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Quick Reference Guide

data to create new claims.

In Emdeon Office, select Claims >
Create from the main menu.

Claims

Import
Note: Some users may not see the

. Create
Import menu item.

List

Supplement
Reporting & Analytics
Claim Status

More

The first time you create a claim, you must go through the
Provider Setup process. Click the Start Setup button.
(After you complete this process, the default screen for
Claims > Create will be New Claim.)

You will need to complete 6 pages of provider setup:

. Organizations
. Tax IDs

. Addresses

. Providers

. Payers

. Submitter

A U1 W N

For each step, fill in the required information, designated by
red asterisks (*). After you complete each page, click Save,
and then click the Next Step link at the bottom right.

Claim List | Mew Claim | Provider Setup | Patient List

Step 1 of 6: Provider Organization/Facility

b Organizations | TaxIDs | Addresses | Providers | Payers | Submitter

*Organization Mame ‘Grantham Clinic ‘

*Organization Type ‘ Clinic(004) M

Clicking on "Next Step’ will take you to step 2 to enter tax ids. To display the list of provider organizations click on the ‘Previous

Step’.

Create Claims

In Emdeon Office, you can create and submit claims to payers and receive a response typically within
24 hours. You can create and save entries for providers, payers, and patients as well as reuse the same

After you complete the final page, you will receive a confir-
mation message that the information has been saved. You
can repeat the provider setup process by clicking the Add
New Org button, or you can create a new claim by clicking
the New Claim link.

ClaimList | New Claim | Provider Setup | PatientList

Provider Organizations

Congratulations! You have successfully added a Provider Organization.
You can now submit a claim by selecting the New Claim link at the top.

The current list of provider organizations is displayed below. To add a new organization click on "Add New Org” below. You can also select an action from the
action list to change specific information about an existing organization

Provider Organization Name
Clinic. ~ Select—

Add New Org

Grantham Clinic

If you select New Claim, you will be able to select the or-
ganization, pay to address and provider, payer name, and
service address. Click Continue to Claim Data.

ClaimList | NewClaim | ProviderSetup | Patientlist

2 Unsubmitted claims
Step 1 - Select organization
Step 2 - Select pay to address and provider
[MedCiinic South: 345 Recovery Rd Atianta GA 34563 [v]
|BarberLany [¥]
Step 3 - Select payer name
C—

Step 4 - Select a service address

Service Address Prov NPI Payer Assigned Prov # Performing Prov #  Specialty ~ TaxID SubID

Emergency
Medicine

©MedClinic South 345 Recovery

Rd  Atlanta GA 34563 55555555

55555555 656565656 3323

Step 5 - Choose an action

Continue to Claim Data

If your practice sees patients on a recurring basis, you can
use the Patient List to create a patient record. Selecting a
patient from the Patient List will save time by auto-
populating specific information on the claim form. (If this
does not describe your practice, please proceed to step 8 on
the following page.) At the top of the claim form that ap-
pears, click the Select Patient button. If your patient does
not appear in the list, click Add
Patient.

/€ Commercial Claim Form Page - Windows Internet Explorer

Aetna Claim

Patient List

Select Patient.

Step 1 - Payer/in#

Use Ctrl + " or Ol + <" Keystrokes |

| (seze) (o)

Ed Information payer: Actna

PayeriD Claim Off
60054 None

“Insured's ID/Cert #

Group ID
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Fill in the patient’s information on both the Patient Details
and Insured Details tabs. Click Save.

Add Patient

Insured

“Last Name *First Name Middle Initial
Goldman Frankie

“Date of Birth *Gender

01/07/1976

*Address Address2

678 Gold Road

“City “State “Zip Phone
Greenville [walv] 98098

*Member 1D *Relationship To Insured

34534534534 Self v
Status Student Status
Employed full-ime [v] [Notastudent
(B

You will see a confirmation message with the patient’s

name. Clicking the Select button will pre-populate that pa-
tient’s information into the corresponding fields on the claim
form.

Patient Entry Status

The patient, Harry Goldwater, has been successfully added

[ Brevious Sereen ] [_ToPatentiis_] [Giose

If you have previously entered patient data, you can choose
a patient from the Patient List by clicking the corresponding
Select link.

Patient List

AddPatient Close Window (1- 2) out of 2 Patients
1 on|poB Acco ember 1D|Gender|a
[ eman.  rgured  01/07/1976 345345345345 2314523433 M 678 Gold Road, Select

Frankie Goldville, WA 98089  Delete

ToTET GO STrEET TEETT
F o Insured 01/07/1978 345345 2453454 M ‘Gold Nugget, TX 48579 Delete
= To add 2 dependent o an exising insured patient, ched the comespanding chedbox prior t [AdG Patient]

Add Patient Close Window. (1 - 2) out of 2 Patients

Fill in the fields on the claim form. Fields marked with a red
asterisk (*) are required for the form to be submitted, but
the payer may need additional data based on your claim re-
quirements. Click Save when you are finished.

Step 3 - Other Information

Date first consulted Hospital Service Dates Date last seen

To
Referring Provider NI Refering Provider # Retering Provider Ta:
Refering Physician Last Name First Name Ml

Refering Provider State Refertal Number wWiarkers Concition Ca
Erra—
Remarks
CRTQ'E
Emdeon Busi ples of the Health On the Nstslf::l:ga! ion
v
<] m | B

HCFA Boxi#2 - Patient's first name S Local inkranet h - R -

Your claim has been saved but not submitted. You can click
Close to close the window

Save Confirmation

and return to the New Claim

screen, or you can click New | @z
Claim to create a new claim xW* : . I

for the same provider and

payer you last selected.

You must manually submit saved claims to the payer. Saved
claims accumulate in the Claim List. Access the Claim List by
clicking the Unsubmitted claim link at the top right of the
New Claim screen or the Claim List link.

( cimimList T)NewClaim | Provider Setup | Patient list
 2.Unsubmitted claims )
Step 1 - Select organization

~Please selectthe name—[v|

Step 2 - Select pay to address and provider

—Please select pay 10 address —
—Please select a provider—

Step 3 - Select payer name

—Please select payer—

10

On the Claim List, you can take the following actions:

e Submit the claim. Click the checkbox next to the claim
or claims you want to submit, and click Submit Se-
lected. Expect a response from the payer within 24
hours.

o Edit the claim. Click the Edit link. You can edit/save the
claim or edit/save the claim as a new claim.

e Search for claims. Enter search criteria, and click
Search.

¢ View and print the claim as an HCFA form. Click the
HCFA link.

e Delete the claim. Click the checkbox next to the claim
or claims you want to delete, and click De-
lete Selected.

Claim List | New Claim | Provider Setup | Patient List

Status Claim Type Service Date Search Text

‘Saved[Unsuhminedlﬂ —Select— ll] From To

[ Selectal [ Delete Selected ] [ 4 Submit Selected (1- 1) out of 1 Claims

Patient Na ne [Provider [Payer Status Total |Service |Batch
ID / NPT IName Date [Charges [Date 1D

[¥]11. Goldman,Fyankie 6742452323 mmercial Aetna  Saved 02/15/2010 $30.00 02/15/2010 Edit |

M
oo g
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