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AP Easy HL7 Interface

AP Easy signing out to HL7 interface for Easy Billing Professional

e In AP Easy select "Go To" (menu) and choose Reports Logs > General Query.

e Do a search for Dated Signed using yesterday’s date.

e Click Select All.

e (o to "Options" - Send Selected to Interface".

e Send To "select "Yes- Default".

e All selected cased will automatically go to the "EBPro" folder, ready to bring into
Easy Billing Pro.

e The reports in PDF format will be saved in the "Cases_PDFs" folder, which can
be viewed from within Easy Billing Pro.

e Itis recommended and best to bring in one file per day from AP Easy.

Easy Billing Professional bringing in HL7 file from EBPro folder

e Select the Claims/Invoices menu.
e Choose the Processing tab.

e Click on the green plus icon labeled “New” to create a new HL7 Processing

Event.
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a Main Menu\} € I“II'IS Logged in User

-Professiona

Istrator, Admin

Transaction m

[] Appointment Reminder
[]cms 1500

[ Collections

. [l custom Form

[] Electronic Claim

[] Electronic Payments ( EOB )
H [] Eligibility Request

. XIHL7 Import

[ Letter

[] Statement

[ Superbill

| Scheduling

Claims / Invoices Q

| Payments

| Reports / Query

Facilities

Tue, Feb 08, 2011 02:58 PM  A195

[ PN [adcnmea

Bellevue Pathology Lab

e Click in the yellow “Type” field to select "HL7 Import".

Process Builder ~
Type A4

Elec Claim Receiving [ HL7 [ Statements [(Superill] cMs (Diag) Let / Hd:

e On “C. Select Specification” choose "HL7 AP Easy" from the drop down list.

Process Builder

HL7 Import Y 04/14/2011 W | A276

EECRIIRIEN Eicc Claim Receiving [HLZ [Statements (Superbill cMs (Diagh Lot/ Hor (IBISBEOREN Collections [ Eligibility  Reminder

Setup = Segment | Patient | Insured | Guarantor | Claim | Transaction | Effected | Pathology | Comments

A. Select Group ( Billing Provider ) EBA1 | B. Select Date

Medical Clinic of New Mexico 04/14/2011 ) 4

Electronic File Data Delete File - /X |

C. Select Specification  |FSIN@NALN N/
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e D. Click here to Import Electronic File When the Open File Dialog Box opens, go
to the HL7 Folder in your “EBPro” folder and move the previously imported HL7 file

into the “Archive_HL7” folder, so that you do not import it again!

Select the correct HL7 file to import and click Open.

( o F Open File
Look in: ., HLT Folder - a _T -l FFF o d
T Mame - Date modified Type
b | | sample HL7 11,/3,2010 5:04 P M Text Docu
Recentiiaces L Archive HL7 4/14/2011 3:58 Ph File folder
Desktop
Jii_.:.:l
Libraries
ﬂs!..-.":
Computer
- =l ] =
Metwork
File name: Sample HL7 -
Files of type: [ Tab-Separated Tesa Files (~1ab:~na) -] [ cancal |

e (o to the Segment tab and click on the button: "A. Click here to Prepare
Electronic Data and Convert Segments into Batch and Transactions." This

process will take longer according to size of the file. Allow this process to finish.

Process Builder

HL7 Import A 4 04/14/2011 | ¥

"Elec Claim Receiving | HL7 Statements [Superbill | cMs [(Diag | Let / Hdr

e Once the message "HL7 is being processed ... Please wait" disappears, you will
be at the Patient tab. The Patient tab will list all new patients. The Claim tab will
show new claims and the Transaction and Effected tabs show claims for the Client

Billing Module and new and updated claim information.
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Elec Claim Filing Elec Claim Receiving | HL7 | Statements [ Superbill | cMs (Diag | Let/ Hor . Collections [ Eligibility’ Reminde

Setup | Segment Patient | Insured Guarantor Claim | Transaction Effected Pathology | Comments

HL7 is being processed ... Please wait

Sefup | Segment | Patient Insured | Guarantor | Claim | Transaction | Effected | Pathology | Comments

Patient D HL7 | EBP ID Sex Medical Record #

Patient Name

Robillard, Dan s

Date of Birth

-

-

Social Security #

231-231-234

Pt000000001

01/011957

Male

87654321 000-00-0000

ENFYV N - o

Setup | Segment | Patient
Claim 1D

CL Date

04/14/2011

Insured

Patient
W

Robillard, D. s.

Guarantor | Claim

‘ MManskastae KL N2404

Transaction

Effected

| Marsind

Pathology | Comments

Referring Provider
4 ’7 Assess

Doe, John

| 94 114 NAR

508-00002

04/14/2011

Robillard, D. s.

Doe, John

SP09-00001

Setup Patient

TR ID

Segment

S08-00002 « Acc#

Insured

Guarantor

CPT Code

Claim

Transaction

Claim ID

Effected Pathology | Comments

nt Re
r Ref. Prov.

Ac

SP09-00001 « Acc#

SP09-00001

w 88305 | | | | |CLA18S Kiein, M. Doe, J. Dan Robillard
<« IDHL7 | Robilard D 4 Patient Account »
PAAS2 <D < Transactior s Applied Items! » D »
HG!ZMO lessos [1c | | [ [olater [Kiein, M. Do, J. DanRobillard | 2 |
<« IDHL7 | Robilard D 4 Patient Account »
PAAS2 <D < Transactior s Applied Items! » D »
Hemw leest2 | | | [ [oater [Kiein, M. Do, J. DanRobilad | 1 |
<« IDHL7 | Robilard D 4 Patient Account »
[€Acct  PAAs2 <D « Transactior plied Items! » ID >

Processing Patient and Carrier claims
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Depending on the choice you have set up as your default master, you can bring in more
or less data from AP Easy. Our recommendation is that in AP Easy you enter very little
information, the patient name, date of birth and the carrier name. Then you can update
all additional information needed for billing in Easy Billing Professional after the case
has been sent over. By having EB Pro as the master you will only need to update
changed patient and billing information in Easy Billing Pro.

Please Note: you are able to see the report and information for each case as a pop up
PDF file within Easy Billing Pro.

How to Process Patient and Carrier claims

e From the Claim tab, click on the small blue arrow next to the first claim for

Claim ID Patient
CL Date _‘
Bt

| CLA186 04/14/2011
| CLA187 04/14/2011 Rob

processing.

e Click the red “Add this claim” button to add this claim to your worklist.

CLA11 Corbett R
CLA12 Corbett R
CLAZS Jones S

ee e

e Click on the Entry tab to land on the Providers tab. Confirm the Provider and
Facility defaulted information, or edit by using the drop down fields. The " Claim
Date" will appear as today's date signifying the creation of the claim, which is used
for various reports. The provider signature date defaults onto the CMS 1500 form. If
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Signature information is required, return to the Patient Information screens by

clicking on the magnifier icon at the top of the screen.

@ B
=

CLAT1
CLA12
CLA25
CLA26
CLA27
CLA30

rlam

Corbett R
Corbett R
Jones S
Jones §
Jones §

Smith S

Innae kA

o0 ES

]

48 28 4K 48 48 4K 4

Providersw‘ Condition| Charges\ Patient’ Carriers Diagnosis | Verify " Contracts | Tasks]

33. Billing Provider ( Group )

Medical Clinic of New Mexico

32. Facility

New Mexico Clinic

a‘ Jones, Jonathan N 4
CLA29
v | 04/14/2011 ./ ‘i _l Notes
31. Signature Provider
Kevin L Maulder
N Date 04/142011 |\

e On the Condition tab, enter information by clicking into the fields. The Diagnosis

Codes will auto fill from AP Easy or can be entered by using the drop down menu.

New DX codes need to be entered into the library. If you have had a "Previous

Claim", you can auto fill this information from that claim by clicking the gray arrow

next to the previous claim. The “Lab Accession #” will appear at the bottom of the

screen. The magnifying icon when clicked will display the report from AP Easy in a
PDF format. Click the Next button at the bottom or, click the Charges tab at the top.

LuLdl USg
Lab Accession #

SP09-00001

Q
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Providers Condition } Charges‘ Patient Carriers Diagnosis‘ Verify‘ Contracts | Tasks}

10. Patients Condition Related to: Place 21. .
(State) Diagnosis Codes
Employment? (Current or Previous) OYes @No —
1 123.40 \/
Auto Accident? OYes @No \
Other Accident? OYes @No 2 \
14. Date of Current: 15. First date of similar illness: Aux 3 N
v v = e \
Set this claims Condition and Diagnosis 16. Dates PT. unable to wk. in current occupation
settings to a previous claim from below.
4P
18. Hosp. dates related to current services
D
) EIEIN 4
Date Initial Treatment Date Last Seen
A4 A4
10d. Local Use !
Last X-Ray Date v
19.
Local Use ADD
Lab Accession # | 23. Prior Auth # = N =
- ™,
SP09-00001 % <« Back | Next |

On the Charges tab, CPT codes and charges are automatically brought over from
AP Easy. If additional information needs to be added to a line charge, click the blue

arrow to the left and add the information on the next screen. Then click the green
check icon to return.
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Providers Condition | Charges | Patient " Carriers Diagnosis [ Verify " Contracts | Tasks]

MC Medical Clinic of New Mexico Thursday, April 14, 2011 CLA187
Claim Info ‘ Diagnosis Pointers ] Pricing " Qualifiers ' Special Providers |/ — = S
= = [ j Notes ]
E?_}— Preview Form E__I— Superbill r Selected Carrier — P — —
i Facilit New Mexico Clini
Provider actlity S venee AN Medicare Preferred Care
Default .
Renderin K att
Date of Service T ’ ) [ E P M C P A RB P A Re|[BEE
— ofor P.0. Box 22920 m—
07/26/2010 \ Sl 108, A Rochester NY | 14692 Claim Update (’wl—r 0
24, O Visits » = <4 Diagnosis Tax Rate » CHG INS $ 220.00
Pointer
EMG 1 Days  amT » PT Resp F
Date of Service Pla. e Units
From To Srv CPTCode M1 M2 M3 M4 Unit Bal 1 F $220.00
@ | Chg » Bal 2 F
2 2] <Rem» Prod » 1 < Diag Ptr. & . Bal3  (Ga
\o7/2610  [o7/26/10 11 | [88305 € | [ ] Chg»|  §170.00 Ballns. (=3 $220.00
N B[ <Remp» Prod » 1 «Diag Ptr. & ) BalPat. (=)
\o7/610  [o7i26110 11 | [88312 [ Chg»|  $50.00
CHG ALL $220.00
o [_ ’7
Pmt's {—
=+
BAL [ $220.00
Unapld {—

To add additional charge lines

e Click the green plus icon to enter the first CPT code. This screen is designed to
be keyboard entry driven except for “Product” field and setting the “Contract
Price”. Tab through entering the CPT code, etc. Be sure you have the correct
amount of DX pointers and Units. Then click the green check icon to save the
line charge, click the green/white icon to add another charge, or the white and

red plus icon to duplicate a charge if there are just a few fields to modify.
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CLA187

@ a ~ ' @" TRA2179 )l | Robillard, Dan s QJ

CHG ‘ Assisting ]

From To

Date of Service » ~ 07/26/2010 ¥ 07/26/2010 Place of Service Code » | 11 N EMG»

GPT Code M1 M2 M3 M4 Code » Clear » |
Procedure » | 88305 % Modifiers » | TC Product » Lk
1,123 |4 e Code » UN Set to Contract Price » g') Code » \ /4
Diagnosis Pointers » 1 Days / Units » 2 Unit Charge » 85.00 EPSDT /Family Plan» (OY ON

Providers Referral / Account | Category / Status | Group / Facility | Time

Amount »
Rendering Others

Tax Rate » 6.35% OY @N

Rendering » | Klein, Matt \\% @E @
= — Acs#» | SP09-00001 \%
Rendering Provider Qualifier Code X X d
— Ref. » | Dan Robillard
Rendering Provider NPI # Override N

2 Q00+®

e **The tabs will become faster as you begin to know which information you will be
entering on your cases...

Providers Condition Dhargesm Patient Carriers Diagnosisx ‘hferiﬁ,rx

o After entering all the line charges you can go through the Patient, Carrier,
Diagnosis tabs confirming the information.

« If additional Patient Demographic or Carrier information for the patient is missing,
it will need to be entered in the Patient demographic screens. Click the
magnifying glass to go to the patient demographic screens to update Patient

Information, then return to the claim and refresh the claim by clicking the Refresh
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button on the Patient tab to update patient information, shown here.

7] Charges\ Patient ‘ Carriers Diagnosis L Verify‘ Contracts | Tasks

Claim Date

N ;a 04/14/2011

o To update Carrier information, click the Refresh button on Carrier tab.

- Group EIN H ‘OY @®N ’—‘| QY ON

I N OY ON } 11d. ®Y ON

3\3 . Back Next | |

IMPORTANT NOTE: When updating patient and carrier information in the Patient
demographic screens, be sure to click the Refresh icon.

e When those tabs are finished go to the Verify tab to verify the claim. If there are
errors, click the corresponding tab below the error to see what needs to be

updated.
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Providers Condition} Charges} Patient Carriers Diagnosis‘ Verify ‘ Contracts} Tasks]

1,

— (

3 :paﬁem Facilty Carer | Charges | omer |f
~ {

Total

« Ifthis is a self pay patient without a carrier/insurance billing, be sure to click "Self
Pay" on the Patient tab. Then click the Status tab to update the status on the
claim, for example "Ready Elec" if you want the claim to be batched later
electronically. Or, "Ready CMS" to batch the CMS forms later. Or possibly
another status based on the claims data.

e The "Claim Status" comes with pre-loaded status categories. You can add to
these by going to the Claims/Invoices menu and selecting the Status tab.
These are used for searching and categorizing claims.

« Each claim must be Verified and a Status must be selected for a claim to later

be processed.
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Verified by: 04/14/2011 &

Verified by: Istrator, Admin 04/14/2011 Y @

If finished with updating the claim, click the large blue Back Arrow to return
to the HL7 interface processing tab to continue with the next claim. If you
have moved around and lost the link back, return to the Main Menu, click the
Claims/Invoices menu, then the Processing tab, then select “All” in dates and

types and return to the HL7 processing event you were just working on.

Templates: These are created for manual entry of claims, if you will be entering
claims manually in addition to the cases signed out, please ask for instructions
on this. (Not often used by Labs)

Printing a 1500 form or Superbill Receipt: click the Preview Form or

Superbill icon at the top of the Claim screen on the Ledger tab.

NI . .o

|
E’f== | a = — Preview Form E—&lperhill |

J— E—— - .l
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B hp printer

Medicare Prefemred Care

1500

HEALTH INSURANCE CLAIM FORM

P.O. Box 22520
Rochester, NY 14892

¥ +— CARRIER —p

ASSRCVED B HATICHAL LAARE R CLAIM CERRATTRR Gase
Pca
o INSJREOS L0 NOVEER (For Frogrem in ltem 1)
IN$ID12245
A INSFEIS HAM Mare, it Mare, Nicde Intal)
Priact, Prrirst, M
B — = A
25 Lowell Street w|:| m .:n:l:‘ .:-r-l:‘ 123 A
Tl STATE | & FATIGNT STATLS aTY =TATE s
3 |Manchester NH sz ] .._ <[] |Bedford NH =
=y i ey = [ E
03101 [ 231) 231234 .n;u|:| e []20[] 02035 [ ]
T CTHER INSLPEOTS HARNE (L Marre, Firat Farre, Micce Indi] ™ P ———————— T, INSPEDS PELICY R GROLE CF FECA NUVGER =
Robillard, Dan, S FG4STEETE ]
= STHER INSUFED'S PCUCY CR CRCUP NUVESR & RMELSVENTT (Curent o Preea) = NSRS ?A';:= BV_T- =X g
PG98354558 |:|-.s = 04 12 1967 D = =
b CTHER \s.zss‘__u:a';v @At szx B ATE AToDRTT FLACE (Statw)| B GNP e g
01107 i1987 | - -] == Ee= Emplﬂ.va Fri =
TR s A e & STRER ASSEETT o o R SRR =
g
EmpIDyEl Sec [Tr== [F= F=t
& INSJFANCE PLAN HANE SR PRCGRAM NAME 102 FRSSAVED FOR LOCAL LSE 2 IS THEFS ANCTHER HEALTH BENEFIT PLANT é .
s e #rmmime e crosmomsae Print
A BACHK UF FON Bk Uit COMMLED NG & SICMING [HIES FOi T ISRETS OF ALTHE A IAS FaAI T BT RS | mia this
12 FATIGNTS CR AUTHORIED PRRSSHS SIGHATISS | BAnaron Lo resm of AR or S ST e gt o rrcical banafEx i the undersigres physican o e o
s o P T e e i 1=t o o vy o
= Form
QAT
o T;_; P 2o 22 c;— = -;_:-a.:;a e rEez | Print
TRTETE e e s S| set of
S| Forms
B
T DAGITTE R AT £F 10EEE TR T e e L 5 A e s
123 4 l
S DATES) OF SERWICE a‘| c [o 3_._-‘.3.355:-_.5-_;;: 5 3 3 . H 4 =
o e | o e T i lsE wdmE, (2
X oo vy oo vy BG =Tmoems | FGIN § CHARGES || i RCYICER 10 =
1 1zi11i08| 12i11i08]11]  [88208 | m1im2imaime |1 | oon| 1] |m B
= I O [ S I I I £
& I O I O [ N | [ | |= £
4 H H H H H H H =
N R N I I I [ ¢ ¢ f | | [ [ [= =

100] ol = Browse  «| «

After previewing, you can choose to print, create a PDF file, or return to the
previous screen. Once you have previewed or created the 1500 form, or
Superbill Receipt, the date created will appear in the Processing tab. If you do
not want to create a processing event and want to print later, click “Delete this

Form” on the print preview screen to return to the Claim screen
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« To add a note to the claim, click the round grey note icon.

CLA188

o
k] Notes Y2,

EODOONOCCNAE TG

The note can be set to appear on a superbill or statement by clicking "Y" in the
Statement box. You can also indicate the note priority by clicking on the level.
“High” and “Extreme” will show icons on the claim and also on other lists and
reports in the program. You can view the note history of previous notes and also
attach documents to the claim. Please note, when attaching notes it will save the
document in the Easy Billing Pro folder which will cause the folder to increase in

size.
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"4/ Note =] -E) ]S
Current Mote ] Mote History ' Search ' Aftached ]
Claim note priority Statement
OLow OMedium OHigh O Extreme QY ON
Group = Medical Clinic of New Mexico :]_] t&
Robertzon, Dan 0412011 09:40 AN
CLA188 AD @ @
100wl ™ Browse  +| < AN

« To add a note to the Patient account click the Patient Name at the top of the
screen and the note icon will appear on the right side of the screen to add a

patient level note. Click the name again to return to the claim level screen.
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(3 Roporaon o Ty [, [NTNIE)

]2
Rfnd ﬂ

|1| n.m| 88305

Entering Patient demographics or Insurance/Carrier Information

« Enter additional information as needed on the Patient Information tab.

Patient | {F’AASS | [ Balance { 125.001] Hf Robertson, Dan

Information | Insurance | Guarantor | Attorney | Employer | Referral | Appointments | Claim Ledger | Transaction Ledger | Proc

2. Mame
Prefix First Middle Last Suffix
| Dan | | Reobertzon |
I 5. Address | City | State | Zip Code I
[ [ [ [

« Click the Insurance tab, then click the green button next to "P" to enter the

Primary Insurance Carrier.

Insurance Guarantor | Attorney | Employer | Referral | Appointments | Claim Ledger

ture on File [
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e Choose the Insurance Company (previously entered in the Carrier screen) using

the grey arrow. (enter "All" to get the entire list).

I Insurance | Guarantor | Attormey | Employer | Referral | Appointments | Claim Ledger | Transaction Ledger | Processing | Link

iture on File Date

" Secondary

| Tertiary | Signature / History

ns.Co.) e | Eligibility Check » |7 Payer D » Ins Type Code »
To »
| | v
2dsID# | ‘| | | |
F|r5t| Midcle| Last| ‘ 85N | | Crossover ‘DY ON

U1010 Tricare
P.0. Box 870030 Myrtle Beach, 5C 28587
U1012 Choice Plus
P.0. Box 9305 Des Moines, 14 50308

U1013 Team Care

P.0. Box 5116 Des Plaines, IL 60017-5116
J1022 Cigna Health

P.0. Box 43170 Atlanta, GA 30359

1030 Railroad Medicare
454 3rd Rail Drive Augusta, GA 30939

« Choose if the insured is the self, spouse, child or other for auto fill.

fi. Patient Relationship to Insured ( select one & )

« Enter fields that are in yellow indicating they are required from the insurance

company. Other fields are optional.
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m Employer | Referral | Appointments | Claim Ledger

. » Carrier

Transaction Ledger | Processing | Link

Cartier ( Ins. Co.) com. [ EigibiityCheck» | Payer ID » | 38520 Ins Type Code
U1010 To » = _
| P.0. Box 870030 | L
‘ 1a. Insureds ID# | ‘| Myrtle Beach |sc | 20587 | 800-225-4816
‘4. Name  First| Dan Middle| Last|Robenson ‘SSN| ‘ Crossover |OY ON
6. Patient Relationship to Insured { select one » ) Self ‘ ‘ | ‘ Relationship Code » | L % e
7. Address | 121 East Main St. City | Tierra Amarilla State | MM Zip Code | 87575
‘ Company »  Prefix | Name | Suffix » |
‘ 11. Policy Group or FECA # | ‘ Home
: = Work
‘ a. Date of Birth | Sex | OMale O Female ‘ E.‘. Cell
b. Employer or School Name -/
‘ ploy | N Elig. Status
‘ c. Plan or Program Mame | _ \{— Last Date Checked
I r T T T

e The “From” field (green field at top) is the date patient started insurance
coverage with carrier. The “To” field is when the coverage expired.

o Repeat if the patient has a Secondary Insurance by clicking on the green button
next to “S” for Secondary.

« Enter “Signature on File” at top for (box 12 1500 form). Once entered you will be
able to choose in a drop down list. Then, enter the date of patient's signature.

e Signature/History tab is to enter “Signature on File” for box 13 and also the

history of all insurance companies.

W asETy -t e

= |

\Diels|7|Q@ B - o

@ 4.Ins Co. |Tricare Insured ‘ Robertson, Dan

13. Signature on File ‘ Date | | Ins. Type Code ‘

« “Eligibility Checkable” auto fills from Carrier to show that the Carrier has been

marked as being checkable.
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Eligibility Check » | X 38520 C1
Tricare

P.0. Box 870030 \ /]
Myrtle Beach SC 29587 800-225-4816

o “Payer ID” is entered in the Carrier file and automatically fills.

e ‘“Ins Type Code” is used when there is secondary insurance.

e “Authorization” is entered manually according to an authorization # or CPT code
for the number of maximum visits allowed within a date range. The visits will
count down as the CPT code is used on a patient's claims. Status, Last Date

Checked, Deductible Amount and CoPay amounts are entered manually.

Elig. Status Check
| Y Last Date Checked

| | o |7

[ =) )

Entering a Guarantor

e Click the Guarantor tab.
e Search to see if the Guarantor has been previously entered for another patient,
or click the green plus icon labeled "Create A new Guarantor."”

HL7_APEasy HL7 Interface Instructions  Copyright © 2011 Easy Billing, Inc. 6/7/2011



AP Easy HL7 Interface

Referral

Information | Insurance | Guarantor Attormey | Employer Appo

Keywords Search Guarantor
L Responsib

4

Search Results [ Clear °?>

Select Guarantor

prm——
Create A new Guarantor —‘ o

“{Q Corbett, Fred A‘

« Enter the “Relationship to Patient” from the drop down list.

o Enter the “Name” and contact information.

o If the Guarantor is a Company, click the tab and enter the “Company Name”.

e Click “Y” or “N” to have the Guarantor information go onto the Patient Statement

instead of the patient.

Guarantor
Responsible [ QY ON

Corbett, Fred EBAZ23

Guarantor is a Person Guarantor is a Company

Relationship to Patient ﬁ Parent

Prefix
First Name Middle Name Last Name
[ [ [
| Fred | ‘Corbert

| Suffix —

Credentials —

Phone { Home - Work ) — 505-659-6363

Phone ( Cell - Fax ) — 505-239-6969

Street-# — 355 Tiler Rd

Apt. - Suite - Unit-# —

City - State - Zip — Santa Fe ] 87501
Email — fred@aol.com
WIWW (URL ) — Q,
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« If the Clear button is clicked, the information will be removed from that patient's

account.

Search Results " Clear @ >

Select Guarantor
|7 Create A new Guarantor —| @

Entering a new Attorney, Employer and Referral for a Patient

« These are entered the same as Guarantor except Referral also has the ability to
enter a Campaign which can be searched later for marketing and creating letters.

| Employer | Referral l

Entering an Appointment (if using the scheduler)

« Click the Appointments tab to create a new appointment, view or search for
future appointments, or print an appointment card.

e The Default Provider will auto fill from the Patient Information screen, or can be
added from the drop down search.

o Click the "Add a New Appointment" to create a new appointment for a patient.

Employer | Referral | Appointments | Claim Ledger | Transaction Ledger | Processing | Link

CurrentForward By Date Range | Defaults

Reminder Method [ |Phone [ |Email [ ]Text Add a New Appointment @

Next Appointment Appointment Card Following appointments from Apr 19, 2011 on

Staff | Location staff Lategory

HL7_APEasy HL7 Interface Instructions  Copyright © 2011 Easy Billing, Inc. 6/7/2011
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« Click the clock to the left of the "Start" and "End" times to choose the correct

appointment times. Choose the Hour and Minute and if AM or PM, then click the

green Check button to set.

Appointment  Alarm | Linked Re-Occur I a Start E@
|E:|;:1tEe ( Hour ( Minute 1
= 4-Pd D
— [(am [ pm [0 [5 [10
QB | | St (12 5 [12] 5 NIEENETNEEN
& 8868 * -
| 09:00 AM nnnn 5 [E[?
g — 8080
_= e 0]
> = o
Description s ——
: | stat | (&
Appointment

e The provider will default or choose from the Team Search list.

e Choose the Criteria, Category, set an Alarm, enter Comments and Link additional

appointments if they are Re-Occuring.

e Click the blue back arrow on the left of the screen to return

to the patients account.
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Click the Claim Ledger tab to view claim information or go to a claim: (used most

often later when working on claims)

Information | Insurance | Guarantor | Attormey | Employer | Referral | Appointments | Claim Ledger Transaction Ledger | Processing | Link

Goto Claim Ledger : atys | Status Insurance ( P=Primary | ¢ condary | T = Tertiary ) Crossover

Go to Claim Entry Ope
EIDETALY Total Total Total Insurance Patient Balance

CL Date Claim# Charges Adjust. Payments : Balance Due
® |8 0462011 [CLa18e 13000 13000
ﬂ J 041612011 | CLA18 12500 12500 12500

e Click the blue arrow to go directly to the Claim Entry screen or Claim Ledger from
the General tab.

« The General tab shows claim totals and what balances are due.

« Go to the Details tab for additional information on charges, payments, refunds

and adjustments.

Status | General

CL Date Claim # Accession # [_:ate First Date Ini. Dafe Last Date Sim. Da{ce Last
I Symptom Treatment Seen liness X-Ray Age
04162011 |CLatBS 123.4 508-00002 51 =
04162011 |CLA1ES 123.40 458.70 SF0S-00001 53

e The Unapplied tab will show unapplied payments.

Status | General | Details

Date Referring Provider | ;a0 ey Unapplied : Claim

Cragtad - S IrAM e i - ard alanre e
Created Claim # Insurance Patient Unapplied Balance Claim Status

oo (ol [ ||

Doe, John Klein, M.

oo oo ||| )

Doe, John Klein, M.

Open | Un-processed | Incomplete

Open | Un-processed | Incomplete
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Transaction Ledger tab for a Patient Statement, apply Refunds and view Source

Payments
e Instructions will follow after training.
Processing tab

e The Processing tab will show dates that a CMS 1500 form, Statement, Superbill
Receipt or Letter that was processed for the specific patient. Simply click on the

icon to view each.

Information | Insurance | Guarantor | Attorney | Employer | Referral | Appointments | Claim Ledger | Transaction Ledger | Processing  Link

View This Superbill
View This Statement Batch View This Custom Form
b Go to This Process View This Patients Statement View This Letter

Type Status Letter / Form Title

m| Q|

Link tab

« Instructions will follow after training (if applicable).

If finished with updating the claim, click the large blue Back Arrow to return to the
HL7 interface processing tab to continue with the next claim. If you have moved

around and lost the link back, return to the Main Menu, click the Claims/Invoices menu,
then the Processing tab, then select all in dates and types and return to the HL7

processing event you were just working on.

Set up required for signing cases out of AP Easy to HL7 interface for Easy Billing
Professional

Specific ID numbers and paths must be set up in EBPro in order be successfully bring
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cases over to Easy Billing Pro.

Referring Physician ID (from AP Easy into EB Pro)

The Referring Physician and Physician ID (example: Phys000003) from AP Easy
Physicians screen must be entered in Easy Billing in Provider/Team menu, Qualifier
Codes tab, in the “Foreign ID” field. When new referring physicians are entered later

they must be entered in both places.

Provider / Team ]

Clualifier Codes | Preferences

Click into the next empty line and select a qualifier
code to add

Phys000001

Used to Identify matches from Inbound Data.

If matching multiple,
( separate with carraige return )

Rendering Providers (from AP Easy into EB Pro)
Rendering Providers entered in AP Easy must be entered in Easy Billing Professional.
The Provider ID from AP Easy (example: Staff000002) must be entered in the

Provider/Team menu, Qualifier Codes tab, in the “Foreign ID” field.

Facility (from EB Pro into AP Easy)
Facility ID from Easy Billing Professional is entered in AP Easy.

Carriers (Carrier ID from EB Pro, entered in AP Easy)
The Carrier ID from Easy Billing Professional must be replaced in the "Company Code"
field in AP Easy. This code is in the Carriers/Accounts menu, ID (example: EBA13).

Once entered in Easy Billing Pro you can click on the "List" icon to get a list of all
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Carriers entered and ID's to work from when replacing in AP Easy. The carrier id

connects to the correct contract and price in Easy Billing Professional.

Default Case Path (set up during initial Easy Billing training)
In the Preferences menu, Path tab, the “Default Case Path” field needs to be set to the
EBPro folder to server. Navigate through their network, copy folder and paste location

(from top) to "Default Case Path"

Client Bill Module (only)

The "Client ID" for each billing entity in Easy Billing Professional must be entered in AP
Easy for each Physician/Location. For example, if a doctor sends AP Easy specimens
from 2 different locations, the same "Client ID" from EB Pro must be entered for both
Physician/Locations in order to print a statement out of Easy Billing Pro to include both
locations. The ID is entered in the lower right part of the physician library screen. Click
on the location, enter the ID (from EB Pro), repeat is more then one location for same

physician.

After all ID's are entered, you can then sign out cases from AP Easy.
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