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Contracts - Getting Started

Contracts are used to tie the CPT codes and modifiers to their respective prices
when entering claims for specified facilities, groups and providers. If you will be
using the same prices for all your providers, carriers (or Client Billing Accounts), you
may have one default contract that is used for all billing. If you need to send different
ID’s or Qualifier Requirements with the same prices, or if you have different prices,
depending on the carrier, facility, group, or provider, you will need to create

additional contracts.
To view a listing of all of the Contracts:

e (o to the Contract menu and click the report button.

You will see a listing of all of the contracts showing the Groups, Facilities and Carriers
attached to each.

Bellview Specialty Test Contract 05/23/2011 05/22/2012

Groups Attached:
Bellevue Pathology Lab

Facilities Attached:
Owerland Lab

Carriers / Accounts Attached:
Tricare
Choice Plus
Team Care
Cigna Health
Railroad Medicare
Tricare Healthcare Alliance
Premier Health Plans
Cigna
North American Benefits
Blue Cross Blue Shield of New Mexico
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To create a new Contract:

¢ Go to the Contract menu and click the green plus icon labeled “Create a new

Contract”.

Welcome

Keywords Search | All ° All ‘& J» Create a new Contract @

Patients

r Contract Name Report » =5 r Type r Patient Plan Name r Expires

Claims / Invoices ".[BBINEWSpeciartyTestCnntract [ [ '[05!22:‘2012
% | Defautt Bellevue Pathology Lab [ G | | 1273112018

Payments .
& | Defautt Medical Clinic of NM | 6P | | 1273112018
Reports / Query ".lMedicare MCNM | 6P | | 1273112018
% | Test Contract with Lots of Carriers | e | | 0512212012

Groups

Facilities

Provider / Team

Carriers / Accounts
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e Enter a “Contract Name”, “Start Date” and “Expiration Date” for this contract.

ot | o | [ (@ @

Information  Pricing | Primary Qualifier Requirements

Contract Name Patient Plan Name Start Date Esxpiration Date

- -

Groups

01/01/2010 { 1273172011

If you are just beginning set up, you will want to set the “Start Date” much
earlier in time as the date of service is tied to the “Start Date” for pricing. Later
if you need to update your prices, you can keep your current prices intact for
earlier dates of service and create new prices for the new dates of service.

This will create a new line in the contract and will allow you to change your
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prices for January and still do back billing, so that your dates of service for

December will pull the prices that were set at that time.

« From the Groups tab, select one Group and from the Facilities tab select the
Facilities for that Group. You must select a group and at least one facility. You
can also choose to attach specific Carriers (or Client Billing Accounts), or
Providers to the Contract. If, for example, you have specific requirements for one
carrier, you would attach that carrier to the contract. Otherwise, the contract will

apply to all carriers.

m Primary Qualifier Requirements

Contract Mame EEAT | Patient Plan Mame Start Date

\_' New Contract |_' ' 0510512011

Facilities | Carriers { Accounts Atached | Providers Attached | Aftach Carriers [Accounts | Aftach Providers
|| 33a. Override NP # 33b. Owverride Qualifier Code - Mumber m

‘ [ Bellevue Pathology Lab ~ BP

BdMedical Clinic of New Mexico ~ MC

Pricing - Entering CPT Codes

o Click the Pricing tab to enter CPT codes and Products related to this Contract.

Click the green plus icon labeled “Create New Item Price”.

Contracts |  —— 1 —_—
5% Duplicate | & 7

Primary Qualifier Reguirements

Py S

Zg‘ Pricing

@ Create
Report

Mew [tem Price

1 1

—)
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« Ifyou are entering a CPT code, type the code in the Code field, or choose the

code from the drop down list by clicking on the down triangle.

G &

Description

e Inthe search window, enter the CPT code or part of the description to find the

code. Then click the green check mark to select the code.

S R
X s
REMOVE FOREIGN BODY |
@ REMOVE FOREIGN BODY

« Ifyou type a CPT code in the Code field and it is not in the Library, the
Description field will turn yellow with a red message: “Code is NOT in the CPT
Library”. You will need to stop and enter the code in the Library. You do not
have to leave the screen, however. You can open a new window by clicking on
the Window menu at the top of your screen and selecting “New Window”. In the
new window, go to the Libraries menu, go to the Codes tab, CPT tab and click
the green plus icon to “Create a new CPT Code”. Once the code is created,
close the window by clicking the X (upper right corner), then re-enter the code on

the Pricing screen. Once the code is entered correctly, the description will

populate.
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Enter any modifiers for the price. New modifiers are also entered in the Libraries
menu under the Codes tab, Modifiers tab.

Enter the “Unit Price” for one unit and select “Y” if taxable in the “Taxable” field.
Be sure to update the date range to make sure that the Start Date includes any
dates of service for this code. Extend the End Date out a few years, as it can be

changed later.

- Low - High - Dollars & Cents - YorHN
1 999 QY ON
X" = Locked
05/05/2011 L 4 05042012 L 4

You can enter an expected amount for the payment. At the “Expected Price will
be” fields enter either a percentage (%) or dollar amount. Any percentage
amount entered will override the dollar amount. This information is used in a few

reports.

Keyword
|_ Search

All X

If there are any comments for CPT Codes, or Products enter them in the

Comments tab.
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Pricin
9 | G | { i, Fountain of Youtn Pil
_ Comments  Pricing Links

e The Pricing Links tab will show which Group, Facility, Provider or Carrier the
Pricing Item is attached to.

Pricing ] ((G——1 [’[E‘ Fountain of Youth Pill

Pricing | Comments | Pricing Links

Contract Provider

{New Contract

Group  Facility

-
|IIE{ic:iCiicuIHew Mexico

e To view and edit the details a pricing item, click the blue arrow next to the Start

Date.
View details ofthis Pricing ltem — Product Code
-|u5m5:2u11 |4p| 0510412012 | ONLINE PHYSICIAN EM o074 r| |
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e To save any changes, click the blue Back Arrow, which will take you back to the

Pricing tab on the Contracts screen.

-

I ]

Pricing - Entering Products

« Click the Pricing tab to enter products related to this contract.

e Click the green plus icon labeled “Create New Item Price”.

Contracts =
& Duplicate G T

| |

@ Create r=. Pricing

Mew Iltem Price =] Repor

i

o Go the Product tab to enter products that were previously entered in the
Libraries menu, Products tab.

e The drop down search uses the description of the product as the keyword.

Select Product E@

@ youth
Fountain of Youth Pill

e The CPT code for the Product will be automatically entered in the “CPT” field on
the CPT tab.

« Enter the “Unit Price” and Y if taxable.
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Pricing | ((?—] HE Fountain of Youth Pill

‘ Pricing | Comments | Pricing Links

- Product  Volume Discounting

Product

Code = HName

‘ FOY ‘ Fountain of Youth Pill

Description

Quantity Range Unit Price

I—Ln'I I—Iﬂll l—ﬂlﬂnrﬁ&ﬁems

‘ 999 40.00

« Use the Volume Discounting tab to set a Quantity Range for the product. Click

the green plus icon labeled “Add new break point” and enter the “Low” and “High”

guantities and “Unit Price”.

Pricing | ((T—W HE Fountain of Youth Pill

| Pricing Comments | Pricing Links
CPT | Product | Volume Discounting

Add new break point

— Quantity Range

High Unit Price
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« When you return to the Contract screen, you will see each pricing range and

price listed as a separate Pricing Item on the contract.

—~
Create [ Pricing |.|-'-)
@ - : = T — 1 Subtract this item from this Contract
New Iltem Price = REPOI ||~[)
i Price for this item
View details of this Pricing Item
4 Y 12 aaw]mihg A
[ & |01/012010 [~ = | 12/31/2015 | Fountsin of Youth Fill FOY |0074T ¥ 1 9 | N 4500 |3 D
[ & |01/012010 [~ = | 12/31/2015 | Fountsin of Youth Fill FOY |0074T ¥ 10 19 | N 4000 |3 D
[ & |01/012010 [~ = | 12/31/2015 | Fountsin of Youth Fill FOY |0074T ¥ 20 099 | Y 3500 |3 D

e Be sure to update the date range so that the “Start Date” will include any dates of

service for this code. Extend the “End Date” out a few years, as it can always be

changed.
e You can enter an expected amount for the payment. At the “Expected Price will

be” fields enter either a percentage (%) or dollar amount. Any percentage

amount entered will override the dollar amount. This information is used in a few

reports.

Keyword Al
‘{ |— Search !

Al X

Changing Prices

e To change a price for an existing Pricing Item, click the green arrow icon on the
right below “Change Price for this item”. Enter the new price and Start and End

Dates.
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o [ o M \ A7

1 1999 [N 80.00 & D
e When you save this Pricing Item with the new price, it will appear as a new line
on the contract and the old price will be shown in red on its own line.
Create = Pricing lo . .
@ Newlltem|Price :L:-—-J Report f[‘?) A Subtract this item from this Contract
\ hange Price for this item
View details of this Pricing Item
il 1 il
4 | ” | = i I A
[ < P 05/01/2013 |Lovel V- TISSUE EXAMBY 88305  / 1 999 N 10500 & O
05/01/2010 povel IV TSR EXAMBY 88305  / 1 999 | N 80.00 &3 O

The Start Date will fill in as today’s date. If you want to change the date, be sure to
change the End Date for that CPT code. The start date determines which price will
be used for the given dates of service for that code.

e To search for a specific procedure code, enter in the procedure code field and
press Tab. Click the red minus icon to clear the code and show all prices.
Cont 1 ————————————— —— =1 —
onfracts | (& pupiicate | [ 6 Type ! “H Default Medical Clinic of NM ||
F bimain ) |
- T |
H @ g?l?;r? Price H E‘f E;'E'Q% rT - Subtract this item from this Contract
IJ nange Price for this item —,
View details of this Pricing ltem |
1 IR | 9702 | Q| |
_ S | _
V| | | cProose | 1] 2] 3] 4] o] nifhs \
| & | 010112004 | < P= | 12/31/2018 | Nutritonsl Therapy = 15 min 97802 |\ 1 |999 [N 35.00 | | O
|$ 01/01/2004 |<d = | 12/31/2018 | Nutritional Therspy s 15 min 97802 |\t GP | KX 1 999 | N 50.00 |3 |
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e The Pricing Links tab shows the Group, Facility, Carrier and Provider that the

specific price is linked to. If a new price is created with a more current From and

To date when new carriers and providers are attached, previous dates will not be

included.

Pricing | [[ — ][ =

| { OFFICE/OUTPATIENT VISIT, EST

[ @)

Fran | commens | |
Contract Carriers Provider
‘ Medicare MCNM Choice Plus Klein, Matt
: P.0. Box 9305

Medical Clinic of Mew Mexico

Des Moines, 1A 50305

Maulder, Kevin L, MD

Atlanta, GA 30359

Cigna Obrien, Sharon, PT
P.O. Box 2004
Scully, Dana, M.D.
Farmington, CT 06034
Cigna Health Smarn, George Charles, Jr., Captain, MD
P.O. Box 49170

Smith, Zachary, Dr., M.D.

New Mexico Emergency Abduction Care

4544 Main Street, Unit 1245

Roswell, HM &8201

North American Benefits

P.O. Box 89476

Cleveland, OH 44101-6476

Primary Qualifier Requirements

e The Primary Qualifier Requirements tab is used to pull Group, Facility,

Provider and Referring Provider ID numbers onto the paper and electronic

claims. For each Assignment field, click which source to use to auto fill the 1D

numbers. Service Facility (32.), Billing Provider (33.), Rendering Provider (24).)

and Referring Provider (17.) Assignments all have the first field in the box

referring to which NP1 number is being filled and from where it will be pulled. The

NPI numbers are entered when they are set up in the Groups, Facilities and

Provider/Team menus.

For example, the Rendering Provider Assignment should always be set to “Rendering”,

unless a specific carrier requires it to be something else.
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Contracts = = -
=\ Duplicate G Type =| New Contract Q
32. Service Facility Assign ment 32a. NPI source to use — O Group @® Facility OProvider O Referring
Code
F . Description 32b. Include ) — 32b. source to use
@y ON O Group @ Facility O Provider O Referring
33. Billing Provider Assignment 33a. NPl source to use — @® Group OFacility O Provider O Referring
Code
F = Description 33b. Include m — 33b. source to use
@y ON @ Group OFacility O Provider O Referring
24j. Rendering Provider Assignment 24j. NP source to use — O Group OFacility @ Provider O Referring
Code Elec
r N Description 24j. Include T — 24j. source fo use
@y ON QO Group OFacility @ Provider O Referring
17. Referring Provider Assignment 17b. NPI source to use — O Group O Facility O Provider @ Referring
Code
r . Description 17a. Include ) — 17a. source to use
@y ON O Group OFacility O Provider @ Referring
25. Federal Tax ID Number 27, @Y cLiAshowr OY ON
Accept .
25. Use 25. Source N CLIA Override #
r r Assignment O
OSSN @EIN @ Group OFacility O Provider O Referring

« The “Code”, “Description” and “Source to Use” fields are for other qualifier codes
that could be required by specific carriers, or providers. In this case it will be
necessary to create a new contract that will be for one or more carriers, or
providers when they require additional qualifier codes.

o Federal Tax ID Number (25.) auto fills from the Groups set up, Codes tab. Most
carriers want the EIN number. If specific carriers want the SSN number you will
want to create a new contract, everything could be the same except this one
change.

e Accept Assignment (27.) Click “Y” for yes or “N” for no if you will be accepting
assignment and not charging patients for remaining balances based on your
contract with the carrier. Again, this could be a reason to have additional
contracts, if you accept assignment for some but not all carriers.

« Click “Y” to have CLIA # auto fill from the Facility screen, or enter a “CLIA
Override #”.
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o After setting these fields specific to the carriers, or providers, return to the
Information tab and select the Attach Carriers / Accounts tab and select the

specific carrier(s). Click the Attach Providers tab to select specific providers.

Contracts =
=" Duplicate GC  Type ﬂ New Confract ij;
Contract Mame Patient Flan Mame Start Date Expiration Date
4
MNew Contract 01/01/2010 12/31/2015
Keywords | () All X | AN a — Remove All Garriers from this Contract
- Add or Subtract Carriers from this Contract
atus X | AN )
r Carriers
B Active Blue Cross Blue Shield of Albuquerque a
[ Alert _ New Mexico P.0. Box 13503 NI
[ Collection
Inactive A Des Moines
X Choice Plus O
F.0. Box 9305 1A

Creating New Contracts

e You can duplicate a contract by clicking on the Duplicate button on the Contract
screen. If the prices will be different and you have a long list of CPT codes or
Products, it would be better to duplicate the contract and change the prices. If
there are any Pricing Items that will not be used, you can then delete them by
clicking the red X icon on the right of the charge line on the Pricing tab.

e When creating new contracts where you have different Qualifier Requirements
but the same prices, do not Duplicate the contract if the prices will be the same
as the default contract. Simply create a new contract and select the Group,
Facility, Carriers or Billing Accounts (all or specific ones), Providers (all or
specific ones) and Qualifier Requirements that will be used or different. The

Pricing Items will be pulled from the default contract.
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