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[1] Instructions for Installing:
1. Medisoft Patient Accounting Demo
2. Medisoft Advanced Demo
3. Medisoft Office Hours

[2] Instructions for Installing Medisoft Patient Accounting Demo

1. Insert the Medisoft 12 CD in your local GROM drive. The IntroDisc window appears.

NOTE: If the IntroDisc window does not appear automatically, click your Start button on the
battom left of your screen. Select Rurhe Run window appears. On the Run window in the

Open field, type XAUTORUN (where X is your CEROM drive letter) and click OK.

2. On the IntroDisc window click Medisoft Demo. The Medisoft IntroDisc window appears.
3. On the Medisoft IntroDisc window clicin Install Demo.

4. The Warning window appears. On the Warning window click Next.

5. On the Welcome window click Next. The Demonstration Type window appears.

6. On the Demonstration Type window make sure Medisoft Patient Accounting Degio is s

lected and click Next

7. On the End User License Agreement window, click | Accept. The Select Installation Type

window appears.

8. On the Select Installation Type window, make sure that Express Install is selected then click

on Next.



9. On the Ready to Install window, click Next. Thstalling window appears and tracks the

progress of the installation.

NOTE: If you do not have the current .NET framework on your computer, NET is instaited du

ing the installation. The NET installation on may PCs can take up to 15 minutes.

10.Once the instation the Installation Completed window appears. Click Finish. The iastall

tion program closes.

[2] Instructions for Installing Medisoft Advanced Demo

1. Insert the Medisoft 12 CD in your local GROM drive. The IntroDisc window appears.

NOTE: If you hae already inserted your GROM from having installed the Medisoft Accden
ing Demo then click your Start button on thetbm left of your screen. Select Run. The Run
window appears. On the Run window in the Open field, typDdXTORUN (where X is your

CD-ROM drive letter) and click OK.

2. On the IntroDisc window click Medisoft Demo. The Medisoft IntroDisc window appears.
3. On the Medisoft IntroDisc window click on Install Demo.

4. The Warning window appears. On the Warning window click Next.

5. On the Welcome windowlick Next. The Demonstration Type window appears.

6. On the Demonstration Type window make sure Medisoft Advanced Demo is selected and

click Next.



7. On the End User License Agreement window, click | Accept. The Select Installation Type

window appears.

8. On theSelect Installation Type window, make sure that Express Install is selected then click

on Next.

9. On the Ready to Install window, click Next. The Installing window appears and tracks the

progress of the installation.

10.Once the installation the Installation i@pleted window appears. Click Finish. The install

tion program closes.

[2] Instructions for Installing Office Hours Professional

1. Insert the Medisoft 12 CD in your local GROM drive. The IntroDisc window appears.

2. NOTE: If you have already inserted youD€ROM from having installed the MedisoftdA
vanced Demo then click your Start button on the bottom left of your screen. Select Run. The
Run window appears. On the Run window in the Open field, typ8UTORUN (where X

is your CDROM drive letter) and cliclOK.
3. On the IntroDisc window click on the Office Hours Pro Demao.
4. On the Office Hours Professional window click on Install Demo.
5. The Warning window appears. On the Warning window click Next.

6. On the End User License Agreement window, click | Accept. ThecBmstallation Type



window appears.

7. On the Select Installation Type window, make sure that Express Install is selected then click

on Next.

8. On the Ready to Install window, click Next. The Installing window appears and tracks the

progress of the instaliai.

9. Once the installation the Installation Completed window appears. Click Finish. Theainstall

tion program closes.

[1] Introduction to Medisoft

MediSoft is a program specifically designed to computerize basic administrative functions in a
health cag environment. It allows you to organize information by patient, by case, and by
provider. With Medisoft you can schedule patient appointments with a computer; take electronic
progress notes; create lists of codes for diagnosis, treatment, and insurangeckims to

primary, secondary, and tertiary insurers; and receive payments electronically.

[1] A Brief Introduction to the Windows Environment:

MediSoft for Windows operates invindows environment. It is necessary to be familiath



Windows terminology to fully appreciate and utilize MediSoft.

[2] WINDOWS XP

Computer hardware cannot function without instructions. Thesebstsfep instructions are
calledprograms or software. There are tw basic kinds of software: application and system.
Application software helps to do a specific task; for example, a word processing program helps
you type a letter or memo; MediSoft helps computerize administrative functions in a health care
envirnment.System softwaretakes care of tasks for the computer. The most important piece of
system software is thaperating system (OS)Every computer has an operating system that

takes care of routine tasks.

A mouse is an inpudevice attached to the computer by a cable. It has one, two, or three buttons
on the top and a ball on the bottom. When you move the mouse across a flat surface (a mouse

pad), a mouse pointer moves on the scrébare are several basic mouse openat
A Pointing is moving the mouse across a flat surface.

A Clicking is pressing and releasing the left mouse button.

A Double-clicking is quickly pressing and releasing the left mouse button twice.
A Right-clicking is clicking the right mouse button. It opens a shortcut menu.

A Dragging is holding down the left mouse button while moving the mouse.



Your work area, the screen on which icons and windows are arranged, is catledkitog.

Across the bottom of the desktop itagkbar. The taskbar displays a buott for each open
application. At the left of the taskbar iStart button Clicking Start causesrmaenu(list of

choices) to pop up. You can execute most tasks by sliding the mouse pointer to the option you
want and clicking. If an optiohas a right pointing arrowhead next to it, another menu will drop

down; move the mouse pointer to that menu, slide it to your selection, and click.

When you first launch Windows, there are several icons on the desktop. An icon is a littke pictur
representing a program or piece of hardware. To open an icon into a window (a rectangular area
surrounded by a border), point to the icon and deald&. In Windows, applications

(programs) run in Windows and Documents open in Windows.



The Start button is
the first thing on the
taskbar. It allows
the user to access
programs and shut
down the computer.

Icons on the desktop (such as these) represent
programs or hardware. lcons can be opened into
windows by pointing and double-clicking.

If you point to
Programs {or
dlick on it)

another menu
will appear

The Start menu
pops up when

the user clicks
on the Start

Click on Shut Down,

10 shut down the
computer.

The taskbar contains the Start
button, and a button for every
running application. On this
taskbar, you can see buttons for
WordPerfect, Windows, and Paint.
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Click on Programs (or point to it for a second) and this menu drops down. It gives you access to Microsoft Word[dl
and other applications.

The search option allows the user to locate files.

Settings gives the user access to the Control Panel to do such tasks as changing the display or changing the mouse fromO
right- to left-handed.

If you click on Documents, it gives you a list of the documents you worked on most recently. To access a document
without knowing what program you used to create it, click on Documents.

[2] The Parts of a Window

One of the features of the Windows environmentdasramon user interface this means that
every window has simitgarts. Across the top istile barwith thewindow titlein it. At the

right of the title bar are three buttons: thaimize, maximizeor restore andclose buttons



Clicking the minimize button does notuss the application to stop running; the button still
appears on the taskbar, although you no longer see an open window. Clicking the maximize
button causes the window to expand to fill the screen and a restore button to replace the
maximize button. Clickig the restore button causes the window to resume its former size.
Clicking the close button closes the window; the application is no longer running, and its button

is no longer on the taskbar.

Some windows have other components. Below the tittgib windows that run applications) is
amenu barToolbars may appear below the menu bar and let you execute a command by
clicking on a button. Across the bottom of a windowtatus bar gives you information about

the open wndow.

If the contents of a window are not completely visiBlapll bars appear across the bottom
and/or down the right side of the window. A scroll bar contains two scroll arrows and a scroll
box. To move through a window, click on thow pointing in the direction you want to go, or

click above or below the scroll box, or drag the scroll box.
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The Parts of a Window menu is a lisbf commands. You can choose an item from the menu by
highlighting it and then pressing the Enter or Return key, or by simply pointing to the item with
the mouse and clicking the left mouse button. When you choose a command that is followed by
an ellipsis (three dots.), the command is not immediately executed. Instead, a window called a
dialog boxopens. A dialog box is a window used when the computer needs more information

Dialog boxes may have one or more of the following elements:

A Tabslook like file folder tabs. They appear at the top of the dialog box and are used to

switch to a different page of the dialog box.
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Drop-down list box. Click on the
down-arrow and a list of options
appears. Select an option by

clicking on it. Command button

~Printer

Name: | S8 HP Desklet 510C >|  Properties |

Status: Idle

Type: HP DeskJet 610C

Where: LPT1: I Print to file Spin box.
Option Comment: Click on up
buttons. ; or down
You Page range Copies arrowhead
o & al Number of copies: [l =—— ortypethe
select £ Current page C Selection number to

\ i
one, and £ pages: | ¥ Collate indicate how
may many
select Enter page numbers and/or page ranges copies you

only one separated by commas. For example, 1,3,5-12 want.
of a set.
Zoom
Print what: |Document L] Pages per sheet: |1 page 'l Check box.
You may
Print: IAII pages in range :] Scale to paper size: |No Scaling - I select or
deselect
E ; any of a set
|  Options... | | OK I Cancel | of check
v v - v . . boxes.

A Text boxesallow you to enter data.
A List boxesdisplay a list of choices. Click on the option to make a choice.

A Drop-down list boxescontain a down arrow; click on the arrow to display the choices. Click

on the option to makehoice.

A Command buttonsare rectangular buttons that execute commands. OK and Cancel are

common.
A Check boxesare square boxes that you can click on or off. More ¢imenmay be chosen

A Option buttons are round. Only one may be selected; however, one MUST be selected
A Spin boxesallow you to make a choice by clicking on an up owd arrow

A Slide boxedet you to make a choice by moving a slider Bae. Parts of a Dialog Box

11



[1]Using MediSoft in the Medical Office

[2] The Patient Information Form

When a patient schedules an appointment, it
Book. At or before a patientdés first visit,
includes personal data such as name, address, contact phonesnuletigeof birth, and Social
Security number. The patient is also asked to fill in information about his or her spouse or
partner.In addition, the patient is asked to provide insurance information fordrihrerself and

a spouse or partner. Thigormation includes the name of the primary, secondary, and tertiary
insurance carriers, name and birth date of the policyholder, thaynent, and policy and

group numbers.

[2] Coding Systems: CPT AND ICD9-CM

Categories of information gpatients such as personal, medical, and insurance information when
entered into Medisoft becomes part of the patient record. Some of it is translated into codes
before it is entered. Codes provide standardization which allows the easy sharing of informatio
Because codes of diagnoses and procedures are precise and universally used, one physician can

recognize anothero6s diagnoses and procedures

Services including doctor office visits, tests, lab work, exams, and treatmentsledeusing the

most upto-dateCPT (Current Procedural Terminologycodes. ThéCD-9-CM provides 3, 4-,

12



or 5-digit codes for more than 1,000 diseases. The ICD imtkenational Classification of
Diseases9th ed Clinical Modification. Both the CPT and ICD-CM coding system make

electronic claims forms easier to file because each condition or disease, each service, procedure,
and diagnostic test can readily be identified by established seligitatumbers. The codes are
standardized, but no practice uses all of them. When a new practice is set up, only codes that
relate to its specialty are entered in one of the tables of codes; these tables can always be
amended. The CPT codes that are most fretpuesed by the medical office are preprinted on

the encounter form (also called the superbill). Some practices also print the diagnosis codes on

this form.

[2] Accounting, Using MediSoft

MediSoft is essentially an accounting program. Theegfeeveral definitions are required.

Charges payments andadjustmentsare calledransactions A charge is simply the amount a
patient is billed for the provider 6dsecarger vi ce.
to the practice. An adjustment is a positive or negative change to a patient account. Transactions
are organized around casescdseis the condition for which the patient visits the doctor. There

can be several visits associated watie case. There can also be several cases (one for each

di agnosis) for one patient. The information e
the medical of fice staff and stored in the pr
patent 6 s i nsurance information is entered. Due

t he patientdés insurance changes. A case can b

13



[2] Claims

To receive payment for servicasin an uninsured patient, the practice simply bills the patient.
To receive payment for services rendered to an insured patient, the practice must slanmit a
to the insurance carrier. A claim is a request to an insurance company for payrsentites.

If an insurance carrier requires a treatment plan, MediSoft enables you to create one.

The hard copy insurance claim form is called@S-150Q An EMC (electronic media

claim) is an electronically processed and transmitiadn and is called an X1283To create a

claim to submit to an insurance company, the practice needs to gather certain information: the
patientds condition, the physiciands diagnosi
hospital. The piéent record provides personal data, medical history, and insurance information.

The provider table can supply information about the physician.

From the time a patient is charged for a procedure to the time when all payments have been
receivedandceki t ed t o the patientédés account, there i
occur.Accounts Receivable (A/R)nclude any invoices outstanding or any payments from the

patient or insurance carriers to the medical practice. The diagnoses artipFscelevant to a
patient ds vi s iehcouaterrmiatse callediamerbib)nAn enoounter form is

a list of diagnoses and procedures common to the practice. Either the night before, or the next

morning, encounter forms are ipied for the scheduled appointments. Information taken from

14



the superbill is utilized in several MediSoft accounting reports.

[2] Accounting Reports

MediSoft provides the user with various kinds of reports that are generated on edatlyly,
or yearly basis. Daily reports includgpatient day sheetaprocedure day sheetand a
paymentdaysheet A pati ent day sheet | ists the

It is used for daily reconciliain. A procedure day sheet is a grouped report organized by

dayobs

procedure. This report is used to see what procedures each health care worker is performing. It

also can be used to find the most profitable procedures. A payment day sheet is a grouped report

organized by providers. Each patient is listed under his or her provider. It shows the amounts

received from each patient to each provider

A practice analysis reportis generated on a monthly basis, and management tool for

tracking procedures performed during a specified period, payments received, and adjustments

made to accounts for thopeocedures. (Medisoft Help Tool)

Medisoft provides two patient aging repofatient Aging andPatient Aging Applied Pay-

ment. These reports help identify accounts witHdoaces that are past ddéde basic differences

between these two reports are that the Patient Aging Report includes unapplied payments in the

totals but has no Date From Range filter. The Patient Aging AppagthEnt Report excludes

15



unapplied payments from the totals and has a Date From RangdMkelisoft Help Tool)

[1] A Hands-on Introduction to MediSoft and the Appointment Book

To launch MediSoft, do the following:

A Doubleclick the Medisoft Patient Accounting Demo icon on the Windows desktop.

NOTE: If this is the first time running, it will install some tutorial data before it can used.

VIEDISOTT
patient

g ccounting
'ﬁeﬂc‘u
You wi | | see the Medi Sof't wi ndow with t
the title bar:

[

—

Below the title bar, the menu bar contains the names of thel@uth menus. You pull down

a menu by atking on its name.

16
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A Thefile menu contains many options. The most commonly used options are
A Open practice opens the database for an established practice
A New practice sets up a new database for a new practice

A Other options allow the user to back up and restore data, set the program date, enter

practice information, and perform file management tasks.

A Theedit menucontains options to cut, copy, paste, and delete information (which becomes

enabled once information is placed within a field).

A Theactivities menucontains options thallow the user to manage finances, insurance

claims, and appointments, and to enter patient, diagnosis, procedure, and case information.

A Thelists menucontains options that allow the user to enter and etiérganformation, case
information, procedure/payment information, adjustment codes, diagnosis, insurance and

billing codes, and information on providers and referring providers

A Thereports menucontains a lisof predefined reports, as well as custom reports and bills

that the user can design. Almost all printing is done from the reports menu.

A The user can access a calculator throughoaibls menuor view the contets of a file. The
tools menu also allows the user to create reports, customize menu bars, and view system

information.

A Thewindow menuresembles the window menu in any Windows application, allowing the

user toswitch between open windows.

17



A Theservicesmenu provides information on subscribing to a prescription writing service
OnCal | DataE NDC Health. The tab also provide

service.

A The user can find assistance from the MediBelp menu

Beneath the menu bar is theediSoft toolbar (sometimes called trepeed baj. The toolbar
icons function in MediSofti the same way that they function in any Windows applicatithrey

give the user fast access to common functions.

7 NDCMedisoft Demo - Medical Group (Tutorial Data)

FEile Edit Activities Liztz Heporte Toolz Window  Services Help

6 5 A W) R e e ) (A8 iR 2) | 5 g WU

The taskbar is at the bottom of the Windows desktop and contains the Start button, a clock, and

buttons for each open application.

Eﬂ] ] EGEK Wluntitled -Paint  W]Part2the appotme... | M B 5 L EABYD 1212m

Start button ’ Running applications |

Immediately above the taskbar is the status bar, which provides eepeextic information,

such as the page number and the date.
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Above the status bar is the function help line (also called the shbauwhich contains
commonly used function keys. In MediSoft, function keys worglasal command$)

commands that work from any point in the program:

A F1 Opens Help files in most windows

A F3 Save

A F6 Opens a search window

A F7 Opens the Quick Ledger window

A F8 Opens a window to create a new record

A F9 Opens a window to edit the selected recor
A F11 Opens the Quick Balance window

A EsC Closes or cancels current function or wind

To activate a function key requires pressingfthretion key on the keyboard rather than clicking

any pictures of the function keys that may appear on the screen.

[1] GETTING STARTED: Making an Appointment Using Office Hours

If you (the medical office worker) are not lookingtla¢ MediSoft window, launch MediSoft by

doubleclicking on its icon on the desktop. The first contact between the prospective patient and

19



a health care providerodos office is the phone
phonecall. Themedicl of fi ce wor ker who r eseedonts needs |

appointment book

Do the following:

Pull down the Activities Menu and choose appointment book; however, it is faster to click on the

appointment book icon.

7. NDCMedisoft Demo - Medical Group (Tutorial Data)

JEiIe Edit Activities Liztz Reports Tools Window Services Help

B A R e el (DR R S S b

#. MDCMedisoft Demo - Medical Group (Tutorial Data)
J File Edit | Activiies Lists Heportz Tools Window Services Help

J E"‘g" ¢ Enter Tranzactions @% ﬁ |[ﬁ |@ @ l:,:m ;)@

Clairm Management

Appointment Book,

Theoffice hourspr ogr am and -pheed appantmend schedulng module window

will appear.
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{65,
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fizte)
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20000014

Make sure the windodvMddical Grap (JuosiatDafa Qf oi Ae¢

beginning we will be working with tutorial data provided by MediSoft.

[2] The Office Hours Toolbar

Hdhher s

Once you have the office hours window on your screen, you will see that a toolbar is provided.

As in the Medisoft program, the office hoursta@re allows you quick access into various areas

by selecting the appropriate icon.
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Appointment
Entry

il
.
2
a

N orsf P (2] Maloy, Pryiis

Break Entry
Appointment
List
Y
Break
List
Y
Patient
List
1
Provider
List

[2] A Note about Dates

Y

Y

Exit
Y
| Click to see list of doctors
Help

Print Appointment
List

Y

Y

Go to Today

Search
Again

Y

Y

Search for an
Open Time

Go to Date

Resource
List

MediSoft works with two dates: th&indows systemdatd t oday 6s date) on

MediSoft date (the date the health care administrator is using) on the status bar. Because in

some health care environments not all transactions are entered on the date they occurred, you

need to know how to set both dates so that they are correct for the data for which you a

entering information.

To change the MediSoft date: Dowlaléck the date on the status bar and a calendar will pop up.

Change the month using the left or right arrow and change the day by clicking on the day you

want. Press Enter. The year ¢@changed by clicking on the year shown.

22
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To change the Windows system date: douilek the time on the taskbar and a calendar will

pop up.

Using the arrow keys the date and time can be adjusted as n€da&dOK once your banges

are made.

Date and Time Properties

Date & Time | Time Zone | Internet Time

Date

v| | 2009 -

| February

1 2 3 4 5 & 7
& 9 10 11 12 13 14
15 16 17 18 19 & 21
22 23 24 25 26 27 28

Time

aM o 11:z5:05) 3

Current time zone: Mountain Standard Time

Ok

l [ Cancel

[2] The Office Hours Window

Oof f i

ce

hours iIi's Medi

Soft bs

appoint ment

schedu

professional version. The professional version has added options and is sold separately from

MediSoft. Office hours can be launched by doudlieking on its icon on the desktop or from

23




within MediSoft. In Medisoft you can launch Office Hours by double clicking on the icon with

the clock face or go to Activities on the Menu Bar and click on Appointment Book.

Of fice hours displays one mont hés calfhendar
right pane displays several columns for the appointments. The columns are not for multiple
booking; they are meant formealth care practice with several providers. You can move the

calendar backward and forward using arrow keys

g Otfice Honrs - Medical Greup {Tetorial Data)

Fle Ct Vew Ltts Reports Tooks e

AARANDNAAANEG DB <Ilmmmin
February 20, 2009 5
ﬁrlu:a}'::[w:dl;ul l.’-llsla !
B 3 10 1 12 13 W T

ICRBCRRIBRIERLE | FiRE

2 N M4 5 % 27 81

4Dy »
4 'Wesk »

Brimley, Eimo

Morth #
Yox »

Praprert Due
Fagrert Ous Every

Cich o e 2kt 50 aet or acit an pporivent 20050330

Notice that on the appointment side, blocks of time are set asidmanatoded for activities
that happen each day (e.g., lunch), for appointments with patients, and for other events. The

appointment book toolbar contains icons that give quick access to common functions.
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In office hours professionaicons at the bottorof the window allow the user to change the
view of the calendar

|- o ||| 2003.02:20

The default choice, displayed on the office hours window, is the current month calendar on the

|l eft and the dayodés appointment c-85l)endar on th

Whenhe second icon from the | eft is clicked, a
di spl ayed on the

right i s a

weekos
indicated for the provider listed on the toolbar.

appoint men

Offiew Houts Professionsl - Medical Group (Tetorial Dats)

Fle B3 Yew Lstz Repowts Took Meb

AASADNADAADD S QD [ ol v
February 2009 \

Mendsy Oh h’*ausq 10 l"v'v&ursq lll'ﬂuuuh} lllh] Frdey 135 }3-;.‘\
SuniMor| Ton e Th| Fri [Sw | 8008
R AR N U

= nl-frsmna



The next icon when clicked displays the month

the month appears.

& Fice Hours Pradessional - Madical Group {Tutorisl Dnta)
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In an office where multiple providers have apypients scheduled, the last icon offers the

capability of viewing appointment schedules for all the providers for the day selected.

To return to a view of one daglick on the icon furthest from the right.

|+ ||| 2003-02:20

Click the downrarrow to select arovider. The following will appear:
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[2] Making an Appointment

Using the Medisoft Office Hours Prograselect a provider from the dramwn provider list
box. Doubleclick on 8:30a.M, in Column 2. The New Appointment Entry dialbgx will

appear.

X
vn =1l B s |
Maeras [ X o |
Flosoace:| =lof

Nn' =
= -

Baason | =iz
Leogt [15 2 seums

Do [2090225 =] Teww [AN 800
Ml‘*" =19] Hinchis, Wittace

o]

Fill in the information requested, either by using ddmpvn lists (for the chart number, resource)

or by entering information. After selecting the patient, press tab and MediSoft should

automaticdy fill in the phone number, date, time, the case number with corresponding
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description, the length, and provider. Fill in the reason for the appointment by clicking on the
reason drogown list, clicking on descriptiomnd selecting existing patier8ave the

appointment.

MNew Appointment Entry 1[
Chart [2GaDwo00 ~[ 2] S Sae |

MName: Again. Dwight x Cancel |

F‘hone:|434-5??? @ Help |
Hesource:l vI Q”

Mate:

=
=l

Cases| 17 ~| 2| Back Pain
Reason: IEXlSTlNG vI QIExisting Patient

Length: Fﬂ minLtes
Date;|2UUS-U2-25 Vl Timne: IAM SZE

Frovider: [IM ~| 2| Mallard, J.0.
Repeat Ng Repeat
LChange

As soon as you save the appointment, it appea
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[2] Break Entry

To enter a break, for example, a lurekak that occurs every day, click on the time (12:00)
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and then click on the break entry icon. In the break list window, click on new. The following

dialog box will appear.

Fill in lunch, and make sure All Columns is checked and All ierg. Click on the Change box
and indicate that lunch takes place weekly, MorBagiay. Prior to exiting the Change dialog

box, click ok.

New Break Entry x|

Mame: ILunc:h

3 Save
Date:|2009-03-19 Vl
Time:IPM12:DD Length:IBD 3: minutes x Eancell
Resouce [IIBH v (@[ LunchRoom & Hep |

Fepeat: Mo Repeat

LChange |
Colar: I B Gray - l ¥ A&l Colurmnns

— Provider[z]

" Current " Some (% Al

Click save and theoflowing will appear:

@) (MTas lhwars - ~aubid fnap (Putorial Datn) iRl
P B Ve s S foe el
ARADPVINAVBDs DD TP = .
March 18, 2009 Cobswal | Codemsl | Codem) | Cobswad e
Sunivrl ! Tred fe f2a | i
“W'}L& D
WA |
A>3 5
a =7 121
128y
Aloe b dlvenm o]
3 L2 B o
Lunch 13
Mos ._..&_'
Tre 128m 13y |
Pt e 209 i
Ot 1%
Copay B
byesiven ! 20y
brawoe 2 ,-S_QL
ey o i"!
Pt Do Evy _q_?’ o
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[2] Entering Repeating Appointments

To enterrepeating appointments the user can click on the Go to Date icon

£% Office Hours - Medical Group {Tutorial Data)

File Edit Wew Lists Reports Tools Help

ANNADDHAAANSE AN
29 March 19. 2009 [ G TosDatsfjunnt [ Cob




on the appointment book toolbar.

You can instruct the program to display a daté ihany number of days, weeks, months, or
years from todayods date to make an appoint men
example, if you go to a date seven days from

displayed and you can enter tggpointment.

NoOTE: WHEN A DATE NEEDS TOBE ENTERED IN THEGO TO DATE DIALOG BOX ENTERIT IN AN
EIGHT-DIGIT FORMAT - MMDDYYYY. YOU MUST USE THE FOURIGITS OF THE YEAR(2008,FOR

EXAMPLE).

To enter a repeating appointment for Dwight Again: On March 11, as he is leaving, he might ask
for an appointment in a week. Click on the Go to Date icon and fillin 7ingo ____ days, then
click on go. This will bring tke calendar for March 18 onto the screen, and you can enter an

appointment.
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TuDaI:E - il
Date From: |2EIIIIE|-II|3-11 j 7

Go |7 Days,
i X
I_ Maonths, and @ Help

Go

Cancel

from the curmently selected date.

[2] Finding the Next Available Time

If you need to find the next open appointment, you can use find open time by choosing it from
the office hours edit menu or cking the Search for Open Time Slot icon on the toolbar. (As

you place your cursor over each icon note that on the bottom left side of your window will
appear the description of the icon you have highlighted). Click on the search icon. A dialog box

will be displayed.

The user fills in the required information. Does this patient need am8alappointment on

Friday? Click on the day (Friday); fill in the start time (84L%.); and clicksearch.
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x
Dray of wWeek — @ Search
Len th:I'IE
? [T Sun [ Thu
Start Time: |8:15 an [T Mon [ £r§ x Cancel

e [T Tue [ sa
End Tire: IE.UU pr ™ wed @ Help

The next available open time slot on a Friday at 8:16 will be surrounded by a heavy border.
Doubleclick the time slot and this dialog box appears:

Dv.'ﬁ 'IE[

Have|

Proe|
Recamce| 5]

Nd-l 3
S —"
O —
L.ngh[T—' _:J,....
Dwe[2272000 x| Tese[d150am
Provider m_ M .]E] Mo, Mebvin
Flepeat iy Repest
Bange |
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Youneedtofilinthechatu mber by typing in the first few
a second appointment is needed, click on the Search Again icon. Each time you use search again,

it brings you to the next available time slot on a Friday at 8:45

[2] Printing Appointments

To print the dayodés appointment | ilndMediSoft | i ck on
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Office Hours Professional, you can easily printaip@ointment grid for the day or the week.
Toprintt he weekdés grid, make sure you are |l ooking

clicking on View on the menu bar and then Week View. Once you are viewing the entire week

of appointments, click on Reports on the menu bar and select print appointideRtan the

fly-out menu choose Print in Grid View. The following will print:

Appointments

Happy Valley Medical cl inic Mallard, J.D. February 22, 2009 - February 28, 2009
Sunday 22nd Monday Z3rd Tuesday 24th Wednesday 25th | Thursday 26th Frida: Emo Salrday 26th

To print the dayodés appointment grid, make sur

Day View from the View menu bar. Pull down the reports menu and chooseppointment
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grid. The following will print:

Appointments

Happy Valley Medical Clinic Mallard, J.D. February 23, 2009
1 Column 2

Column 3

The difference between printing the Grid View vs. the List View is that the Grid View provides
you a view of the appointment book with its columns and time slots. The List View allows you

to view a Ist of patients with their appointment times indicated.

Tip: When moving between the appointment window and Medisoft window, minimize the

appointment window.

[2] The Patient Recall List
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Many patientsieed followup appointments in a week or a month or a year. MediSoft allows the
user to create and edipatient recall list. In the MediSoft Windowr{(otthe appointment book

window), pull down the lists menu and select patientlkethe following window will appear:

-7 Patient Recall List i [m] B3]
Search far: Cﬁ]l E’Z‘ﬂl Field: IF'roviu:Ier, Date Of Recal j
#|Date of R.__|Prov___|Chart Mumber| Mame Phone Eutensic =
| d\2002-03-08 CATSADND  |Catera, 5ammy
2002-12-02 UM WAGJEDDD Wagnew, Jeremy [1211419-7F127
2003-02-28 MM LEM 0000 | Lewiz, Maonique [B64)992-3747
20021217 REL DOEJADOD Doe, Jane S [480)999-3999
20030107 WwWH AGADWOOD | Again, Dwight 4345777

| o

ﬂ[ﬁ E it | .-ﬂ;jﬂew | ﬁagelete | @lee |

To add a patient to the recall list, click the New button. When the Patient Recall (new) window
appearsinformation is requested by iag choices from the dregown lists. After you select

the chart number, Medi Soft fills in the patie
the procedure and type the message. (You can search Procedure Code by using the Up/Down
Arrow or type the pcedure name). Make sure at the bottom of your recall window that the

recall status nCall o is selected.
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Click on the Save button. Next click on Lists, go to patient recall and look to see that what you

enteredappears on the recall list.

Sesschicc| @ et [Prodn Ge DiFeca 3| ‘
ofCe o [P |Crae Nurbes[Name |Pheoe |Eseenson Froced.se Cade[M -
[ez02 M CATSADD Cams Saww iz 0zaa7

12202002 M WAGJEGDD Wagnew, Jeeny pRIpIe N2 1020
Y (37272008 150000 [Calwa Sarvny 222 3301 r

VR MM LEWMODO  Laves, Morsgus ([BARTITAT 17110

127177200 FEL  DOEIADOD Doe Jarws WETRS3 3563 215
g '

Waew | Siver | Rpees | @yoee |
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[1] A HANDS-ON APPROACH: Entering and Editing Patient and Case

Information

When a new patient comes in for a scheduled appointment, the patienitfidems with pe

sonal, health, insurance, and other information. The doctor enters diagnoses and procedures on
the Encounter Form. All this information could be kept on paper. However, entering it into a
compuerized relational database such as MediB@ians that the information will be kept in an
organized fashion and it will be easy to access. Irdbom is entered using escreen forms; as

you save it, it becomes part of a table in a relational database. If you edit and save a record on
one form, thainformation is changed in other tables in which it appears. If information is only
entered once, this means a great saving in time and effort. It also helps guarantee that inform

tion for a patient or case is the same everywhere it appears.

We will start by entering patient and case information. MediSoft is basically an accounting
program, and although we are starting with patients and cases, some of the information we enter
has a bearing on what we do later, for example, entering transactiharatiing claims. An
insurance carrier is the health insurance company that insures a patient. The type of insurance a
patient had8 Medicare or private, managed care, or rdomell reverberate throughout other

functions in the program. The first patient w#l enter is Jenna Green; she is over age Sixty

and therefore has federal medical insurance called Medicare. The second patient we will enter is

Kat hy Pat el and she has just graduated from
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insurance policyand only has a patime job. She cannot afford private insurance, so she has
none. The last patient is Tonya Brown, whose medical insurance is one of her benefits as a full
time teacher. She has Aetna US Health Carprarary insurance and BriCross/Blue Shield
assecondary insuranceBoth are Preferred Provider Organizations (PPOs), which is a type of
managed care. In the exercises that follow this chapter, you will enter a record for yourself. You

have managed care, but the type fiaue is an HMO (Health Maintenance Organization).

[2] Jenna Green: Adding a New Patient with Medicare

To enter Jenna Green, launch MediSoft, select the icon Patient Lists or select Lists from the

menu bar and then select Patients/Gutara and Cases.

" NDCMedisoft Demo - Medical Group (Tutorial Data)

File Edit Activities | Listz Heports Tools Window  Services  Help

@ [ﬁﬁ g Patientz/Guarantors and Cases @ Hm %

Patient Recall =

Procedure/Payment /Adjustment Codes
FultiLink Codes

Diagnoziz Codes

Insurance »
Addreszes

EDI Receivers

RBeferring Providers

Prowvider »

Billing Codes
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Make sure you are using the tutorial ddtiae left pane contains a list of patients: chart number,
name, address, phone numbers, Social Security numbdaration if signature is on file, patient
type, gender, date of birth, provider, payment information, and employmentdataver, to

see all of this information, the user must scroll to the right.

NDCMednoft Demo - Medic! Group (Tutoniel Data)

Ehe E gScovie: Lis Hepom Jook MWindow Zercer Heb
DDA PRDDDHD R NAAB

P Patient List =10) x|
Sl el el reiz [Gariiane 2| Puters
— ad | g

3 acsovinn [ 17420 o
LALSANDID Aaen Arviam 1565 Atbe Wy
{ 1BCAI00m | Besde Jobw 777 Hasdway L
{BRELOO) Brvnkey Emo 1234'W Glencels Ave
{BRALADOO Eorviey Jwy 1224 ' Glendiale Avn
‘:‘IHH‘.-L'LIJZ Enrviey Sunan 1238 Giendale Ave.
|_{BROTON0  Brown Torgs 279 Wezt 105 Symat
| _JCATSADOO  Calesa Savew T214 Shape Te
{_ICUWM0  Cinga Walaze 200 Pennayhyares Ave
| JooEL000 Dos Jarw 222 Eatl Jarw Stient - >

P £ Paent | oy HewPters | ) Deetersern | S Coie |

Case numbersare assigned by MediSoft. Atd top of the window are two circular butténs

one for cases and one for patients. Make patentis selected(See image abovéotice that

this list is sorted bghart number. The chart number consists of the first thréteie of the
patientdés | ast name, the first two | etters
indicate which field you want to search on, although the chart number is the default. To search
for a patient, start typing in the Search Baxd as you type it will display what matches your

input.
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At the bottom of the window are a series of command buttons.

ﬁ[}] Edit Patient | ,_Jl:lr:,:j Mew Patient | &gj Delete Patient | @ Cloze |

Edit patient allows you to see andNewpatiemtge i nf
allows you to add a new patient. Delete patient allows you to delete a patient. If the case option
button had been chosen, these command buttons would have been modified and would have

allowed you to edit case, add a new case, and so on.

e Begin entering Jenna Green by typing in her last and first name as requested on the

Patient/Guarantor (new) screen.

A When you tab from the second address line, MediSoft brings you to the zip code. Fill in
the ZIP. If MediSoft is familiawith that ZIP (if it appears previously), MediSoft will fill
in the city and state for you. Otherwise you have to fill in this information yourself.
Phone numbers can be entered without parentheses and hyphens; MediSoft automatically

inserts them.

A Typeall dates using 8 digits (e.g. 1/1/09 = 01012609) After completing the form,
click the Save button in the uppeght corner or press F8lediSoft enters a chart

number for you. MediSoft also checks for duplicate Social Security numbers.
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One other thing to keep in mind, as you enter information into the two tabbed areas (patient
information tab and other information), you can either cliclsave once you have entered

information in each tabbed area or you can wait until all of the information in both areas has

been entered and then select save. Some individuals prefer to select save each time a tabbed area

is completed to ensure that inforneat is not accidentally deleted or lost.

Complete the following

A Click on the New Patient button or press FBe following dialog box appears:

a Patient / Guarantor: (new) El@

ﬂame,Addlessl DOther Information l

If the: Chart Mumber is left blank, & Save

Chart Murmber: the program will azsign ane.
Inactive [ x Cancel

Last Narme: | @ Help

First N ame: |

Middle N ame: |

Street: |

City: State: l_
Zip Code: Country: LS4

Copy Address...

E-Mail |
Home: | work: |
Celt: | Faw |
Other: li
BithDate:| =] Sew [Femde v
Bithweight [0 Umts[ <]
Social Security: ,7 Entity Type: ’—L|
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A Add the following data:

42

A

A

Tab over the chart number to the Last Name field.
With the insertion point in the last name fielgpe Green.

Tab to the first name field and type Jenna.

a Patient / Guarantor: Green, Jenna

Mame. Address] Other Information ]

IF the: Chart Mumber iz left blank.,

Chart Mumber: the program will assign one.

Inactive [
Last Name: |Green
Firgt M ame: |Jenna
Middle Name: |
Shreet: |BDED Amsterdam Svenue
City: |Mew York State: |NY
Zip Code: [10025 Country: |USA
E-Mall |
Home: |[212)864-6710 work: |
Cell: | Fax: |
Other:
Birth Date: {11/20/11335  « Sew |Female -
Eirth ‘weight; |0 Units: -

Social Securty: |111-22-3334 Entity Type: -

Amsterdam Avenue, New York, NY, 10025, USA;dm i mi z e

Copyp Address...

Add the rest of the information (omitting chart number): Street Addré860

your

already done so), Home Phdn2128646710 (no hyphens); Birth Déité1/20/1935

SCcreen

(eightdigit format); Sex Female; Social Security Numbied 11223334 Ko hyphenk



Save the record. Look at the patient list. Jenna Green is correctly placed in chart number order.

(You will have to scroll to the left to see her name).

8 Patient List — o] x|

Search for: @@ Field: ||:halt Mumber j (s Patient

= " Cage
|Last MHame |First Hame |Midd|e Initial| Street 1 » | List of cazes for

|AUSANDOD | Austin Andrew 1993 Allthe \way Chart Nu
_|BORJOOO0  EBordon John TFF Hardway Ln, L GREJED
__|BRIELOOD Brirnley Elrno 1234w, Glendale &ve. _|GREJED
__|BRIJADOD Birirnley Jay 1234w, Glendale Ave.
_|BRISUOA0  Brimley Suzan 1234w Glendale Ave.
_|BROTOO00D  Browin Tonya 229 ezt 109th Street
|CATSAOO0  Catera Sarmnrmy 7214 Shape Cir.
_|CLWwADOD | Clinger whallace 200 Pennsylvania Ave.
_|DOEJADOD  Doe Jane 5 222 East Jane Street
_|DOEJOO00  Doe John 222 East Jane Street
_|DO0JADDD | Doogan James

GOOCHOOD | Gooding Charles
QIGREJE00D (Green  lemna |

HARTOOOD  Hartran Tonya 1571 Knap ‘way - -

Al 3 4 3

ﬂ[}] Edit Patient ‘ {g}] Mew Patient ‘ éxl:sf] LDielete Patient ‘ @ LClose ‘

You could click on the other information tab and add her provider, but there are othetglaces

add the provider. We will add it when we add her new case information.

[2] Kathy Patel: Entering a New Uninsured Patient

Kat hy Pat el had been using her caocelnelgedés heal
graduation. Because she was only able to get a job defined as part time, she has no health
insurance. She calls the medical group practice to tell them she would like to become their

patient, but does not make an appointment at this time. Emelyler the forms she needs to fill
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out. She returns the completed paperwork, and a medical office worker enters the information

i nto

Me d i

Softdéds patient tabl

To enter Kathy Patel as a patient, do the following:

A If not already dondaunch MediSoft.

e in

t

he

pract.i

A Pull down the lists menu and select patients/cases and guarantors. Press F8 or the new

patient command button.

A Fill in the following information:

44

a Patient / Guarantor: Patel, Kathy

Hame, Addless] Other Infarmation ]

If the Chart Mumber iz lsft blank,

Chart Murnber: the program will assign one.

Inactive [
Last Mame: |F'ate|
First Mame: |Kath_l,J
Middle Mamne: |
Street: |?85 West End Avenue
City: [New vork State: [N
Zip Code: 10025 Country: US4

EMail: |
Home: |[2121234 6678 wark: |

Cell: | Fau |
Other:
Birth Date; [612/1376 Sex |Femals -

Eirth 'w/eight; [0 I rits: -
Social Security: [099-93-3999) Entity Type: -

Copy Address. ..

c

e



Notice that when you enter the ZIP and press the Tab or Enter key, MediSoft fills in the city

and state.
Press the Save button press F3.
Press Enter. You will see Kathy Patel ds nam

Open her record, and you will see the chart number MediSoft assigned.

a Patient / Guarantor: Patel, Kathy [= [ =[]
Hame, Addressl Other Information ]
'&%] Save
Chart Mumnber: |PATKADDD
Inactive [ x Cancel
Last Mame: @ Help

First Mame: |Kathy

Middle Name: |

Street; |?85 West End Avenue

City: |New Yok State: IW Appointments

Zip Code; (10025 Country; |54

E-Mail |
Home: [(212)2345678  work: |(B02)453-9988

Copy address...

Cell: | Fax: |
Other;
Bith Date: 61241976 = Sew |Female -
Birth Weight: |0 Units: -

Social Security: Entity Type: |Person -

Click on the Other Information tab and enter the information below. Make sure you enter
AnCo for cash. Each patient must hkdawndést an ass

on the other information tab. Choose Mallard, MD (JM) as the assigned provider. The



Signature on File check

box i

ndi

cates

whet h

it so that the patient does not have to sign each insurance form; All insurance companies

that the provider repsents requires this box to be checked.

A When

f

@ Patient / Guarantor: Patel, Kathy

Mame, Addrezz  Other Information ]

Type: |Patient -
Azszigned Provider: [JM - E J.0. Mallard .0
Patient D #2: |

Patient Biling Code: |E ~| 2| Cash Patient

Patient 1ndicatar:

Healthzare 1D
v Signature On File Signature Date; |5/3/2008 -

Ermergency Contact

I airme: I
Hiome Phioke: Cell Phane:

Default Ermployment Infarmation far Mew Cazes

Employer:
Status: I—L|
wiork Phone: '7 Extension: l_
Location: ’— Retirement D ate: I—L|

Copy Address...

Appointments

i ni shed ent er ipmesythaSagpduttoneomptegs$3.i nf or mat

[2] Tonya Brown: Entering a Patient with Private Insurance

Tonya Brown is a fultime teacher at a public school with a strong faculty union. One of the

negotiated benefits is medical coverage. She had a choice of plans, s@dehma because all
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the health care providers she visited were in the Aetna network of providers, as was the better

hospital in her neighborhood. As a secondary insurer, she selected Blue Cross/Blue Shield.

Enter Ms. Brown in the patient table ging the following:

A

A

47

Choose Patients/Guarantors and Cases.

If not already dondaunch MediSoft and pull down the lists menu.

Press the new patient buttonpress F&nd fill in the following information. When you

click on save or pres#lediSoft will assign a chart number (BROTOO000).

' Patiert / Guarantor Brown, Teeyn

Uun,AMcul Qther Infosmaton l

Chart Norber [BROTOB00

Iractive 1

Last Narree I.r.. 1

Frest Narrer ,T-:m:

Middbe Horw |
Shimet [225Wesl 109h Sveer
|
Ciy Wn—a_r‘:n Stane

ZipCode {10025 Coumny: [USA

EMe |

Cob I Faec l
Ottt [

Birth Dae FJ“J-:;_TI -l Saw ﬁ':;i
Bt Waght 0 Urde r—-
Sconl Securly !-i“fﬁ‘fr'ﬁ” Ertty Typo f‘n o0

B swe

X Coed |
o He

Copy Addess |

FAgporimerds

When you ddhis it takes you back to the Patient List.



A With Tonya Brown highlighted, click the Edit Patient button.

A Click the otter information tab and fill in the following:

a Patient / Guarantor: Brown, Tonya E@
Mame, Addresz  Other Information ]
Type: ) gove
Aszigned Provider: |MM - E Melvin Moz D.C. x Caticel
Patient ID #2: | & Hep
Patient Billing Cade: |P hd FFO Patient
Patient [ndicator:
Healthcare 1D:
v Signature On File Signature Date: |7/14/2008 Copy Address...
Emergency Contact Appaintments
Marme: |
Haome Phaone: Cell Phone:

Default Employment Information for New Cases

Ermplayer: Tempe Elem. Schoal Dist.
Status: ’m
Wwhark Phane: ,[212]55% Extenzsion: ’?8_
Locatior: |NY Retirement D ate: ,W‘

A Press the save button or press the F3 function key.

[2] Jenna Green: Entering Case Information for a Patient with Medicare

Remember that Jenna called to make an apmeint. Her reason for seeing the health care
provider is called a case. There can be more than one visit associated with one case. For

example, a child with an ear infection needs to make two visits. As long as the underlying
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condition remains tle same, many visits constitute one case. And of course there can be many

different cases associated with one patient.

To add a new case for Jenna, do the following:

A Click on Jennads record in the patient |ist
A Make sure the Case button is chosen.

A Click the New Case button or press the F8 function key.

You will see the following tabbed dialog box with the personal tab chosen and the name and

guaranto filled in.

A Cose: GREJEDOD Green Jerwin (rvew) TS oE
Condtion | Miscelwwos | Mpdcudind Ticas | Covemed | ED)
Pursooal | Accoud | Diagross | Pobcy 1 | Polcy 2 | Pokeyd | & Save
Cas 0 =
Case Nurbes: 0 x Conoed
Descagton | I~ CashCase a Hep
Gumentor. [BREEN0 v | | Groen. Jerra
¥ Purt Patert Staloment
Manyl Stahs ‘ ! Studerd Sladus | et
Emplopment
Emghoye i
Stalue I :‘_\
Aetsrent Date I 7ﬂ Woek Phore
Locaton | Extenncn
Pasend |ndoomation
Nane Gisen Jorna Home Phoos: (21 20846710
AdSery BIED Avatendn Averue Wot Fhone
New Yode, NY ol Bt .
10005 o Fiooe Lase

Date of Satrc 117201935

|4 {
t9)
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A Fill in the rest of the information.

a Case: GREJEDOD Green, Jenna [Broken Finger] El@
LCondition ] Mizcellaneous ] Medicaid and Tricare ] Comment ] EDI
Perzonal ] Account ] Diagnosis ] Palicy 1 ] Policy 2 ] Policy 3 ] & Bewe
Caze Mumber: |0 x Cancel
D escription; |Erc-ken Finger [~ Cash Case @ Help

Guarantor. [GREJEDDD | || Greer, Jenna
[v Print Patient Statement
Marital Statuz; |Divorced - Student Statuz |Monestudent -
Employnent
Ermplayer: |MIC0O0 v.c;) Micro kMania Inc.
Status: |Full time -
Retirement Date: |6/20/2010 - Work Phone: |[B02)746-2134
Location: [Ny Extension: ﬁ

Patient Information

MName: Green, Jenna . Home Phone: [212)364-6710
Address: G060 Amsterdam Avenue wWiork Phone:
Mew ark, MY )
Cell Phone: Caze

10025
Dabe of Bith: 11/20/1935 - .

A Click on Save or press the F3 Function key; you will be ttudd there is nassigned

provider. Click ok.
A Click on the account tab.

A Click the down arrow in the assiga provider drogdown list box and select Melvin Morris.

50



A Click the downrarrow in thecase billing codedropd own | i st box and choo:

Medicare.

a Case: GREJEOQOD Green, Jenna (new) EI@

Londition ] Mizcellaneous ] Medicaid and Tricare ] Comment ] ED] | _*~|
Personal  Account l Diagnosis ] Palicy 1 ] Policy 2 ] Policy 3 ]

Agzigned Provider, |k - Melvin Marriz D.C. x Bae]
Refering Provider: A .

Supervising Provider: @ Help

Referral Source:
Attomey:

Facility:

Case Billing Code: |k - E Medicare Patient

Qther Arrangements:
Treatment Authorized Through: -

Mizit Senes
Authonization Mumber: | Last Vizit D ate:

Autharized Mumber of Wisits: |0 10 |— Last Vizit Number: [0

=

4 | 3

Patient Information
MName: Green, Jenna . Home Phone: [212)864-6710

Address: BOB0 Amgterdam Avenue Work Phone:

Mew York, MY
10025 Cell Phone: Caze

Date of Birth: 11/20/1335 v .

A Click on the save btdn or press the F3 function key.

NOTE: AS YOU GO THROUGH ANDCOMPLETE EACH OF THETABBED DIALOG BOXESYOU CAN EITHER
CLICK THE SAVE BUTTON EACH TIME THE TABBED AREA IS FILLED INOR YOU CAN WAIT UNTIL ALL
OF YOUR INFORMATIONIS ENTERED IN THE TABBED BOXES. SOME RECOMMEND THAT YOU SAVE AS
YOU GO SINCE THIS WILL ENSURE NO INFORMATION IS ACCIDENTALLY DELETED. IF IN SAVING YOU
ARE BROUGHT BACK TOTHE LIST OF PATIENT$CASES AND GUARANTORSCLICK ON THE PATIENT
YOU ARE ENTERING ANDCLICK THE EDIT PATIENTCOMMAND BUTTON. |F YOU ARE ENTERING A
CASE, CLICK ON THE PATIENT, CLICK ON THE CASE OHRION BUTTON, AND CLICK ON THE EDIT CASE

COMMAND BUTTON.
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Click on the policy 1 tab and select Medicare from the Insurance 1 drop down list. In the

policy

hol der 1 t

ab select t

he

pat.i

ent 6s

information, again press the F3 function key or select the save tab dgtihside of your

screen.

Click on the condition tab.

Fill in the information by typing in the date, and making choices from-doyn lists for

the other fields. Do ridill in anything in fields that are blank.

a Case: GREJEDOOD Green, Jenna (new)

[=)lE =

llhess Indicator: |njun hd
First Conzultation Date: (34372003 -

Perzonal ] Accaunt ] Diagriosis ] Palicy 1 ] Palicy 2 ] Palicy 3 ]
Qundilinn] Mizcellaneous ] Medicaid and Tricare ] Comment ] EDl]

e

[ Same/Similar Symptom
[~ Emplopment Related
[~ Emergency

Estimated Date of Birth: hd

3

M 2t Plakina .i+LT=.-I Pegee i

1
Fatient Informatiorn
Mame: Green, Jenna .
Address: BOB0 Amsterdan Avenue
MewYork, NY
10025

Haome Phone; [212]864-6710
wWork, Phore:

Cell Phone:
Date of Bith: 11./20/1935

Case

.&% Save
InjurAlliness/LMP Date; |343/2003 Date Sirnilar Symptorms: x

Caticel

@ Help

Accident
Last ¥-Fay Date: =
Related To: hd State; Death/Status

Mature Of: | j
Dates From To Wwiorkers' Compenzation
Unable to 'work: | | Return To Work Indica

T otal Disabilty: | | Mormal -
Partial Dizability: | | Percent of Disability:

Hozpitalization: | | Last Worked Date;

[ Pregnant Drate Azsumed Care:

-2l

n

a
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Press the save command button or press the F3 function key. By clicking on the F3 key

each time you enter new information, you are enguitat your newly added information is

never lost. You can go through and update the various fields without clicking F3 until you

are completely done, but you are then risking losing your information as you go.

Click onthe diagnosis tab and fill in the diagnosis by clicking on the damow in the

default diagnosis 1 dregown list box. You will have to either scroll through the choices

until you see fAfracture, fingerorcbr click

window. Click on fracture, finger. MediSoft fills in the code.

Under All ergies and Notes, type

Click the save button or press the F3 function key.

a Case: GREJEODD Green, Jenna (new) EI@
Londition ] Miscellaneous ] Medicaid and Tricare ] Comment ] EDCI 5=
Perzonal ] Account  Diagnosis ] Palicy 1 ] Palicy 2 ] Policy 3 ] @ B
Default Diagnosis 1: |516.00 hd . Fracture, Finger x Cancel
Default Diagrosis 2: hd .
B Hep

Default Diagrosis 3: = .
Default Diagnosis 4: - .

Allergies and Mates EDI Mates
Allergic o Aspirin|

EDI Repart o
Feport Type Code: Report Transmission Code: ’_

Attachment Control Number: |

hd
A T | t
Patient Informatior
Mame: Green, Jenna . Home Phone: [212]864-6710
Address: BOB0 Amsterdam Avenue Wiork Phone:
Mew Yark, NY Cell Phone:
10025 el rhone. Case

D ate of Birth: 112041935

AAll ergic
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[2] Jenna Green: Editing Patient Information

Once a patient is entered in the system, it is possible to change patient information. If Jenna calls

to say she has moved to a new address, do the foow
A Pull down the lists menu.
A Choose patients/guarantors and cases.

A In the dialog box that opens, choose the Patient option button.

) Patient List =n =R =
Search for: ﬁlﬁlﬁeld: Chart Wumber ;In' E:g:”t
A Click on Jenna6s record.
GOOCHOOD ch:;ing Charles
> Green  Jemna | |

A Click on the Edit Patient button.

A Enter the new address: 123 Broadway.

Wi ==
| Mamws, Adbwmis | Coer whmnsber |
et Nt SURETTGN AN e
[t T X Cocd |
Lart Naar frmar, B S.! L
Fost b e
Vit Pl |

domet [175 Erautvny
» Copy 2% I
f y o

Ty oo Ves See WV Agxwmwertt '
2 Coee f1008 Louny [LEA
[V
Hoew )71 24 E310 wos: |
Cat | Fue |
G |
D 1208 o) tax foran o]
Bt Whagnt: 1 s [ -
|| Secu sy | tooty Ty [Povims ]
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A Click the save button or press the F3 function key.

Jenna has one follewp appointment for her broken finger (two appointments for one case).

[2] Jenna Green: Adding a New Case for an Established Patient

A few days later Jenna woke up with a sore throat and called the health care provider. She made
an appointment. Pull down the patient list, and make sure it is sxyrteltart number. On the
patient list, it is easy to find a patient by

Enter GRE as a search term.

il Patient List ==
Search for; GRE C@ (ng':ﬂ Field: Chart Number ja Patient
= ) Caze
Last Mamne First Mame Middle Iritial| Street 1 Sheet 2 -

BlsrelEomn [Green Jenna 23 Broadway E

Once you have found the patient, do the following:

A Choose the Case option button. You could click on new case. However, if you did that you

would have to reenter much information that remains the same.
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A Click on copy case.

ey

Seawhloe EFE o | ekt ot Hurdom o | Pt

By EdCae | Y MewTare | A3 DeteCans | (53 ComyCue | Dyose |

A Change the information that needs to be changed.

The following dialog box will appear:

a Case: GREJEDOO - Broken Finger

LCondition Mizcellaneous I Medicaid and Tricare I Cornment I EDIL
FPerzonal

Account | Diagnosis | Palicy 1 I Palicy 2 I Palicy 3 I

‘ Caze Number:

Drezcription: WE [ Cash Caze

Global Coverage Until LI Frirt Patient Statement
Gusrantor: GREJEQDD  ~| @] | Green, Jenna
Marital Status: Divorced LI Student Status: Non-studentll
Ernployrnent

Employer: ICO0 v| Ql Micro Mania Inc.

Statug: Full time LI

Fetirerment Date: 6/20/2010 j work Phone: I[BD2]?4B-21 34
Lacation: INY Extension: |1 23

m

< I
Patient [nformation
Mame: Green, Jerna Heme Phone: [212)864-6710
Address: 123 Broadway Wik Phone:
Mew Vark, NY el Phone:
10025 :

Date of Birth: 11/20/1335

Caze
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Do the following:

A Change the description to sore throat.

a Case: (new) [Sore Throat] EI@
LCondition ] Mizcellaneous ] Medicaid and Tricare ] Caomrment ] EDI o
Personal I Account ] Diagnosis ] Puolicy 1 ] Policy 2 ] Policy 3 ] & Revv
Casze Mumber: x Cancel
Description: m Cash Case @ Help
Global Caverage Utk ﬂ | Pritit Patignt Statement
Guarantor: GREJEQOND v | @ | Green, Jenna
M arital Status: Divorced ~| Student Status: Non-student - |
E mployment

Employer: MICOO - Micro Mania Ine.

Statuz Full time ﬂ

Retirement Date: B/20/2010 j Work Phone: |[602])746-2134

Locatian;: |NY Extension; [123
4 1" 3
Patient Infarmatior
MHame: Green, Jenna Home Phone: [212)864-6710

Address: 123 Broadway Work Photie:
MNew Yark, MY )
10025 Cell Phote: Casze

D ate of Birth: 11/20/1935 <

The case number will be assigned by Medisoft once the information is saved. All other

information on this screen remains the same.

A Click the save button or press the F3 function key.
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A Click on the diagnosis tab. The following screen appears:

a Case: GREJEDDO Green, Jenna [Sore Throat] = = |-

Condition ] Mizcelaneouz ] b edicaid and Tricare ] Comment ] ED] &

Perzanal ] sccount  Diagnosis l Palicy 1 ] Palicy 2 ] Policy 3 ] $ Save
Default Diagnosis 1; - E Strep Throat ¥ Cancel
Default Diagnosis 2: Code 1 Description 0

Strep Throat
Default Diagnoziz 3 0529 Chicken Pox
. . 07e.0 M oronucleosis
Default Diagnogiz 4: 0781 Woart
1101 Infected Mail
&llergies and Motes 1104 Athlete's Foot
280.M |DD M Diabetes Melibuz
269.2 ‘Witamin Deficiency b
‘ | b
Patient [nformation
Mame: Green, Jenna . Home Phone: [212)364-6710
Addrezs: 123 Broadway wiork Phone:
Mew Yark, MY Cell Phane:
10025 ell Phone: Case
Date of Birth: 11./20/1935 | - E

A Click the downarrow in the dedult diagnosis 1 dregown list box and select strep throat.
A Click the save button or press the F3 function key.
A Click the condition tab.

A Type in the date 3/5/2009 and choose illness from the-dvam iliness indicator list. Enter

the first consultation date as 3/5/2009. Enter dates unable to work from 3/5/2009 to

3/6/2009.
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4l Case: GREJEDOO Green, Jenna [Sore Throat] ==

Perzonal I Account I Diagnosiz I Policy 1 I Palicy 2 I Paolicy 3 |
Qondilionl Mizcellaneous | Medicaid and Tricare | Comment | EDll 3 B |

Irjuryllinezs/LMF D ate: |3.-"5.-"2EIDS Date Similar Symptoms: I x Cancel |

lliness Indicator: IIIIness vl [ Same/Similar Symptoms
First Consultation Date: [3/6/2008 | I Employment Related ) Heb

[~ Ermergency

|»

acet=t Last »-Ray Date:
- ; I vl
Felated To: I 'l State: I R Eligibility. .. |

— Death/Status
Mature OF: I LI I LI
 Dates From To  Wworkers' Compenszation
Unable to work: |3/5/2003 3/6/2009 Return ToWork Indicatar:

Total Disability: INDTI'ﬂEﬂ - l

Partial Dizabiliy: I I Percent of Disabilit_l,l:l
Hozpitalization: I I Last worked Date:l vl

[~ Pregnant Date Azsumed Care: I VI
Estimated Date of Birth: I 'l Date Relinquished Care: I 'l

< [T | »
Patient Informatiory
Mame: Green, Jenna . Home Phone: [212)864-6710
Address: 123 Broadway Work Phone:
MNew York, N Cell Phone:
10075 ell Phone: Case
D ate of Birth: 11/20/1935 A - E

A Click the save button or press the F3 function key.

Look at the patient list. Click on Jenna Green. Click on patient. You will see two cases

associated with Jenna Greends name.

4l Patient List I [=] 53
X o | - | Patient
Search for: I @lﬁl Field: IChart Murnber _I(: Cose
O |Last Wame |First MName |Middle Initial| Street 1 » | List of cazes for: Green, Jenna
_|DOEJADOD Do Jane 5 222 East Jane Street #| Chart Mumber| Case Mumber| D escription -
_|DOEJOD0D  Doe John 222 EastJane Street ld|GREJEDDD 2 > Throat
_|DO0JADOD  Doogan James GREJEOOO 23| Broken Finger
GOOCHOOD | Gooding Charles
BlsREsEoO) [Green  lema | y @ -
" |HARTO00D | Hartman Tarya 1571 Knap Wap '—‘
_[JACTHODD  Jacks Theodore 686 E. Baranca Ch.
_|JASSTOO00 | Jasper Stephanie L
_|JOMSU00D | Jones Suzy 7] 2273 Easy Suzy Street
| |KARJEDOD  |Karvel Jessica C iR i
<« [ b <[ b

BQ Edit Case | qﬂ Hew Caze | é@ Delete Caze | m Copy Case | @Qlose |
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[2] Kathy Patel: Adding a Case for an Uninsured Patient

Kathy Patel was jogging when she tripped and sprained her ankle. She called the practice to
make an appointment. Remember that she had already filled out the patient information form and

that that data haleen entered. To add the case information, do the following:
A Pull down the lists menu and choose patients/cases and guarantors.
A Select Kathyoés record.

A Click on the case option button.

A Click on the New Case Comman: {I':] Hew Case button and fill in the following

information on the personal page of the dialog box:

W Cose PATRADOO Patel, Kathy [Spramed Ankle] = goE "<
Condion | Mecelamour | Madcadand Tacse | Comment | EDY L
Peesanal | Acoount | Dagnoss | Pobeyl | Pokep2 | Pobewd |

Cate Numbes (0 x Carcel

Description [5prasned Arkle I~ CashCas @ Hop |

[ uaranior {FEI;;(IOV __:_—;_vj Patel Kathy
WV Park Pabnrit Stdament |

Manid St [Single v Shtent Stan |IB

Emplosment
Emploges [BEADD v | O BasnSprond Expeecs

Statir. [Past e -

Retsement Date: | > Work Phone: [BI24523%8

Locaton | E sdersion '

Patard Infoimation
Hame Padel, Kathy Hone Phone (2122345678
Addess 785 West End Avers Work Phone (BIC9453.9%€8
New Yok, NY 2
10025 Gl Phong Caxe
Date of Bathc £1211976 -1'@|
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A Press the Save button.

A Click on the Account tab and make sure the following information is entered:

i)l Case: PATKADOO Patel, Kathy [Sprained Ankle] = | = | 3]

Condition ] Mizcellaneous ] Medicaid and Trcare ] Comment ] EDI =l
Personal  Account | Diagnosis | Policyl | Policy2 | Policy2 |

Assigned Provider: M [ @] U0 Mallard MD. X Coco
Referming Provider:
Supervizging Provider: @ Help
Referral Source:
Attarney:
Facility:

Caze Biling Code: |C - . Cazh Patient
Other Arrangements:

Treatment Authornized Through: -

MWizit Series
Authorization Mumber: | Last Wizt D ate:
Authorized Humber of Yisitz: |0 IC: r Lazt Yizit Mumber: |0
‘ | b
Patient Information
M arne: Patel, E.athy . Home Phone: [212)234-6678
Addresz 785 West End Avenue wiork Phone: [B02)453-9988
Mew York, MY Cell Phone:
10025 &l Fhane: LCase

Date of Birth: 6/12/1376 22 - .

A Click on the Diagnosis tab.
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A Click the downrarrow in the default diagnosis 1 drdpwn list box and select sprained

ankle.

iAJ Case: PATKAQ00 Patel, Kathy [Sprained Ankle] o[ &[]

Candition ] Mizcellansous ] Medicaid and Tricare ] Camment ] ED] -
Personal ] Account Diagnosis l Palicy 1 ] Palicy 2 ] Palicy 3 ]

Default[ﬁliagr'uusiﬂ:|E‘45-Ijlj ¥ | @] SprainAnkle g Cancel

Default Diagnosis 2 | -| @

Hel
Detault Diagnosis 3: | - | @ 2°r
Detault Diagnosis 4: | | @

Allergies and Maotes EDI Motes 4

EDI Repaort

Feport Type Code: Report Tranzmizsion Code: I_

Attachment Control Mumber: |

4 | b

Patient [nfarmatior

M ame: Patel, Kathy . Home Phone: [212]224-56678
Address 785 west End Avenue Work Phone: [602)453-9988
Mew ark, MY Cell Phane:
10025 Bl hone: LCase
Drate of Birtth: 6/12/1976 22 - E

A Press the Save button.

62



A Click on the Condition tab and fill in the following information:

M)l Case: PATKAD00 Patel, Kathy [Sprained Ankle] [ | = | ]

e

Personal ] Account ] Diagnosis ] Palicy 1 ] Palicy 2 ] Falicy 3 ]

Eundiliun] Miscellaneous ] Medicaid and Tricare ] Comment ] EDl] t&%l Save
InjurpllinezsLMP D ate: IW Drate Sirnilar Syrmptoms: ’7
lress [ndicator: Im [ Same/Similar Symptor LS
First Consultation D ate: Im‘ ] it Fid @ Help

|~ Emergency

Cancel

Accident
Last #-Ray Date:
Related Ta: I—L| State: Deathy/Status 4

M ature Of: | j
Dates From To Workers' Compensation
Unahle to ‘wWrk: | | Retum TaWwark Indic:
Total Disabilty: | | =
Partial Dizability: | | Percent of Disability:
Huoszpitalization: | | Last Waorked D ate:
[~ Pregnant Date Azzsumed Care:

E stimated D ate of Birth: hl Date Relinquished Care:

—

4 [Tl I

Patient Informatior

Mame: Patel, Kathy . Home Phone: [212)234-B678
Address: 785 West End Avenue Work Phone: [602]453-9333
Mew York, MY Call Phone:
10025 ell Phone: Caze
Date of Bith: /121976 2 - E

A Press the Save button.

A If an error message appears that says a provider has not been selected, sblatadidD.

MD (IJM) and then press the save button.

Because she has no insurance, that is all the information you need to fill in.

63



[1] REPORTS

In MediSoft (Version 12), most printing is done froine@ reports menu. To print a list of patients:

A Pull down the Reports menu and selaettom report list.

¥ NDCMedisoft Demo - Medical Group (Tutorial Data)

ail

Fil=  Edit Activiies Lists | Beportts Tools  Window  Services

Ip
@ @ﬁﬁkﬁ Day Sheets j Rm%

Analysiz Reports

Aging Reports
Audit Reports
Patient Ledger

v+ v v * [T

Patient Statements...
Clairmz Manager Repartz 4

Superbills...
Cusztom Repaort List...
Load Saved Reparts...

Design Custom Reports and Bills...

The following list will be displayed:

Cpen Report
Report Titl |
HEW Pat. Stmt. [Guar/inz Egt, Balance] -
MEW Pat. Strat. [Last Patient Pt &t
HEW Patient SteEtemenl : x Laee!
MHEW Patient Staterment [30,60,90 Calar)
NEW Patient Statement [30.60.90) 7 Help
HEW Patient Statement [Color)
Monzera Unapplied Payment/Ad] List Show Report Style
Patient Birthday List & Al
Patient Face Sheet
Patient List " List
Patient Aecal Label 3 Columnns r Led
Patient Recall Labels £ BOger
Patient Fecall List " Label
Patient Report_September 26 ~
Patient Gtatement (30, 0, 30) Insurance Form
Patient Statement [All Fayments) " Statement
Patient Statement [All Prits/Deduct] r :
Patient Statement [Calar) Superbil
Patient Statement [Color)[30, 60, 90) " Statement Management
Patient Statement [Combined Papmentz] =
4 LI} ¢ I~ Show File Hames

64



A Scroll down until you see patient list.

A Select patient list.

A Click OK.

A In the print report wheredialog box, make sure Preview the report on the screen is selected

and click start.

Print Report Where?

Print 5 electi
Tint 5 election Stat

&+ Preview the report on the screer

" Print the report on the printer x Cancel

gl

- )
Export the report ta & file @ Help

MOTE: Reports can be printed from the
Presview window,

The next screen asks for the range of chart numbers you want to print.

A Leave he range blank to print all records.

Patient List: Data Selection Questions

NOTE: & blank field indicates no limitation, all records will be included.

Chart Number Range; " vI 2| to | v Qi

A Click OK. A patient list will appear on the screen. To see the list of patients, press the
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arrow key at the top to go to the second p&8genot print it at this time. Print it only after
completing all the Handsn Exercises at the end of the chapter. To print, you will click on

the print icon.

' (| ez | w| &S| [y sooreei

In addition to the standard Medisoft Vensiosed to teach Medisoft in training settings, there is a
Medisoft Advanced Version that provides additional functions. For instance, in MediSoft

Advanced (Version 12), you can print from almost any window.

[2] Printing Case Information

The geps to print case information are very similar to the steps for printing patient information.
A Pull down the reports menu and select custom report list.

A Select patient face sheet.

A Click ok.

A Select preview the report on the screen.

A In the data range dialog box, enter the chart number for Jenna Green in both boxes next to
Chart Number Range. @dorit, beksurepakd go b the secormd\wagd e n n a

of the report.
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A Print the report only after completing the Hai@is Exercises.
[1]TRANSACTION ENTRY

Once a patient is established and has at tewstase associated with her/him, transactions must
be entered and claims sent to the insuranaéecdor bills to the patient transaction can be a
charge to a patientds account, a payment made

ad ust ment to the patientds account (adjust men

[2] Entering Transactions: Charges

In MediSoft Version 12, to enter a transactiai pown the activities menu and choose enter
transactions or ugbe quicker method by selecting the Transaction Entry icon. The following

dialog box appears:

N Tramsaction Entry

=101 x|
ow| =B by | | poscy 2] Fobce s | Potart] | Charges 5000 Y
- | Agustventy. 000 3
Cage | =12l A B3 nss 310 i || st 5008 -
_L‘PQMD* - Payment 5003
Last Pareert fmourt Jowt e 1 Balarce fooe s
Last Vit Dayer [Pebcy Cepay GA e = - - |
Chege: l Vi o Arase Cotuctae v [ ceoust Tetat ss0 ]
1 | Dde | Pocedss [Unds|dmour] Tolal | Diegt | Dwg? | Degd | Disgd [1[a[3¢] Fromde [POS[TOS]Abosenrdi M1 | =]
Dl T
e | Byoess | gliinn] v | Yo Tausbie Arosit 000 3 | ‘
Pagverds. Adpumacts. ind Conments. : : : ) B )
| | pee | Posstod | Wha Pad | Destigh | Puosidet | Amcurd [Thech hustier| Unaggbed | B
»
| e | Ay | i |
7 Gkl Tous o P 153 | Myows | |
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Scroll down so you can see this entire page. As you will notice there are two sections to this
window. The top portion allows you to enter charges. The lowtiopaallows you to enter

payments and adjustments.
To enter a new charge for Jenna Green, do the following:
e Pulldownthechartdred own | i st box and select Jenna G

e Pull down the case number drdpwn list boxand select sore throat as the case. Your

dialog box should appear similar to the following:

=13l x|

7 Transaction Entry

Chart [GREJEQOD  v| @|Green, Jenna (11/20/1335) Medicare | | Charges: 50.00 B
Adjustments: £0.00 2
Ea§e:|28 Vl QI|Sore Throat ﬂ 0230 1180 51-80 g1+ Sublotal: 50.00 —
Last Payment D ate: . tﬂi_ﬂgu o0 $0.00 £0.00 £0.00 Payment:  30.00 g
Last Payment Amount: $0.00 Lifed Balance: $0.00 =
Last igit D ate: Policy Copay: 0.00 DA;
Charges: Visi: 0 of D Annual Deductible:  0.00 ¥TD: |ACCDU””D“1|3 E0.00

# | Dae | Pocedus |Unis|émount| Total | Diag1 | Diag2 | Diso3 | Disa4 [1[2]3[4] Frovider [POS|TOS|Alowed] M1 -
» rrrr

Ly New | 8y Detete | 2 k| 55 rice | Total Tasable Amount; 0.00 Ta |

FPayments, ddjuztments, And Comments:

!I | Drate | Pay/id Code | ‘w'ho Paid | Description Frovider |Amount |Eheck Number| Unapplied -

E% Apply | {gj Mew | ygﬂ [elete | p"ﬁ] [Hiate |
v Calculate Totals & Update All LCE‘% Print Heceiptl éﬁ Frint Claim | @ Close | & Save Transactionsl ‘

¢ Click new (you are entering a new transaction) then click on the first blank line under the

word date.
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e Use the drop down box to select the correct date (04/01/2009).

e Click in the procedure boxJse the drop down box to select the correct CPT code for

Culture, Strept Screen.

Note: Each procedure has a CPT code. Some codesaaisanodfiers made up of one or two
digits. Modifiers allow a more detailed description of the procedure. Note the multilink
command button. Multilink codes are groups of CPT codes that relate to one activity. Using

multilink codes saves time.

e Click onthe Amount box and MediSoft will automatically fill in the price charged by the

practice once you press enter or tab to the next item.
e Ensure that the Diag 1 box is filled in with the diagnosis.
e Ensure that the correct provider is selected in the prolbimber

e The amount allowed by the insurance company for the procedure is called the Allowed
Amount. This information in the Allowed Amount tab will appear once the transaction
has been entered and saved. Medicare, for example, allows $9.00 for a stregaultu

which the practice charges $15.00. The $6.
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Once you reenter into the transaction entry screen the allowed amount will appear.

x

~=lol ]

# 7 Transaction Entry

Chart [SREJEO0D  ~| 2| Green, Jenna [11/20/1535) Megicare Patient | Charges: 50.00 5
Adjustments: 50.00 b
Cage: |25 |2 sore Thioat ﬁ 030 3160 6180 91+ Subtotal: 50.00 =
Last Payment D ate: ; tﬂi.ﬂﬂ1 <00 $15.00 50.00 50.00 Payment:  50.00 =
Last Papment Amount: $0.00 ofal: $15. Balance: 50.00 ﬁ
Laszt Visit Date: Policy Copay: 0.00 OA:
Charges: Vigitk 0 of 0 Annual Deductible: ~ 0.00 YTD: ~ S0.00 |Account Total $0.00
| Date | Frocedure |Units|Amount| Total | Diag 1 | Diag 2 Frovider |POS|TOS|&llowed| k1
» 4/1/2009 avo72 1 15.00  15.00 034.0 vl T 1 kM 11 |5 9.00

oL New | 4 Detete | 3 MutiLink| Nete | Tatal Taxable Amourt: 0.00 Ta |

Payrnents, Adjustments, And Cormments:
!I | Date | Pay/adj Code | ‘who Paid | D escription Provider | Amount |Check Number| Unapplied
[

| v

Ll

E% Spply | d:j Mew | fl*\gj Deletel F.ﬁl Hiote |

v Calculate Totals 3 Update Al | g Print Flec:eiptl @ Prirt Claim | @ Claze | 3 Save Transactions

[2] Entering Transactions: Payments, and Adjustments

It is important to document in the transaction record adjustments and payments. This is done in

the payment, adjustment and comments area.

Payrents, Adjustments, And Comments:
!l | Date Paystudj Code ‘who Paid Description Frovider | Amount |Check Mumber| Unapplied
p

E% Lpply | qﬁj Mew | f% Delete | g',%] I [l=S |
¥ Calculate Tatals & Update All | éﬁ Print Heceiptl @. Frint Clairn | @ Claze | & Save Transactionsl ‘
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On

Jenna Greends transactions we must show th

and that an adjustment o8.$0 must be made to the account.

[3] Entering the Payment

To enter the payment amount to the allowed amount follow these steps:

71

Click on finewd in the Payments, Adjustment
Click on the date and ¢(040&2009.he date of th

Then indicate the ganent or adjustment code in the next box by finding the code and

description in the drop down box (MPMedicarePayment).

Next select the group/individual who made the payment as indicated in the drop down

box (Medi@rePrimary).
The description of the payment if any further details are needed.
Ensure the correct provider is listed correctly.

Enter the payment amount in the next box (in the Amount box the payment of $9.00

should be entered).
If a check number ispglicable note it.

Attheendofthesl i ne, choose fANewo.



[3] Entering the Adjustment

Enter the same date of 04/01/2009.

¢ In Payment/Adjustment Code box select MED ADJ (Medicare Writeoff) from the drop

down box.
e The group/individual who paid (MedicaRrimary) should be indicated in the next field.
e The description of the adjustment, if any, would be entered next.
e Ensure the correct provider is listed correctly.

e Enter the adjustment amount in the next box (in the Amount box the adjustment should

be $600).

e If a check number is applicable note it.

#7 Transaction Entry = |
Chart:|GREJEODD  ~ || Green, Jenna [11/20/1935) Medicare Patient Charges: <0.00 z
Adjustments: 50.00 s
Case: |26 ﬂﬁ”sme Thraat ﬂ 0-30 3160 61-80 91+ Subtotal $0.00 =
Last Payment Date: . tui'u:‘;s 0 $15.00 $0.00 $0.00 Payment  50.00 g
Last Payment Amount:  $0.00 LE = Balance: 50.00 =
Last Visit D ate: Policy Copay: 0.00 OA:
Charges: Visi @ of 0 Annual Deductible: ~ 0.00 ¥TD:  50.00  |[Account Total S0.00
#| |  Dae | Procedwe [Urits|smount| Total | Diag1 | Diag2 | Diag3 | Diag4 [1]2[3]4] Provider |POS[TOS|Allowed] M1 | -
M 41/2008 7072 1) 1500 15.00 034.0 M T Mk 1 |5 a0

r.d;j Mew | y@ Delete | MultiLinkl Mate | Total Taxable Amount: 0.00 lax |

FPayments, Adjustments, And Comments:

| Date | Pay/tdi Code | ‘who Paid | Description Provider | Amaount |Eheck Numberl Unapplied | -
| 4172009 MP Medicare -Primary [l -5.00 [$9.00)
%] 44172009 MED ADJ Medicare -Primary [l -6.00 [$6.00]

:% Apply | {l’;j Mew | 4&‘] Delete | Mate |
v Calculate Totals & Update Al | @. Frint Heceiptl é‘% Frirt Claimn | @ Close | & Save Transactions
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Once all of your information has been entered press the Apply button on the left hand side of the

wi ndow. Donét press t hRrocelare/chargesrandpayasste i ons but
linked through the apply payment to charges dialog box. A dialog box appears where you can

enter the adjustment amount in the payment box. Once you have done so you can close the

Apply Payment to Charges window.

Note that on your transaction wingldhat the $9.00 has not been applied. Click the Apply button

and enter the amount of $9.00.

Payment From: 1 |: Unaﬂp%li;d j
For: Green, Jenna :
[rate From Document Frocedure | Charge Balance | Papor Tatal| This Payment | Complete

| 4/1/2009 0305170000 87072 15.00 0.00 -4.00 -9.00

¥ Automatically check the Complete colurnn
Cl | Hel |
There iz 1 charge entry. @ =08 @ oelp

Once you have entered the $9.00 in the payment box you can again close the Apply Payment to

Charges window.

After all of your payment/adjustment informatioashbeen entered, click the Save Transactions
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button. In the section that shows the patients total charges and payments, the following should be

seen.
# 7 Transaction Entry =] ]
Chart:|GREJEOOD  ~ [ o|[Green, Jenna (11/20/1535) Medicare Patient Charges: £15.00 5
Adjustments: -56.00 @
Cage: |26 =|2lsere Threat ﬂ 0-30 3150 61-90 91+ 59.00 =
Ll et el 441/2009 . tﬂi.ﬂ‘;}u o0 50.00 50.00 50.00 Payment: -55.00 g
Last Payment Amount: -$9.00 ota. =8 Balance: 50.00 =
Last igit Date: 44142009 Policy Copay: 0.00 OA:
Charges: Wisit 1 of A100 Annual Deductible:  0.00 YTD:  50.00 |Account Total $0.00
|  Dae | Pocedwe [Units|émount| Total | Diag1 | Diag2 | Diag3 | Diag4 [1]2[3[4] Provider [POS|T0S|alowed]M1] -
M 4n/2009 87072 1 15.00  15.00 034.0 T T b 1 5 9.00
‘R'J_F:j Mew | ﬁ Delete | MultiLinkl Mate | Total Taxable Amount: 0.00 Iax |
FPayments, Adjustments, And Comments:
| Drate | Papstdi Code | who Paid | Description Provider | Amant |Eheck Number| Unapplied | =5
L_ 44172003 P Medicare -Primary b b4 -9.00 $0.00
| | 4172003 MED &0 Medicare -Primary Wk -£.00 $0.00 —
!% Apply | r‘{j New | ﬁ Delete | MNate |
[¥ Calculate Tatals & Update Al | @ FErint Heceiptl @ Frint Claim | @ Cloze | TRy 5 aveTransactlons

You canprint the claim by clicking on therint claim button.

[1] CLAIM MANAGEMENT

You can see the billing status of your claims by printing a primary claim summary. Click on the
reports menu and click custom report list. Select primary claim summary. Click Oke@nint

report where pojp, click Start. Fill in only the Claim Number Range(land click OK.

Primary Claim Summary: Data Selection Questions

NOTE: & blank field indicates no limitation, all records will be included.

Claim Primary Biling Date Range: | L‘ to | LI ‘ ” 0K I
CIaimNumberRange:l1 v|®| to Iﬂ v|@ x e
ance
EhartNumbelRange:l v|?| to | v| @
@ Help

| &6
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View the Primary Claim Summary as provided on tfpage of the report.

A e - ] alEl Boe] e
Happy Valley Medical Clinic
Primary Claim Summary
4120m
Claim & Batch # ChartNumber Date Billed Claim Status  Billed To Clalm Total
SIMTA (Y0002 Sex! Actua 06 M
AGADW 00 10232002 Done M edicare 1990
3 1 HRUAOO 6292002 Sent CINA 95.00
4 5 ARISU0N0 120572002 Dose CIONA o
WAGIE 0N Sext Bhie Cross Blue Sl 231 10500
L ¢ YOUMIN0 Ready 10 Send  ULS. Tncare BS.o0
AGADW 00 1206 2002 Sex! Medxcare s 0
DOEJADO 1206 2002 Doze Medcad 16000
$ § JONSIAOD W2 Dore FHP Health Phas 33500

[2] Printing a Primary Claim Summary

You may now print a primary claim summary for Jenna by doing the following:
A Pull down the reports menu and choose custom report list.

A Select primary claim summary.

A Click OK.

A Select preview the report on screen and click Start

A Fillin GREJEO0O in both the chart number range dialog boxes.

Primary Claim Summary: Data Selection Questions

MOTE: A blank field indicates no lmitation, all records will be included.

Claim Primary Billing D'ate Range: | ﬂ to | j

af ok
Claim NumberHange:| | 2| to | -| @ x - |
Chart Number Range: |GREJEODD | 2| to [GREJEDO] ~| @ Q‘ME
&1 Help
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A Click OK.

A You can see the status of the claim and print it. (Be sure to look on Page 2 of the report to

view the summary information).

To enter a new transaction for Tonya Brown, do the following:

A Click on transactions entry icon pull down the activities menu and select enter

transactions.
A Using the drop down box, select the chart number of the patient BROTO000.

A In the Charges Section, select New to enter the information for the new trandsitition.
the procedure by clicking on thewlo-arrow in the procedure dregown list box and

selecting Xray chest, 2 views. Once the procedure is filled in, MediSoft fills in the charge.

To indicate that a payment of $42.40 has been received from the petimeeed to fill in the

date of the payment (4/1/2009), the code to indicate where the payment has originated (AP),

once the code has been selected, Medisoft will fill in Who Paid. If there is any description of the
payment it should be entered. Inthiscase,t er t he word Acheckod then

Enter the amount paid and then save your transaction.
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A Click the Apply button and the following dialog box will appear.

A In the Apply Payment to Charges béi},in 42.40 as the payment.

T —
P Trarmaction Entry =1 s
Chat [EROTOC00 ] 3] Brown, Torga 161471980 Aatny  Patiare | Crarges $53.00 ai
e—— : Agpsimems .00 |}
Cager 28 7] Bwetae & sm e s1se st Scblotal 553,00 =
000 S000 3008  $1080 ] $42.40
Laat Paprwen Datee /1572008
Lact Pagenent Svourd: 342 40 Total 310 6% Balance SR
Laat Vick Date R1S/2000 Pokcy Copay 0.0 DA
Chinges | Vi 1 of A100 Asnusi Dedscitie 000 YTD 3000  Accoun Tolat $080
o | Dse | Pocedwe [UrdslAnous] Tola | Dagl | Dwa2 | Dwod | Do [1[Z3[¢] Prowdsr [POS|105 Alowed M1 [CoPay]
M oame 70X 1 53100 53000400 VT MM n ot 003 G
A New | ) Ooe | @ mustid] o Nore | Tokal Theste Amcurt: 000 Bis |
Pagnents, Acyustments, Ard Corviert
o | Owe | Pavidtode | Who Pasd | Seisghin | Prowder | Ameurd [Chwck Nurbe| Uragoked |
] eE P Aetna Pray Check M 4240 1342 $0.00

Seov | Lyvew | A odue | gilnon |
W Cakouate Totais S vosear | &3 prvsecent| S8 Pucem | @Yoo | B Save Tisnsacton: |

When you are done entering your applied amount, click on the Update All button to see all the

changes. The account total wildl be $10.60 whi

transaction.

To see the status of all of your officeds ins

claim management.
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Sexch Sot By | B B v e R R L
{ o[ Clawn Wuwrts] Orast Wb lasnes Canied 1St 1 |Modia 1 {Baich buber 1] Punasy Bilreg Dasef 20T Focemes 1lmasre Cones 2fStane 2 [Mede 2 [Buch Wb 3 Seconday lillng DoelEMC Recers »
» 1 SNTAIDD  AETOO Sent Pape 1 12707200
| 2 AGADWOR0 MEDOT Do Papet AETO0 Sert Paoet
| IBIMN0 OGO Serd Pt BLLOY Serd Paget RATOO
4EAEU0 DG Diorm (- BLLOD Serd Pew NATOS
B 5 WASEO00  BLLOO Gt £le 0 672002 NATOO 0
i 60UNIOD) LS00 Flaaty 12 Sand Pt 0 0
T AGADWON0  MEDT! Sert Pages 7 2200 0
’
99 5o | (yCaseciine | &5 Bressend | 25 Bevrre o | o Chivabornow | Ry Detee | By ciose |

The screen shows the statdfsevery claim. The claims are organizedatches according to

when they were created. The status of a claim includes whether it was submitted on paper or
electronically, whether it is ready to send or has been sent to the primary insuresptnse

from the primary insurer, whether or not claims are ready to sen d or have been sent to the

secondary carrier. The status of each claim includes the response from the carrier.

[1] ENTERING DEPOSITS Payments must be depositedAs discussed earlier, in
Medisoft Version 12, @yments can be applied when entering transactiodedisoft

Advanced Version 12, deposits can be entered and a list of deposits can be creating by pulling
down the activities menu and selecting Emeposits and Payments. To see all deposits click on

Show All Deposits.
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BEWARE OF MAKING SURE YOU ARE WORKING WITH THE ADVANCED VERSION

WHEN THIS IS INDICATED.

[1] QUICK LEDGER AND QUICK BAL ANCE

Another function available when using the Medisoft Advanced Version is to obtain a quick
summaryof a patientds procedures or billing and
down the activities menu and selectm@ t i ent | edger. Once the pati e

from the dropdown box the following window will appear:

#7 Quick Ledger 10l x|
Chart: |GREJECOX v E Green, Jenna Account Alert | REB [~ View Open ltems Only
Bithdate: 11/20/1935  Note | Edt | PaymentDetal | Fitr | SotBy [Casetumber ~| | « | » [ w1 |
I'I | Diate From | Document | Drescription |F'rc-vider| Procedure | Caze | Units | Armaunt |Stmt 1¢| Statement | Clairn | Bill 1 |ﬂ
B 4712003 0305170000 hbd ararz 28 1 16.00 0 10 Mo
| 441/2008 0905170000 hbd MP 28 1 -3.00 0 0/ Mo
4/1/2009 | 0905170000 M4 MED A0 2B 1 -6.00 0 0/ Mo
b
iI I 4

|AccountT0taI: oo Remainder: 0.00 @ Prrirt | @ Quick Statementl g Statement | @ Qlosel

It can be printed by clicking on the print icon on the bottom of the screen.
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I f you simply want downthe grtavities memu abdsseléctqglick bataece. p u |

Enter the chart number of the patient, and the following will appear:

ﬁ Quick Balance - O ﬂ
Chart:[EROTO000  ~| @| Brown, Tonya
Chart Humber |F'atient M ame | .-'f-.mcuunt|
BROTOODD  Brown, Torwa 10.60
Guarantar Remainder Tatal: $10.60 @ Prirt | @Eluse |

This can be printed by clicking on the print command button.

[1] PRINTING REPORTS

MediSoft provides structures for all types of reports. The user selects the report structure, and
filters out records that he or she is not interested in by filling out a data selection scregn specif
ing a range of chart numbers ahmtes. MediSoft then fills in the contents of the report

inserting data from a file into the report structure chosen.

[1] DAY SHEETS

MediSoft provides various reports which can present data in an attractive and useful format. One

typeofr eport is the patient day sheet that 1is
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transactions. To create a patient day sheet for Tonya Brown, select day sheets. Click on the

reports tab and from the flyut menu select Day Sheets, and then Pafley SheetOn the data

s el

ection screen, enter Tonyaods

chart

number

created range, change the date to read from 1/1/1900 to the present date. Leave the dates from

range as is. Check Show Accounts Reddd otals and then click Preview Report.
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@ Data Selection Questions - Patient Day Sheet =REACIHC X
Chart Mumber Fange:
[BROTO000 ~|#| o [BROTOOOO |z
Date Created B ange:
| 1/ 11300 | ta | 4 2/2008 |
Drate Fram Range:
| 1/ 171300 |t [1231/2080 |
Attending Provider Bange:
| el e | =lel
Patient Billing Code R ange:
| ~T¢] o |
Caze Billing Code Fange:
| 2l e | ~lel
Tranzaction Facility Range:
| el o | ==l
Patient Indicator Match:
|
[ Show Only Records with Mo Facility
[v Show Accounts Recervable Totalg

Ck Preview Report | é Print ‘ % Frinter Setup ‘ ¥ Export ‘ @Qlose




Once the Preview Report button has been selected the Day Sheet on Tonya Brown should be

generated (see page 2 on the report):

a Report Preview - Patient Day Sheet lEIEIéJ
S & F "= 10w~ 4 4 273 [ th 7 ’“‘”&’ﬁ;gtm oo
-
M edical Group (Tutorial Data)
Patient Day Sheet
April 02, 2009
ALL
Entry Date Document POS Description Provider Code Modifiers Amount
BROTOO000 Brown,Tonya
105 8/15/2008 0901290000 11 X-Ray, Chest, 2 Views MWL 71020 53.00
106 8/15/2008 0901280000 11 Cheeke MM AP 42 44
Patient’s Charges Patient's Receipts Insurance Receipts Adjustments Patient Balance
$53.00 $0.00 -542.40 $0.00 510.60
4 k

[2] Procedure Day Sheets

A patient day sheet lists procedures, codes, and amounts owed under each patient. On the other
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hand, a procedure day sheet lists a procedure and grouped by each separate procedure performed,
the charge for each service, and a list of patient names. Te erpabcedure day sheet choose

Reports, Day Sheets, Procedure Day Sheet. To view all procedures, leave the procedure code

field blank. In the date created range, change the date to read from 1/1/1900 to the present date.
Leave the dates from range as iBe€k show accounts receivable and then click Preview

Report. You will get a report listing every day, every patient, grouped under the procedure name

(see page 2 on the report for the patient information).

a Report Preview - Procedure Day Sheet =HECIE
&& #F o o |0« 22 > #h 7 “Crystal
M edical Group (Tutorial Data)
Procedure Day Sheet
ALL

Entry Date Chart HName Document POS Debits Credits
36215 Lab Drawing Fee
a9 2/9/2006 BORJOOODO Bordon, John 0602090000 11 $8.00

Total of 36215 Quantity: 1 $5.00 $0.00
43220 Esophageal Endoscopy
1 12/3/2002  SIMTA000 Simpson, Tanus J 0212030000 11 $275.00
G4 41412002 JONSUO00 Jones, Suzy Q 0204040000 11 $275.00

Total of 43220 Quantity: 2 $550.00 $0.00
TO373 X-Ray, Laryngography
39 6/1/2002 WAGJEOOO Wagnew, Jeremy 0206010000 1M £45.00

Total of 70373 Quantity: 1 545.00 $0.00
71020 X-Ray, Chest, 2 Views
18 12/5/2002  ZIMANOOO Zimmerman, Anthony 0212050000 11 $53.00
105 8/15/2008 BROTOO00 Brown, Tonya 0901290000 11 $53.00 1

4 p
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[2] Payment Day Sheets

Follow the same steps to generate a payment day sheet. The payment day sheet groups patients
by their health care providers, so that the user of this report can see the payments received by

each provider.

S & F e [:Tx-r, “f |4 ‘I 273 Py - AT crﬁtap:n
1
Medical Group (Tutors Data)
Payment Day Sheet
ALL
Entry Date Document Deschpon Chan Code Amount
Jm Mallard, J.0.
40 1372002 0206130000 WAGJIEDDO BPF 2400
az 22202002 0208220000 WAGJIEDOQ CASH 22.00
53 12/&r2002 0212060000 DOEJADDD COPAY1D 10.00
54 121112002 0212060000 DOEJADO0 Mce ~45 00
56 12102002 0212060000 DOEJADDD MCP -11.00
5T 127112002 0212060000  Camier 1 Decuchle 52500 DOEJADDD DEQUC NIA
50 1271102002 0212050000 DOEJADDD MCP 0.00
60 121102002 0212660000 Carrier 1 Decudidle -$25.00 DOEJADOD DEDUC NIA
86 122212003 0312220000 AUSANDOO CHECK -25.00
8BS 122202003 0312220000 AUSANDDO CASH -10.00
08 112172000 0901210000 TAMEDOOD MP -0.00
Count 11 Provider Totat -2%6.00
(ALY} Morms, Makin
1 2512002 0203250000 BRIJACOD COPAY1D -10.00
38 116/2002 0201160000 BRISW00D CIG 43 00
83 1212212003 9312220000 BRIIACCD ciG -200.00
06 &15/2008 0001200000 Chack EROTODOG AP 42 40
we 402009 0904010000  Medicare Payment GREJEODD ne -5.00
Count 5 Provider Totat -309.40
REL Lee Robert E
7 1232002 0212030000 AMTAO00 COPAY1D 1000 _
; on amwimane  s=arnsanns - atne e srmnn e re.nn

[1] BILLING/PAYMENT STAT US REPORT

When using Medisoft Advanced Version 12, you can printlag/payment status report,
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which shows current billing, payment, and claim status of each transaction

pull down the reports menu and select analysis reports.

1 NDCMedisoft Advanced - Medical Group (Tutorial Data)

JEiIe Edit  Activities  Lists | Beports Tools Window  Services  Help

|Bh N & E A

Day Sheets

Aging Reports
Caollection Reports
Audit Reports

Patient Ledger
Standard Patient Listz

Patient Statements...

Claims Manager Reports

>|pﬁ||¢%ﬂﬁ&

=8 | B S & 2

Fractice Analysis

Insurance Analysis

Referring Provider Repaort

Fieferral Source Feport

Unapplied Payment/&djustment Feport
Unapplied Deposit Report
Lo-payment Report

i Outstanding Co-Payment A eport
Superbills...

Custom Feport List...
Load Saved Reports...

Design Custom Reports and Bills...

. Totbista@port,

From the flyout menu under Reports, select Billing/Payment status. On the data selection

screen, leave all boxes blank. Check show all traiosecand then preview report. The

following report is generated (see tH8 @age on the report for details).
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[1] ANALYSIS REPORTS

In Medisoft Version 12, a Practice Analysis Report is provided. When using Medisoft Advanced

Version 12, an additionanalysis report, the Insurance Analysis Report, is included.

[2] Practice Analysis Report

A practice analysis report is usually generated monthly. However, it can be used for any
specified time, for example, a quarter or a yeandvigles a summary of activity for the period
chosen. Go to reports. Click on analysis reports, and then practice analysis. Leave all fields on

the data selection screen blank, and click Preview Report. The following report is generated.
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B Fzpor Preview - Proctice Analysis | = = oot e |
‘\ SA&Fur = 4 7y DR T “Erystal % |
M edical Group (Tutorsl Data
Practice Analysis
As ol Aprd 02, 2009

Coda Moditier Descripton Amoent  Uails Average Costs Hat
w215 Lab Orammng Fee 800 1 am I 500
43220 Esophageal Endoscopy 2 275.00 o0m )
70373 X-Ray, Laryngography &5.00 1 £5.00 00 5.0
71020 X-Ray, Chast, 2 Views 106.00 2 53.00 0.00 06.00
71030 X-Ray, Chest. Min 4 Views 62.00 1 %3.00 00 65.0

1080 Contrast X-Ray of Bronchibes 50.00 1 %0.00 o0 50
12052 X-Ray, Spnsl Compiste 80.00 1 80.00 oM B0 &
LR ] K-Ray, Hand Min 3 Views &5.00 1 4500 00 50

73502 X-Ray, Knee Nn 3 Views 4500 1 4500 oo &0
72510 X-Ray, Ankle, Complete 00 1 &5.00 000 550

4283 Sarum Emema, Thetapeutic 110.00 1 110.00 o 10.0

1000 Unnalyss. Rouline 22.00 2 11.00 400 12
82947 Slocd SugarLab Test 25.00 1 2£.00 12 00 13
8707 Culture, S¥ep Screen 30.00 2 132.00 o2 30 X
7010 Hot/Cold Pack Therapy 20.0 2 10.00 0 200

e ammber Ot b ac . or A




As you can see, all procedure codes and descriptions are listed, with the charge, the number of

times the procedure was performed, the average charge, any costs, and the net.

[2] Insurance Analysis Report

An insurance analysis reportcan be created when using Medisoft Advanced Version 12. This
report is created by pulling down the reports menu, selecting analysis reports, and then insurance

analysis report. Leave all data selection fields blank and clicke®vd¥eport.

B Repert Prnview - Inaurance Analpai g = S
S - |44 2 /2 CH s AR “Trystalege

Medical Group (Tutonal Data)
Insurance Analysis

Apre 02, 2002

Chaims Charges Payments*
tnsurance Camier # » Amount N Amount N
AETOD Actna
Primary 1 125 335.00 282 0.00 0.0
Secondary 1 250 150 00 234 0.00 0.0
Coosr Paymerts 10.00
Ouistanding Balance S540.00

BLUOO Blus Cross Blua Shisdd 231

Primary 1 125 10500 75 e4.00 178

Secondary 2 50.0 8500 61.7 22 40 1000
Qutsian ding Balance $60.00

BLUOY Blue Cross Blue Shiedd 225

Secondary 1 250 85.00 148 0.00 0.0

Temary ) W00 135.00 1000 2060 100.0
Quistan gng Balance $95 00

CIGO0 CIGNA

e n EE AN

This report lists each insurance carrier that has been billed, amounts and percentages of claims,

charges, and payments.
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[1] AGING REPORTS

Various aging reports are available whemgdvledisoft Version 12. These reports assist the

medical office in managing the financial aspects of the practice.

[2] Patient Aging Reports

To create a patient aging report, pull down the reports menu, choose aging reports, and select

paient aging. Leave all data selection questions blank and click Preview Report. As with all

other reports, the details of the report start on pagepatient aging report lists each patient and

the amount each owés the practice by number of days: curreiB@, past due 350, past due

61i9 0,

number.

88

and over 90 days. 't also | ists
Wrconroven Pmeigrg L T e
S&F WP ]| W4 2 /2 r o= (AT “Crystalege
Magicel Group (Twlerm!Daw)
Patient Aging
Apnl 02,2000
Current Past Past Past Total
Chan# Name Birthaate 0-30 31-60 61-90 91 4 Balance
AGADWOOD Again, Dwight JIN1932 000 o 000 17133 17133
Lase Pesr 24 65 O 1202009 43451
AUSANOOD Auwstm, Andrew 111950 3500 0 000 0.00 3500
LastPmt 10060 O 12222003 7672222 Unagpled Pauiddy: 3500
BORJO000 Bordon, John 120011972 0.00 e 009 106,00 106,00
Lo Pt 000 On (43457771234
BRIJADOO Brimiey, Jay 1231964 2000 0.00 0.00 0.0 -50.00
Last Poat 20000  On: §2:222003 (2223425848 Unappled Pauiddy: 20000
BRISUOGOD Brimley, Susan 0.00 0.00 1200 00
LastPmt 4500 Om 1/162002 (2323423844
BROTOO0C Brown, Tonya 6/14/1860 0.00 (V3 0] 000 1080 1040
Lawt Pt 4240 O 8/152008 (212)968.5874
CAT SA000 Calers, Samemy 6171864 0.00 00 0.00 7100 100
LaPot 000 On 122
DOEJADDO Coe, Jane S 4281962 000 0 000 900 e
LavtPmt 000  On: 12112002 (4809659959
DOOJADOO Doogan, James 11231936 000 o0 00 130.00 000
Last Pt 000 Oe: 12222003
CHMETAANAN Thmmenm Tamue | Alaranse n AN " an n Lo Lo >

t

he

t ot a



[2] Insurance Aging Report

Also in the Report menu eninsurance aging reportthat lists claims filed by each insurance

company by days: current 80 from billing date, 3160, 61 90, and over 90 days. Below is an

example of a Primary Insurance Aging Report:

a Report Preview - Primary Insurance Aging

(Sl b

—

rrrrrr d by

crystal sge

-

S & F =B - M 4 272 # 7
M edical Group (Tuterial Data)
Primary Insurance Aging
April 02, 2009
Date of - Past - - Past - - Past - - Past - - Past - Total
Service Procedure 0 to 30 31 to 60 61 to 90 91 to 120 121 + Balance
|Aetna (AETOO) Erik (602)333-3333 ext: 123
SIMTAQ000 Tanus J. Simpson S8 Policy: GG93GXTA Group: 99999
Birthdate: 4/4/1968
Claim: 1 Initial Billing Date: 12/3/2002 Last Biling D ate: 12/3/2002
12/3/2002 43220 20.00 £0.00 20.00 50.00 £275.00 £275.00
12/3/2002 71040 $0.00 $0.00 $0.00 $0.00 $50.00 $50.00
12/3/2002 81000 20.00 20.00 20.00 £0.00 g211.00 211.00
12/3/2002 99213 $0.00 $0.00 $0.00 $0.00 $60.00 $60.00
$0.00 $0.00 $0.00 $0.00 $395.00 $395.00
Insurance Totals: $0.00 $0.00 $0.00 $0.00 $395.00 $395.00
|CIG NA (CIGOO0) Bill 5. Preston 234-5678
BRIJAODD Jay Brimley 55 Policy: 98547377 Group: 12d
Birthdate: 1/23/1964
Claim: 3 Initial Billing Date: 3/25/2002 Last Biling D ate: 3/25/2002
3/25/2002 99214 $0.00 $0.00 $0.00 $0.00 $65.00 $65.00
3/25/2002 97280 50.00 50.00 50.00 50.00 530.00 530.00
$0.00 $0.00 $0.00 $0.00 $95.00 $95.00
| @61t80_INS_CLAIM_DISPLAY (Number) |
Insurance Totals: 50.00 50.00 50.00 50.00 555.00 $595.00
Medicare (MEDO1) Ted T. Logan (800)999-9999
AGADWOOD Dwight Again 55 Policy: 780340761 Group: 23c
Rirthdate: 33011932
A patientledgerdi spl ays the status of eac

h patientdos

To print all patient ledgers, pull down theports menu and choose patient ledger, Note that the

balance range and dates are already filled in. Leave these as is and click Preview Report. You
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can pri

patient

and amount of last payment, place of service, description of the payment, procedure code,

nt just

account

one pat

|l edger

i ent

| edgeThefdlowing i | | i ng

groups

provider, and amount, with a total anmbdior each patient.

t

he

i nf or mat

ﬁ Report Preview - Patient Account Ledger E=RAE X
S & F =0 | || K 2 /2 # ? " Crystal %e
Medical Group (Tutorial Data)
Patient Account Ledger
As of 4/2/2009
Entry Date POS Description Procedure Document Provider Amount
AGADWOOD Dwight Again 434-5777
Last Payment: -24 5 On: 1/28/2009

45 9/3/2002 11 73130 0209030000 REL 45.00
47 9/3/2002 11 99213 0209030000 REL 60.00
43 12/6/2002 Carrier: MEDO1 was billed COMMENT 0209030000 REL 0.00
22 11421/2002 11 99213 0211210000 REL 60.00
23 114212002 11 72052 0211210000 REL 30.00
24 114212002 11 97010 0211210000 REL 10.00
25 1142172002 Carrier: MEDO1 was billed COMMENT 0211210000 REL 0.00
26 12/4/2002 #23664 MP 0211210000 REL -48.00
27 121412002 #23664 MP 0211210000 REL -63.00
28 121412002 #23664 MP 0211210000 REL -8.00
29 120412002 Carrier: AET00 was biled COMMENT 0211210000 REL 0.00
91 3/9/2007 11 99213 0703090000 REL 60.00
107 1/29/2009 11 Medicare Payment MP 0901290000 REL -24 65

Patient Totals RS

Ledger Totals 171.35

[1] PATIENT STATEMENTS

MediSoft provides several different statement formats. Like other reports, the patient statement
can be filtered by selecting a particular date range anddfisgpatient or patients. To print a

patient statement, click reports, then patient statemdaig, choose patient statement, click ok,

90

0

n



and indicate that you would like to preview the report on the screenstdidtkThe data
selection dialog box filters out all patients except Tonya Brown by choosing her chart number
ony.Once Tonya Brownoés c h aGlitk OK. The bokowinglstatsmert e e n s e

appears on thecreen and can be printed.

EE R u - T el
Happy Valley Medical Chnic
5222 E_Baseline Rd. Statement Date Page
(800)333-4747
Chart Number
bikimiaobe | sroromn |
229 West 109th Street
New York, NY 10025
I Date Document Description Case Number Amount |
| Previcus Balance: 0.00_]
Patient: Tonya Brown Chart # BROTO000
Case Description; Bronchitis Date of Last Payment; 8/15/2008 Amount 42.40
8/15/2008 0901290000 XRay, Chest, 2 Views 24 53.00
8715/2008 0901290000 Aetna Payment 24 42.40

As you can see, transactions for Tonya and her last payment are listed. The position of the two

addresses at the top allows you to send these statements in window envelopes.

[1] REMAINDER STATEMENTS

A remainder statementis sent only after all insurance carriers have paid. This report can be
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sent when using Medisoft Advanced Version 12. To generate a remainder statement, pull down

the reports menu, choose ipat statements and choose remainder statement (all payments).

Click OK and then Start to preview the report on the scriéidinn the data selection dialog box

for

pat.i

Tonya

ent 6s

dat e

of

procedur e,

insurers, and the remainder to be billed to the guarantor.

t h

e

Br o wn 6 sCligk ®Kyand thelfellowing repert vellnappear listing a

procedur e,

nl &%

- M

Does | Anre

Happy Valley Medical Clinic

5222 . Baselne Rd Statement Date Chart Mumber FaDe
Gibert. AZ 85234 04102009 BROTO00D 1
(80013334747

Make Chocks Payable To:
N Happy Valley Medical Clinic
Vouys Beows 5222 E_Baselie Ry
229 West 106th Street

i 5 Gitwet, AZ 85234

New York, NY 10025 AANISRR 4T 4D

(0013354747

Pravicus Balance 000

Patient: Toryas Brown
Case: Bronchitis

Chat Number. BROTO00C

Date of Last Payment: 8/152008

Amount: 42 40

Faid by Paid By
Dates Procedure Charge Primary Guarantr  Adjusiments  Remainder
031508 71020 53.00 4240 000 1060

Beanefts wil be paid 10 the Rsursd. Guarantar is responsible for balance.

[1] CUSTOM REPORTS

MediSoft has many custom reports. Click on custom reporflissee the rest of the custom

reports, scroll down. Choose Laser HCFA (Primary) W/Form (Note: T@eAFform is now

called CMS). Click OK. Click start to preview on the screen. Put the chart number in only for
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Michael Youngblood. Leave the remaining fields in the data selection dialog box blank, and

click OK. The filledout CMS form will appear on thereen.
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To look at superbills, choose superbill from the report list. Click Ok. Then Click Ok for the
Report Title of Superbill (Numbered). Select start to preview the report on the screen. From the
drop down boxselect the chart number for Dwight Again in both the from and to Chart Number
Range. Leave the data selection dialog box dates as is and enter no further information. Click

OK.

1001 Heppy Valley Medical Cinic Date 47272000
5222 £ Baseline Rd
Gilbert, AZ 85234
{800)333-4747

AGADNOCO Again, Dwight 422008 31500 AM

PROCEDURES LABORATORY

New Patient 2 500 Yoo Gutire

BosismFocused 25201 AriedeotesnlAson sen RN amieae [HE]
Enandsd Proglen Focuand 9202 Sl Lol 20800 1512 828907
Dtaded WIS ekt 20805 CEC & DA 85025
Corgrabangive S0z04 Navor ot 20010 D 20 2018
Soogralvrgvetigh Covpige CE204 Ak ¥ 2552 ianyde SCreen 88317
e ViBURocedure 8028 Caxl Asoicetion ceateral BaoE
Mell Exam infant (up %o 12 moa ) 2318 Location Long Shery Dgcer 8160
Mol Bam1-dyrg 68382 Catherzation are {Bactrohoes L]
Mol Beamb- 11 ywe e Qrzensigion ) Forrin nra
Ml Bam 12 17 41 s e "ET4E2 Foiehe__ B2746
Miw! Exam 18- 39 yra SNaE Copoms ooy W " ‘57454 GC Scrman §2070
iigh Exam 40 - 54 1y £81085 Cryoeyroery Promwigrant Lasion 0020 2047
{ [5] Bucone | HR 0natn
Extaoiisned Pavent —— G P T —
A% 2 leemmnisl NCT 5014
P osiem Focused a2 Curwtiermnt Lason w /flaomy 113 e £3718
Exppoded Protiem Focysed - rah] Quretiernent Leaon w ORICOSY b0 SSAG R
Dutaded 628 Sk 11050 el Prelin 80055
CorprshansaHgh Corples 8215 2-4 111051 ) & HCT 85014
Mw! Bxam iriantiup 3o 12 o | s >d 11052 b/ =510
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Ml fram 18 - S8 yre 0355 Endoretel locey SE00 Liver Profie 52077

Practice Activities

Setting up a New Practice
[1] ENTERING PRACTICE IN FORMATION If you are starting a practice or

computerizing an existing practice using MediSoft, there are several tasks you need to complete.

To set up a ne database file, do the following:

A Pull down the File menu and choose new practice.
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" NDCMedisoft Demo - Medical Group (Tutorial Data)

J File Edit Activities Lists Heportz Tools Window  Services Help

Dpen Practics... e |ﬁ |@ an & 2

Mew Practice...

Backup Data...
Wiew Backup Disks...
Restare Data...
Backup Roaot Data...
Restore Root Data. .

Set Program D ate

Practice |nformation...
Program Ophions. ..
Securty Setup...

Login/Pazsword Management. .

File b aintenance. ..

Exit alt+F4

A Enter the practice name (Dr. Phyllis Malloy). You needréate a folder for the database.

A Your data path will be @¥ediData Malloy so exter Malloy in the Enter the Data Path text

box.

Crene s new st ot s

[
Enter the practice or doctar's name to identify thiz zet of data; # Create
|Dir Phplls: Malioy
x Cancel
Enter the data path: @ Help
|E:'xh-1 ediData'xIMallDH Browse |
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A Click create.
A In the confirm dialog box that opens, click yes.
A With the practice window information showirfg,i | | i n Dr. Mal | oy ds

presented belowna Save the record.

Practice Information ﬁ

Practice ] Billing Service ]

Practice M are: |Dr. Phllis b allcw Q% Save

Cancel

&1 Hel

Strest: |125 West 100th Street x

Citr: |New Yok State: IW

Zip Code: 110025

Phaone: |[21 21555-55R5 Entenzion: IW
Fax Phaone: |(212)555-5556
Type: |Medical j
Federal Tax D |

Extra 1: |
Eutra 2: |

Entity Type: -

[1] ENTERING PROVIDER IN FORMATION

Next, you need to enter provider information for Dr. Malloy. To enter provider information, do

the following:

A Pull down the Lists menu, click Provider, and select Providers in the fly out window or click
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on the Provider List icon.
A On the provider list window, click New.

A Add the following infornation:

) Provider: Malloy, Phyllis F=n(EoR =
Address l Cefault Pinz ] Default Group 1Dz l E|NS]
Co: [ eCodeplatbrke | A Sme
g Cancel
Last Name: |Malloy Middle Initiat |
First Marne: |P'h_l,l||is Eredentials:lMD @ izl

Street;

125 west 100th Street

City: |Mew ark State: MY
£ip Code: |'IEIEIZE
E-Mail |

Office: |[21 21955-5555 Fax: |[21 2]555-5556

Cel. |

Hormne: |

[v Signature On File

Signature Date: |443/2009 -

Lizenize Mumber: |

v Medicare Participating

Specialhy: |I3 eneral Practice

|0

E ity Type: LEEE:D)

A Next enter Dr Mal | oyds default PIN infor mat

information as shown here
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Al Provider: Malloy, Phyllis =n (o ==

Address Default Pins l Default Group (D ]E”‘-IS]

. Save
f* Federal Tax D Indicatar ‘6'-%] =
S5N/Federal Tax ID: |FEDTAXIDY S
g Cancel
FIM
Medicare: [1111 &1 Help
Medicaid: |2222
Tricare:; |3333

Blue Crozs/Shield: |4444
Cornmercial: |5555

PPO: |E6E6

HMO: |7777

UFIN: [MAL LUPIN

EDIID: l_ Mational Idertifier: Ii
CLIA Murnber: li FPapes Mumber: |
TaT Murnber: li T aronormy Code; Ii
Hospice Emp: | b ammography Certification: Ii
CPO Number: li

Ewtra1: Eutra 2:

A Click the Save button to save your enffizen close the Provider List window.

[1] ENTERING ADDRESS INFORMATION

The Medisoft software program provides the capability of storing address information that is
important to the practicd.0 enter information in #haddress list, either click on the address list

icon on the toolbar or pull down the lists menu and choose addresses. Click the new command
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button. In the dialog box that opens, do not fill in the code field, rather tab over the code field

and enter thedllowing information and choose the type from the ddogvn list:

A once your information has been saved, Medisoft will assign a code to the patient. The

information will appear on the address list.
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