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Searching For a Patient

Search By

¢ Mame  Chat#t  SSN# ¢ DOB ¢ Phone © Tickst Cancel/Exit | .You Can SearCh by
| Refresh Add a New Patient | Name, Chart #, SSN#,
S5N Patient DoB Chart Mo | Patient | Insurance | Credit| PatientiD DOB! Phone! TiCket'
N T ——ComE 2n 7@ % Once you choose how

Selected Patient

you are searching by
Single Left Clicking
on that option.

*Type in the search information. You
can select the patient by Single Left
Clicking on the patient and then Single
Left Clicking on Select Patient.
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Search
(]

It |

=

Adding New Patients

Last Name: |[JACKSOM

First Hame: |E|LL _
| Add a New Patient I
Middle Mame: |JOE #2
Address: |1'|1 8TH &VE tient Insu@p@’tredil PatientlD K
City: [NASHVILLE 0,00 1;;33 g 13
State: |TH & : :

Zip Code: |37128
Phone: |[615) 2555555
“wiork Phone: |[B15] 852-1111 125

SSN: [123-45-E678
Sex M -

DOB: |08/04/1964

Chart No: [Leave Blank If Mot Knownl)

LCancel ‘

-,

Cancel/Exit

N

#3

#1

* Single Left Click on Add a
New Patient. A pop up box will
appear. Complete that box and
then Single Left Click on
Accept.
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Adding Notes

Click on I\b/lemO. JACKSOM, BILL i Ere—8 Memo [
A pop up box
Chart Ma| 108
will appear and Last Name JACKSON
. ET Firzt Mame BILL
Type In note. ne MI Name JOE

*This note will a5, Dx Gereration(F/SF]

Address 117 BTH AVE
note appear on City MASHVILLE
any thing the

State TH
. ; Zip| 3128-
patient will see.

Phone [615] 255-5555
Wark Phone| [615] 852-1111 x125
i“ Grrtr | Emergency Contact
Sex Male
RP Fet Dr DOBE(44) 8/4/1964

S5M|123-45-6678
b arital Status
Employed Statusz
E mployer
Prowider| MARCUS WHELBRY, MD
Cell

Single Left Click EMai

Start D ate
on Notes and Type Sonoae
note. \ Ma Staterment [

* T P CkS Signature SIGMATURE OM FILE
ThIS note WI” \ Signature_Date 743042008
appear on patlent Guarantor [Mone],

print outs B Flotes
) Ref. Provider [Mone]

Hel p Weight 0

Source or Contact
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Adding Insurance

Single Left Click on
Ins tab. Single Left
Click on New. Type JACKSOMN, BILL - #hEnd D wemo [ Reports
In Or Choose @ bationt Statuz| Primary

. . CEle Effecifre Date| 1/1./2003
information to o foueato 123t
complete this field. s Emsoyr 4 COMPANY
*Make sure you

Azgignments| Ve
Benefitz Azzign. Ves
Releaze Of Info ez, Provider has a Signed Statemen
Pt Sighature Code| Signed zignature authorization famn o
M obe
—~Subscriber
Lazt Mame JACKSOM
First M arne BILL
kI JOE
Generation
Addresz 111 8TH AVE
City MASHYILLE
State TH
Zip 37128-
Sex Male
DOE 2/4/1964
Relationship Self
CoPay 25.00
CoPay Percent| 0
Deductble 0.00
Allowable 0.00
Wizitz Left 0
b & izitz 0
MSP Type

*To add a secondary
Insurance, Repeat

Above except make
sure you change the
status to secondary.

*To deactivate, Change

the status to Expired-

Primary or Expired-
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Adding Diagnosis Codes

- ﬁ Find Brﬂemo [B Reports E
[ate Current(14]| 7/30/2002

Date First lineg=[15] 7/30/2008
D= Code 1%70.0

Single Left Click on Dx.
Single Left Click on New. A

pop up will appear, Enterthe __—

date. Complete the fields. —

(20) patient

T Ing (1)

ﬂ Wisits

I

Note: For hospital claims, be sure to
input a date for Date Start Hosp (18).
For Workers Comp/accident claims,

P
€ next
& Prior

be sure to complete Condition to state
and Accident state.

JACKSON, BILL

D= Code 2|
D% Code 3
D% Code 4
[x Code &
D% Code B
[x Code 7
[x Code 8
Lazt Seen Date
Date Start Mowiork
[ ate End Mowork
Date Start Hozp[18]
Date End Hozp(18)
Original Ref Mol[22]
Frior &wth Mo[23]
Feferral Mo
Reserved(19]

Condition To[10]| [Mone)

Condition to State
Accident Date

Mature OF Condition| [Mone)

Subluxation Level
#Fay Date

M anifest [ate
Complicated
Localllze Box10d

Page 6 of 11



Creating a Visit

«Single Left Click
on Visits to get to
the Visit screen.

JACKSON, [T T r—C
HELBY MARCUS WD @ Bling ELUE CROSS BLUE SHIELD OF  [Fimay /]
(@ eatiert  [WHELEYMARCUS WD [2)  Rsfening
BT sy [PPELEVMEFCLE WD (2] Fendeing
Fox Sy Stats Agng PBal  InsBallns Chages  Chaiges| DamCd  |PR OrigFef] New
[ new
X Delete | _PostCopsy 2500

|Day Sheet | Acct Code Amount Units| Comment

Tope [Dx

File | Unit Seivice Iseica 0| Elace
Lines

Ins_Type Fiom of

[Cornment

[

TicketAisith 21

Pt Status

Balance

- T r
Balance  Balance Belance  Balance  Balsnce Date Payment
B 1 ——

&

Single Left Click on New.

JACKSOM, BILL

- b Find | @ wemo [ Reports [E] Logs

B fonts

[CERFIER GARY DE () Biling BLUE CROSS BLUE SHIELD OF_[Fimay /]
(©) pstient  [CARRIERGAFY , OC (3 Ffering |
=iy |CARRIERGARY DG (3 Rendeing |

ans B Exit

E,_M

NC

Diagnosis: [07/30/2008 -700

Ao Faciity Status PR Onig Refft|_ New
(@ st | [SOUTHGIDE HOGPITL__[SRAEIeS
Account Ao
[ Hew ~| [0o0| Visit Date: | 4 January 2006 > =
Sun Mon Tue Wed Thu Fi  Sal
Comment
¥ pelete 2 3 4 5 5 7 [Jof
Day Sheet |Acct Code ﬂ EER R - g{“ Eij‘eg
B O® 17 18 19 W2
2 2w B ® 7 o»
® owm A

Visit Summary
*Visit Detail

ePatient Summary

= MARCUS WHELBY , MD

Enter Column Name and
display order. If you send
email reminders Mark the
column that would have
email reminders. Single
Left Click on Close.

[ Mew X Delete & Print B, Close

Colurnn Mame Display Email Reminders
Order
p |&FPTS 1 r
WALKING 2 r
LABS 3 r

Payment

]
.
Fr i3 Liedi Ueduchible Allowable Lolechon  Lash
s Balent poance Balance Balence  Bakenoe  Balsnce Dais
00 o 00 0o .00
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Adding Guarantors

Note: Definition of Guarantor is the person responsible for the bill: Not related to insurance
policy holder.

im. Guarantors

Cohieww X Delete & Print [, Apply To Patiert Bl Cloze

*From the patient
demographics,

Single Left Clic
on Grntr. Single

Left Click or

New. A new pop /G Save '&j Cancel

Search Last MHame: |

Last Mame Firzt M ame Address

up window will
appear, Type in
all information
and Single Left
Click on Save.

P
Lazt Mame: SMITH

| First Mame:  JANE]
Address:
Ciky:

State:
< LIp:
Phone: |
Wdarl [

Mates:
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Adding a Referring Provider

. Referring Providers

(7 Mew ¥ Assign ToPt.

3 Prior £ Next &S Label: S Labels!

Search Last Marme:; |

*From the patient
demographics, Signature

Last Mame

Single Left Click First Name
on Ref Dr. Ml
Single Left Click e

Attr Line [Labelz)
on New. O
Complete fields. e
ip
Fhone [
Fautt [
Croctar LIPIM
Other 10 Tax D

Other ID#
M ational Proswider

Note: Required fields for completion are: Signature & NPI. All

other fields are optional.
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Posting a Co-Pay

Either Single Left Click
on the green Post Copay
button OR skip to the next
step, by Typing in the
Account box the method of
payment for Co-Pay: Cash,
Chk, Chrg. Type in the
amount of the co-payment
and Single Left Click on
Post.

© ______ _ _______[Ex

|E Reports Logs @ Appts

- M Fincl b Mema

FFLE. SAM
CARRIER.GARY . DC (3]

(&) patient

Biling CIGNA P O BOx 188030, CHATT |P|imary v
AR, DC 3] FRieferming
o ] Renderin

= pns(1)  |CARRERG

¥ Eait

ﬁ Dx |Faci|ity

Aging Pt Bal Ins Bal Ins Charges  Charges

Claim Cd PR Orig Reft Mew

]

o) |

L [Hold Sl 0 | 00| .00 00| 0] [
cccccc Amaunt: D 7AE/2008 Day Sheet
j 0.00 08/A15/20028 -
Comment:
| | Post Copap 20.00
. File | Unit Semvice Type D
|Da_u Sheet |Acct Code Armount Uitz | Comment | e [Fam Service To|Place ot 1 N

|| 0716.08
01/09-06
071./08-06
01/07-06

Aoct Code

[Criio)

TicketMisith 16

4
|—F'l Status

Balance .

Pt

ThE
LS

Credn,. Deducioe | Alowanie Colecton | Cast
- [ O M P

Note: Co-Pay amount comes from the
Insurance page.
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*To add a Log,

Creating Logs

Single Left Click
on Logs. A pop up
box will appear,

JACKSON, BILL - Find 9 Mo [l medrts B Lovs € Appts
Chart Mo 108
a5t Mame JACKS0

| Patient Logs

Single Left Click __
on New.

«Complete the
Type and Note.
After completion,

Single Left Click
on EXxit.

Log: Al - [ Hew X Delete Shrrint Bl Exit
Type Date Logged |Motes / Motify Date | User
N Fote - 07/20/08 / 123
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