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Worklists

« Claims go onto a Worklist when a claim is entered, or a claim is added to
a User’s Worklist.

e Once aclaim is on a user’'s Worklist, it can be accessed most easily by
clicking on the Worklist icon, either at the top of the screen, or on the side

of the screen.

Setting Claim Status defaults for Worklists:

e Click the Provider/Team Menu > Click the blue arrow to enter the User

Account and select the Work List tab

e Onthe My Current Claim List tab, choose from the Claim Status list the
types of claims you would like to appear in your Worklist. For example, if
you would like to work on all claims, click All. If you would like to work only
on claims with “Ready Elec” selected, click the X to clear the status list
and click “Ready Elec” to show those claims. You can return to change the
claims appearing on your Worklist at any time.
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Jualifier Codes | Preferences

| My Current Claim List  Set Claim List Ky Batch Ui

Claim Status X | Al
/I:I Amended \
[Jappealed
[dclosed

[ Collection Marked
[Jcollection Sent
[l complete
[JDenied

[ Incomplete
[IMeeds Review
Mot Verified

[ open

[ Patient Self Pay
CIPMT from Patient
CIPMT from Primary
[C1PMT from Secondary
[CIPMT from Tertiary
[dProcessed
[OReady CcMs

O Ready Elec

[ Ready Statement
[ =ent Primary
[1sent Secondary
[sent Tertiary

< Un-processed

- ™Overified

e Also on the My Current Claim List tab you can choose claims to remove
All or individual claims from anyone’s Worklist as in the case of Closed

claims.
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Remave this Claim from My Work List
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« On the Set Claim List tab, you can find claims by Keyword searches,
Date Range, Carrier, or Claim Status and remove them from any Worklist,

or add them individually or in batch to your worklist.
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My Current Claim List SELCIAIMANSEY My Batch List | SetBatch List

Caimstates X | All || Keywords | ai ﬂ an |

(] Amended

[] Appealed

B Closed

[ Collection Marked
(] Collection Sent
(<] Complete

(4 Denied

B ncomplete

B Needs Review
(] Not Verified

(<] Open

(] Patient Self Pay
[ PMT from Patient 0&/25/2009 K . (3l Istrator, Admin
B PuT from Primary orbett, R, A. Y istrator, Admin
B PNT from Secondary — —
(4 PNT from Tertiary : 0o .aggidy, 5. . A Istrator, Admin
[ Prarezzed . o

—
L Claim Insurance Status Remove all from any Wark List —|@

All

[

[ Show Carrier —| Add all to my Work List —| - Remove from any Work List

CL Date Add or Subtract from my Work List Assigned To:
EIR o i : Istrator, Admin

Assignment

Istrator, Admin

e Click the Worklist icon on the left to then go to your Worklist.

-]

Reports Menu> Claim Query:

e On the Reports Menu > Claim Query, select the WKL tab to search for
and assign the claims to different Team Members’ Worklists.
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D = o] Work List Assig Create Event Task &
) =1 e@ [sirator, Admin Y@

1 Use Click here to assign the above Staff Member
to all the claims listed below

Tasks Assigned

[~ Date Assigned rb [~ Currently Assigned to -‘ [ Primary Insurance Balance 7

e You can search by the Date Assigned, then click the Work List
Assignment Select button to bring up a Team Member’s name in the
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search dialogue box. Once the name is selected, click the green down

arrow icon to assign the Staff Member to all the claims in the list.

14 Select Staff Member = R =
@ Enter Keywords = | all z

Istrater, Admin EBA1

@ Bowden, Kathy EBAZ
@ Maulder, Kevin L, MD EBA4
@ Obrien, Sharon, PT EBAS
@ Whitley, George, MD EBAS
@ Smith, Kewin, MO EBAT
@ Robinson, Jack, MD EBAS B
@ Blackwell, Jackie EBAS

@ Smart, George Charles, Jr., Captain, MD EBA1D
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e You can also search for claims by using any of the tabs across the top to

find claims to move to another Team Members Worklist.
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