Entering CPT Codes
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Entering Procedure (CPT) Codes

CPT codes must be entered in the library before they can be entered in a pricing
"Contract". If you do not see a description when entering a CPT code on a "Contract",

you need to enter it in the CPT code library
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Description Code is NOTIn the CPTLibrary

e Select the Libraries menu.
e Click the Codes tab.
e Click the CPT tab.
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Entering CPT Codes

e Search to see if the codes are already in library.
o Next to "Keywords" click the “X” to remove the word "All". Search by code

number or description. You can enter one word, or several.
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e |If the code is not found, click the green plus icon labeled “Create a new

CPT Code.”
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e Enter the "CPT Code"
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Entering CPT Codes

e Enter a "Short Description” and a "Long Description”. They can be the
same.

e Choose a "Pricing Category".

e Choose if "Taxable", or not. Your tax rate is entered in each Facility.

e Product Code/Status is used for flagging changes to the codes. Codes
with a status of “Discontinued” will show in yellow if used.

e Click the blue Back Arrow to return.

Entering Modifier Codes

Modifier codes must be entered in the library before they can be entered with a CPT
code in a pricing "Contract". When entering a Modifier with a CPT code on a "Contract",
if you do not see the modifier in the drop down, you need to enter it in the Modifier code
library.

e Select the Libraries menu.
e Click the Codes tab.
e Click the Modifiers tab.
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Entering CPT Codes

e Look on your current list of Modifiers to see if the code is listed.

e Ifitis not listed, click the green plus icon labeled "Create a new Modifier".

e Enter the "Modifier" code (usually a 2 character code).

e Enter a "Short Description” and a "Long Description”. They can be the same.

e Click the blue Back Arrow to return.

Entering new Pricing Categories

e You can enter custom "Pricing Categories" if you would like to have reports break

down prices by Categories. Click the Categories tab in the Libraries menu.
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Click the green plus icon labeled "Create New Pricing Category".

e Enter a "Category Code", using a 2 or 3 letter unique code.

e Enter a "Category Name", either one or two words, or string of numbers.

e Click the blue Back Arrow to return.
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Entering CPT Codes

Category Code ( limit to 2 characters )

Category Name
Special Attention

Description

Special Attentio
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