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e On the Provider / Team menu you will find “Type” and “Status” values. There are
master types and statuses that come with the program which you can use for

searching and reporting.
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e You can add new values to the “Type” and Status lists. On the Type tab, click the
“Create a New Type” button to create a new type if it is not in the list. For instance,

you can type in “Billing Assistant”, which will then create “Billing Assistant” in the list.
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e Patients and the Provider/Teams share the “Status” values. So if you want to add

new statuses for the patients, you will return to the Provider/Team menu in order to

do that.
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¢ If you will be using the scheduling system in the Easy Billing Professional program,

the color-coded bar graphs to the right of the names of the Provider/Team and at the

top in the Log In are chosen during the setup process for the Provider/Team

members.

e To create a new Provider or Team, go to the Members tab and click on the “Create

New” button.

Members | Type | Status  Alarm | Access

Select Type or Types

B Administrator

B Biller

(< Nurse

(] Physician Assistant
(] Referring Physician
[ Rendering Provider
4 Technician

Select Status

souer D * ~ | 3

-I-}»Create New | Report ] Set to Defaults ]

B o Acces: Logged In | [ Logged 1n this stat

o pogacm | hgo |

Dlpsomise | 48 ]
?IJ

Doe, John

[ Active

O Alert

[ Collection
[ Deceased
[ Inactive

Grissom, Gill, M.D.

Istrator, Admin
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o For “Administrator”, the type “Administrator” has been checked. When first entering a
Provider/Team person, you will see that the type field is highlighted in yellow,
indicating that this field must be filled in. Throughout the Easy Billing program, when
you see fields in yellow, make special notice to get them filled in.

e Company name field is typically NOT used, especially for providers for whom you
are going to be doing billing.

Provider/ Team | ”7 J @]

Name Contact | Qualifier Codes | Preferences ess

Company Name ( if applicable )

- Limit to
Initials ’7 3 Characters or Less

Prefix First Name Middle Name Last Name Suffix Credentials
Type NPI # IZ GO CtT Attached
to Billing (A
‘ Account
] Administrator
CIBiller Status
[CINurse
[IPhysician Assistant B Active
[JReferring Physician [ Alert
[]Rendering Provider [ Collection
O Technician [ Deceased
[ Inactive

e Forinstance, if you were creating a new Rendering Provider, you would be shown
that the NPI field needs to be filled in by seeing that the field is yellow.

Provider / Team | H* White. Charies ‘ [é‘

Mame | Contact | Qualifier Codes | Preferences | Access | Appointments | Work List | Contracts | Patients | Ledgers

Company Mame ( if applicable ) Limit to
3 Characters or Less

Prefix First Name Middle Mame Last Name Suffix Credentials
‘ Charles ‘ White ‘ MD|
Type MNP # - Convert Attached
to Billing if8
‘ Account 4

] Administrator
O iller Status
[INurse
[JPhysician Assistant [ Active
[JReferring Physician OlAlert
[ Rendering Provider [ cCollection
[ Technician [ Deceased

O inactive
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e The Contact tab is typically used as a reference to the provider or team member. If
it is a Rendering Provider, or someone that is doing billing for specific groups or

facilities, you would check the “Group” and “Facility” to which they are associated.

Provider / Team | [ F J @

Name | Contact AQualifier Codes | Preferences Access Appointments | Work List | Contracts | Patients | Ledgers

Group Address

[ Bellevue Pathology Lab ~ BP

Street & Numb
[ Medical Clinic of New Mexico ~ MG feet & umber

Unit or Suite

Zip Code

Date of Birth

Facility Sex

[ Dr. Whitley & Assoc ~ WA
[ Family Therapy Group ~ FT

O Male
O Female

] New Mexico Clinic ~ NM
[ Overland Lab ~ OL
[T Sharon Obrien ~

Marital Status

O Single
O Married
O Other

URL (WWW ) — O Addhtpww. [

| X

e Click on the “Qualifier Codes” tab to enter qualifiers for the providers. Then click the

drop down and choose whichever code that you are filling in. These will be used

later when entering the contract pricing.

Provider / Team ] { F

: Name Contact . Qualifier Codes | Preferences A ppointments : f Ledgers :

Click into the next empty line and select a qualifier Enter the appropriate o
Description
code to add A‘ T ID number here r

1G
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e Easy Billing Professional has the ability to have system wide defaults, user level
defaults and Provider/Team level defaults. In the Preferences tab, you will enter the
“Default Group”, “Default Facility”, the Zoom Level, the Statement and Superbill
headers, the information for using the Scheduler, Place of Service and Default Date
of Service.

Provider | Team Hﬁ . ] {6]
t | Qualifier . s | Ledgers -
Default Group Default Facility
O Bellevue Pathology Lab ~ BP O Dr. Whitley & Assoc ~ WA
@ Medical Clinic of New Mexico ~ MC QO Family Therapy Group ~ FT
@ New Mexico Clinic ~ NM
QOverland Lab ~ OL
(O Sharon Obrien ~
Default Place of Service Code
[ ]

If this is for a Rendering Provider, you will put the Provider name, so that it will
appear in the “Signature” field, Box 31 on the actual CMS form.

MName | Contact | Qualifier Ci

s | Ledgers
Provider  Printing

Narrow by Status ... Then select from list W

K Active

B Alert

X Collection
X Deceased
Nnactive

Select a Rendering Provider » Maulder, Kevin L, MD

Select a Referring Provider » Robinson, Jack, MD

31. Signature on File Kevin Maulder MD

Name

uld prefer to be
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Ledgers

Default Printer Default Form

@ Dell 1110 Laser O CMS 1500

@ hp printer
O Test

Ledgers

dar Filter

Default Date of Ser

(] sent Tertiary
B Un-processed
O verified

[ collection Marked

[ Collection Sent

K Incomplete

[JNeeds Review

& Not Verified

& Open

[ Patient Self Pay
CIPMT from Patient
CIPMT from Primary
CIPMT from Secondary
CIPMT from Tertiary

[]Ready Statement
[ sent Primary
[ sent Secondary

Default Statement Header Default Superbill Header Default CLBL Statement Header Default CLBL Im

HDR 10 ENV 1 WDW HDR 10 ENV 1 WDW N I HOR 10 CB Invoice Il HOR 10 CB Invoice

MName

Contracts | Patients | Ledgers

Default Team St Default Patien
[ Active

O Alert

[ Collection [ collection
[ Deceased [ Inactive
[ Inactive

[ Active

O Alert

[ collection

[ Deceased
[ Inactive

[ Patient Credit
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Patients | Ledgers

er | Printing

Default Statement Path Fix Path Documents Desktop FileMaker Temp
IC:UsersiAdmin/Desktop!

Default Path { Qutbound ) ath Documents Desktop FileMaker Temp
IC:MUsersfAdmin/Desktop/

Default y Path ( Inbound ) Fix Path Documents Desktop FileMaker Temp
IC:Usersiadmin/Desktop/

Default File Path Fix Path Documents Desktop FileMaker Temp
IC:MUsersfAdmin/Desktop/

Default Collection Path Fix Path Documents Desktop FileMaker Temp
JC:Msersiadmin/Deskiop!

Default Documentation Path Fix Path Documents Desktop FileMaker Temp
IC:Users/Admin/Deskiop/

Mame | Contact 1 ferences : L intm Patients | Ledgers

Filter Event Type

[ Claim Task [ cancelled [ Administrator [ Active

[ Office Closed O completed O iller [ alert

[ Room 1 [ Confirmed [ Nurse [ Collection
N ORrRoom 2 Oincomplete [J Physician Assistant [JDeceased

OToDo Mo Show [ Referring Physician Inactive

[ Trauma [JPending [JRendering Provider

[ Treatment 1 [ Tentative [ Technician

[ Unavailable

[Jwaiting

Ledgers

O Claim Task O Cancelled O Assist
(O Office Closed (O Completed (O Carrier Follow Up
ORoom 1 @ Confirmed O Consultation
I ORoom2 O Incomplete (O Emergency Surgery
QOTaDo ) No Show @ Examination
O Trauma QO Pending O Lunch
@ Treatment 1 (O Tentative (O Patient Follow Up
O Unavailable C Surgery
O Waiting O Treatment
(O Vacation
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Contact

Place Pre r | Printing

Default
Zoom

@100
0150

Month View
Background
Style

@ Light
O Dark
O Neutral

Contact | Qualifier Co

Place | Pr r | Printing

Task Type

@ Claim Task
O Office Closed
O Room 1
ORoom 2
OToDo

O Trauma

O Treatment 1
O Unavailable
O Waiting

Qualifier Codes

Preferences

Path

Claim 5

Set Gantt Color

Royal Blue

Set Text Color

Black

Sample Text

des | Preferences

Claim

Path

(= | Task Status
O Cancelled
O Completed
O Confirmed
O Incomplete
O No Show
@ Pending
O Tentative

Calenc

Calendar Filter

ntments | Work List | Contracts | Patients

dar Filter | 5 ule Event Task

ntments | Work List | Contracts | Patients

ule Event

Task Category

O Assist

@ Carrier Follow Up
(O Consultation

() Emergency Surgery
O Examination

O Lunch

(O Patient Follow Up
O Surgery

O Treatment

O Vacation

Ledgers

Ledgers

Any provider or team member that will actually be using the system and logging in,
must have a user name and password. When entering the user name and password,
remember that they are case sensitive. The Access Status must then be clicked to

“Y” in order to give that user access to the system.

Provider / Team -~
] Ha Bowden, Kathy

Name ‘ Contact ‘ Qualifier Codes ‘ Preferences | Acc

Access Status » \|

ntments ‘ Work List | Contracts ‘ Patients | Ledd

rd

Logged In >

Basic Advanced Administrative

Tasks

Type > R

[ Delete
[ Delete
[IDelete
[ Delete
[IDelete
[ Delete

Edit
[ Edit
< Edit
Edit
[ Edit
Edit

Appointmen
[ Print
[ Print
[ Print
[ Print
[ Print
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e Appointments can be scheduled not only for patients, but anyone who is part of the
Provider/Team setup.

Provider / Team

Contact | Qualifier Codes | Preferences Access = Appointments | Waork List

Date Range  ([IOMAIYY 01/01/2040 A
nts je

tments in Da ¥ ointment

[ ISIn

Mon, Jan 17,2011 | o
— T reatmen
) 04:00pm |

e A claim that is created is put on the work list of the user that created the claim. Claim
status is then used to find claims that you want to work on. Claims can also be
moved from one person’s work list to another.

Provider / Team

m QualifierCodes| Preferences | Access | Appointments m

] SEtCIAaImEIStS My Batch List | Set Batch List

Claim Status X | Al Current List

[ Amended

[ Appealed
[closed

[ collection Marked
[ collection Sent
[Jcomplete

[l Denied

X Incomplete

[ Needs Review
[JNot Verified

[J Open

[] Patient Self Pay
[CJPMT from Patient
[1PMT from Primary
[ PMT from Secondary
[1PMT from Tertiary
[ Processed
[JReady CMS
[JReady Elec

[ Ready Statement
[Jsent Primary

[l sent Secondary
[ sent Tertiary

[<] Un-processed

[ Verified

e If you wanted to pull up only the claims that are “Ready Electronic” on your work list,

you would simply uncheck all the other claims by clicking the “X” up at the top, or
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individually, and then click the status of the claims that you want to appear on your

work list.

Provider / Team |

‘ | z Istrator, Admin | | @ |

m QualifierCodes | Preferences | Access | Appoiniments Ledgers
My Current Claim List My Batch List | SetBatch List

Claim Status X | ANl ||| Keywords | al x| an ||| Date | osovz0t0 |[M | ov2s:2011 T Tay | x| An |
B Amended | - f ; i i i
Carrier [ [ -

%Appealeﬂ ‘ Selected | [ | 1N @
Closed L \ L L

[d Collection Marked p— 'I L "

[ Collection Sent All ] Claim Insurance Status Remove all from any Work List — &)

[ complete

(4 Denied Show Carrier —| Add all to my Work List — ‘@ Remaove from any Work List

R CL Date Add or Subtract from my Work List Assigned To: Assignment

[ Needs Review
[ Mot Verified Pls| 09/01/2010 Jones, J. . MUl Istrator, Admin

() Open Fls| 241201 AFY strator, Admin ;
[ Patient Self Pay - -
B4 PMT from Patient E | BB Istrator, Admin

& PMT from Primary Pls| Munster, H. . BN Istrator, Admin -
[ PMT from Secondary - - = -
[ PHIT from Tertiary Pls| 20/2 Corbett, . A. ANl istrator, Admin

[ Processed Fls| B 20 . AN |=trator, Admin g
%E::x ;:S SBIE 01252011 AL trator, Admin '

[ Ready Statement

[ Sent Primary

[ sent Secondary
[ Sent Tertiary

[ Un-processed

FAN fmriFim e

1] ’|—|

0|0|0|0|0

P

& |

e |

oloo|o|o|w|

& |
1]

e |
L1]
o

Provider/ Team |

[ (- )
||. Istrator, Admin

m Qualifier Codes | Preferences | £ Appointments

SetClaim List| My Batch List  Set Batch List

2011 700.00
09/01/2010 59500
07/13/2010 250.00
06/22/2010 1513.00
Q6221 200.00

400.00
00

EBA121
EBA118
EBA119
EBA116
EBA131

>
3
>
3
>
3
>
3
=
3
=
3

Z2Z2| 0|« | Z2|Z2 | 2|0 Z2 |2 |Z2 |2
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Provider/ Team | ‘ |§ Istrator, Admin ‘ |@‘

Work List =~ Contracts | Patients | Ledgers

| My Current Claim List '|" SetClaimList| My Batch List | SetBatch List

Date Il 01/01/2010 (PSS 06/20/2010 [RESEMIR 1Y

— 1plete
Total ‘ — 1D
a I
00.00| ¥ | EBA118 Istrator, Admin
D EBA119 Istrator, Admin

e On the Contracts, Patients and Ledgers tabs you can view activity that is attached

to the Provider/Team member account.

Provider/ Team | — ) )
a Maulder, Kevin L, MD ‘

Work List | Contracts Patients | Ledgers

View details of this Contract
£ Patient Plan Name ‘
[ % | Medicare MCNM 01012004 [ B | 12312018

Provider/ Team | | ; ) Maulder. Kevin L, MD ‘ |@|
atients = Ledgers
|
Disconnect Assignment
View details of this Patient
J Patient Name as ai Balance \r
; Anderson, Sandra Active | Collection -5 10.00 @ B
) ﬂ Corbett, Ruth A Active | Collection 1042072010 $376.00 Q
ﬂ Jones, Jonathan Active | Collection 09/24/2010 543400 Q
.
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Provider / Team | { a Maulder, Kevin L. MD J@

Mame | Contact | Qualifier Codes | Preferences

! d
B 01/01/2011 1213112011 0 “ | Medical Clinic of New Mexico L 7

DAC DBP DNC DP| DRC DSR Select a Transaction Code

[JAl [JcL [JoL XEPL [RI []JUN
CJAL [OHc [Opa [OpPP [CIRL [JVL
CJAP [HT [JpPc [IPR [IRP

Goto Claim Provider Payo
Claim #
B |CLA4S 0412272011 PL Pmton 15780 DOS 4/6/2010 #878787 for -5.00 50.00 P
‘ CLA4S 04/222011 PL Pmton 11111 DOS 4/6/2010 #8787E7 for 3200.00 40.00 P
) |CLA4S 04/22/2011 PL Pmton 11111 DOS 4/6/2010 #878787 for $200.00 50.00 P
) |CcLa12 04/29/2011 PL CH#45454544 35.00 1
) |CLA1Z 04/29/2011 PL ca 20.00 P
& |CLAT10 05/05/2011 PL Pmton 99212 DOS 10/20/2010 #887888787 for $190.00 45.00 P
w |CLA14 06/08/2011 PL Pmton 98942 DOS 9/4/2009 #8325 32.00 2
B |CLAB 081572011 PL Pmton 87014 DOS 8/25/2003 #3687 for 525.00 10.00 P
‘ CLAT 08M62011 PL Pmton 99212 DOS 8/26/2009 #9874 for $650.00 35.00 P
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