Zipcodes tab.
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To add a zip code:

1. Pressthe Add button.

2. Completethefieldsin the Zip Code File Maintenance window. For more information on the fieldsin this
window, see Zip Code File Maintenance Window.

3. Pressthe Save button in the Zip Code File Maintenance window.
To edit a zip code:

1. Select the zip code that you want to edit by clicking onit.
If you need help finding the zip code, use the search utility at the top of the tab. See Using the Search Utility for
more information.

Press the Edit button.

Change the information in the fieldsin the Zip Code File Maintenance window, as necessary. For more
information on the fieldsin this window, see Zip Code File Maintenance Window.

4. Pressthe Save button in the Zip Code File Maintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete a zip code:

1. Select the zip code that you want to delete by clicking on it.
If you need help finding the zip code, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this zip code. Press the Y es button if you do.

Note: If the zip codeisstill in use somewhere in the software, the deletion will not be allowed. To perform the
deletion, you must first find the occurrences of the zip code and assign new values to those fields.

Zip Code File Maintenance Window

The Zip Code File Maintenance window appears when you add or edit a zip code. When you save the zip code
information from this window, the required fields that are incomplete are highlighted in red. Each field in this
window is explained below.

J¥ ZipCode File Maintenance

Taotal Records

x Cancel Eﬂ Delete ? Help |

Zip Code - Thefive or nine digit zip code. If you enter only five digits, Noble* Direct automatically adds four zeros
for thelast four digits.

Note: Nine-digit zip codes (zip+4) are very specific, with many nine-digit zip codes assigned to each city. In
densely populated cities, there are so many nine-digit zip codes, that this feature becomes unmanageable. For
these situations, we recommend using five digit zip codes only.

City - The name of city for the zip code.
State - The two-letter abbreviation for the state for the zip code.
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File Maintenance: Patient Types

The Typestab allows you to add, edit, or delete patient types.
How to Access the Types Tab

From the File Maintenance menu in the Noble* Direct main window, select the Patient Types command.
-0r-
Access the File Maintenance functionality from the quick menu, and then click on the Typestab.

Note: A window that is similar to the Types tab can be accessed by pressing the Magnifying Glass button next to a
field that asks for apatient type. Thiswindow is called "Patient Type Choice List."

F'atientsl F'h_l,lsiciansl CFT I ICD-9 I Ins-Eu:uI F'n:widersl Salesmenl Hnspitalsl Man:ru:usl Zipcodes  TWpes |F'rau:tiu:es

Search By Search For
| Code jl| EESEtI r’EI"fI"I""I

FIXME DO MAT USE THIS PATIEMT UMTIL FIXED

[y Add

Edit
%A Delete

? Help

To add a patient type:

1. Pressthe Add button.
Alternatively, thisbutton is called "Add New" in the Patient Type Choice List.

2. Completethefieldsin the Patient Type Maintenance window. For more information on the fieldsin this
window, see Patient Type Maintenance Window.

3. Pressthe Save button in the Patient Type Maintenance window.
To edit a patient type:

1. Select the patient type that you want to edit by clicking on it.
If you need help finding the patient type, use the search utility at the top of the tab. See Using the Search Utility
for more information.

Press the Edit button.

Change theinformation in the fields in the Patient Type Maintenance window, as necessary . For more
information on the fields in this window, see Patient Type Maintenance Window.

4. Pressthe Save button in the Patient Type Maintenance window.

Noble* Direct automatically changes the information throughout the software.
To delete a patient type:
1. Select the patient type that you want to delete by clicking onit.
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If you need help finding the patient type, use the search utility at the top of the tab. See Using the Search Utility
for more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this patient type. Pressthe Y es button if you do.

Note: If the patient type is still in use somewhere in the software, the deletion will not be allowed. To perform
the deletion, you must first find the occurrences of the patient type and assign new values to those fields.

Patient Type Maintenance Window

The Patient Type Maintenance window appears whenyou add or edit a patient type. When you save the patient type
from this window, the required fields that are incomplete are highlighted in red. Each field in thiswindow is
explained below.

Patient Type Maintenance

Type Code
DR e el 0 MOT USE THIS PATIEMT UNTIL FI<ED|

-] | = | [ | [ | Total Records 1
| Browse Last &cceszed 04./23./2001
\/ Save x Cancel 33_:] Delete ? Help |

Type Code - An identifier that uniquely identifies this patient type. Thisidentifier can be a maximum of six letters
and/ or numbers.

Description - A general description by which you can refer to this patient type. The description may be amaximum
of 35 characters. Noble* Direct uses thisinformation to help you differentiate this patient type from all others.
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File Maintenance: Practices

The Practices tab allows you to define your primary practice and add, edit, or delete secondary practicesif needed.
Items defined include the practice's mailing address, default answers to many of the questions encountered when
entering aclaim, and your printer information.

How to Access the Practices Tab

From the File Maintenance menu in the Noble* Direct main window, select the Practice command.
-01‘-
Access the File Maintenance functionality from the quick menu, and then click on the Practices tab.

F'atientsl F'h_l,lsiciansl CFT I ICD-3 I Ins-D:uI F'n:uvidersl Salesmenl Hnspitalsl Man:ru:usl Eipccu:lesl Types Fractices

Search By Search For
| Code jl| EBSEtI r’EI"fI"I""I

DEERFIELD BEACH

FL 33441-0000

+ Select

[y Add

E dit
3 Delete

? Help

To add a practice:
1. Pressthe Add button.

2. Completethefieldsin the Practice File Maintenance window. For more information on the fieldsin this
window, see Practice File Maintenance Window.

3. Pressthe Save button in the Practice File Maintenance window.

Note: When you have more than one practice defined, selecting a practice, and then pressing the Select button
makes this practice the current practice.

To edit a practice:

1. Select the practice that you want to edit by clicking onit.
If you need help finding the practice, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Edit button.

3. Changetheinformation in the fields in the Practice File Maintenance window, as necessary. For more
information on the fields in this window, see Practice File Maintenance Window.

4, Pressthe Save button in the Practice File Maintenance window.

Noble* Direct automatically changes the information throughout the software.
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To delete a practice:

1. Select the practice that you want to delete by clicking onit.
If you need help finding the practice, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this practice. Press the Y es button if you do.

Note: If the practiceisstill in use somewhere in the software, the deletion will not be allowed. To perform the
deletion, you must first find the occurrences of the practice and assign new values to those fields.

Practice File Maintenance Window

The Practice File Maintenance window appears when you add or edit a practice. When you save the practice from
thiswindow, the required fields that are incomplete are highlighted in red. Each field in thiswindow is explained
below.

," Practice File Maintenance e

M est Patient 1d _ Aocount Mumber (]

Systemn Defaults

Letter Head

Type of Service -
Flace of Service

Pa. Break on Caonfirm. Bpt

co- | Pg. Break on Edit List

CPT DHE Labels

-
Modifiers - - - - Calc. Balances
Diabetic k527 -]

| Browsze
el

E-
Provider [ 2'

Tr Pfrn Pry - £I
T Facility -

el

T otal Records 1
Last Acceszed 0942872000

x Cancel E}g MElete

? Help

Id - Three letters or numbersthat differentiate this practice from other practices entered in the Noble* Direct

software on this computer. Although it is unusual to have more than one practice operating out of a single computer,
Noble* Direct fully supports this option. There are no rules about thisidentifier except that each ID code must be
unique for each practice on the computer.

Name - The name of this practice as you want it to appear on al reports.

Address 1 - The street address where mail to this practiceis sent.

Address 2 - Additional street address information such as a suite number.

City - The city portion of the practice's address.

State - The two |etter state abbreviation for the state portion of the practice's address.

Zip Code - The zip+4 portion of the practice's address. Y ou can either choose a zip code from the drop-down list or
type oneinto thefield. If you type anew zip code into the field, Noble* Direct asksif you want to add it. Choosing
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to add the zip code displays the Zip Code File Maintenance window.

Telephone - One of the practice's voice telephone numbers.

Next Patient Id - The ID number of the next patient to be added to the system. Noble* Direct can automatically
assign asequential patient 1D using thisfield. However, we recommend that you use the patient's social security
number for the patient ID. If you choose to assign patient | Ds automatically, this number will be added to the
greatest patient ID number to generate a new patient ID number.

Account Number - This number, which will be provided to you by Noble House, identifies your practice when
electronically processing claim information. Please do not alter this value after you enter it asit informsthe main
computer systems at Noble House under which account to process your transactions. Altering this value will delay
processing of your transactions and can lead to atotal |oss of transactions.

SYSTEM DEFAULTS

Note: Thefollowing fields provide system defaultsin that they are the values that are used throughout
Noble* Direct unless you override the value with another value. It is not necessary to have valuesin any of the
default fields.

Type of Service - Y our most common type of service cod. Used as the default type of service throughout the
system.

Place of Service - Y our most commonly used place of service code. Usually 11 for services rendered in the office.
Used as the default place of service throughout the system.

ICD-9 - Y our most commonly used |CD-9 code. Used as the default diagnosis code throughout the system
CPT - Y our most commonly used procedure code (CPT). Used as the default procedure code throughout the system.
Modifiers - The procedure code modifiers. Used as the default modifiers throughout the system.

Letterhead - Y our selection from this drop-down list indicates whether you are using | etterhead. If you are, the
software will not print your practice name at the top of each page for patient invoices and the packing lists from the
DME Label option.

Pg. Break on Confirm. Rpt - "Y" indicates that the confirmation report that you receive after transmission will be
set up with one patient per page. "N" indicates that the confirmation report will contain as many patients per page as
possible. The format of the confirmation report is the same as the format of the edit list, except for the heading.

Pg. Break on Edit List- "Y" indicates that the edit list will be set up with one patient per page. "N" indicates that
the edit list will contain as many patients per page as possible. The format of the edit list isthe same as the format of
the confirmation report, except for the heading.

DME Labels - Choose"Y" for Yes hereif you want to use the label printing features.

Calc Balances - Choose"Y" for Yes hereif you want Noble* Direct to calculate and display balances on the
transaction choice list. Y ou can view the totals by pressing the View Totals button on the Enter Transaction tab. The
Totals window that appearsis also called the "Floater."

Note: To best view the floater, we recommend that your screen resolution be at least 800x600, so that the
floater can be placed directly to the right of the main Noble* Direct window. If your screen isusing aresolution
of 640x480, the floater will sit right on top of Noble* Direct.

State - The two-letter abbreviation for the default state. Used as the default state throughout the system.

Primary Insurance - Y our most commonly used primary insurance |D number. Used as the default primary
insurance company throughout the system.

Provider - Y our most commonly used provider ID. Used as the default provider throughout the system.

Trx Facility - Y our most commonly used location where services are were rendered. Used as the default facility
throughout the system.

Diabetic KS-ZX - Your Yes(Y) or No (N) selection from this drop-down list indicates whether you want
Noble* Direct to automatically apply KS or ZX modifiersfor Type Il diabetic with adiagnosis code of 25000. This
field was designed because of aHCFA (Medicare) ruling on July 1998.
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File Maintenance: Additional Doc Macros

Noble* Direct allows you to use macros that automatically create an additional document attachment for a procedure
code.

To add an additional document macro:

1. From the File Maintenance menu in the Noble* Direct main window, select the Additional Doc Macros
command.

Add. Doc. Macros

key @] &/ =| 14/ 4| w|m

Walle

2. Enter aunique two-character key for this additional document macro in the Key @ field.

Note: Be sure that the " ??" characters appear in the Key @ field before entering your key. If "??" is not
displayed in thisfield, use the navigation buttons to move through the existing macros until "??" is displayed.

Typetheinformation to be included in the macro in the Valuefield.
4. Pressthe Plus Sign button.

To delete an additional document macro: Use the navigation buttons to scroll through the saved macros until the
key for the one that you want to deleteisin the Key @ field. Then, pressthe Minus Sign button.

5. Pressthe Save button when you are done with the Add. Doc. Macros window.

To call up this additional document macro, you need to enter the two-character key in afield asking for an
additional doc macro. This can be used on the Macro Detail Definition window.
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5 Special Reports

Noble* Direct offers you avariety of reports for analyzing the information in your system.

Y ou can access the special reports functionality in one of two ways:
(1) From the Special Reports menu in the Noble* Direct main window

(2) Using the Special Reports button on the quick menu

The best way to see what areport looks likeisto print the report. All of Noble* Direct's special reports, with their

corresponding menu commands and tab names, are listed below.

Menu Command
HCFA -1500 Forms
Patient Invoices
Patient Recall
Salesperson Commission
CPT Activity

Repeat Billing
Master File Listing
Accounts Receivable
Mailing Labels

Blank CMN Forms
Patients Of... Reports
Birthday List
Additional Reports

Tab Name
HCFA 1500
Pat. Invoices
Pat. Recall
Commissions
CPT Activity
Repeat Billing
Master Lists
A/R Report
None

None

None

None

None
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Special Reports: HCFA-1500 Forms

The HCFA-1500 form is the standard form for reporting claims for payment to Medicare and insurance companies.
Noble* Direct automatically completesthe HCFA form, printing it on pre-printed formsthat you can purchase from
Noble House or its dealers. It also print invoices on plain paper to primary or secondary insurers.

Noble* Direct allows you to generate primary and secondary HCFA forms. These two HCFA forms differ only in
their destination. The primary HCFA form goesto the primary insurer, while the secondary HCFA form goesto the
secondary insurer. Y ou can print an HCFA form for each claim in your system. By setting the report criteria, you
can control the claimsthat you generate.

How to Access the HCFA-1500 Report Functionality

From the Specia Reports menu in the Noble* Direct main window, choose the HCFA -1500 Forms command, and
then select either Primary, Secondary, or Invoices from the sub-menu.

-0r-

Access the Special Reports functionality from the quick menu, and then click on the HCFA 1500 tab.

-0r-

Press the Print HCFA toolbar button in the main window.

HCFA 1500 | Pat, Invn:nin::esl Pat. Recall En:nmmissin:nnsl CPT Activity | Bepeat Biling | Master Listsl L Hepn:nrtl

AL |one | Range] PROVIDERS
|INELLIDE.&LLF'HEIUIDEHS

AL |one | Range]| PATIENTS
|INELLIDEJ-‘«LLF'£-‘«TIENTS

AL |ane | Range| INSURANCE
| INCLUDE ALL INSURAMCE 7 - All Companies j

Service Dates

01/01/1500 [ 12/31/2333 [ENI Patient Type [ | | o Fin

To generate HCFA-1500 forms:

1. Narrow down the claimsto be generated by selecting the providers, patients, and insurance companies for
which you want to generate HCFA forms. Y ou can select all, one, or arange of itemsfor each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
print HCFA formsfor all of your providers, click on the All tab in the Providers section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Gl ass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range" for each criterion.
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Select the service dates for the claims that you want to generate.

Y ou can enter the datesin two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Select the patient type for the claims that you want to generate.

Y ou can enter the patient type in two ways: (1) by typing a patient type directly into the field or (2) by pressing
the All button in the Patient Type area of the tab. Pressing the button generates claims for the patient types that

you have defined.
Press the Print button.

Complete the HCFA Options window by clicking on the appropriate tab, filling in the necessary fields, and
pressing the OK button.

Noble* Direct confirms the number of transactionsthat it will print and asks you if should continue. For more
information on the HCFA Options window, see HCFA Options Window.

6. Complete the Report Destination window.

Noble* Direct prints the claimsto your selected destination. For more information on this window, see Report
Destination Window.

7. Complete the Confirm HCFA Printing window.
Thiswindow asksyou if the HCFA forms printed properly. If they did, pressthe Y es button and Noble* Direct

automatically marks all of the transactions as printed. If they didn't, press the No button, so that you can re-print

the forms.

HCFA Options Window

Thiswindow appears when you are generating HCFA -1500 forms using Noble* Direct's Special Reports
functionality. Each field is explained below.

PRIMARY HCFA-1500 FORMS TAB

J® HCFA Options M= E3

Frirmary HCEA 1500 | Secondary HCRA 1500 I Inz. Company [nvoices
PRIMARY

Frimary Tranzmit Flag IN_

‘ Positioning @ID j @ID j [™ Frint Figld Aligrirment Boges

\/ ] 3 x Cancel

Primary Transmit Flag - Specifies the transmit flag for the claims that you want to generate. The question mark
symbol is used as awildcard, allowing claimswith any transmit flags to be generated.

Positioning - Adjuststhe vertical and horizontal position of the printing (300 units per inch).
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Print Field Alignment Boxes - Checking this checkbox prints abox around the fields so that you can properly align
the HCFA form.

SECONDARY HCFA-1500 FORMS TAB

J* HCFA Options M= E3

Frimary HCFA 1500 | Secondary HCEA 1500 | Iz Company [Rvoices

[SECONDARY
Secandary Tranzmit Flag IN_

Tranzaction W alue to Uze I.-’-'-.ppru::ved Arnount j

[ | Eritit ol thase fransachions which Have at cutebanding
balance bazed on their approved amounts.

[¥ Calculate Balances [+ Frint EQOME
[lhclude Papments in Balance Dus] [T Print Zera Balance

‘ Positioning @IEI j ¢€>|EI j [~ Print Field Alignment Boxes

o Ok X Cancel

Secondary Transmit Flag - Specifies the transmit flag for the claims that youwant to generate. The question mark
symbol is used as awildcard, allowing claimswith any transmit flags to be generated.

Transaction Value to Use - Y our selection from this drop-down list indicates whether you want to include the
charge amount or the approved amount on the HCFA -1500 form.

Recalculate Balances - Checking this checkbox recal cul ates the transaction bal ances before printing them. If you
check this checkbox, the HCFA forms will show the amount paid by the primary insurance company and calculate
the balance. If you don't check this checkbox, the secondary HCFA'swill look exactly like the primary HCFA's.

Positioning - Adjuststhe vertical and horizontal position of the printing (300 units per inch).

Print Field Alignment Boxes - Checking this checkbox prints a box around the fields so that you can properly align
the HCFA form.
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INS.COMPANY INVOICES TAB

J® HCFA Dptions M= Eq

Frimary HCFA 1500 I Secondary HCFA 1500 § Ine. Comparny Invoices

[ INVOICE

I Frimary

j Tranzrmit Flag IN_

[az in Invoice].

Select this page to print on plain paper. invoices for those
inzurance companies whose transmit flag has been zent to

‘ Positioning @ID j @ID j [ Prirk Field Alignment Boxes

../ Ok x Cancel

Primary / Secondary - Select Primary or Secondary, to print on plain paper invoices for either the primary or

secondary insurers.

Transmit Flag - Specifies the transmit flag for the claims that you want to generate. The question mark symbol is

used as awildcard, allowing claims with any transmit flags to be generated.

Positioning - Adjuststhe vertical and horizontal position of the printing (300 units per inch).

Print Field Alignment Boxes - Checking this checkbox prints abox around the fields so that you can properly align

the HCFA form.
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Special Reports: Patient Invoices

Noble* Direct allows you to produce invoices for patients who are uninsured or under-insured. These invoices,
which are designed to print on plain white paper, include all of the available information for a particular claim. By
setting the report criteria, you can control the invoices that you generate.

How to Access the Patient Invoices Functionality

From the Special Reports menu in the Noble* Direct main window, choose the Patient Invoices command.
=-0r-
Access the Special Reports functionality from the quick menu, and then click on the Pat. Invoices tab.

HCF4 1500 | F | Pat. Recall| Commissions | CPT Activiy | Repeat Biling | Master Lists | &/R Report |

ALl |Elne I Hangel FREOYWIDERS
|INCLUDE ALL PROVIDERS

ALL | One I Hangel FATIENTS
| INCLUDE ALL PATIENTS

AL |one | Renge] INSURANCE
| INCLUDE ALL INSURANCE 7 - Al Companies =

Service Dates

01A01./1900 [ 12431 /255! Al | Patient Type - Al | " Frint

To generate patient invoices:

1. Narrow down the invoicesto be generated by selecting the providers, patients, and insurance companies for
which you want to generate invoices. Y ou can select al, one, or arange of items for each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
generate invoicesfor all of your providers, click on the All tab in the Providers section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "all", "one", or "range" for each criterion.
2. Select the service dates for the invoices that y ou want to generate.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

3. Select the patient type for the invoices that you want to generate.
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Y ou can enter the patient type in two ways: (1) by typing a patient type directly into the field or (2) by pressing
the All button in the Patient Type area of the tab. Pressing the button generates invoicesfor all of the patient
types that you have defined.

4. Pressthe Print button.

5. Complete the Invoice Options window by filling in the necessary fields and pressing the OK button.
For more information on this window, see Invoice Options Window.

6. Complete the Report Destination window.

For more information on this window, see Report Destination Window.

Invoice Options Window

Thiswindow appears when you are generating patient invoices using Noble* Direct's Special Reports functionality.
Each field is explained below.

J¥ Invoice Options M= E3

[ Pint Zero Balance Invoices [ PFrint Deductible Transactions Dnly
Seperate Invoice for each  Age Achivity baged on Insurance Criteria on previous screen iz far
IF'atient j IDate of Service j IF'rimary Insurance j
|nclude an lrvoice Include Activity which iz the respongibilite of...

¥ Fayment Details ¥ the Frimary Insurance Compaty

[~ Patient Type ¥ the Secondamy Insurance Comparny

[T Recal Date [ the Patient

[+ Comment ta print at the battam of each invoice

W Dunning Meszages to print at battarn of invoice when appropriate. ..

30+ Days | B0+ Days | 90+ Days | 120+ Daye

AA Font | o OF x Cancel |

Print Zero Balance Invoices - Checking this checkbox generates an invoice even if no money is owed. Leaving this
checkbox blank only generates invoices with a positive balance.

Print a Separate Invoice for Each -Y our selection from this drop-down list controls how invoices are categorized.

Age Activity Based On - Y our selection from this drop-down list indicates whether you want the aging of invoices
(30 days, 60 days, 90 days, 120 days) to be determined by the date of service or the date of transmission / printing.

Print Payment Details - Checking this checkbox shows the details of the payments on the invoice. Clearing this
checkbox just prints the payment totals.

Include Activity Which is the Responsibility Of - Selecting these checkboxes controls the activity shown on the
invoices. Normally, you would want to receive both the primary and secondary insurance payments before turning
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the remainder over to the patient. By unchecking "the Primary Insurance Company" and "the Secondary Insurance
Company" checkboxes and checking " the Patient" checkbox, you can generate a patient invoice before the
secondary insurance pays up.

Comment to Print at the Bottom of Each Invoice - Selecting this checkbox, and then entering acomment in the
field, prints this comment on each invoice.

Dunning Messages to Print at Bottom of Invoice When Appropriate - Selecting this checkbox, and then entering
amessage on the necessary tabs, prints the appropriate messages on the invoice. Y ou can enter a different message
for each aging period.

Font Button - Pressing this button allows you to select the font type, style, and size used for the comments on the
invoices.

Special Reports: Patient Recall

The patient recall report shows alist of when patients are due to return. By setting the report criteria, you can control
the information shown in the report.

How to Access the Patient Recall Report Functionality

From the Special Reports menu in the Noble* Direct main window, choose the Patient Recall command.
_Or_
Access the Special Reports functionality from the quick menu, and then click on the Pat. Recall tab.

Commizzions | CPT Activity | Repeat Billing | Master Listsl A4R Hepu:urtl

ALL | One | Range| PROVIDERS
||N|:LL|DE ALL PROVIDERS
AL | One | Range| FATIENTS
||N|:LL|DE ALL PATIEMTS
ALL |Elne | Range | INSURANCE
| IMCLUDE ALL INSURAMCE T - All Companies j

Al Range Blarks Orly I Recal Dates

Patient Type - Al | W Frint

Inzlude Al Recall Dates and Blanks

To generate a patient recall report:

1. Narrow down the information by selecting the providers and patients to be included in the report. Y ou can
select all, one, or arange of itemsfor each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
report to include all of your providers, click on the All tab in the Providers section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.
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Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range” for each criterion.
2. Select therecall datesto beincluded in the report.

Y ou can enter the dates in three ways: (1) by clicking on the All tab to include all recall dates and blanks; 2) by
clicking on the Range tab and either typing dates into the fields or pressing the button (Pressing the button
toggles between entering today's date and entering All dates (01/01/1900 to 12/31/2999)); (3) by clicking on the
Blank Only tab to include only blank recall dates.

3. Select the patient type for the report.

Y ou can enter the patient type in two ways: (1) by typing a patient type directly into the field or (2) by pressing
the All button in the Patient Type area of the tab. Pressing the button generates areport that includes all of the
patient types that you have defined.

Press the Print button.
Complete the Report Destination window.

For more information on thiswindow, see Report Destination Window.

Special Reports: Salesperson Commission

Noble* Direct cal cul ates sal esperson commissions using user-defined commission types. Since commissions are
calculated on durable medical equipment, thisreport is of primary useto DME users of Noble* Direct. The

sal esperson commission report reviews the paid claims, reporting and allowing you to handle commissions due. It
also allows you to review your commission policy. By setting the report criteria, you can control the information
shown in the report.

How to Access the Salesperson Commission Report Functionality

From the Special Reports menu in the Noble* Direct main window, choose the Sal esperson Commission command.
=-0r-

Access the Special Reports functionality from the quick menu, and then click on the Commissions tab.

ALl |Elne IHangeI FREOYWIDERS
|INI:LL|DE ALL PROVIDERS

ALL |Elne IHangeI SALESMEN
||N|:LL|DE ALL SALES PEOFLE

FPapment Dates Cptions

01/01 /1300 [ 12731 /2333 [N Sumnaty r " Frint
[ Include House
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To generate a salesperson commission report:

1. Narrow down the information by selecting the sal espeople and patients to be included in the report. Y ou can
select all, one, or arange of itemsfor each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
report to include all of your salespeople, click on the All tab in the Salesmen section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "all", "one", or "range" for each criterion.
2. Select the payment dates to be included in the report.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Payment Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

3. Select the report options in the Options area of the tab.

Y our selection from this drop-down list indicates how you want to categorize items on the report. " Summary"
shows atotal for each salesperson. "Patient Totals" shows the result by patient. "CPT Code Totals" showsthe
results by procedure code. "Full Transaction Details" shows each paid claim that justifies the commission.

Checking the Include House checkbox indicates whether you want to print house accounts. House accounts are
claims that produce commissions, but do not have a salesperson.

Press the Print button.
Complete the Report Destination window.

For more information on this window, see Report Destination Window.
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Special Reports: CPT Activity

The CPT activity report calculates the activity for each procedure code in your system. This allows you to determine
the demand and profitability for each aspect of your practice. By setting the report criteria, you can control the
information shown in the report.

How to Access the CPT Activity Report Functionality

From the Special Reports menu in the Noble* Direct main window, choose the CPT Activity command.
-0r-
Access the Special Reports functionality from the quick menu, and then click on the CPT Activity tab.

{| Repeat Biling | Master Listsl A4R Hepu:urtl
ALl |Elne I Hangel CPT CODES

| IMCLDE ALL CPT FROCEDURE CADES

ALL |Elne IHangeI FATIENTS
|INELLIDE.-“-‘«LLF'.-“-‘-.TIENTS
ALL |Elne IHangeI PHYSICIANS
| INCLUDE ALL PHYSICIANS
AL |ane | Range] INSURANCE
| IMCLUDE ALL INSLURAMNCE 7 - &l Companies j

Capvice Dates Report Format and Tranzmit Flags

07/07/1500 [ 12 & Al | Summary Hn " Frint

To generate a CPT activity report:

1. Narrow down the information by selecting the CPT codes, patients, physicians, and insurance companies to be
included in the report. Y ou can select all, one, or arange of items for each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
report to include all of your CPT codes, click on the All tab in the CPT Code section of thetab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "all", "one", or "range" for each criterion.
2. Select the service dates to beincluded in the report.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

3. Select thereport optionsin the Report Format and Transmit Flags area of the tab.
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Y our selection from this drop-down list indicates how you want to categorize items on the report. " Summary"
shows atotal for each CPT code. "Patient Totals" shows the patient transactions that went into cal culating the
totalsfor each CPT code. "Service Date" shows the service date transactions that went into cal culating the totals
for each CPT code. "Physician Totals" shows the physicians that ordered the procedure for each CPT code total.
"Insurance Co. Totals" shows the insurance company for each transaction that went into cal culating the total for
each CPT code. "Full Transaction Details" shows the details for each transaction that justifies each total CPT
code calculation. "Patients w/Addresses" shows the patients name and contact information for each transaction
that went into calculating the total for each CPT code. "Full Trx w/Alt-Desc" shows the transaction details,
including any alternate descriptions, for each CPT code total.

Thetwo fields next to the drop-down list allow you to enter the primary and secondary transmit flags for the
transactions to be included in the report. The question mark symbol is used as awildcard, allowing transactions
with any transmit flagsto beincluded in the report.

4. Pressthe Print button.
5. Complete the Report Destination window.

For more information on thiswindow, see Report Destination Window.

Special Reports: Repeat Billing

The repeat billing report lists the repeat billing claims for arange of patients. This allows you to predict your
recurring revenues. By setting the report criteria, you can control the information shown in the report.

How to Access the Repeat Billing Report Functionality

From the Special Reports menu in the Noble* Direct main window, choose the Repeat Billing command.
-0r-
Access the Special Reports functionality from the quick menu, and then click on the Repeat Billing tab.

AL |one | Range] PROVIDERS
|INELLIDE.&LLF'HEIUIDEHS
AL |one | Range]| PATIENTS
|INELLIDEJ-‘«LLF'£-‘«TIENTS

Service Dates Mazx. Remaining
Fepeatz

07/01/1300 [ 12/31/2333 | |

o Friti

To generate a repeat billing report:

1. Narrow down the information by selecting the providers and patients to be included in the report. Y ou can
select al, one, or arange of itemsfor each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
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report to include all of your providers, click on the All tab in the Providers section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginningitem
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in thefield for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all”, "one", or "range" for each criterion.
Select the service dates to be included in the report.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Select the maximum remaining repeats.

Entering "9999" show all of the transactions with any number of repeats remaining. By specifying a maximum
number of repeats, you can limit the report to contain only those repeat transactions that are going to occur
within a specific time.

Press the Print button.
Complete the Report Destination window.

For more information on this window, see Report Destination Window.
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Special Reports: Master File Listing

The master file listing shows the detail s that you have set up in your system. Y ou can generate master listings of
your patients, physicians, CPT procedure codes, | CD-9 diagnosis codes, insurance companies, providers,
salespeople, hospitals/ facilities, macros, zip codes, patient types, or practices. By setting the report criteriafor the
master list, you can control the information shown in the report.

How to Access the Master File Listing Functionality

From the Special Reports menu in the Noble* Direct main window, choose the Master File Listing command, and
then select the type of master list that you want to generate from the sub-menu.

_Or_

Access the Special Reports functionality from the quick menu, click on the Master Liststab, and then click on the
sub-tab that corresponds to the master list that you want to generate.

HCF& 1500 | Pat. Inveices | Pat, Frecall| Cammissions | CPT Activity | Riepeat Biling  Master Lists | A/R Report |
I CPT I ICD-9 I Ins-I:l:u.I F'rl:widersl Salesmenl F'ractil:esl Ma-:rl:usl H-:uspitalsl Types I Eip-:cu:lel
ALL |Elne IHangeI PHYSICIANS

|INELUDE ALL PHYSICIANS

Patients

W Frint

To generate a master file listing:

1. Narrow down the information to be included in the master filelisting. Each type of master listing hasits own
criteria. For most criterion that you are given, you can select all, one, or arange of items. In other cases, you
may be able to enter avalue.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
report to include all of your providers, click on the All tab in the Providers section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the fieldfor which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must make a selection for each criterion with which you are presented.
2. PressthePrint button.

3. Complete the Report Destination window.
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Special Reports: Accounts Receivable

The accounts receivable report (also called the aged receivables report) summarizes your patient balances and splits
the charges that created these balances into aging categories. This allows you to identify delinquent accounts and
open receivables. By setting the report criteria, you can control the information shown in the report

How to Access the Accounts Receivable Report Functionality

From the Specia Reports menu in the Noble* Direct main window, choose the Accounts Receivable command.
-0r-
Access the Special Reports functionality from the quick menu, and then click on the A/R Report tab.

HEF.-'-‘-.15EIEI| Fat. Invu:uiu:esl Fat Recall | Commissions | CPT Activity | Fiepeat Biling | Master Lists  A7/F Report |

AL | one | Range] PROVIDERS
|INELLIDE&LLF'HDVIDEHS

all |Elne IHangeI FATIENTS
|INELUDE&LLF‘.&TIENTS

AL |one | Range] INSURANCE
| IMCLUDE ALL INSURAMCE 7 - &l Companies j

Service Dates

o1/01/1300 [ 12731293 RN Patient Type [N | o Frint

To generate an accounts receivable report:

1. Narrow down the information by selecting the providers, patients, and insurance companiesto be included in
thereport. Y ou can select all, one, or arange of itemsfor each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
report to include all of your providers, click on the All tab in the Providers section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "all", "one", or "range" for each criterion.
2. Select the service dates to beincluded in the report.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

3.  Select the patient type to be included in the report.
Y ou can enter the patient type in two ways: (1) by typing a patient type directly into the field or (2) by pressing
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the All button in the Patient Type area of the tab. Pressing the All button includes all of the patient types that
you have defined in the report.

Press the Print button.

Complete the Additional A/R Report Criteriawindow by filling in the necessary fields and pressing the OK
button.

For more information on this window, see Additional A/R Report Criteria Window.
6. Complete the Report Destination window.

For more information on this window, see Report Destination Window.

Additional A/R Report Criteria Window

Thiswindow appears when you are generating an accounts receivable report using Noble* Direct's Special Reports
functionality. Each field is explained below.

,“ Additional A/R Report Crtena

— Ag-0f Date
Include transactions and payment create on or before.. . |G RPN
 Report Optiohs ———— —Minimum Age
: Include Tranzactions az old or
Frint Total Page Onl
M i Ve e Wl older than... ID_ Days
[~ Print Patient Totals Only

—Patient Balance Fange——

Include Zero Bal
I™ Include Zero Balances Mirirmum | -3393.93

[ Include Trx Comments

~ Age By b axirnum | 9999999

% Service Date From ~Payment Besponsibility—————

|nzlude frangzaction which are

i jz3i il
lesmemissien Dee the rezponsibility of ...

— Report Order [+ Frirmamy Insurance
IF'atient j [V Secondary Insurance
[+ Paticnt

[T Exclude Suspended Tranzactions [those with a transmit flag of "5")

W OK X Cancel

;_.-ﬂ Advanced

As Of Date - Specifies the transactions and payments to include in the report, by date. The current dateis entered
automatically.

Options - Check the checkboxesto indicate what you want to print.
Age By - Y our selection indicates how you want to determine the age of the transaction.

Minimum Age - Specifies the minimum age of the transaction to include in the report.

Report Order - Specifies the order of the report. "Patient" lists the report information al phabetically be patient last
name. "Primary Insurance” lists the report information alphabetically by primary insurance company name.
"Secondary Insurance” lists the report information alphabetically by secondary insurance company name.

Minimum Balance - Specifies the minimum amount of the transaction to be included in the report. The default
shows avalue of -9999.99. This means that transactions, with any balance amount, will be included in the report.
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Responsibility - Further narrows done the transactions included in the report by responsibility. Using these
checkboxes, you can generate areport just showing your account receivables for the primary insurance companies.

Advanced Button - Allows you to select apredefined patient list from afile.

Special Reports: Mailing Labels

Noble* Direct provides built-in functionality for generating mailing labels. Y ou can generate mailing labels for your
patients, physicians, insurance companies, providers, salespeople, hospitals/ facilities, or practices. By setting the
mailing label criteria, you can control the labels printed.

To generate mailing labels:

1. From the Specia Reports menu in the Noble* Direct main window, choose the Mailing Labels command, and
then select the type of mailing labels that you want to generate from the sub-menu.

A window appearsto allow you to narrow down the labelsto be generated.

2. Completethefieldsin the Mailing Label window, and then press the OK button. For more details on this
window, see Mailing Labels Window.
3. Complete the Report Destination window.

For more information on this window, see Report Destination Window.

Add Condition Window

Thiswindow appears when you are adding conditions to be used when generating mailing labels. To build a
condition, you need to enter a condition code, operator, and value. When you are done entering the elementsto form
the condition, press the OK button to add the condition to thelist in the Mailing Labels window. Each field is
explained below.

Bl

Sample : 200

W COF X Cancel |

Condition Code - Select the condition code from this drop-down list. The condition codes correspond to the fields
in the file maintenance window for the type of mailing labelsthat you are generating.

Operator - Choose an operator for the condition from this drop-down list. These are general mathematical
operators.

Value - Enter the value that completes the condition in the field. A sample for the condition code that you chose
appears below the field.
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Mailing Labels Window

Thiswindow appears when you are generating mailing labels using Noble* Direct's Special Reports functionality.
Thetitle of the window includes the type of mailing labels that you are generating. Each field is explained below.

BT one | Range | PATIENTS

| IMCLUDE &ALL PATIENTS

LABEL RULES CONDITIONS
Use Avery # 516005260 Labels or Equivalent Only Print Labels For Those Who Meet The Fallowing Conditions...
1 2 ] i

= EDIEIEIS aof Each

78 | 3 cliE |1 3

w1z x

13 [ 14 15

6 17 18 ﬂ ﬂ

;g gg 3-1 Starting Label SORT ORDER

Mumnber "
28|26 2T -
il |1 j | Pat_FipCode J

——
e A T I L K| X concel|

All - One - Range Tabs - With each type of mailing label, you can specify whether you want to generate mailing
labelsfor al, one, or arange of items.

To select all of the items for the criterion: Click on the All tab for the criterion.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range in the first drop-down list and the ending item for the range in the second drop-down list. Y ou can
also select the starting or ending item using the Magnifying Glass button. Click in the field for which you want
to make a choice, pressthe Magnifying Glass button, click on your choice in the window that appears, and then
press the Select button.

Copies of Each Label - Specifies the number of copies of each label that you want to generate.

Starting Label Number - Specifies the starting label position. The graphic to the left of the control showsthe
layout of the label sheet. Noble* Direct requiresthat you are use Avery labels #5160/5260 or equivalent. Y ou can
either enter the starting label number in the field or press the label number in the graphic.

Positioning - Adjuststhe vertical and horizontal position of the labels (300 units per inch).

Advanced Button - Displays the Advanced L abeling Positioning window, which allows you to precisely adjust the
left edges of each columnin pixelsand to set the font and font size.

Conditions - Allows you to enter additional conditions that control which labels are generated.

To add a condition, press the Plus Sign button. Compl ete the fields in the Add Condition window. For more
details on thiswindow, see Add Condition Window.

To delete an existing condition, click on the condition that you want to delete, and then press the Minus Sign
button.

Sort Order - Specifiesthe order of the labels to be generated. These are the same codes used in the Add Condition
window.
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Special Reports: Blank CMN Forms

Noble* Direct provides built-in functionality for printing blank CMN forms. The CMNs are duplex printed (printed
on both sides) using Microsoft® Word.

Note: If you do not have a duplex printer, you will have to feed the paper to print the back of the CMN manually.
To generate blank CMN forms:

1. From the Specia Reports menu in the Noble* Direct main window, choose the Blank CMN Forms command,
and then click on the type of form that you want to generate from the sub-menu.

2. Click Printin the dialog box.

Mail Merge |

Document : CO1024.D0C

DataSource - COT024 DAT

DS Location:C: 4ty Documentsh

X Cancel | Hrifiter |

3. Select thetransactionsto be included in the report and click Print.

A% Select Tranzactions to be included on the CMN

Patient D
Patient M ame

| Seq | DaeFrom | Procedure Code & Description | ApprovedAmt|  Charge Amt

o Frint x Cancel

4. Complete the Report Destination window.

For more information on this window, see Report Destination Window.

Special Reports 5-19



Noble*Direct

Special Reports: Patients Of... Reports

The patients of... report functionality allows you to generate reports of the patients of a physician, primary insurer,
secondary insurer, provider, or salesperson. By setting the report criteria, you can control the information included
in the report.

To generate a patient of... report:

1

From the Special Reports menu in the Noble* Direct main window, choose the Patients Of... Reports command.
The Patients Of... Report window appears.
Select the report type that you want to prepare from the drop-down list.

Narrow down the information to be included in the report. Y ou can select al, one, or arange of items for each
of the criterion shown.

Patients of_.. Report |

Report Type :

ALL |I:Ine IHangeI PHYSICIANS

| IMCLUDE ALL PHYSICIANS

AL |one | Range| PATIENTS

| IMCLUDE &LL PATIENTS

Fatient Type - ﬂl vf k. x Cancel |

To select all of the items for the criterion: Click on the All tab for the criterion.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "al", "one", or "range" for each criterion shown.
Select the patient type to beincluded in the report.

Y ou can enter the patient type in two ways: (1) by typing a patient type directly into the field or (2) by pressing
the All button in the Patient Type area of the window. Pressing the All button includes all of the patient types
that you have defined in the report.

Press the OK button.
Complete the Report Destination window.

For more information on this window, see Report Destination Window.
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Special Reports: Birthday List
The birthday list report allows you to generate alist of patient by their birth month.

To generate a birthday list report:

1. From the Specia Reports menu in the Noble* Direct main window, choose the Birthday List command.

The Patients Birthday List window appears.

Patient Birthday List E
Morth :

W OK X Cancel |

Sel ect the month that you want to include in the report from the drop-down list.
Pressthe OK button.
4. Complete the Report Destination window.

For more information on this window, see Report Destination Window.
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Special Reports: Additional Reports

Noble* Direct currently includes two additional reports: Month-End Report and Medicare Rebate Report. As Noble
House adds additional reports, they will be placed in the Additional Reports sub-menu.
To print one of the additional reports:

1. From the Special Reports menu in the Noble* Direct main window, choose the Additional Reports command,
and then click on the report that you want to print in the sub-menu.

2. For the Month End Report, select the practice and the Activity Dates.

Month End Summary Ed

Practice

200 - ACME MEDICAL SUPPLY, INC £|
Inzlude Activity fram I_.-"_.-'l throLigh I_.-"_.-'l

3. For the Medicare Credit Request Form, select all, one, or arange of CPT codes, enter the Service Dates, verify
the Primary Transmit Flag, and click OK.

Medicare Credit Reguest Form
| Ohe I Range I
CHFT CODES
|INELL|DE ALL CPT PROCEDURE CODES
SERWICE
06071 /2001 o o (06/21/2001 Al
I I DATES
Primary Trangmit Flag IY_ TRANSMIT
FLAG
W OF X Cancel
I
200 ACME MEDICAL SURPPLY, IMC
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6 Utilities

Noble* Direct offers avariety of utilities that provide additional Noble* Direct functionality. These include functions
that repair the system when broken or control other non-standard, advanced features.

Y ou can access the utilities functionality in one of two ways:
(1) From the Utilities menu in the Noble* Direct main window
(2) Using the Utilities button on the quick menu

All of the utilities, with their corresponding menu commands and tab names, are listed below.

Menu Command Tab Name

Reset Transmit Flags Reset Flags
Practice Snapshot Practice Snapshot
Mailbox Handling Mailbox Handling
Autopost Payments Autopost Payments
Reprint Last Xmit None

Doctor Noble Doctor Noble
Special Utilities None

DataSync Import / Export None

Live Update None

Offsite Backup None

System Configuration None
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Utilities: Resetting the Transmit Flags

Noble* Direct's primary purpose isto facilitate claims collection by transmitting claimsto a clearing house for
transmittal to Medicare and various private insurance companies. For this process to work, a claim must be sent just
onetime. If aclaimisnot sent, it cannot be collected. If aclaim is sent more than once, a double collection may
occur, leading to hassles and paperwork to avoid fraud charges and straighten out the situation.

To avoid these problems, Noble* Direct usestransmit flags. When aclaimisfirst created, it iseligible for
transmission, and its transmit flag is set to "N" for no. After the claim istransmitted or printed, itstransmit flag is set
to"Y" for yes, so that it is not transmitted again.

However, there are rare occasions when you need to transmit a claim more than once. Under the processing center's
direction, you can reset the claim's transmit flag, so that it can be transmitted a second time. Resetting the transmit
flag is handled using Noble* Direct's Reset Flags tab.

Warning: Do not use this function without first consulting Noble House at (954) 418-0829. I nappropriate use of
this function will lead to double claims, which will complicate and delay your collection process.

How to Access the Reset Flags Tab

From the Utilities menu in the Noble* Direct main window, choose the Reset Transmit Flags command.
-0r-
Access the Utilities functionality from the quick menu, and then click on the Reset Flags tab.

I Practice Snapshntl b ailbox Handling | Avtopozt F'a_l,lmentsl D'octor NDI::IEI

AL |one | Range] PROVIDERS
||N|:LL|DE.-'3‘-.LLF'H|:|"-.-"|DEF|5

sl |I:Ine IHangeI FATIEWNTS Patient Type
||N|:LL|DE.-'3‘-.LLF'.-'1'-.T|ENTS _
ALL |Elne |Hange| INS Insurance Type
INCLUDE &LL INSURANCE | 7 - &)l Companies =

Tranzmit I:Zl.ate:sz_l 0B/22/ z ALL Change Flagﬂ ko m

o Reset Flags

To reset the transmit flags:

1. Narrow down the transactions to be reset by selecting the providers, insurance companies, and patients for the
transactions that you want to reset. Y ou must select all, one, or arange of items for each of these criterion.

Note: Please be very careful when using this utility asyou could potentially reset the transmit flags for all of
your transactions causing all of your claimsto be submitted in duplicate.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
reset the transmit flags for all of the providers, click on the All tab in the Providers section of the Reset Flags
tab.

To select one item for the criterion: Click on the One tab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.
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To select a range of items for the criterion: Click on the Rangetab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range" for each criterion.

2. Select whether you want to reset the transit flags for the primary or secondary insurance company from the
Insurance Type drop-down list.

3. If youwant to reset the transmit flags for asingle patient type, enter the patient typein the Patient Typefield.
4. Select the dates for which you want to reset the transmit flags.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Transmit Dates area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

5. Enter the appropriate transmit flags in the two Change Flag fields.

For example, to change the transmit flag for your selected transactions from "Y" (transmitted) to "N" (not
transmitted), enter "Y" in thefirst field and "N" in the second field.

Press the Reset Flags button.

In the Reset Transmit Flags window that appears, verify that the settings are correct, and then press the Reset
Flags button.

Note: Y ou can also reset the transmit flag for atransaction from the Enter Transaction tab. See Toggling the
Transmit Flag for more information.
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Utilities: Taking a Practice Snapshot

Although Noble* Direct's primary purpose isto handle claims and payments, it gathers alot of useful informationin
the process. The Practice Snapshot utility uses thisinformation to draw an instant picture of where your practiceis
financially. Thisis handled using the Practice Snapshot tab.

How to Access the Practice Snapshot Tab

From the Utilities menu in the Noble* Direct main window, choose the Practice Snapshot command.

=-0r-

Access the Utilities functionality from the quick menu, and then click on the Practice Snapshot tab.

AL | one | Range] PROVIDERS
|INCLUDE ALL PROVIDERS
AL | one | Range] PATIENTS | patert Tupe
INCLUDE &LL PATIENTS ]
all | One I Hangel INS
| INCLUDE ALL INSURANCE | 7 - &)l Companies =l
. . ALL Frirmary Tranzmit Flag H
\/' Diizplay

To take a practice snapshot:

1

Narrow down the transactions to be included in the snapshot by selecting the providers, insurance companies,
and patients for the transactions that you want to include. Y ou must select all, one, or arange of itemsfor each
of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
include all of the providers, click on the All tab in the Providers section of the Practice Snapshot tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choicein the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range” for each criterion.
If you want the practice snapshot to include asingle patient type, enter the patient type in the Patient Typefield.
Select the service dates that you want to include in the practice snapshot.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button togglesbetween entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

6-4 Utilities




The Comprehensive Remedys™

Enter the primary transmit flag for the transactions that you want to include in the snapshot.

Entering "?" includes all of the transactions meeting the other criteria, regardless of their transmission status.
Entering "Y" only includes transmitted transactions. Entering "N" (or another code used by your practice)
includes non-transmitted transactions using that code as the transmit flag.

Press the Display button.

Noble* Direct displays a message box asking if you want to exclude suspended transactions. Suspended
transactions are transactions that are placed on "hold." For more information, see Suspending a Transaction.

After you answer, Noble* Direct gathers the data based on the criteriathat you set and displays the Practice
Snapshot window.

Practice Snapshot - Criteria Tab

The first tab summarizes the criteriayou used to create the snapshot.

| Practice Snapshutl Practice Analpziz

FROVIDERS  [by id number]
Startig :
Ending: ~

INSURAMCE COMPAMIES (B id nurber]
Startig :
Ending :
Type: Primary

PATIEMTS  [buid nurmber]
Startig :
Ending :

SERVICE DATES
Starting : 0740741900
Enditg : 110142001

ExCLUDE SUSPEMDED TRAMSACTIONS

PAYMENTS y
COLLECTED 3.954.00 Frint & 0K
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Practice Snapshot - Practice Snapshot Tab

The second tab is the practice snapshot. To print the practice snapshot, press the Print button, and then complete
the Report Destination window that appears. For more information on this window, see Report Destination
Window.
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Practice Snapshot - Practice Analysis Tab

Thethird tab shows the practice analysis. While this practice analysis computes its own factor values (the
percentage difference between the actual charge and what was actually paid), it allows you to enter your own
factor valuesin the User fields. Entering your own factor values can result in amore accurate analysis.

MEDICARE MEDICAID
CHG AMOUNT w/PMT |CHG AMOUNT w/o PMT | CHG AMOUNT w/PMT |CHG AMOUNT wio PMT
0.00 0.00 0.00 0.00
BALANCE w/PMT AMOUNT PAID | BALANCE w/PMT AMOUNT PAID
0.00 0.00 0.00 0.00
TOTAL APPROVED WALUE wio PMT | TOTAL APPROVED WALUE wio PMT
0.00 0.00 0.00 0.00
AR CALC VALUE A/RUSERVALUE | A/R CALCVALUE A/R USER VALLE
0.00 0.00 0.00 0.00
PRIVATE FACTOR VALUES
CHG AMOUNT w/PMT |CHG AMOUNT wio PMT CALC LISER
0.00 0.00
BALANCE w/PMT AMOUNT PAD | MEDICARE  0.00 [0
0.00 0.00
TOTAL APPROVED VALUE wio PMT | MEDICAD  0.00 [0
0.00 0.00
A/R CALD VALUE A/RUSERVALUE PRVATE  0.00 [0
0.00 0.00
PAYMENTS B Py
COLLECTED 3.954.00 Prirt « OK

To close the Practice Snapshot window, pressthe OK button.
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Utilities: Handling Your Mailbox

Y ou can access your mailbox from Noble* Direct's Mailbox Handling tab.

How to Access the Mailbox Handling Tab

From the Utilities menu in the Noble* Direct main window, choose the Mailbox Handling command.

=-0r-

Access the Utilities functionality from the quick menu, and then click on the Mailbox Handling tab.

-01‘-
Press the Mailbox toolbar button in the main window.

R eszet Flagsl Practice Snapshat  Mailbox Handling I.ﬂ'-.utcupcust P'a_l,lmentsl D'octor NDI::IEI

File: Mame |T':.fpe |Size |I]uwnluad Diate

| Printed

=] Dovwenload Mailko

Print Selected Files

Print &l Unprinted

Purge Historic Files

To use mailbox handling:

Click Download Mailbox; the system downloads and lists the filesin your mailbox. Y ou may print the files by
selecting them and clicking Print Selected Files or you may print all filesthat have not yet been printed.

Y ou may also delete old filesin your mailbox by clicking the Purge Historic Files button, entering the date prior to

which you want files deleted, and clicking OK.
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Utilities: Autoposting Payments

Autopost Paymentsis part of Noble* Direct's ERN information handling functions. Using this utility, you can apply
the payments that you received from Medicare to the patients accounts. Thisis handled using the Autopost
Payments tab. Autopost paymentsis possible because the details on how to split up the check already exist in the
ERN information.

Note: Autopost payments cannot be used for private insurance company payments or payments directly from the
patient.

How to Access the Autopost Payments Tab

From the Utilities menu in the Noble* Direct main window, choose the Autopost Payments command.
_Or_
Access the Utilities functionality from the quick menu, and then click on the Autopost Payments tab.

Feset Flagsl Fractice Snapshl:utl Mailbox Handling ~ Autopost Payments | Doctar N-:ul:ulel

Recon Date [HMNGEM | .| Check No | Ll Received [06/22/2001 | Batchld |

[ Frint Papments Bepaort after Auto-Posting [+ Update Approved?Deductable Armaunt
. . . Auta Post
[~ Frint Error List after suta-Pasting
Check Mo, Check Date Patiett Tre-5Seq FIint FEyEts |

| Errorz Fatient Tranzaction Check, Erirt, Emors |

To autopost payments:
1. Describe the check that has arrived to the system.

Recon Date - Enter the date of the report that contains the check you are about to post. To lookup the report,
press the button next to the field.

Check No. - Enter the check number here. Thiswill aid you in reconciling the changes in the patients' balances
against check's total value. To lookup the check number, press the button next to the field.

Note: If you enter all 9's, every check number from the Recon report will be posted automatically. This gives
you the ability to post numerous checks from a Recon report at once.

Received - Enter the date that you received the payment. Thisis the posting date of the payment and isincluded
on report detailing a patient's claims and payments. The current date is entered automatically.

Batch ID - Anidentifier that you want to use to identify the group of payments that you are entering.
Completing thisfield is not required, but can be useful.

2. Check the checkboxes corresponding to the options that you want to use. Y ou can print a payments report after
autoposting, update the approved/deductible amount, and/or print an error list after autoposting.

3. Pressthe Auto Post button.
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Utilities: Reprinting the Last Transmission

When you transmit your claims, Noble House returns areport to you titled "Electronic Claim Summary." If you
need to reprint another copy of the last report sent to you, Noble* Direct allows you to do.

To reprint another copy of the last Electronic Claim Summary:
1. Fromthe Utilitiesmenu in the Noble* Direct main window, choose the Reprint Last X mit command.
2. Complete the Report Destination window.

For more information on this window, see Report Destination Window.

Utilities: Working With Doctor Noble

Doctor Nobleisa utility that confirmsthe integrity of the information stored in Noble* Direct. Y ou can access
Doctor Noble using the Doctor Nobl e tab.

Fieset Flags | Practice Snapshntl b ailbox Handling | Autopost Payments  Doctor Mable

File Fra Patient/key  Tr-S5eq Pmt-Seq Description Field " ale

% General Check-up | B Only examine the current practice Bt Doctorsrders

To use Doctor Noble:

1. From the Utilities menu in the Noble* Direct main window, choose the Doctor Noble command.
-0r-
Access the Utilities functionality from the quick menu, and then click on the Doctor Noble tab.

2. Besurethat the checkbox is checked if you want to examine only the current practice.
If you want to examine all of your practices at one time, uncheck the checkbox.

3. Pressthe General Check-up button.

Doctor Noble looks through your patients, transactions, and payments. It repairs any minor errors automatically
and notifies you of any major errorsthat cannot be repaired. If this happens, right-click on the error. The system
allowsyou to either edit or delete the error.

4. Toprint theresults of Doctor Noble's analysis, press the Print Doctors Orders button.
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Utilities: Using the Special Utilities

Noble* Direct provides you with several special utilities. Theseinclude: Automated Write-Offs, Batch Change CPT
Code, Copy Practice Tables, and Fresh Start. For more information on these special utilities, see:

Automated Write-Offs
Batch Change CPT Code
Copy Practice Tables
Fresh Start

Trx/Pmt Viewer
Transaction Import

Load Check Information
Purge

Reinstall Updates

Performing Automated Write-Offs

Noble* Direct allows you to easily write-off agroup of transactions whose balances are uncollectible. Writing off a
transaction automatically creates a"W/QO" payment in the amount of the current balance, thus making the balance
zero. To learn how to write-off an individual transaction rather than a group of transactions, see Writing Off a
Transaction.

' Automated Write-Offs

FREOVIDERS
' INCLUDE &LL PROVIDERS
all II:Ine IHangeI FATIENTS Patient Type
INCLUDE &LL PATIENTS I
all IEIne IFIangeI NS
| INCLUDE ALL INSURANCE [ 7 - &l Companies B

Service Date QUSEeEseEi N

OB/ 2242001 aLL

W wiite OIfF

To write-off a group of transaction automatically:

1. From the Utilities menu in the Noble* Direct main window, choose the Specia Utilities command. From the
sub-menu, select Automated Write-Offs.

2. Inthe Automated Write-Offs window, narrow down the transactions to be written-off by selecting the
providers, insurance companies, and patients for the transactions. Y ou can select al, one, or arange of itemsfor
each of these criterion.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
write-off the transactions for all of your providers, click on the All tab in the Providers section of the window.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.
Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
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you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: Y ou must select "all", "one", or "range" for each criterion.

If you want to limit the transactions to be written-off to a specific patient type, enter the type in the Patient Type
field.

Select the service dates for the transactions to be written-off.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Press the Write-Off button.
The Automatic Write-Offs window appears showing you alist of the transactions meeting your criteria.
Do thefollowing:

To remove atransaction from the list and thus not write-off the balance, select the transaction(s) that you want
to remove, and then press the Remove Item(s) button. To select multiple items, hold down either the Shift key
(to select contiguous items) or the Ctrl key (to select non-contiguous items) while clicking on the transactions
that you want to remove from thelist.

To print the list of write-offs, press the Print button. Noble House suggests that you print alist of the write-offs
before actually writing them off.

When you have only the transactions that you want to write-off appearing in the list, press the Post W/O's
button.

Batch Changing a CPT Code

Noble* Direct allows you to easily change all of the occurrences of one CPT code to another CPT code throughout
the system using the criteriayou set.

0K

To change a CPT code throughout the Noble*Direct system:

1

From the Utilities menu in the Noble* Direct main window, choose the Special Utilities command. From the
sub-menu, select Batch Change CPT Code.

In the window that appears, choose the CPT code that you want to change from the first drop-down list and the
CPT code to which you want to change from the second drop-down list.

To select the CPT code from either entry from alist instead, press the Magnifying Glass button, click on your
choicein the window that appears, and then press the Select button.

Pressthe OK button.

In the Batch Change CPT Codes window that appears, narrow down the transactions to be changed by selecting
the providers, insurance companies, and patients for the transactions. Y ou can select al, one, or arange of items
for each of these criterion.
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To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want to
change the CPT code for al of your providers, click on the All tab in the Providers section of the window.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your oneitem
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range from the first drop-down list and the ending item for the range from the second drop-down list.

Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
you want to make a choice, press the Magnifying Glass button, click on your choice in the window that appears,
and then press the Select button.

Note: You must select "all", "one", or "range" for each criterion.
If you want to limit the CPT code change to a specific patient type, enter the type in the Patient Typefield.
Select the service dates for the CPT code change.

Y ou can enter the dates in two ways: (1) by typing the dates directly into the fields or (2) by pressing the button
in the Service Date area of the tab. Pressing the button toggles between entering today's date and entering All
dates (01/01/1900 to 12/31/2999).

Press the Gather button.
The Change CPT Code window appears showing you alist of the transactions meeting your criteria.
Do the following:

To remove atransaction from the list and thus not change the CPT code, select the transaction(s) that you want
to remove, and then press the Remove Item(s) button. To select multiple items, hold down either the Shift key
(to select contiguous items) or the Ctrl key (to select non-contiguous items) while clicking on the transactions
that you want to remove from thelist.

When you have only the transactions that you want to change appearing in the list, press the Change CPT's
button.
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Copying the Practice Tables

Noble* Direct for Windows allows you to copy your master files from one practice to another. Thisisreferred to as
"copying practice tables.”

Copy Practice Tables E

Copy from which practice...

|4BT - BT MEDICAL SUPPLY, INC. =l

Copy o which practice. ..

DA, - DIA-CARE, IMC.

[+ Physicians [+ Hospital/Facilities

¥ Insurance Companies v Macros

[+ CPT Procedure Codes [+ Patient Types

[v ICD-9 Diagnostic Codes [~ Patients

[+ Providers T Sl T Lddreszes
[ Salesmen [T | Eamments

[+ Feplace pre-existing records when duplicates encountered

\/ Ol x Cancel

To copy your master files from one practice to another:

1

From the Utilities menu in the Noble* Direct main window, choose the Specia Utilities command. From the
sub-menu, select the Copy Practice Tables command.

In the Copy Practice Tables window, select the practice from which you want to copy the master files from the
Copy From drop-down list.

Select the practice to which you want to copy the master files from the Copy To drop-down list.

Note: Y ou must have already set up the new practice for it to be included in thislist. For information on setting
up anew practice, see File Maintenance: Practices.

Check the checkboxes corresponding to the master files that you want to copy.

If you want to replace pre-existing records when duplicates are encountered, check the checkbox. Otherwise,
leaveit blank.

Pressthe OK button.

When the copying is complete, Noble* Direct tells you how many items were copied successfully.
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Getting a Fresh Start

Noble* Direct provides you with the Fresh Start utility that automatically closes and re-opens all of the master files.
Thisis used for troubleshooting.

To get a fresh start:

From the Utilities menu in the Noble* Direct main window, choose the Special Utilities command. From
the sub-menu, select the Fresh Start command.

Noble* Direct re-open all of the master files.

Viewing the Trx/Pmt Information

Thisfunction isfor use by Noble House technical support only.

Transaction Import

Noble* Direct provides you with a utility that allows you to import transaction details from afile.

S Transaction Auto-lmport

Enter Tranzaction |mpart Filenarne:

| -

=Y Execute

To import transactions:

From the Utilities menu in the Noble* Direct main window, choose the Special Utilities command. From
the sub-menu, select the Transaction Import command.

Enter the Transaction Import Filename and click Execute. The system imports the transaction details.
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Load Check Information

Noble* Direct provides you with a utility that allows you load check information directly from afile. Thisisonly
necessary if the fileis not |oaded automatically when you check your Mailbox.

To Load check information:

J* Populate Check Table Utility M= E3
| Results I
Dirive File List
EEL =
Direchary

o7 Uk o Al |_1="LEIDSE |

From the Utilities menu in the Noble* Direct main window, choose the Special Utilities command. From
the sub-menu, select the Load Check Information command.

Select the file from thelist and click OK to load or click All to load all.

Click the Results tab and review information.

J* Populate Check Table Utility M= E3
Process Settings |
Practi... | Check Mo. | File M ame | Check. Datel Errar
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Purge

Noble* Direct provides you with a utility that allows you to purge old transaction information from the system.
WARNING! This utility can delete large amounts of data and should be used with great care!

To purge old transaction information:

From the Utilities menu in the Noble* Direct main window, choose the Special Utilities command. From
the sub-menu, select the Purge command.

Tranzactions Purge Utiliky

Az-0F Date:

12424,/2000

[ lgnore Balance
[T Delete Inactive Patients
[+ Create Report

o 0K

x Cloze |

Verify the date. Transactions prior to this date will be del eted.

If you check Ignore Balance, transactions will be deleted even though they contain a balance due; if Ignore
Balanceis not checked, the system will retain any transactions that contain a balance.

If you check Delete Inactive Patients, the system will delete patients with no activity since the As-Of date.
4. If you check Create Report, the system will generate alisting of the purged transactions.

Reinstall Updates

Noble* Direct provides you with a utility that allows you reinstall live updates that you have received online.
To Reinstall Updates:

1. From the Utilities menu in the Noble* Direct main window, choose the Special Utilities command. From the
sub-menu, select the Reinstall Updates command. The system asks you to confirm that you want to shut down
Noble* Direct and reinstall live updates.

2. Click Yesto continue. The system asks you to reconfirm that Noble* Direct is not running and that you want to
reinstall.

3. Click OK; the system reinstalls the updates to the software.
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Utilities: Synchronizing Data

Thisutility allows you to synchronize data between computers. Every record in Noble* Direct has a date/time stamp
associated with it. Every time arecord is added or updated, the stamp is updated. The DataSync utility allows you to
export the records within a specified date range for importing to another computer.

To export records:

1. From the Utilities menu in the Noble* Direct main window, choose the DataSync Import/Export command.
From the sub-menu, select the DataSync Export command.

=Y =l [ 200 - ACKME MEDICAL S

Ctart Dlate IDE£22£2EIEI1 j Export new patients and activity
L
L

entered between the supplied
End D ate IEIE;"22£2EIEI1 dates.

E=port x Cancel ‘ ﬁ Setup |

2. Pressthe Setup button, complete the DataSync - Export - Setup window, and then press the OK button in this
window.

i@ DataSync - Export - Setup =] B3

Export File Name (B STeR S e E R &

Batch File to Execute after creating the Export File

Title [dezchbe the batch file's funchion]
IEDp_I,I to Floppy Dzl

B atch File Contents [valid dos commands]

[+ Attempt to predict starting/ending date range
[T HPQ

o OF X Cancel

Information in this window includes the export file name and the batch file to execute after creating the export
file. The Export File Name is the name of the file under which to save the extracted records.

Batch File to Execute includes a name for the batch file and the DOS commands to be contained inthe batch
file. By using abatch file, you can automatically copy the export fileto afloppy disk.

6-18 Utilities



The Comprehensive Remedys™

DataSync is an advanced feature of Noble* Direct. For more information on batch files, contact Noble House

3. Inthe DataSync - Export window, select the name of the practice from which you want to export the records
from the Practice drop-down list, and enter adate range in the Start Date and End Date fields.

If you want to export all of the records, press the All button. Doing so enters adate range of 01/01/1900 to
12/31/2999.

4. Pressthe Export button.
To import records:

1. From the Utilities menu in the Noble* Direct main window, choose the DataSync Import/Export command.
From the sub-menu, select the DataSync Import command.

DataSync - Import

Impart Filenarme |l ER R {0 = Ny Ta o ET =N | |- |
[ Include Becords from Noble*Prel Files

Import new patients and activity from the specified import file

It

2. Inthe DataSync - Import window, select the name of the file to which you exported the records.
If you need help locating the path and filename of the file, press the button next to the Import Filenamefield.

3. Pressthe Import button.

Utilities: Updating the Software

Noble* Direct for Windows allows you to connect to the Noble House web site to obtain the latest version of the
software.

Note: Y ou must exit Noble* Direct on all of your other computers, if any, before updating your software.
To update Noble*Direct:

1. Fromthe Utilities menu in the Noble* Direct main window, choose the Update Software command. The system
reminds you that you must be connected to the Internet and notifies you that Noble* Direct will shut down.

2. Click Yesto continue. The system displays the Noble House Live Update Window. Thisis awizard-like
process that allows you to download the latest version of your software from the Noble House server.

3. Todownload, click the Next button and follow the directionsin the Live Update Window.
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Utilities: Offsite Backup

Noble* Direct for Windows allows you to backup your files offsite.

NOTE: Noble House strongly recommends that you do your own local daily backups. This feature should only be
used as alast resort and is not areplacement for daily backups.

To backup your files offsite:

1. From the Utilities menu in the Noble* Direct main window, choose the Offsite Backup command. The system
displays the Noble House Offsite Backup Window. Thisisawizard-like processthat allows you to backup your
information to the Noble House server.

2. To perform the backup, click the Next button and follow the directionsin the Offsite Backup Window.

Utilities: Configuring Your System

Noble* Direct for Windows allows you to control and change several of your system options.
To change the system setup options:

From the Utilities menu in the Noble* Direct main window, choose the System Configuration command,
and then choose command for the option that you want to use from the sub-menu. A description of each
command follows.

Command Description
Setup Options Allows you to change certain software options.
pcAnywhere Host Launches pcAnywhere for remote support. To be used

under the direction of Noble House.

Language Allows you to choose English or Spanish

Note: With the exception of the first command, you probably do not want to change these options without the
guidance of Noble House.
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Utilities: Configuring Your System - Setup Options
Noble*Direct for Windows allows you to control and change several of your system options.
To change the system setup options:

From the Utilities menu in the Noble* Direct main window, choose the System Configuration command,

and then choose Setup Options. The system displays the Setup Options dialog box, which contains six tabs. A
description of each tab follows.

Setup Options

| Batch Files | Link toward I Comment-CPT I Custom Flds I Tracker I

[~ Request User |d during Application Start-up [T Debug Mode (Internal Use Only)

¥ Pop-up Quick-Menu at bottom of Main Screen [~ Enable Procedure Code State Rate T able
v Dizplay Tranzactions in Service O'ate Order
¥ Frirt Bepaort with bar graphs [zhading) [w Usge TCP/IP Communication Protocol

Transmizzion Password I

W OK X Cancel

Y ou can enabl e certain system options by checking the appropriate check box. Y ou can:
- Cause the system to request a user |D before starting the software.
- Show or hide the quick menu.

- Control the order of the transactions on the Enter Transaction tab.

- Print reports with shaded bar graphs. Shading on reports may create long print times or cause problems with
some older printers. If thisisthe case, just clear the checkbox.

- Place the software in debug mode.

- Enable the use of the procedure code state rate table. The state rate table gives you the ability to specify a
particular Charge Amount by insurance company and by state. This would be useful if you charge different
amounts to the same insurance company for patientsin different states.

- Cause the system to transmit data over the Internet via TCP/IP and enter the transmission password. If you have
Internet access, check this option.
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Batch Files

Setup Optionz  Bateh Files | Link to "v'v"u:uru:ll Comment-CPT I Cuztom F|IZ|SI Trackerl

BATCH FILE PREFI [right click for menu of predefined batches)
BTREO3G

NODELAY 200

BDOSSTUE

Btrieve 615
Pervasive SOL 7
BATCH FILE SUFFI= Client Server - Nowvell
ExIT Client Server - HT

X Cancel

If your data communication is viathe Internet, do not worry about this tab. If not, please consult with Noble House
technical support before making any changes.

Link to Word

Setup Elptiu:unsl Batch Files  Link to*ford | Comment-CRT I Cuztom F|I:|SI Trau:kerl

[+ Use Object Linking and Embedding bo

Path ta Microzaft ward [Mat needed if uzing OLE]

Path ta D'ata Source
IE:HM_I,I Documents _I

x Cancel

If Word does not automatically launch when you print aCMN, thistab allows you to get around the problem. Clear
the checkbox and then click the browse button to locate Word.

The location of the datasource directory should always be C:\My Documents. This is where the datasource is created
to do the mail merge with Word.
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Comment CPT

Setup Optiohz I Batch Files I Link to 'word — Comment-CPT | Custom Flds I Tracker I

Lol 7T Logs The CPT Activity Codes which are

listed on thiz page will
automatically be Flagged az
transmitted.

Thiz makes it easier to create
zero priced procedures which can
then be used to record comments

in your patient accounts.

Lo =

x Cancel

Y ou can select certain CPT Activity Codes which will be automatically be flagged as transmitted. When you do this,
the CPT Activity Codes will not be transmitted and you can use them to record comments in your patient accounts.

- Toselect aCPT Activity Code, click the Plus button and select the CPT code from thelist.
- Todeletea CPT Activity Code, select it and click the Minus button.
Custom Fields

Setup Elptiu:unsl Batch Filesl Link to 'Word | Comment-CPT — Custom Flds I Trau:kerl

Please enter a short phrazse which defines each of the five
patient custom fields. .

Izer Definable Field # 1 ILlser-D efined 1

I1zer Definable Figld # 2 ILlser-D efined 2

I1zer Definable Field # 3 ILlser-D efined 3

I1zer Definable Field # 4 ILlser-D efined 4

I1zer Definable Field # 5 ILlser-D efined &

x Cancel

Y ou may create up to five custom fields for storing additional information on your patients. For example, you might
want to define afield to store meter types or times testing per day. Enter a name for each custom field you would
like to add; the system will then allow you to store information in that field for each of your patientsin the Patient
File Maintenance window.
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Tracker
Setup I:Iptil:unsl Batch Filesl Link. to 'W'l:urdl Comment-CPT I Custom Flds ~ Tracker I

The event types below will be used to create events in Hoble Tracker
when the dezcribed events occur.

Repeat Billing will create a 10th Manth event in
Maoble*Tracker far all Capped Rentals in the Stk manth ; I'I k40m g
[U=zed for handling Ten Month Option Letter)
When Repeat Biling creates
a capped rental trangaction for the fitteenth [15th] time ; I g
[U=zed for handling End of Contract Pickugp)

Mote : A transaction iz a capped rental transaction if t contains any one of the
followwing modifiers... KH, K, KJ

X Cancel |

Y ou can select event types to create eventsin Noble* Tracker:
- Repeat billing will create a 10th Month event in Noble* Tracker for all Capped Rentals in the 9th month. Thisis
used for handling the Ten Month Option Letter.

- Select an event to create in Noble* Tracker when Repeat Billing creates a capped rental transection for the 15th
time. Thisisused for handling End of Contract Pickup. A transaction is acapped rental transaction if contains a

modifier of KH, Kl, or KJ. Click on the magnifying glass and select the event type from thellist.
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7 Inventory

Noble* Direct allows you to manage your inventory information, including information on Items, Vendors, Purchase
Orders, Stock, and Physical Inventory.

Y ou can access Noble* Direct's inventory functionality from the Inventory menu in the Noble* Direct main window.

All of theinventory functions, with their corresponding menu commands and tab names, are listed below.

Menu Command

Item Maintenance

Vendor Maintenance

Purchase Orders
Receiving

Return to Stock
Physical Inventory
Reportsand Lists

Inventory Options

Tab Name

Items

Vendors

Purchase Orders
Receiving

Return to Stock
Physical Inventory
None

None
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Inventory Items

The Itemstab allows you to add, edit, or delete the Items you wish to inventory. This tab manages Item information.

How to Access the Item Tab

From the Inventory menu in the Noble* Direct main window, select the Item Maintenance command.

Items |‘Jenu:|u:urs| Purchaze Eln:lersl R eturn ta Stu:u:kl F'hysiu:allnventnryl

Search By Search for

|Item jl| BESEtI r'fl"fl"l""l

B154 Tub Tranzter Bench .00
E0972 I RLEB 20 1 .on
STEELMOD bodular Ramp - Steel .0n
MOME I AMERICAMN .on
[y Add
Edit
%3 Delete
¥ Help
:I &

To add an item:

1
2,

3.

Press the Add button.

Complete the fields in the Items Inventory window. For more information on the fields in this window, see Item
Maintenance Window.

Press the Save button in the Items Inventory window.

To edit an item:

1

Select theitem that you want to edit by clicking onit.
If you need help finding the item, use the search utility at the top of the tab. See Using the Search Utility for
more information.

Press the Edit button.

Changethe information in the fieldsin the Items Inventory window, as necessary. For more information on the
fieldsin thiswindow, see Item Maintenance Window.

Press the Save button in the Items Inventory window.

Noble* Direct automatically changes the information throughout the software.

To delete an item:

1. Select theitem that you want to delete by clicking onit.
If you need help finding the insurance company, use the search utility at the top of the tab. See Using the Search
Utility for more information.

2. Pressthe Delete button.
A dialog box confirmsthat you want to delete thisitem. Pressthe Y es button if you do.
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Item Maintenance Window

The Item Maintenance Window appears when you add or edit an item. When you save the Item record from this
window, the required fields that are incompl ete are highlighted in red.

Item Maintenance E

[tem 1d =5 wla W | ub Transfer Device
CPT Code (SN 2| TRANSFER BOARD OR DEVICE woc Nuber [
Dft. Lazation - }3‘" Bin -

|tem | nformation I Senial Mumbers I

Vendor EEGI= S It j o | Track Gty on Hand m
Part Mumber Oty on Hand
[ty On Order

[temsz / Case Last Ordered
Lead Time Dayz Expected Lazt Cozt
Rearder Fairnt - Econaomic Order Quantity dyerage Cost

Salez Urit Mame [EETHD [ternz / Sales Unit - Fetail Price
T axable m b odifiers ---- Selling Price
Allove B ackorders m Mever Pickup D

Drescription

Casze Mame

F"'If"l hIHl Records
\/ Save x LCancel E?._:I Delete e Help 275
* Aocezsed

Each field in thiswindow is explained below.

Item ID - An identifier that uniquely identifies thisitem. Thisidentifier can be a maximum of twenty lettersand / or
numbers.

Description - A more complete explanation of the item.

CPT Code - Anidentifier that uniquely identifies this procedure. Thisidentifier can be a maximum of fiveletters
and/ or numbers. The CPT Code must be avalid entry from Noble* Direct's Procedure Code File. Y ou may use the
magnifying glass for the CPT Choice List.

NDC Number - The National Drug Code number. Certain procedure codes and all drugs have an NDC number.
Dft Location - Theitem's default location. Thisfield is currently not used.

Bin - The warehouse |ocation in which the item can be found.
ITEM INFORMATION TAB:

Vendor - The vendor from whom the item is purchased.
Part Number - The identifier assigned to the item.

Case Name - Thisfield is currently not used.

Items / Case - The number of itemsin each case.

Lead Time - The anticipated number of days required for the vendor to fulfill an order for theitem.
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Days Expected - The anticipated number of days until the next order arrives. Thisfield is currently not used.
Reorder Point - The volume at which the item should be reordered.

Economic Order Quantity - The number of items that gives the best item price.

Qty on Hand - The number of items currently in stock.

Qty on Order - The number of items currently on order.

Last Ordered - The date of the last order.

Last Cost - The cost of theitem in the last order.

Average Cost - The cost of theitem averaged across all previous orders.

Sales Unit Name - The name of the group in which items are sold (e.g., unit, case, pallet, etc.).
Items / Sales Unit - The number of itemsin each Sales Unit.

Taxable - A Yes/No indicator of whether the item is taxed.

Modifiers - For medical billing, modifiers alter or enhance the meaning of a procedure code. If amodifier appears
for thisitem, it will automatically load into the modifier field when you enter a billing transaction.

Allow Backorders - A Yes/No indicator of whether the item can be backordered.
Pickup Comments - A note identifying whether or not an item can be returned to stock.
Retail Price - The amount at which the item typically retails.

Selling Price - The amount at which you will sell theitem.
SERIAL NUMBERS TAB:

Serialized - A Yes/No indicator of whether the item istracked using serial numbers. Such items are not consumed,
rather, they can be used by one patient and then returned and used by another patient. To activate, select Y and click
Add; then change and delete as necessary.

Available - A Y es/No indicator of whether the item is available for use by a patient.
Committed - A Y es/No indicator of whether theitem is aready committed to a patient.
Date Committed - The date that an item was assigned to a patient.
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Inventory Vendors

The Vendorstab allows you to add, edit, or delete the Vendors from whom you acquire the Items you wish to
inventory. Thistab manages Vendor information.

How to Access the Vendors Tab

From the Inventory menu in the Noble* Direct main window, select the Vendors Maintenance command.

ltemz  “endars |F'urn:hase Drdersl Return to Stock | Physical Inventu:ur_l,ll

Search By Search for
|*endar Id jl Feset I - I - I i I ol I
AMERICAN American Ramp [410] B5.
Baltirmaore 21209-0000 [ ]
INVA Irvacare [410] -54-8587
Pine Y alley SC 290239-0000 [ ]
RUB Rubbermaid [410] -56-3-69
Covington SC 29702-0000 [ ]
[y Add
Edit
%3 Delete
¥ Help
ll #

Note: A window that is similar to the Vendors tab can be accessed by pressing the Magnifying Glass button next to
afield that asksfor aVendor. Thiswindow iscalled "Vendor Choice List."

To add a vendor:

1. Pressthe Add button.
Alternatively, this buttonis called "Add New" in the Vendor Choice List.

2. Completethefieldsin the Vendors Inventory window. For more information on the fields in this window, see
Vendor File Maintenance Window.

3. Pressthe Save button in the Vendors Inventory window.
To edit a vendor:

1. Select the vendor that you want to edit by clicking onit.
If you need help finding the vendor, use the search utility at the top of the tab. See Using the Search Utility for
more information.

Press the Edit button.

Change the information in the fields in the Vendors Inventory window, as necessary. For more information on
the fieldsin thiswindow, see Vendor File Maintenance Window.

4. Pressthe Save button in the Vendors Inventory window.

Noble* Direct automatically changes the information throughout the software.
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To delete a vendor:

1. Select the vendor that you want to delete by clickingoniit.
If you need help finding the vendor, use the search utility at the top of the tab. See Using the Search Utility for
more information.

2. Pressthe Delete button.
A dialog box confirms that you want to delete this vendor. Press the Y es button if you do.

Note: If the vendor is still in use somewhere in the software, the deletion will not be allowed. To perform the
deletion, you must first find the occurrences of the vendor and assign new values to those fields.

Vendor File Maintenance Window

The Vendor File Maintenance window appears when you add or edit a vendor. When you save the vendor record
from thiswindow, the required fields that are incomplete are highlighted in red.

,"‘ Yendor File Maintenance [_ =]

Contact

T ax |d Mumber

Telephnne (410)

Shipping b ethod |
rer: | | |

[= | e I = | = I Total Records 3
| Browse Last Acceszed 0942842000

x Cancel 339 elete ? Help |

Each field in thiswindow is explained below.

Vendor ID - An identifier that uniquely identifiesthisvendor. Thisidentifier can be amaximum of eight letters and
/or numbers.

Name - The vendor's full name.
Address 1 - The street address for the vendor.
Address 2 - Additional street address information such as a suite number.

City - The city portion of the vendor's address. If you enter a zip code that you used previously in the software, the
city, state, and zip code fields are completed automatically.

State - The two letter state abbreviation for the state portion of the vendor's address.
Zip- The zip+4 code for the zip code portion of the vendor's address. Y ou can either choose a zip code from the
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drop-down list or type one into thefield. If you type anew zip code into the field, Noble* Direct asks if you want to
add it. Choosing to add the zip code displays the Zip Code File Maintenance window.

Contact - The name of theindividual in the Vendor's organization with whom you deal .
Tax ID Number - The Federal Tax ID Number of the vendor.

Telephone - The vendor's telephone number.

Fax Phone - The vendor's fax telephone number.

Email Address - The vendor's email address.

Shipping Method - The preferred means of delivering items from this vendor.

Terms - The type of credit given to thisvendor.

Inventory Purchase Orders

The Purchase Orders tab allows you to add, edit, or cancel / delete the Purchase Orders used to acquire the Items you

wish to inventory. This tab manages Purchase Order information. Y ou may also Receive Inventory previously
ordered on a Purchase Order.

How to Access the Purchase Orders Tab

From the Inventory menu in the Noble* Direct main window, select the Purchase Orders command.

[temsz I Yendors  Furchase Orders | Retum to Sh:u:kl Phyzical Inventcur_l,ll

[Ordero =] O] Beset | [addoder | & @] | | »]m]

|I]n:|er Ho. Yendor Id Terms of Payment Shipping Method Creation Date

AMERICAN FEDERAL ExPRESE 06

hd|
35 Add ltemn | Edit [tem *5 Delete Item | @ Heceie Stock | = I = | - | 2] |
| Seq Item Mo. Bin Aty Ordered Cost Sub Total |
$3.00 $6.00 iI
2 STEELKOD 1 $2.00 $2.00
=]
[tern[z] in Thiz Order 2 Tatal $2.00 Outstanding  $2.00 Open Shipping Cozst $2.00 |

To add a purchase order:
1. Pressthe Add Order button..

2. Completethefieldsin the Purchase Orders window to add general purchase order information. For more
information on the fields in this window, see Purchase Orders File Maintenance Window.

Press the Save button

4. For each item that you want to add to the purchase order, click the Add Item button, complete the fieldsin the
Purchase Order Items Window, and press the Save button. For more information on the fields in this window,
see Purchase Order Items Window.
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When you have completed adding items, click the Shipping Cost button and add the shipping cost.

Click the printer icon to print the Purchase Order. Once printed, a purchase order cannot be changed. Y ou may
print to the printer or to the screen. The system asksyou if the Purchase Order is accurate. If itis not accurate,
click NO and fix it; once you click Y es the PO cannot be changed.

To change a purchase order:

1
2.

3.

Select the purchase order that you want to change by double-clicking onit.

Changethefieldsin the Purchase Orders window. For more information on the fields in this window, see
Purchase Orders File Maintenance Window.

Press the Save button

To cancel / delete a purchase order:

1

Select the purchase order that you want to delete by clicking onit.
If you need help finding the purchase order, use the search utility at the top of the tab. See Using the Search
Utility for more information.

Press the Delete button.
A dialog box confirms that you want to delete this vendor. Press the Y es button if you do.

To add an item to an existing purchase order:

1
2
3.

Select the purchase order that you want to change by clicking on it.
Pressthe Add Item button.

Enter theinformation in the fields in the Purchase Order I1tems Window, and press the Save button. For more
information on the fieldsin this window, see Purchase Order Items Window.

To modify an individual item on an existing purchase order:

1

2
3.
4

Select the purchase order that you want to change by clicking onit.
Select the item that you want to edit by clicking onit.
Pressthe Edit Item button.

Change the information in the fieldsin the Purchase Order Items Window, and press the Save button. For more
information on the fieldsin this window, see Purchase Order Items Window.

To delete an item from an existing purchase order:

1. Select the purchase order that you want to change by clicking on it.

2. Select theitem that you want to edit by clicking on it.

3. Pressthe Delete Item button.

4. A dialog box confirmsthat you want to delete this vendor. Press the Y es button if you do.
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Purchase Orders File Maintenance Window

The Purchase Orders File Maintenance window appears when you add a purchase order. When you save the record
from thiswindow, the required fields that are incomplete are highlighted in red.

J¥ Purchase Orders File Maintenance

Yendar [nfa

Mame :
Addrezs 1 :
Addreszs 2

Citp/State/Zip :

FPhore :

- | ~ | - | r | Total Records 1

| Browse

\/ Save ? Help |

3_33_ Eelete

X Cancel

Each field in thiswindow is explained below.
Order ID - The Purchase Order number assigned by the system..

Vendor ID - An identifier that uniquely identifies this vendor. Thisidentifier can be amaximum of eight letters and
[/ or numbers.

Shipping Method - The preferred means of delivering items from this vendor.

Terms - The type of credit given to this vendor.
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Purchase Order Items Window

The Purchase Order Items window appears when you add or edit items on a purchase order. When you save the
record from this window, the required fields that areincomplete are highlighted in red.

Editing Product Seq [1] to Pur Order Mo 2 ]

[tem to Purchasze

Expected Date DEagan

Comment

= | ~ | - | r~ | Total Records 8

| Browse

o Save | X Cancel | % Delste | ? Help |

Each field in thiswindow is explained below.

Item ID - Anidentifier that uniquely identifiesthisitem. Thisidentifier can be amaxmum of twenty lettersand / or
numbers.

Quantity - The amount of the item ordered.

Cost - The cost of theitem ordered.

Expected Date - The date this item should arrive from the vendor.
Bin - The warehouse location in which the item can be found.

Comments - Any notes related to thisitem.
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Inventory Receiving

The Purchase Orders tab allows you to receive inventory previously ordered on a Purchase Order. Y ou can also use
it to add, edit, or cancel / delete the Purchase Orders used to acquire the Items you wish to inventory.

How to Access the Purchase Orders Tab
From the Inventory menu in the Noble* Direct main window, select the Receiving command.

To receive items from a purchase order:
1. Select the purchase order you wish to receive by clicking onit.

2. Pressthe Receive Stock button.

Receive Stock Form - Purchase Order Mo, 2

ITEMS IM PURCHASE ORDER | ITEMS TO BE RECEIED

2 Tub Transfer Device $3.00 =
1 Modular Ramp - Steel $2.00

& |4]+

¥ Cancel | " Update lnventony

3. If dl theitemson the PO arrive at the same time and quantities and costs are accurate, you may note the entire
PO asreceived at once. To do so, click the bottom red arrow to move all theitemsto the right of the dialog box

and click the Update Inventory button.
4. Toindividually select the items being received, click on an item and click the right-pointing red arrow.

Add Item to Receive

Itern Nurmber |E=152

Diezcription | Tub Tranzsfer Device

[Iuantiby IE
Uit Cost |3.un

o OK X Cancel

5. Enter the quantity received, verify the unit cost, and click OK. If theitem is serialized, the system will ask you
for the serial number and optional comments; enter the information and click Update.

6. When you are donereceiving itemsindividually, click the Update Inventory button. The system updates the
inventory.
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Inventory Return to Stock

The Return to Stock tab allows you manage serialized items. Serialized items are not consumed,; rather, they can be
used by one patient and then returned and used by another patient. Items areidentified as serialized in the Item
Maintenance Window.

How to Access the Return to Stock Tab

From the Inventory menu in the Noble* Direct main window, select the Return to Stock command.

Search By Search far
| Patient Hame = I ,Ol Beset N I - I [ I > I
|ID Mumber Mame State  Provider Type Recall Date Phone Humber
LUCINDA BURKE SC CARE DIABET 0B/26/1933  [B03) 75
0-02 BILL CARTER FL CARE 05/26/2001 [561] 418-0823
01-20 CARL CARTER SC CARE 05/23/1933  [203] 756-57E5 -
ITEMS DELIVERED TO LUCINDA BURKE ITEMS TO BE RETURN
[kem Murmber Senal Murnber [ty Delivered [tern Humber (R {1]
-
|
R
s
- X Clear (% Retumn

Return items to stock:
1. Select the patient from whom the item is being returned by clicking on the patient.

2. Selecttheiteminthelist on theleft that you wish to return to stock by clicking on it; then click the red right-
pointing arrow; the system moves the item to the box on the left. When you have moved and verified al items,
click the Return button; the system updates inventory with the returned items.

3. Toreturnal itemsat oncefor apatient, click the double right-pointing arrow and then click the Return button.
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Physical Inventory

The Physical Inventory tab hel ps you manage physical inventory. Y ou can freeze selected items, print lists of frozen
itemsto be used in physical inventory taking, enter counts, create variance reports, and then update inventory with
new count information.

How to Access the Physical Inventory Tab

From the Inventory menu in the Noble* Direct main window, select the Physical Inventory command.

Freeze OnHand Quantities

| Items Description Items to be Frozen
B152 ool
Tub Transfer Device 32 == Add [bem
B154 o
Tub Transfer Bench a0 =1= Hemaveltern
STEELMOD

Add Al ltems

=1t [Elear &l ems

TI Ereeze [fems

How to take inventory:

1. Selecttheitemsin thelist on theleft that you wish to inventory by clicking on them; then click the Add Item
button; the system moves the item to the box on the left. When you have moved and verified the items, click the
Freeze Items button.
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2. Tofreezeadll itemsat once, click the Add All Items button and then click the Freeze Items button.
[terns I Yendarz I Purchaze Orderz I Fieturn to Stock  Phwsical Inventary
Enter Counts Quantity
Item |d [tem Description OnHand
B152 Tub Tranzfer Device 32
B154 Tub Tranzfer Bench 20
STEELMOD tadular Bamp - Steel 2
Information |

3 ltem(z] have been frozen, now vou can perform the items count manually
then, vou can enter pour result in this page

<@k Chg Freeze List | Taken Sheet Save Changes W ariance | Post Taken

NOTE: At any time you can click Chg Freeze List to change the items you have frozen.

3.

Inv

Click Taken Sheet to print the Physical Inventory Taking Sheet, which you can use to count and record your
physical inventory.

After counting your items, enter the counts for each item in the Physical Inventory tab and click Save Changes.

Y ou may print avariance report showing the difference between physical and system inventory and the
estimated cost of the difference.

Click Post Taken to update inventory with the counts you have taken; these counts will now become each item's
Quantity on Hand.

entory Reports and Lists

Noble* Direct allows you to print numerous inventory reports and lists to help manage your inventory.

To generate inventory reports:

1

From the Inventory menu in the Noble* Direct main window, choose the Reports and Lists command, and then
select the type of report of list that you want to generate from the sub-menu or sub-menus presented.

Narrow down the information to be included in the inventory report. Each type of inventory report hasits own
criteria. For most criterion that you are given, you can select all, one, or arange of items. In other cases, you
may be able to enter avalue.

To select all of the items for the criterion: Click on the All tab for the criterion. For example, if you want the
report to include all of your items, click on the All tab in the Items section of the tab.

To select one item for the criterion: Click on the Onetab for the criterion, and then select your one item
choice from the drop-down list or by pressing the Magnifying Glass button.

To select a range of items for the criterion: Click on the Range tab for the criterion. Enter the beginning item
for the range fromthe first drop-down list and the ending item for the range from the second drop-down list.
Y ou can also select the starting or ending item using the Magnifying Glass button. Click in the field for which
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you want to make a choice, press the Magnifying Glass button, click on your choicein the window that appears,
and then press the Select button.

Note: Y ou must make a selection for each criterion with which you are presented.
2. Pressthe Print button.
3. Complete the Report Destination window.

For more information on thiswindow, see Report Destination Window..

Inventory Options

Noble* Direct allows you to set defaults for information used in inventory processing, such as shipping methods and
terms of payment.

To enable inventory functionality:

Inventory Options

‘ v Usze Inventory Tracking and Caontral

1. From the Inventory menu in the Noble* Direct main window, choose the Inventory Options command.

2. Click the checkbox to enable the system's inventory functionality.
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To set inventory options:

Inventory Options

v Automatically Increment P.O. Mumbers
Last P.O. Humber Uzed

E
Shipping Methods Terms of Payment
FEDERAL ExPRESS CASH

LIPS CoD

IS POST OFFICE MET 10
SPECIAL DELIVERY MET 30

PICKLIP

[ add | Yoot | Dyase | A ge|ete|

W OF X Cancel |

1. Click the Purchasing tab.

2. Click the checkbox to tell the system to automatically assign incremental numbers to each new PO. Y ou may
also control the next number the system assigns by changing the number of the last PO number used.

3. Add shipping methods as necessary by clicking the Add button under the Shipping Methods list, entering the
description in the dialog box, and clicking OK. Y ou may also delete a shipping method by clicking on it and
clicking the Delete button. To change an existing shipping method, deleteit and add it as new.

4. Add termsof payment as necessary by clicking the Add button under the Terms of Payment list, entering the
description in the dialog box, and clicking OK. Y ou may also delete aterm of payment by clicking onit and
clicking the Delete button. To change an existing term of payment, delete it and add it as new.
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8 Specialty Situations

HowDol ...

Handle Uninsured Patients?

Handle DME Commissions?

Perform Medicare/ Medigap / Medicaid Crossovers?
Prevent the Printing of Secondary Claims?

Handle Capped Rentals?

Use Word Mail Merge?

For additional help, see Getting Help.

How do | handle uninsured patients?

Noble* Direct does not offer any magical solutions for obtaining payments from uninsured or underinsured patients.
However, it does allow you to enter your treatment of uninsured patientsinto its files and produce patient invoices.

To enter uninsured patients and their transactions into Noble*Direct:

1

Add an insurance company called "Uninsured” that is set to not transmit or print.
For more details, see File Maintenance: Insurance Companies.

For the patient's primary insurance company on the Patient File Maintenance screen, select the insurance
company called "Uninsured."

For more information on this window, see Patient File Maintenance Window.

Continue to enter the patient's claim in the normal way, setting the insurance company field to "Uninsured."
For more information on entering claims, see Claims Processing: Entering Transactions.

Enter aprimary insurance payment of $0.00.

Thisleavesthe entire bill on the patient's account. For more information on entering payments, see Adding a
Payment.

Print an invoice for the patient.

For more information, see Special Reports: Patient Invoices.
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How do | handle DME commissions?

Noble* Direct offersits Durable Medical Equipment provider users with away to handle commissions.

To set up a commission system:

1. Inthe Procedure Code File Maintenance window, enter afive-character commission type for each eligible
procedure code.

For more information, see Procedure Code File Maintenance Window.

2. Inthe Salesperson File Maintenance window, define the commission as "fixed" or "percent" and enter the
amount or percent.

Each salesperson can have up to three commission types. For more information, see Salesperson File
Maintenance Window.

Once these two items are defined, the setup portion of the commission system is complete.

Using the commission system is automatic. When you place the commission's procedure code on aclaim,

Noble* Direct checks the salesperson for the claim to seeif he can collect that commission. If he can, notice is made
within the Naoble* Direct system. If he can't collect on the commission, the physician for the claim is checked. Each
physician (DME manager) has a sal esperson associated with him. If the physician's associated salespersonis eligible
for the commission, notice is made in the Noble* Direct system.

When a payment is entered against the claim, the commission is cal culated and added to the sal esperson's account.
The next time that acommission report is generated, the commission appears under the salesperson's name.

The "house" account collects all of the commissions for which there are no eligible salesperson. This house account
allows the unused commissions to be included on the commission report.

How do | perform Medicare / Medigap / Medicaid crossovers?

Noble* Direct can perform automatic crossovers of Medicare claimsto Medigap, Medicaid, and complementary
carriers.

To perform a crossover:
In the Patient File Maintenance window, set the fields as shown:

Coverage - Enter "G" for Medigap, "M" for Medicaid, "C" for complementary coverage, or "N" for none. If
you choose "G", the Medigap - Insurer's Information window appears. Y ou MUST enter the information in this
window.

Secondary Insurance Name - Thisfield, on the Insurance tab, must contain avalid insuranceid.

Secondary Insurance Policy - Thisfield must contain the policy number for the appropriate insurance carrier
(Medicaid / Medigap / Complementary).

For more information on the Patient File Maintenance window, see Patient File Maintenance Window.

When you enter acrossover claim, Noble* Direct validates the entries, assuming that the setup above was handled
correctly. It istherefore important that your Medigap, Medicaid, and complementary insurance companies be set up
carefully and thoroughly.
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How do | prevent the printing of secondary claims?

Secondary insurance forms can be printed by using the HCFA -1500 special report function. When printing
secondary HCFA -1500 forms, Noble* Direct looks for the transmit flag.

However, there are certain situations when you may not want to print certain secondary insurance forms. This can
occur in the following situations.

When the primary insurance is Medicare, which automatically crosses over to the secondary insurance.
Noble* Direct does not know that the crossover happened.

If you receive a payment on apartial transaction for a claim submitted to Medicare.
To prevent the printing of a secondary insurance form in these cases:

Set the secondary transmit flag for theclaimto"Y."

Once you receive a payment for those transactions that have not crossed-over, you can manually change the
secondary transmit flag back to "N" and print those transactions which are ready to be forwarded to the carrier.

Y ou can change the secondary transmit flags on the Enter Transaction tab. For more information, see Toggling the
Transmit Flag.

How Do | Handle Capped Rentals?

Noble* Direct has the ability to process, track and fully automate the M edicare mandated requirements of Capped
Rentals. Noble* Direct uses Modifiers and the Repeat Billing feature to manage Capped Rentals.

Capped Rentals:

A capped rental isarental of a piece of equipment that can be rented for a specific amount of time, after which the
rental may continue or the equipment may be purchased. Noble* Direct will automatically handle the generation of

the ‘ Purchase Option’ letter and create maintenance transactions at the conclusion of the 15-month Capped Rental
period. For ‘ Purchase Option’ transactions, Noble* Direct will cease repeat billing at the conclusion of 13 monthly

billing cycles. Likewise, for a‘Rental Option’, Noble* Direct will discontinue monthly billing on the 15" cycle and

automatically generate a maintenance transaction every six months thereafter.

A capped rental transaction isidentified to Noble* Direct by the use of Modifiersin the Enter Transactions Window;
itisany transaction which hasa‘KH’, ‘K1’ or ‘KJ modifier:

KH=1% month
Kl = 2" and 3" month
KJ= 4" thru 15" month

When the initial transaction is entered into Noble* Direct with a‘KH’ modifier, that transaction is tracked as the first
month of a potential 15-month cycle. Thisinitial transaction should be entered with the repeat billing flag set to
MONTHLY with at least 14 remaining cycles. When repeat billing is executed for each subsequent month,

Noble* Direct will automatically update the modifier. In the event that a transaction is entered into Noble* Direct that
isNOT the first month rental, (i.e. a*KH’ modifier), Noble* Direct will prompt the user for the correct rental month

of the transaction.

NOTE: ItisVERY important that the repeat billing cyclesis set to at least 14 Remaining cycles. Otherwise, it is
possible that the transaction could stop prior to the expected 15 months of a Capped Rental.

Repeat Billing - Capped Rentals:

Creating monthly transactions for Capped Rentalsis handled by performing the Claims Processing: Handling Repeat
Billing feature of Noble* Direct. Once the selection criteria screen has been filled out, Noble* Direct will scan all
transactions in the system that have been setup for repeat billing. This may include those transactions that are setup
for Weekly, Monthly, Quarterly, Semi-Annual and Every Other-Month cycles. However, for Capped Rentals, we are
mainly interested in the *‘Monthly’ and * Semi-Annual’ cycles.

Thisiswhat happens at various months during the process.
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NINTH MONTH

When a Capped Rental transaction is encountered that isin the 9th month, a‘ Ten Month Option Letter’ event
will automatically be sent to Noble* Tracker. This event will generate a mail-merge document which can be
forwarded to the patient for their selection of either purchasing or to continue renting the equipment. By
Noble* Tracker generating the ‘ Ten Month Option Letter,” you will have the ability to utilize all of the features
of Noble* Tracker in monitoring the status of the document while you are waiting for it’ sreturn from the
patient.

TENTH MONTH

When a Capped Rental transaction is encountered that isin the 10th month, Noble* Direct will automatically

prompt the user for the response of the patient regarding the ‘ Ten Month Option Letter.” Y ou will only have the
ability to select one of the following options:

BP - The patient has elected to purchase the equipment.
BR - The patient has elected to continue renting the Equi pment.
BU - The patient has NOT elected one of the above.

THIRTEENTH MONTH

When a‘BP' Capped Rental transaction is encountered that isin the 13th month, the transaction will
automatically stop repeating for any future months.

FIFTEENTH MONTH

When a‘'BR’ Capped Rental transaction is encountered that isin the 15th month, the transaction will
automatically stop repeating for any future months. Additionally, a new transaction will be created six months
in the future which will contain an *MS' modifier (Maintenance) and the repeat flag will be set to ‘ semi -
annually. This maintenance transaction will continue to repeat until manually turned off.
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How Do | Use Word Mail Merge?

Hereis an example of how to use the Mail Merge feature of MS Word to generate aform letter.

In this example we'll use two files: aWord document with the |etter (document2.doc) and a data file (data.doc) with
theinformation (e.g., names and addresses) for whom the form letter will be generated. Mail Merge can then print
the form letter for each namein the datafile either directly to the printer or to afile.

NOTE: If your dataisin atext file, you should first save it asa Word document. Select Open from the File menu
and select the text file. Then Select Save As from the File menu and select Word Document (*.doc) asthe type.
Close the document.

To Create the Form Letter:
1. Select Newfrom the File menu, creating a new document.

2. Select Mail Merge from the Tools Menu; the system presents the Mail Merge Helper dialog box.
Mail Merge Helper EH |

Idse this checklist to set up a mail merge. Begin by choosing the Create
button.

=
] Main document

Create ™ i

[Foes
2 Data source

et et

3
Merge the dakta with the document

Merge...

Cancel |

3. Click on the Create button and select the type of merge you wish to create (Form Lettersin this example):

=
] Main document

E greate v i

Formn Letters. ..
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The system asks you if you wish to use the active window.

Microzoft Word |

To create the Form letters, you can use the active document window Document2 or a
e docurnent window,

Ackive Windaw Mewy Main Docurnenk |

4. Click Active Window. The Mail Merge Helper window now looks like this:

=1
] Main document

Create ™ Edit ~

Merge tvpe: Form Letters
Main documenk: Documentz

To Locate the Data Source:

5. Next, click on Get Data and then choose Open Data Source.

[Foes
2 Data source

[ GetData~ |

Creake Daka Source, .,

Open Data Source...

Ilse Address Book. ..

Header Options. .,

6. From the Open dialog box, select the document you previously saved in Word (e.g., Data.doc) containing your
data. Word then asks you to identify the delimitersin the datafile.

Header Record Delimiters |

Drata Fields must be separated From each other by a character called a Field
delimiter. Similarly, data records must be separated by a record delimiter,
Ise the lists below to select the appropriate delimiter,

Field delimiter: Record delimiter:
O - | 1 (crcer) ]
Presiew:

"Mata" "Time","Fractice","Fatiant-Id","First- ﬂ
Mame","Middle-Iame" Last-IMame","Care-
of","Street-1","Street-2","City-State","Zipcode"y =|

I, I Cancel |

7. Select the Commafor the Field Delimiter and Enter for the Record Delimiter and click OK. Word then asks you
to add the merge fieldsto your form letter.
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Microzoft Word Ed |

Ward Found no merge figlds in your main document, Choose the Edit Main Document
button to insert merae fields inko wour main docurment,

Edit Main Document

8. Click Edit Main Document; the system displays your document with the Mail Merge toolbar at the top.

Mot on B

LU
REC

“ Insert Merge Field = | Insert Word Figld =

To Add Merge Fields and Text:

9. Fromthelnsert Merge Field menu in the toolbar, select the fields you wish to insert into your document by
placing your cursor in the document and then selecting the names from the list.

" Insert Merge Field -

FirstMarme

Lastiame
Street
Ciky
State
Ziprode

10. Format your letter, adding appropriate text as necessary aswell asthe mergefields.

September 17, 2001
«Firstlame: «Lasthlame:

«Street.
<<Cit],?>>_.- «State.. <<ZiF'CDdE»

Dear .Firethlame..,

To Perform the Merge:
11. Returntothe Mail Merge Helper Dialog by selecting Mail Merge from the Tools Menu.

3
=] Merge the data with the document

Cuery Opkions. ..

Cptians in effeck:
Suppress Blank Lines in Addresses
Merge to new docurnent
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12. Click the Merge button. The system displays the Merge Dialog.

Merge |

Merge to: |

Wﬂ Setup. .. |

~Records to be merged
& al ¢ From: I To: I Check Errars. ..

Merge

Cancel |

Cuery Options. ..

~When merging records

' Don't print blank lines when data fields are empty.
™ Print blank lines when data fields are empky.

Mo query opkions have been set,

13. Choose the Merge destination. In this example, we'll create a new document.

14. Click Merge; the system creates a new document with one form letter for each record in your original datafile.

September 17, 2001
Joe Stnith

100 Main
Chicago, IL 50546

Dear Joe,

Y ou may view, modify, and print thisfile as needed.
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Transaction,adding payment, 3-9
Transaction,deleting, 3-12
Transaction,editing, 3-12
Transaction,entering, 3-2
Transaction,entering zero payment, 3-13
Transaction,searching for, 2-11
Transaction,setting defaults, 3-11
Transaction,suspending, 3-12
Transaction,toggling transmit flag, 3-11
Transaction,viewing, 3-12
Transaction,viewing totals, 3-10
Transaction,writing off, 3-13, 6-11
Transcutaneous Electrical Nerve Stimulator CMN, 4-25
Transmit Claim tab, 3-16

Transmit flag, 3-11, 6-2

Transmit flag,defined, 3-11

Transmit flag,resetting, 6-2

Transmit flag,toggling, 3-11
Transmitting, 3-16

Transmitting,claim, 3-16

Trx/Pmt Viewer, 6-15

Types tab, 4-75

U

Uninsured patient, 8-1
Update Software utility, 6-19
User-Defined CMN, 4-41
Utilities, 6-1, 6-2, 6-4, 6-8, 6-9, 6-10, 6-11, 6-12, 6-14, 6-
15, 6-18, 6-19, 6-20
Utilities - Configuring Y our System - Setup Options, 6-21
Utilities - Offsite Backup, 6-20
Utilities,automated write offs, 6-11
Utilities,autopost payment, 6-9
Utilities,batch change CPT code, 6-12
Utilities,copy practice tables, 6-14
Utilities,DataSync import/export, 6-18
Utilities,Doctor Noble, 6-10
Utilities,fresh start, 6-11, 6-15
Utilities,mailbox handling, 6-8
Utilities,overview, 6-1
Utilities,practice snapshot, 6-4
Utilities,reprint last xmit, 6-10
Utilities,reset transmit flags, 6-2
Utilities,system configuration, 6-20
Utilities,trx/pmt viewer, 6-15
Utilities,update software, 6-19

\%

Vendor File Maintenance Window, 7-6
Viewing, 3-10, 3-12, 6-15
Viewing,transaction, 3-12
Viewing,transaction totals, 3-10
Viewing,trx/pmt information, 6-15

W

Window, 2-3, 2-11, 3-5, 3-8, 3-19, 4-3, 4-7, 4-8, 4-9, 4-43,
4-45, 4-49, 4-54, 4-56, 4-60, 4-64, 4-67, 4-69, 4-71, 4-
74, 4-76, 4-79, 5-3, 5-7, 5-17, 5-18, 5-19
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Window,Add Condition, 5-18

Window,Additional A/R Report Criteria, 5-17
Window,A Iternative Ship-To Address, 4-7
Window,Certificate of Medical Necessity, 4-9
Window,Employer File Maintenance, 4-43
Window,Enter Transaction / Payment Amounts, 3-19
Window,Enter Transactions, 3-5

Window,HCFA Options, 5-3

Window,Hospital / Facility File Maintenance, 4-67
Window,|CD-9 Code Maintenance Window, 4-54
Window,Insurance Company File Maintenance, 4-56
Window,Invoice Options, 5-7

Window,Macro Definition File Maintenance, 4-69
Window,Macro Detail Definition, 4-71
Window,Mailing Labels, 5-19

Window,main Noble* Direct, 2-3

Window,Medigap Insurer's Information, 4-7
Window,Patient File Maintenance, 4-3
Window,Patient Relationship to Insured Information, 4-8
Window,Patient Type Maintenance, 4-76
Window,Payment Entry, 3-8

Window,Physician File Maintenance, 4-45
Window,Practice File Maintenance, 4-79
Window,Procedure Code File Maintenance, 4-49
Window,Provider File Maintenance, 4-60
Window,Report Destination, 2-11

Window,Sal esperson File Maintenance, 4-64
Window,Zipcode File Maintenance, 4-74
Writing off, 3-13, 6-11

Writing off transaction, 3-13, 6-11

Z

Zero payment, 3-13

Zip code, 4-73

Zip Code File Maintenance window, 4-74
Zip code,adding, 4-73

Zip code,deleting, 4-73

Zip code,editing, 4-73

Zipcodes tab, 4-73
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