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1 Introduction and Fundamentals
This section will outline the basics to get you started using WebReprice™ and MedFlow™,

1.1 Introduction to Web RePrice™ and MedFlow™
The Web RePrice™ medical bill review (MBR) system is made up of two components:
Web RePrice™, and MedFlow Manager™.

111 What is Web RePrice™?
= The medical bill review application.

= The Web RePrice™ system is accessed via the Internet through a secured
site.

= Multiple users access one application and database from many different
locations.

» |tis a stand-alone application that may also interact with MedFlow
Manager™,

1.1.2 What is MedFlow Manager™?
*= The document imaging and workflow management tool that works in
conjunction with Web RePrice™.

= Documents — scanned bills, notes, reports, and EORs (Explanation of
Review) in various stages of work — can be electronically moved within
MedFlow™.

WebRePrice™ and MedFlow™ contain identical buttons and commands, which
allow you to perform basic actions the same way, no matter which application
you happen to be working in.

1.1.2.1 Scanned Images
In offices that electronically scan their received bills, notes, and reports,
the Web RePrice™ system utilizes two monitors during bill input for
easier viewing:
" The primary monitor displays the Web RePrice™ bill entry screen.

" The scanned bill image, that is stored in the MedFlow™ component
of the system, is displayed on the secondary screen.

If you will not be using the dual monitor set-up, you will need the paper
copy of the bills to be reviewed.
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1.2 Common Terms
Some common words, phrases, and acronyms of the medical bill review process are
defined below.

JEDI - Just Enough Data Input
The JEDI screens are used for entering new data into the system (i.e., Patient,
Claim and Provider data).

FS - Fee Schedule
Some jurisdictions have state pricing guidelines for provider services. For auto
these states are: Pennsylvania, New York, New Jersey, Florida, Utah, and
Hawaii.

UCR - Usual, Customary, and Reasonable
Reviewing a medical bill under this method involves comparing the provider's
charges to what other’s in the same area are charging for the same services.

For example: A charge reviewed at UCR 80" Percentile means that the charge
for that service will be reimbursed at 80% of what providers generally charge for
that service in that area. State statute defines what percentile is to be
reimbursed in that jurisdiction. The EOB/EOR will reflect whether an adjustment
was necessary.

MBR - Medical Bill Review
The process of comparing billed charges (and any supporting documents from
the provider) to the jurisdiction’s UCR, Fee Schedule, or other coding guidelines.

EOB - Explanation of Benefit
This document is printed from Web RePrice™ and would usually be sent to the
patient to explain the reimbursement recommendation, in other words, their
insurance benefits.

EOR - Explanation of Review, or Reimbursement
An Explanation of Review is printed from Web RePrice™ and is provided to the
insurance carrier to document the bill review recommendations.

An Explanation of Reimbursement is printed from Web RePrice™ and is sent to
the provider to explain any reimbursements, or denials of reimbursement,
recommended by Web RePrice™.

PDE - Primary Data Entry
The PDE is where the bill information is entered and processed.

1.3 Billing Format
Providers typically submit bills on one of two forms: UB-92 for hospital charges, HCFA
1500 for other provider charges.

The next pages contain copies of each form with numbered fields. You may find these
helpful as reference sheets.
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1.4 Objectives
Through your participation in Web RePrice™ and MedFlow™ fundamentals, you will
gain competency in the ability to complete Medical Bill Review (MBR) and the use of
MedFlow™ Manager.

Web RePrice™ and MedFlow™ Fundamentals will provide you with the following
competencies:

= Comprehensive knowledge of the primary data entry (PDE) screen.

= Knowing when and how to navigate between WebRePrice™ medical bill review
module and MedFlow Manager™.

= How to use Menus and Dialogue boxes.

= Complete any type of medical bill review for all jurisdictions throughout the United
States.

= Get help from the on-line Help Document and from the On-line Call Center.

» Provide customer service feedback to healthcare providers and patients regarding
bill status using MedFlow™ Manager.

1.5 Prerequisites
* You should be knowledgeable about basic medical bill review terminology and have
the ability to understand the difference between a HCFA 1500 form and UB-92 billing
form.

= Computer skills should consist of familiarity with basic Windows operations, the use
of a keyboard and mouse.

= The Web RePrice™ application has been installed on your desktop.

= You have been added as a new user to the application.

Web RePrice™ User Manual Page 9 of 150




mh

Electronic Claim Solutions “l CONCENTRA®

2 LogIn to Web RePrice™

Web RePrice™ is a secure Internet website. In order to access the application, you will
need a Web RePrice™ user name and a password; both will be assigned to you.

21 Objectives
In this section, you will learn how to:

= Log onto Web RePrice™,
» Understand the different web pages accessed via the logging on process.
» |dentify Primary Data Entry (PDE) fields and boxes.

2.2 Logging on to Web RePrice™
Because Web RePrice™ is a secured website you will be required to enter your user
name and password multiple times prior to gaining access to the applications.

= Click the Internet explorer icon on your desktop.
= |f Web RePrice™ is not your default home page, you will need to type

http://webreprice.nhr.com in the address bar of your Internet window and press
Enter.

= A dialogue box will appear instructing you to type your network user name and
password. This is your login and password you use when logging into your
computer.

Enter Network Pazsword ﬂ

? Fleaze type vour uger name and paszword.

Sike: wehbreprice. nhr. com

Uzer Mame |

Pazzword I

Diamain |

[T Save thiz password in your pazsword list

K. Cancel

=  Press Enter or click on the OK button.
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= Once this is completed, the Concentra Managed Care, Inc. Auto Deploy and
Update page may appear depending on your user set-up.

| B Bl Mew Fgeosdes Iook  Heo
£ .= .0 @0 & 8 & @B 4 =B, 5 B
- Sop  Pefresh  Home
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‘Wednesday. Novamber 06, 2002
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o Your Environment and Client name will be displayed. The environment will
always be Production. If you are working with more than one client database,
you must select which client with whom you want to work by clicking on the
drop down arrow in the Client field and selecting the desired client.

= Click the Go button to the right of the Client field and the Web RePrice™
Home Page will display.

2.21 Web RePrice™ Home Page
The Web RePrice™ Home Page is the access point for the modules located on
the left side of the page. Each module is described below:
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Web RePrice Home Page

= Flaintenance
‘Wab RePrice™

Elaus
s Wb RePrice™ is & rules-based system faciilaling the reviéw and repricing of medical bills
Liraun far payées of aUtorotily, workies' compansation, and group healih claims Wb RePrices
unéque tiered archdechare suppons paperess work fow, MedFlow™, distibuted data entry,
Case ared eleclronic bill submission
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Addministration # i Rlen acki
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o Vigorous ullizaton reviny creria
» Comecteoding
Wb Beprice Help
Web RePrice can be sccessed via the World Wids Web, 3 peivates intranet, or Shrouah &
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DISCLAIMER =
| &1 Bone [ @ Tt

Web RePrice™ User Manual Page 11 of 150




Electronic Claim Solutions ‘ilL CONCENTRA®

MedFlow

This is the workflow management tool that will assist the medical bill processor in
moving the bill images and documents through the process in a time efficient
manner.

It also provides an audit trail of where the bill has been in the medical bill review
workflow.

Medical Bill Review
This module provides the medical bill processor with the foundation for
processing all medical bills.

The Primary Data Entry screen is located within this module.

Maintenance

Click on the + sign next to this module to display a menu that allows the MBR
processor to make corrections or changes to the claim, case, provider, and/or
patient database.

Reports
This module provides the MBR processor access to re-print reports such as the

Bill Details report, EOB/EOR report, Information Request report, and the
Reconsideration report.

Web RePrice™ Help
This module is a dynamic, fully interactive source for online tutorials, training and
support.

Web RePrice™ Documents

This module provides the users with updates and new release information. A
brief description explaining the new enhancements, functionality and updates
included in each release are outlined in this section.

Release Dates

Located at the top of the home page, this section is where the dates of new
software releases and data updates are published, including links for the release
notes outlining what is included in each release.

2.2.2 Accessing the Primary Data Entry (PDE) Screen
= Click the Medical Bill Review module from the home page, and the Web
RePrice™ Login box will appear.
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Web RePrice Login

Marme JTrairﬂ il |
Passwward J****** Cancel |

Lacatian JTRAINING =]

=[S FOR - Processor _ﬂ |

=  Type your Web RePrice™ user name and password in the fields provided
and press Enter.

» The Bin field will populate with a Title. This is also referred to as a “Hat”.

Depending on the tasks that you are assigned, you may need to change
roles. These roles can be assigned their own title, or “hat”.

Click the drop down arrow connected to the bin field to display any
different hats that you have been assigned.

Examples of hats include: MBR-Processor, Nurse Review, and
Reconsideration. More details on this topic will follow in future chapters.

= Press Enter or click OK.
» The Primary Data Entry (PDE) screen will open.

2.2.3 Identifying PDE Screen Components
The PDE is where the medical bill data entry processing occurs.

Each component of the PDE is briefly described below, further information on
each will be provided in future chapters.
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| Fie Go Favoitss WebRePice Pirt LNl MeFbw WebRePicsHelp Hep |
w o= @ A B e B B I | 3
Back Foad Stop  Reflesh  Home | Seach Favarfes  Histay Mail Fifi. El  Disuss Messenger
Address |@ http:/#webrsprice. kit com/current/main/NHRDoc. YBD =] @60 |J Links |
- Sign out
Web RePrice USER - MBR / TRAIN1
| Patient SeviceProvider || Billing Provider Provider Bill i
Neme: [ | [ name: | Name: | Bill Type: Mormal -
Claim: Adi# Tax Tax U L
s e PovigseTie [ o]
patbo [ Received Date
[Charvt i Proc| / /
i 2 5 o 5 o 7 s 5 ] ] o |
Bill Lines T Histary
[ Jine [DigRer oS Procedure Tinod Tros [10% [unts_[charge FS Reduclion _|PPQ Discourt [Rembursement | Reason Remark__ =
3 1
or [comen | 35] 4] ¢ % GBI [ 3]0 T |
References Description Date/Time
MedFlow Merllow status saved as HotG aved 11062002 1 48:01 FM
MedFlow Saving Medflow status as HotSaved 11/06/2002 1:48:00 P
\weh RePrice Loading Document CRODDOZ40 ot 11/05/2002 1:42:39 PM 11/06/2002 1:48:00 PM
MedFlow Mediiow status saved as Activated 10/29/2002 4:48:51 PM
MedFlow Saving Medilow status as Activated. 10/29/2002 4 48:51 PM
\weh FieFiice Loading Dacument CEODDO240 ot 10/25/2002 450,08 PM 10/29/2002 44814 FM
| Enter Patiert Last Name CPO000240 [ W BLL [PPO [noma | TX

WehRePrice Prnt Ukl MedFlow  “Web RePrice Help Help

The Menu Bar gives you access to all the Web RePrice™ options.
» Click a Menu Bar item name.

o Alist of related menu commands will display.

o Click on the command you want to use.

Chapter 6 will explain the Menu options in more detail

Sign Out

Sign oot

Click the Sign Out link to log out of any module within Web RePrice™.

Processor Identification

|USEF - MEFR: 7 TRAINT |

Located in the upper right hand side of the PDE screen is the user name.

The hat, a term that described the role being used, will also be displayed. The
most common hat is MBR processor.
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Bill Header Section

These four components of the PDE are collectively known as the Bill Header.
More detail about the Bill Header section will be given in chapter 3.

Diagnosis

ﬁm Hi .| ] &l § | | [ i i | “

The Diagnosis section is used for the entry of the ICD-9 codes required to
process a bill.

Bill Lines

Bill Lines T Histary
Line Diag Ret DO Procedure Mod [POS [TOS [Unts  |Charge FS Reduction | PPO Discourt |Reimbursement |Reasan Remark -

d

The Bill Lines tab is where all the CPT, HCPCS, revenue codes, APC’s or DRG’s
are displayed and rules are applied.

This component of the PDE is discussed in Chapter 4, Entering Bill Lines.

History

Mod |POS |TOS |Unts FS Reduction  |PPO Discount |Reimbursement [Reason  |Remark|CP|{CPRed  |CR | «

The History tab can be accessed once the Bill Header information is completed.
This tab will display to the right of the Bill Lines tab.

The Historical data for the patient and claim are captured in this box.

VCR Controls
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‘ Clear |Cnmmer|t_||ﬁ| ﬂl . | | .lnlﬁﬁjl 2 | »I @l&l

These controls allow the processor to take specific actions with the bill document.

Holding your mouse over a control will display the icon name.

Reference and Activity Box

R: D Date/Time -
CODE Line # 2: Reason Code - FS_NJ_$90CAP, selected 11/6/2002 4:04:38 PM
RULES Bill &utoS aved 11/6/2002 4:04:35 PM
RULES Line # 2. Reimbursing $34.29; Fee schedule amaunt of $34.29 at 1005 with 5 $30 cap. 11/6/2002 4:04:35 PM
Procedure Cade Line # 2: CPT Code - 97140, MANUAL THERAP TECH-1/4: REGIONS-EA 15 MIN selected 11/6/2002 4:04:31 PM
Procedure Cade Line # 2: CPT Code - 97140, MANUAL THERAP TECH-1/4: REGIONS-EA 15 MIN selected 11/6/2002 4:04:30 PM

CODE Line # 1: Reason Code - F5_MJ_$30CAF, selected, 11/6/2002 4:04:25 P
RULES Line # 1: Reimbursing $44 77: Fee schedule amount of $44 77 at 1007 with 5 $30 cap. 11/6/2002 4:04:25 PM ;I

This section displays the input history, (i.e., for example, the narrative description
of the entered ICD-9 or CPT codes). Processing rules, flags and edits are also
displayed in this box.

Status Bar

[Ente The Date The ServiceWas Provided | 341004580 | ERLTEST FIP MJ |NORMAL |90 |BA [PPO  HIST |Nomal | T

Provides specific information about the bill during processing.
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3 Entering Medical Bill Header Information

3.1

3.2

3.3

Objectives
In this section of you will learn how to:

» Enter the Bill Header information into the Primary Data Entry (PDE) Screen. The Bill
Header consists of:
o Patient information
o Service Provider information
o Billing Provider information
o Provider Bill information
Use JEDI (Just Enough Data Input) screens.

Reference Help

The Introduction and Fundamentals section of this manual contains example copies of
HCFA 1500 and UB92 forms. You may wish to refer to these examples, as the data on
these forms will be used for bill entry.

Examples will also be used for step-by-step explanations of the bill entry process.

Bill Header Components

The Bill Header is composed of four components or sections; Patient, Service Provider,
Billing Provider, and Provider Bill Information. Each of these sections will be discussed
in detail below.

database information as accurate as possible, you should first search the database

When you begin to enter Bill Header information, to save time and keep the
to determine if any part of the Bill Header information is already stored.

This section will teach you how to search for previously saved Bill Header information.
And, show you what to do when the information you have is not found in the database.
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| Fie Go Favoitss WebRePice Pirt LNl MeFbw WebRePicsHelp Hep
= = 2 A B e B B I | 3
Back Foad Stop  Reflesh  Home | Seach Favarfes  Histay Mail T Edl Discuss  Messenger
Address |@ http:/#webrsprice. kit com/current/main/NHRDoc. YBD =] @60 |J Links |
- Sign Out
Web RePrice T
| Patient Service Provider Billing Provider Provider Bill Information
Neme: [ | [ name: | Name: | Bill Type: Mormal -
Claim: Adi# Tax Tax U L
s e Foverfie [ =]
patbo [ Received Date
|Vchervt /4 Proc| / /
i 2 5 . 5 o 7 s 5 ] ] o |
Bill Lines T Histary
[ Jine [DigRer oS Procedure Tinod Tros [10% [unts_[charge FS Reduclion _|PPQ Discourt [Rembursement | Reason Remark__ =
3 1
or [comen | 35] 4] ¢ % GBI [ 3]0 - ——— |
References Description Date/Time
MedFlow Merllow status saved as HotG aved 11062002 1 48:01 FM
MedFlow Saving Medflow status as HotSaved _ 11/06/2002 1:48:00 P
\weh RePrice Loading Document CRODDOZ40 ot 11/05/2002 1:42:39 PM 11/06/2002 1:48:00 PM
MedFlow Mediiow status saved as Activated 10/29/2002 4:48:51 PM
MedFlow Saving Medilow stalus as Activated. 10/29/2002 4 48:51 PM
\weh FieFiice Loading Dacument CEODDO240 ot 10/25/2002 450,08 PM 10/29/2002 44814 FM
| Enter Patient Last Name | cPooon240 [ S (BLL [PPO [Nomal | WX

3.3.1

Patient section of the Bill Header:

Upon opening the Primary Data Entry Screen (PDE), the cursor will be located in
the Name field in the Patient section of the Bill Header.

—Patient
[atme: I I I_
Claimm: | .-'lu:liﬂ'

Pat Mio: I

The Patient information stored in Web RePrice™ consists of:

= the patient’s full name

= date of birth

= home address including zip code
= gender

= date of death, if applicable

Only the patient name is visible in the Patient section of the Bill Header in the
PDE, the remaining information is stored behind the scenes.

Additional components of the Patient section are:

claim number
date of loss

Web RePrice™ User Manual
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» adjuster information
= patient number

3.3.1.1 Completing the Patient Section
In this section, you will search the database for the patient’'s name and
claim number and identify whether or not this information has been
previously entered.

= Type the patient’s last name in the Name field (or, for a narrower
search, you can type Last Name, First Name in this field).

differently in the system than how it was entered in this field,

The system looks for names exactly matching the
@ information entered in the name field. If the name is spelled
it will not be found.

o If the Patient Assistant screen displays the message No data
then this patient does not exist in the system with the spelling
that was entered.

o Or, the system may display the patient assistant with all existing
patients with the same last name as the one entered. In this
case, you will need to review the search results to determine if
this patient has previously been saved into the database.

Patient Assistant : (1) Patients found
Patient’s Information:

Patient Mame

State |ZIPCODE |SSh| Claim Mumber
(N 07675

Date of Loss [CASE_MUMEER
526-|120702PPC 01012001 |120702PPO The Hartford

5/6M 854 MAIN STREET

Provider Information: [¥ Use Selected Claim #

I —

—Selected Patient Info
Patiert: SMITH, MEL G Claim #; 120702PPO.

Service Provider.
Bill Provider.

Use Selection Modify & Use Selection JEDI Hew: Patient Cancel

display a list of several patients with the same last name.
Look at the first name, address, and other patient
information to determine if you have a match.

Do you have a match?
Names can be similar; the Patient Assistant screen may

Web RePrice™ User Manual Page 19 of 150




mh

Electronic Claim Solutions ‘. CONCENTRA®

= |[f the patient you are searching for is contained in the list, select it
by using the arrow keys to highlight the desired patient, or clicking
on it, and press Enter.

o The Use Selected Claim # will be checked. If a different claim
should be used, uncheck the box by hitting the space bar, or
clicking in it. Press Enter.

o Alist of providers that have been linked to this patient will
appear in the Provider Information section of the Patient
Assistant. To select a provider, press the arrow keys to highlight
the correct provider and press the space bar, or click the check
box in the Srv or Bill columns (to move between the two
columns, hit the left or right arrow keys). This will select the
Service Provider and Billing Provider, respectively. Once
complete, press Enter, and the Patient Assistant window will
disappear, and the selected information will populate in the
header section of the PDE.

Patient As<istant : (3) Patients found
Patient's Information:

Patient Mame City]| Clairm Mumber Date of Loss |CASE_MUMBER
TEST, CLAIMMUNMBER 185H 955 |l - BRE TESTCLAIMNUMBER | 07/01/2001 | TESTCLAIMMUMBER
TESTIMG, CLAIM BRH TESTCLAIM1 010172000 | TESTCLAIM1

TESTIMG, TESTING 7945 |MAIN STREET PUT[TESTING1 2343 040172000 |TESTING1 2343 |'I

I | KN - ’ _ | KN il

Provider Information:

Srv Bl MAME TIM =3 City State |Zipcode  [OP
O [ |TEST PROWIDER_ME 111111111 SOUTH MAIN STREET BREASTER |MY (10509

O |0 |MaSCARDO,T 06-1055250 1 SHARON CT  |06069

| K i

—Selected Patient Info

Patiert: TEST, CLAMMUMBER Claim #: TESTCLAIMMUMBER

Service Provider:

Bill Praovvicler:

Use Selection | Modify & Use Selection | JEDI Hew Patient | Cancel |

o If the required providers are not contained in the list, press
Enter. The Patient Assistant window will close and the selected
information will populate in the header section of the PDE.

= |f the patient you are looking for is in the list, but it needs to be
modified highlight the patient and press the Modify & Use
Selection button. The Patient JEDI screen will open with the patient
information displayed.
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Patient JEDI i
Claitm Number [TESTCLAIMMIUMBER:

=
Last | TEST

First | CLAIMHUMBER

Iiciclle
Suffix

Soc Sec Mum

Date of Bith | 04051955

[rate of Death

Deceased [
Gender | Female - I

Phone ¢ 3 -
Street | WESTWOOD AVEHUE

City pREWSTER

State: F\r

Commert Y

-

oK | Clear | Cancel |

o Edit the patient information and press OK. The Patient JEDI will

close and the user will be brought back to the PDE with the
modified patient selected.

-~ Patient —Service Provid
Mame: [TEST [CLamNuMe [ || name: |
Claifm:  |STCLAIMNUMBER  Adi#| Tax ICx
Pat Mot | DOL 7162001 Adiress:

If you cannot find a match for this patient, you may need to enter the
patient for the first time into the database. First, you should check
to see if the claim has been entered for this, or any other patient
before adding the new patient.

o Either press the Cancel button on the bottom of the Patient
Assistant screen to close it or simply press the JEDI Patient
button located on the same screen.

Enter the Claim Number in the Name field of the Patient section of
the Bill Header.
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addresses, a database can end up having the same patient
listed several times.

Why are you entering the Claim Number?
When people use different abbreviations for names and

Using the claim number as the identifier for the patient greatly
reduces the number of duplicate entries.

O

If the Patient Assistant screen again displays the message No
data then this claim does not exist in the system.

Or, the system may display other patients with the same claim
number. In this case, you will need to review the search results
to determine if the claim has been linked to this patient in the
database.

If the patient you are searching for is contained in the list, follow
the instructions outlined on the previous page to select the
correct patient.

If the patient is not found in the database when searching by Patient
Name and / or Claim Number, it must be entered.

O

Press Escape, or click Cancel on the Patient Assistant screen
and you will be returned to the Patient section of the Bill Header.

The Claim Number will still display. Highlight this number and
press the delete key.

Your cursor will still be in the Name field. Press Insert.

The Patient JEDI screen will display.
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Patient JEDI

Claim Mumber

Last
Fir=t
hdiclclle:
Suffix

|

[ ]
[ ]

Soc Sec Mum
Diate of Birth
[rate of Death

Gender

[

Deceased [

Phaone

Street
Zipcode
City

Slate

|
—

Commerit

QK

-

Clear |

Cancel |

®

What is a JEDI screen?

JEDI stands for Just Enough Data Entry.

The JEDI screens allow you to enter new information into

the database. In addition to the Patient JEDI screen, there
are Claim, and Provider JEDI screens.

o Your cursor will be in the Claim Number field of the Patient JEDI

screen, enter the claim number and press Enter.

If the claim exists, the cursor will move to the Last Name field on the
Patient JEDI screen.

If a message appears saying No matching item found, then press
Enter or click OK. Then press Insert to open the Claim JEDI
screen.
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Claim Murmber l—‘
Clazim Type | ‘j
Date Of Loss
case | ]
| | Eind |
Profile | |
- CLIENT
Palicy Murmber | |
Policy Holder | |
Co-Payment
Deductible
OFF Limit
Policy Limt
Claim Limit
Claim & cjustar | |
Adjuztor Title | |
Adiustor Phone |(_) - |E>d. | |
oK | Clear | Cancel |

The claim number that was entered will display in the claim number
field. Press Enter.

Choose Claim type in the Claim Type field. You can do this by
typing the first letter of the claim type, such as “P” for PIP-Auto,
and then press Enter. Or, you can click the drop down arrow
located on the right side of the text field to chose the claim type from
the menu.

Enter the Date of Loss.

Enter the case (master claim number) into the Case field. The
default value for this field is the claim number. Making sure that
your cursor is at the end of the case number that you entered, or
that appeared as the default: (if the cursor is not at the end of the
entry, press End), then press Insert.

This will bring you down to the Profile Find field.

Without entering any information in the text field, click on the Find
button, or press Enter.

Page 24 of 150




Electronic Claim Solutions

{.L CONCENTRA®

Web RePrice™ User Manual

What are “Clients”?

Clients identify to which insurance company the claim belongs.
This will only be a factor if you are processing claims for more
than one company.

A list of clients will display in the client window. Using the arrow
keys on your keyboard, press the down arrow key until you highlight
the correct client, then press Enter.

The list of profiles for that client will display. Select the correct
profile by pressing the down arrow key. Press Enter.

Type the Policy Number, if applicable and press Enter.
Type the Policy Holder, if applicable and press Enter.

If a Co-payment amount applies for this claim, type the amount of
co-payment and press Enter.

Type the deductible amount, if required, and press Enter.

Type the Out of Pocket Limit (OPP Limit field) if required, and press
Enter.

Type the Policy Limit, if applicable and press Enter.

Type the Claim Limit, if applicable and press Enter.

Type the Claim Adjustor, if applicable and press Enter.

Type the Adjustor Title, if applicable and press Enter.

Type the Adjustor's Phone Number, if applicable and press Enter.

o Review your data entry for accuracy, click the OK button and
you will return to the Patient JEDI screen.

Enter the patient’s name in the Last Name, First Name, Middle, and
Suffix fields, pressing Enter after each entry.

Enter the patient’s Social Security Number, Date of Birth, Date of
Death (if applicable), and Gender, if you have it, pressing Enter
after each entry.

Enter the patient’'s Phone Number, Street Address and Zip Code, if

you have it, pressing Enter after each entry. After you enter the zip
code field, the city and state fields will automatically populate.
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must be entered accurately. Without correct information, the
application cannot complete edits on gender specific
diagnoses and procedures.

In order to process a bill correctly and utilize the full
@ functionality of the Web RePrice™ application, the patient data

= Press Enter or click OK to return to the Patient section of the Bill
Header.

= The Claim and Patient information you entered now displays in the
Patient section of the Bill Header. Press Enter.

= Type any adjuster information in the Adj field and press Enter.

= Complete the Patient Number field, if necessary, and press Enter.

Don’t lose your data!
Now that you’ve entered the claim and patient information, perform a Hot

Save to ensure that you don’t lose this data if your computer unexpectedly
shuts down. Click on the Hot Save icon on the VCR Control bar located
under the bill lines section on the PDE.

A hot save allows you to quickly save the data you have entered so far, and
remain on the screen to enter more.

3.3.2 Service Provider section of the Bill Header:
The second section of the Bill Header contains the Service Provider, or the
provider/facility that provided the medical services.

—Service Provider

Mame; |

Tax ICx:

Address:

The Service Provider information includes:
» The name of the provider/facility where the medical services were provided.

= This provider/facility’s tax identification number (TIN).
= The provider/facility address where the medical services were provided.
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3.3.2.1 Completing the Service Provider Section
If you selected a Service Provider from the Patient Assistant, it will
automatically be populated in the bill header. Press Enter to move to
the Billing Provider section.

However, if the Service Provider was not selected, you will need to
search the database to determine if the Service Provider has been
previously entered.

Web RePrice™ User Manual

In the Name field of the Service Provider box type the Tax
Identification Number (TIN) that is on the bill and press Enter.

When entering the tax id number it is necessary to use a hyphen (-

between the second and third digits.

)

name?

When people use different abbreviations for names and
addresses, a database can end up having the same provider
listed several times.

@ Why are you entering the provider’s TIN instead of the

Using the TIN as the identifier for the provider greatly reduces
the number of duplicate entries.

If only one record with the tax identification number exists in the
database, the service provider information will display in the Service
Provider section of the PDE. If there is more than one provider with
the matching tax identification number the Provider Assistant will
display all of the matches.

- Address

H 1111111 |10 WOODBRIDGE DRIVE E[II 0N |[NJ 08820 Audiclogist

TEST BE-BREEEEE  |MAIN STREET WESTWOLIMNS 07675 Audiologist
TEST GE-BEEEEEE [STREET WESTWOLMNS 07675 Audiologist
TEST PROVIDER FI-FITTIY |STREET LOD!I MNJ 07644
TEST PROVIDER_ME[11-1111111 |SOUTH MAIM STREET  |[BREWSTE [N 10509 MO

Use Selection I Modily & Use Selecliunl JEDI New Provider | Cancel |

Determine if the provider on your bill matches an existing provider in
the database.
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Do you have a match?
When determining if the provider is a match pay careful attention
to the provider name, tax identification number, and full address,

providers

as the Provider Assistant screen will display a list of several

= |f the service provider exists within Service Provider Assistant

highlight it and press Enter.

= |f the provider you are looking for is in the list, but it needs to be
modified highlight the provider and press the Modify & Use Selection
button. The Provider JEDI screen will open with the provider

information displayed.

Provider JEDI

Mame ”l'EST
Tax Code

Tile | Audiologist

E

Speciaty | Audiologist (billing independen j

Street |1ll WOODBRIDGE DRIVE

]

Fipcode

08820

City Fmson
State

i

Fhone ()

Add | _Modify |

Cancel |

O

Edit the provider information and press either Add or Modify.
Pressing Add will add a new record to the database with the
modified information. Pressing Modify will modify the existing
provider information and not create a new record in the database.
The Provider JEDI will close and the user will be brought back to
the PDE with the modified provider selected.

-Service Provider —Billing Pr
Mame: |TEST PROVIDER_ME Mame: I_
Tax Do 111111111 Taee 1D
Address: SOUTH MAIK STREET Address:

BREWSTER MY 40509

» |f the tax identification number does not exist, A dialogue box will
display as shown:

Web RePrice™ User Manual
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@ Mo daka For this Service Provider

o Press Enter or click OK. You will need to enter the provider for
the first time into the database. You will be returned to the Name
field in the Service Provider section of the Bill Header.

= Highlight the tax identification number and press the Delete key.

Then, press the Insert key on your keyboard. The Provider JEDI
screen will display.

Proyider JEDI
Matme I '

Tax Code | - 1

Title |

=
A

Specialty |

Street | 1

City I
State I

Phone |(_} - |

oK | Clear | Cancel |

= Type the service provider into the Name field.

o If the service provider is an individual, enter the last name,
followed by a comma, then the first name. If the service provider

is a facility or group, enter the name as it appears on the bill.
Press Enter.

Do not enter any titles, such as MD, DO, PT, etc.

Type the TIN of the service provider in the Tax Code field. Press
Enter.
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= Select the Provider’s title by pressing the down arrow key and
choosing the title from the list (this field is not required). The title is
the professional recognition of the individual such as MD,
chiropractor, physical therapist, etc.

= If you know the specialty of the service provider, you can complete the
Specialty field, it is not a mandatory field. Press Enter.

= Enter the street address where the care was rendered, press Enter.
» Enter the zip code of the address, press Enter.

o The city and state will populate automatically once the zip code is
entered.

= Enter the service provider's phone number if available, press Enter.

» Press Enter, or click OK and you will return to the Service Provider
section of the Bill Header section.

= Press Enter to move to the Billing Provider field.
= Remember to Hot Save your header.
3.3.3 Billing Provider section of the Bill Header:

To the right of the Service Provider information is the Billing Provider section of
the Bill Header.

i Billing Provider

Karme: |

Tax ICx
Address:

The Billing Provider information includes:

= The name of the provider/group/facility that should appear on any remittance
check and correspondence.

» This provider/group/facility’s tax identification number.

» The provider/group/facility address where any remittance check and
correspondence should be sent.

3.3.3.1 Completing the Billing Provider Section
If you selected a Billing Provider from the Patient Assistant, it will
automatically be populated in the bill header. Press Enter to move to
the Provider Bill Information section.
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However, if the Billing Provider was not selected, you will need to
search the database to determine if the Billing Provider has been
previously entered. The Billing Provider field will be populated with the
provider entered in the Service Provider field by default.

If the Billing Provider is different than the Service Provider, follow the
instructions in the section 3.3.2.1 for searching and/or entering the
Provider information.

= Once complete, press Enter to move to the Provider Bill Information
section of the bill header.

3.3.4 Provider Bill Information section of the Bill Header:
The final section of the bill header captures information that will assist with
reporting and, when applicable, drive some of the Web RePrice™ rules engine to
assist in the analysis of a medical bill.

—Provider Bill Information
Eill Type: |Mormal =
Bill Date I P/
Frovider Title -
Received Date I J
(Clientl I, Proc| / /

The five fields that need to be completed are:

Bill Type
Bill Date — not a required field
Provider Title

Client Received Date
Proc. (Processor) Received Date

3.3.4.1 Completing the Provider Bill Information Section
This section will be used to capture information about the bill itself.

Bill Type
There are currently numerous bill types to choose from, Normal is the

default setting. This field should be changed to indicate the bill type.
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—Provider Bill Information

Bill Toypae:

Marmal

[

Bill D ate
Frovider Title

’rﬂﬂceiued Date —|

Client | I

Inpatient

Owtpratient
Phiarmacy

Phy=ical Therap

Paychiatric

Radialogy
Rehak

If you have an inpatient or outpatient bill (submitted on a UB-92),
this field must be changed to indicate Inpatient or Outpatient bill
type in order for those bill types to process accurately.

Web RePrice™ User Manual

To choose a bill type, enter the first one to two letters of the type
of bill, or use the drop down arrow to display the list and select the
proper bill type. If you are unclear as to the bill type ask your
manager. Press Enter.

Now the system will search the database to verify if either the
Service or Billing provider is a member of a PPO.

o If not, a message will appear in the References and Activity
section that there were no PPO'’s available for the provider
selected, and the cursor will move to the Bill Date field.

o Otherwise, the PPO Assistant will appear showing a list of
providers with the same Tax Identification Number entered for
the Service or Billing Provider.

4 PPO Assistant

Client PPOs Frovider Information

Practice Name
UIHION HOSPITAL 1000 GALLOPING HILL R
UIHION HOSPITAL 1000 GALLOPING HILL RD

PFO
CHN

221413947
221413947

JEFFREY

2214133947 MICHAEL  |UMION HOSPITAL | 1000 GALLOPING HILLRD [UMION|MJ

070830000

221413947 |POWELL  |DAVID UNION HOSPITAL 1000 GALLOPING HILLRD  [UMION|NJ | 070837951

ROBERTI |[ROBERTO |UMION HOSPITAL (1000 GALLOPING HILL RD [UMNION|M) 070837351

221413947

221413947 |VITALE CARL UNION HOSPITAL {1000 GALLOPING HILLRD [UNION| M)

070830000

4 | o)l |

2l

Search Field

Search Criteriabeginning with]

TaulD Number

=l

MORE 5>

i Cancel |

Using the arrow keys, highlight the provider that matches the
Name and Address of the Service or Billing provider and press
Alt-O, or click OK.
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When choosing a provider from the PPO Assistant, it is
very important that the Name and Address match the
Service or Billing Provider entered in the Bill Header.

Bill Date:

This field is used to enter the date that the provider created the bill.
Enter the date in MMDDYYYY format (it is not necessary to enter the
slashes). Press Enter.

Provider Title:

There are numerous provider titles to choose from. This field should
be changed to indicate the Service Provider’s title. The title is
the professional recognition of the individual such as MD, chiropractor,
physical therapist, etc.

= To choose a provider title, enter the first one to two letters of the
title, or click the drop down arrow to display the list of available
Provider Titles.

— Provider Bill Information
Bill Type: INDrmaI

Eill D1 ate | I,
Praovider Title j

Avudiologist
Chiropractor
Clinical Psychaolo
Diertizt o
DhiE

Doctor of Osteoy
Facility

Home Heatth ~

= |f you are unclear as to the provider title ask your supervisor or
manager.

Enter data accurately!
Provider Title is important when processing bills in specific
jurisdictions. If you choose the wrong provider type then the

reimbursements may not be accurate. It is best to enter this
data as accurately as possible at all times.

Client Received Date:

This field represents the date that the insurance carrier received the
medical bill in their claims office, or, the date that the bills were scanned
into the system.
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Depending on the workflow set up for each particular client, this data
may be automatically populated with the correct date, Or, it may need to
be changed to reflect the date that the carrier received the bill rather
than the date it was scanned and imported into the MedFlow
Manager™ Workflow Application.

= The date needs to be filled out in MMDDYYYY format; it is not
necessary to enter the slashes (/).

= Once you enter the date in the client field, or know that the default
date is correct, press Enter.

Processed Date:
The process date will automatically default to the date that the
processor begins to work on this bill.

= Press Enter to accept this date, or enter a new date in MMDDYYYY
format (it is not necessary to enter the slashes)
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4 Entering Bill Lines
Now that all of the bill header information has been entered into the Web RePrice™

database, it is time to enter the specific claim information submitted on the medical bill into
the Bill Line section of the PDE.

4.1 Objectives
In this section, you will learn how to:

Enter ICD-9 codes into the appropriate text boxes.

Complete the bill lines section of the PDE.

Understand the Reference and Activity box and how it functions.
Understand the Status Bar and the role it plays in processing bills.
Check History for the patient and claim.

4.2 Diagnosis:
The diagnosis section of the PDE is made up of a line of text boxes to enter the ICD-9
codes into the database. If you fill these boxes and have additional diagnosis codes to
enter, the system will automatically scroll to allow you to enter several more.

Diagn osis
1. 2 * LS s. L8 e & = 10.
K ; | [ [ J r [ I |

Entering the ICD-9 Codes:

= Once the bill header information is completed, the cursor will be located in box 1 of
the Diagnosis section.

= Enter the first ICD-9 code that is listed on the medical bill, press Enter.

o If a complete code is not entered, the ICD-9 Assistant will display a list of
possible matches.

4. ICD-9 Assistant - 7 of 7 i
D escripti
347

| Spraing and straing of ather and u

247.0 |NECK SPRAIN

8471 |THORACIC SPRAIN

1647.2 |LUMBAR SPRAIMN

2473 |SPRAIN OF SACRUM

8474 |SPRAIN OF COCCY

2478 |SPRAIN OF UNSPECIFIED SITE OF BACK

ok I Cancel
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o Highlight the appropriate code using the arrow keys on the keyboard, or double
click your selection.

o The selected ICD-9 code will populate the text box and the cursor will move to
the next empty text box in this section.

= Continue to enter the remaining ICD-9 codes that are listed on the medical bill in the
remaining text boxes.

= |CD-9 procedure codes may also be entered here (required for processing DRG’s) if
submitted.

In order to correctly process Inpatient bills for those jurisdictions using DRGS, it
is important to remember to enter both ICD-9 diagnosis codes and ICD-9

procedure codes from the UB92 form.

= Once you have entered all of the ICD-9 codes press Enter one more time and the
cursor will proceed to the Bill Lines section of the PDE.

Providers and billing services will usually identify the first diagnosis as the
primary diagnosis and the additional diagnosis codes represent the secondary, or

@ comorbidities, that are addressed during the patient encounter. Comorbidities
are secondary diagnoses that may impact on the treatment and recovery of the
patient.

4.3 Bill Lines
This section of the PDE, as displayed below, provides you with the fields for entering the
specific billed services that are submitted by the provider.
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J File  Go Favortes ‘WebRePrice  Prnt Ul MedFlow  ‘wWebRePrice Help  Help
= - %] A B & W E 3
Back P Stop  Feliesh  Home | Seach Favorles  Histoy Mail Pt Ell  Dissuss Messenger
| #deless [2] http:swebreprice.nir.com/cunent/main/NHRADosVED =] Pta H Links *|
- Sign Out
Web RePrice USER - MER / TRAINT
~Patient Service Provider Billing Provider Provider Bill Information
Meame: | [ [ Name: [ Name: [ Bl Type: Morml -
Claime | it Tax D: Tax D Ll /7
S Vil PoddaTile [~ 5]
e I— ress: Iress: Hetesund Dt
Clignt | I Proc| / / ‘
T 2. . 4. 5. £, 7. 3. 4| 10 11, 12.
—~ : : : : : : : — —_— 1
Bill Lines 1 Histay
Uine__|Disg Ret bos Procedurs Mod [POS [T0S [Units_|Charas FS Reduction__|PPO Discourt | Rembursement |Reason Remark__ |«
31 1
Coar | comment | on] 4] 4| = [ E] » ([ E]E] poo poo | poo poo |
e D Date/Time
MedFlon Mediow staltus saved as HolS aved 1106420021 48 01 Pt
MedFlow Saving Medilow status as HolSaved, 11/06/20021,4.00 PM
‘wieb RePrice Loading Document CPO000Z40 at 11/06/2002 1:42:39 PM 11/08/2002 1:48:00 PM
MedFlow Medow status saved as Activated 10/23/2002 44851 PM
MedFlon Saving Medilow status as Activated 10/28/2002 4 48 51 Pt
Wweb FieFrice Loading Document CPOD00240 af 10/23/2002 450,03 PM 10/28/2002 4,4 14 PM
| Enter Patient Last Name |CPO00024 | [ SRY [BLL [PPO [Nomd | WX

Line: This column will automatically populate with sequential numbers. No data

Diagnosis Reference (Diag Ref): This field will automatically default to the same

number of diagnoses entered in the diagnosis section above. The reference will be
in a numeric representation: 1,2,3,4. If the provider specified different information
than the default, enter the information in this column and press Enter. This is a

Date of Service (DOS): Enter the date of service from the bill in MMDDYY format,

Procedure: Enter the HCPCS/CPT codes in this field, and press Enter. Each bill

should be submitted with a HCPCS/CPT code. This is a required field.

entry is required.
required field.
and press Enter. This is a required field.

Modifier (Mod): If there is a modifier with the HCPCS/CPT code then enter the

modifer, and press Enter. Modifiers are two characters that help explain any special
circumstances relating to the service that was rendered. Press Alt and the down
arrow keys at the same time to display a list of values.

Web RePrice™ User Manual
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x|

Endoscopic Surgery
20 |Microsurgery

59 | Distinct Procedural Service

B0 | Add-on Procedure

B2 | Two Surgeons

EE | Surgical Teamn

73 | Dizcontinued Dutpatient Procedure Prior to Anesthesia Administration

74 | Discontinued Outpatient Procedure After Anesthesia Administration

75 |Concomitant Care

750 | Services Rendered by Mare Than One Dentist

76 |Repeat Procedure by Same Physician

77 |Repest Procedure by Another Physician

78 |Retum to Operating Room for Related Procedure During the Postoperative Period

79 |Unielated Procedure o Service by the Same Physician Duning the Postoperative Period

80 | Assistant Surgeon

81 | binimum Assistant Suigeon

82 | Assigtant Surgeon [when qualified resident surgeon not available)

83 |Mon-Physician Services

30 |Reference [Outside) Laboratory

91 |Repeat Clinical Diagnostic Laboratory Test vI
13

1 |

ak. I Cancel | More > |

= Place of Service (POS): If provided, enter the place of service in this field, and
press Enter. Press Alt and the down arrow keys at the same time to display a list
of values.

4 POS Assistant - 29 of 29 x|

Hnme
21 |Inpatient Hozpital

22 | Outpatient Hospital

23 |Emergency Foom - Hospital

24 |Ambulatory Surgical Center

25 |Birtthing Center

26 |Military Treatment Facility

31 |Skilled Mursing Facility

32 |Murzing Facility

33 | Custodial Care Facility

34 |Hospice

41 |Ambulance - Land

42 |Ambulance - Air o Water

B0 |Federally Qualified Health Center —
51 | Inpatient Paychiatric Facility

52 | Paychiatric Facility Partial Hospitalization

53 | Community Mental Health Center

B4 | Intermediate Care Facility/Mentally Retarded

55 |Residential Substance Abuze Treatment Faciliby

BE | Peychiatic Residenhial Treatment Center LI

] I Cancel | More »2 |

= Type Of Service (TOS): If provided, enter the type of service in this field, and press
Enter. Press Alt and the down arrow keys at the same time to display a list of
values.
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4. TDS Assistant - 31 of 31 |

v (1018 E”I:II:IIj
tedical Care
Surgeny
Consultation
Diagrniostic A adiology

Diagrnostic Laboratan

Therapeutic: B adiology

Anesthesia

Agziztant at Surgeny

Other Medical lterms or Services

Jsed DME

High Rizk Screening Mammography

Low Risk. Screening Mammography

Arnbulance —
Enteral/Parenteral Mutients/Supplies

Armbulatory Surgical Center [Facility Usage for Su

Immunosuppressive Drugs

Hozpice

Diabetic Shoes

Hearing Items and Services

ESRD Supplies LI

0k, I Caricel ore > |

b Mt et B o e e T o ) ) | W RO R TR N

= Units: Enter the number of units in this column, and press Enter. This is a
required field.
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If the same procedure code is entered on more than one line for the same date of
service, you will need to bundle the number of units and billed charges into one
line to avoid false duplicates.

= Charge: Enter the total charges for the line, and press Enter. This is a required
field.

» For each subsequent line, the Line number, Diagnosis reference, and DOS will
default to the entry on the previous line. Press Enter to accept the default, or enter
the desired information, if different.

= Fee Schedule Reduction (FS): This column represents the reduction taken on the
total charges. The reduction could be due to a fee schedule or usual and customary
reduction. This field will show $0.00 if no reduction is taken. This field is
automatically calculated, no data entry is allowed.

= PPO Discount: If the Billing and/or Service Provider belong to a PPO network, and
the client has chosen to purchase PPO access services, then you may note an
additional reduction in this field. Upon printing, or save and move, a message box
will appear prompting the user to select whether or not a PPO discount should be
applied. If yes, the discount will automatically calculate and display in this column.
This additional reduction is taken off of the amount after the UCR or fee schedule
reduction. This field is automatically calculated, no data entry is allowed.

= Reimbursement: This column represents the recommended reimbursement
amount calculated by Web RePrice™. This field is automatically calculated, no data
entry is allowed.

= Reason: The Reason column will provide you with the rationale for the reduction. It
may indicate a fee schedule reduction or a UCR reduction. A description for the
Reason Code will appear in the References and Activity section of the PDE.

= Remark: In some instances, the reason code may also require further explanation.
This field will allow you to add additional remarks so that when you send the
EOB/EOR to the providers, they will have a comprehensive understanding of how
and why they were reimbursed

The last row in the bill lines section will display totals for each monetary column.

{t&0.00 [0.30 .00 FEET [f0.a0
NS A M, et

Total Total FS Total PPO Total Total Savings
Charges Reduction Reduction Reimb

When you are finished entering all of the bill lines it is a good idea to make sure
that the Total Charges in this section add up to the total charges on the bill.
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4.4 History Tab
The history tab allows you to view historical data for the patient, claim and provider — or

any combination of the above.

= To access the History option, click on the tab labeled History. The bill header
information must be filled in before viewing history.

Bill Lines 1 History

" 1 I I T
Mod |POS |TOS |Units S RETTCiTT PP OISTOOT  [FEMOOr SEnmer | REa=0T

Clear | Commerﬂ_lw «I 4 | ] Inlﬁ @l b | ’}l = |&| Load History wigww Histaory Refresh Histary Filter Histary Morss > I

Load History
= Click on the Load History button, and the following message will appear:

ECE— o

@ This might take a while, Are wou sure?

Yes Mo |

o Click Yes and the data will be loaded into the history screen.

View History
= Click on the View History button and the following window will appear:

History il

View Hiztory bazed on [ Eicm e

Patient Mame

Your Critena iz Provider Hame Patient Hame Claim Humber

Wiews History I Done
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=  The default criteria are Claim Number, Patient Name and Provider Name. This
means that all history data with the same Claim Number, Patient Name and Provider
Name as that entered in the bill header will be loaded.

o Change the history that is loaded by clicking on the highlighted criteria option to

remove it.

4. History x|

Yiew Hiztory bazed on

Clairn Mumber
FPatient Mare

Your Criteria iz Patient Hame_Claim Number

Yiew Hiztan I

Daone

Refresh History

» This option will remove any filter that has been placed on the loaded history.

Filter History

= This option allows you to filter the history data on certain criteria. Click on the Filter
History button and the following window will display:

i
Procedure |= j | I j
Charge |= j | I j
D ate I I to I i
Filter | Refresh | [Dane |

=  Enter the desired criteria and click the Filter button.

= |f the Filter History window has not been closed, click the Refresh button to remove
the filter and redisplay the data before the filter was applied.

= Click the Done button once you have received the desired results.

4.5 On Screen/VCR Controls
Located under the Bill Lines section are the On Screen or VCR Controls. These controls
are integral to the processing of medical bills.

Web RePrice™ User Manual
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J File  Go Favortes ‘WebRePrice  Prnt Ul MedFlow  ‘wWebRePrice Help  Help ‘
= . o= @ AR S BT T | 3
Back P Stop  Feliesh  Home | Seach Favorles  Histoy Mail e Ell  Dissuss Messenger
| #deless [2] http:swebreprice.nir.com/cunent/main/NHRADosVED =] Pta H Links *|
- Sign Out
Web RePrice USER - MBR / TRAINT
~Patient Service Provider ——— Billing Provider Provider Bill Information
Mame: [ | | Name: [ Name: [ Bl Type Mormal ~
Claime | it Tax D: Tax D Ll /7
L PovdaTile [~ ]
Pat o I— Address: Address: Received Dat
| Clierit | I Proc| / / ‘
Ti 2 I 3.| 4. 5. 6. 7. I &, ol 1DI 1 11 121
Bill Lines 1 Histay
Uine__|Disg Ret bos Procedurs Mod [POS [T0S [Units_|Charas FS Reduction__|PPO Discourt | Rembursement |Reason Remark__ |«
(2 1
Glear | iComment | 35| 4| 4| = [E[ID] » (| 2] & poa oo po oo oo |
TESETIoH Date/Time
MedFlon Mediow staltus saved as HolS aved 1106420021 48 01 Pt
MedFlow Saving Medilow status as HolSaved, _ 11/06/20021,4.00 PM
wieb ReFrice Loading Document CPODON240 af 11/06/2002 1:42:39 PM 11/06/2002 1:48,00 PM
MedFlow Medow status saved s Activated. 10/23/2002 44851 PM
MedFlon Saving Medilow status as Activated _ 10/28/2002 4 48 51 Pt
Wweb FieFrice Loading Document CPOD00240 af 10/23/2002 450,03 PM 10/28/2002 4,4 14 PM
Enter Patient Last Name: CPO000240 [ SRV [BLL [PPO [Moma | TX

Clesar

This button will allow you to clear ALL of the information that you have entered in the
PDE.

= Click on Clear button and the following message box will display:

L cpoe i

@ Are you sure wyou want ko dear the information?

Yes Mo |

Click on the Yes button and the entire PDE will be cleared. If you decide not to
clear the bill at this point click the No button and you will return to the PDE.

This button allows you to add comments that will print out on the EOB/EOR, which is
sent to the patient, provider and/or billing provider.

= Click on the Comment button and the Comment dialogue window will appear.
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= The cursor will be blinking inside the blank text box.

= Type your comment into the text field.

4 Comment For EOB

Check medical documentation for appropriate coding. ;]

| ok I LCancel |

=  When finished typing your comments press Enter or click OK, and you will return to

the PDE.
If this bill is moved to another processor’s bin, then the comment box will turn
yellow and blink to alert the processor who opens the bill in the PDE.
|

The search button allows you to search for a date of service or CPTcode. To complete a
search:

= Click on the binoculars. A search box will open.

T N |
CPT =] Seach |
| Replace |
Replace &l |
Done |

= Click on the arrow drop down in the first text box and choose to search either CPT
code or Date of Service.

= Once you determine your search criteria, use one of the top three buttons on the
right side of the Search pop up:

Search I

Web RePrice™ User Manual Page 44 of 150




Electronic Claim Solutions ‘ilL CONCENTRA®

This button allows you to complete a search of the data and locate the first line that
this data is found.

Beplace

This button allows you to replace the data with other data.

When you click on Replace another blank box will appear, allowing you to indicate
what you want to replace the data with.

4. Search |
[cFT =] Seach |
| Replace |
[ Replace &l |
L= |
Replace Al

This button allows you to replace all of the data that matches your entry with a new
piece of data. Follow the same directions as Replace.

This feature will be beneficial if you entered the wrong CPT code several times and
need to insert the correction.

Dane

Click this button once the desired data is entered in the fields described above.

L«

If you are set up to use MedFlow Manager™, and scan your bills into MedFlow™, this
button will allow you to move to the first page of the scanned image.

«

Clicking on this button allows you to move to the previous page of the current scanned
bill image.

=

The red button in the center of your VCR Control is used to “Hot Save” the current bill
that you are working on in Web RePrice™. If for any reason you need to stop working on
a bill before you have completed the medical bill review process and you wish to return
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to it at a later time, simply press the Hot Save button. The bill will be saved for you
exclusively.

When you log back into Medical Bill Review, Hot Saved bills have priority and will come
up first in date order before other bills.

I=1

By clicking on this Icon, you are able to save the work you have done on this bill, and
move it to the next step in the medical bill processing workflow. Once you click on the
Icon, a MedFlow™ Box will appear as displayed.

Poszzible States

B33 Training
127 MBR

-2 Traind
227 Traing

L2 Train?

L2 Traing

=20 Pending
-2 Pending
=137 EOE Printing |
27 EOB Printing
=27 Archive
-2 Archive
-2 Obsolete

-2 Obsolete _ll

Ok | Cancel

This screen is called the Possible States screen.

Using the arrow keys highlight the individual bin where you want to move the Bill to and
press Enter.

The Confirm MedFlow Move pop up will display.
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Confirm MedFlow Move. ] )

You are about to move 1 document.
Enter ahw commentz ahd then YES to continue.

Comments

Yes

LCancel

‘l

= If there is an Annotation that you would like to insert then you can do so now.

» |f you are not adding a message, press Enter or click the Yes button.

* An hour glass will appear and then the PDE will load a new document, the PDE will

appear blank.

» |f you attempt to move your bill to a bin that you do not have access to, then an
Invalid Move message will appear.

[

Clicking on this icon displays the Annotation screen. Similar to manual notes in a file,
you can enter internal comments and notes about the bill that you are working on.

= Click on this Icon. A Notes screen appears.

= Click on Annotate and another box appears with a NOTE and the document

Identification number; the cursor will blink inside the box.

DATE

NOTES

CP0000214
i Eancell

Anhotate |

Exit |

= Type your note inside the box.

= Click the OK button to save, or Cancel to exit without saving your comment.

Web RePrice™ User Manual
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= You will now see the annotation as you entered it on the note pad.

» Press Exit to bring you back to the PDE

strongly suggest that you review your company’s policy and procedure for notations,

@ The Annotations remain internal and do not appear on the EOB/EOR. However, we
as it may be discoverable information.

i)

Clicking on this icon will recall the entire document processing history from the time the
bill was scanned and imported into MedFlow™ until its current state.

24

Clicking on this button allows you to move to the next page of the current scanned bill
image.

»]

Clicking on this button allows you to move to the last page of the current scanned bill
image.

The Image Display button allows you to open the scanned bill image to be viewed on the
screen.

not work. If you used scanned images, but have only one monitor to work from, you
many need to ALT + TAB to switch screens or click on the DOC VIEWER tab on the
bottom of your screen.

@ If you do not use scanned images in your bill processing workflow, then this lcon will

&

Many of you serve many functions while processing medical bills. In other words, you
wear more than one hat. This icon allows you to change your current role. If you only
have one role as a medical bill processor then only one option will be made available to
you.

= Click on the Hat Icon.

= The VCR controls to the left are covered with a highlighted bar with the your current
role that you are logged in as in the application.

= Clicking on the down arrow to the right of the bar a list of possible hats, or roles, will
display.
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4.6

Yes Mo |

Press Enter for Yes or click on the Yes button within this message box.

= Your PDE will change depending on the hat that you have selected.

Reference and Activity Section:
Below the bill lines is a section that displays information. It consists of 2 columns,
References and Description.

Highlight the hat that you would like to change to and the following message box will
appear:

| iworkdlow x|

@ 10148:Are ywou sure you wank to change hats to Recon - Processor?

References Description Date/Time

I edFlaw Bill saved as HotSaved... 10/22/2002 4:40:10 P
tedFlaw Saving bill az HotSaved... 1042242002 4:40:09 PR
CODE Line # 1: Reason Code - BA, selected. 10/22/2002 4:40:04 P
RULES Line # 1: Reimbursing $5 as biled amaunt iz less than calculated amount of $25.02, 1042242002 4:40:03 PR
Procedurs Code Line # 1: CPT Code - 97010, APPLIC MODAL 174> AREAS; HOTACOLD PACKS selected. 10/22/2002 4:39:59 PM
RLLES Bill AutoS aved 10/22/2002 4:39:54 PM
DIAG Diag Ref - 1: Diagnostic Code - 847.0, NECK, SPRAIN selected. 1042272002 4:39:52 P
FPOs Mo PPOz available for the provider selected 1042242002 4:35: 47 PH
Provider HOSPITAL ANESTHES IS ASSOCIATES selected as Billing Provider. 10/22/2002 4:39:38 PM
Proveidir HOSPITAl AWMESTHESIA ASSACIATES salactad ae Sanice Providar 02202002 43925 Phd

This box provides you with the specific input history for every lines that you enter into the
PDE. It will keep track of any entries, changes, and deletions as well as rules and flags
that may apply. The References column displays the type of activity that has occurred,
while the Description column gives a more detailed explanation.

The scroll bar on the far right side will allow you to scroll up and down within the
References and Activity section.

Reimbursement calculations are also included in this section. This is helpful to
review to determine how the system calculated a specific reimbursement.

4.6.1

Searching and Sorting the References and Activity box

You can search for specific reference activity that you are looking for within the
References and Activity Box, sort and search by following these steps:

= Place your cursor to inside the R&A box, it does not have to be on a specific

line. Click the right mouse button, and the Search button will appear.
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Wweb ReFrice Loading Document TROOOO021 at 11/7 /2002
P e low Bill zaved a: Pended...

b edF o Saving bill az Pended...

CODE Search | Line # 5: Reason Code - UCRA0, selected.
RILES Line # 5: Reimbursing $55.55; Uzing UCH S0t
Procedure Code Line # 5: CPT Code - 97110, THERAP PROC
b edFlow Medflow statuz zaved az HotSaved.

b edFliow Saving Medflow statuz as HotS aved.

RULES Bill &utoS aved

bd & AR lrna Rill zAwed Az Pendesd

= Left click on the Search button. The Message filter dialogue window will
display.

= Select the criteria for your search from the Select Criteria box.
* Click the OK button.

» Your search results will appear in order of the sort criteria chosen.

x
Select Critena Sort By
kM edflow ILDgin id j Search |
Errar

Cancel | Fezet |
- -
Wwieh RePrice I j

Mumber of Records: 16

Heferences Dezcription -
RULES Bill &utos aved

RULES Bill &utoS aved

RILES Line # 1: Reimburzing $185; reimburzed at 100% of billed charges because there are no AV
RILES Line # 2 Reimburzing $715 as billed amount iz less than calculated amount of $337.03.

RULES Line # 2 Reimburzing $657 az billed amount iz less than calculated amount of $367.52.

RULES Line # 4: Duplicate: There iz a line - ling o, - '2" - with zame procedure code, service date ar
RILES Line # 2 Reimburzing $715 az billed amount iz lezs than calculated amount of $2517.1.

RLLES Line # 2: Aeimburzing $2145 as billed armount iz lezs than calculated amount of $25171.1.

RULES Line # 4: Reimburzing $201.98; Uang UCH 80th Amount of $201.92 ;l

4.7 The Status Bar
The Status Bar is located at the bottom of the screen.
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This bar will populate as you enter information into the PDE. The sections of the Status
Bar are described below from left to right.

| Enter Diagnozis Reference Mumber |

This box indicates the current location of the cursor.
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[A1004625

Document ID Number is displayed in this field.

| 142-4433508 FIP M)

The Claim Number, type of claim, and jurisdiction is noted in this field.

MHORMAL

The Bill Type, entered in the Provider Bill section of the bill header section, is displayed

>
)
=
@ 'm

When the patient has been treated by the Service Provider and there is bill history, the
letters SRV will be green

SRV

If the Service Provider is in the database but not yet associated with the patient, the
letters SRV will be yellow.

]

If the Service Provider has not been previously entered into the Web RePrice™database
the letters SRV will be red.

]

If the Billing Provider has submitted a bill and it has been entered into Web RePrice™
before, the letters BILL will be green.

BILLE

If the Billing Provider has been entered into the database but not yet associated with this
patient, the letters BILL will be yellow.

[

If the Billing Provider is new to the database and patient, the letters BILL will be red.

[peo]

PPO will be red if the Service and/or Billing Provider is not associated with a PPO.
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L]

PPO will be Green if the Service and/or Billing Provider is associated with a PPO.

MHarmal

The Bill Mode is noted in this text box. The Bill Mode can be Normal, Code Review,
Compliance Penalty, or Reconsideration.

[ ]

If the database has been updated by a third party system that the patient has a
Treatment Plan the letters TX will be green.

(]

If there is no database notification that the patient has a Treatment Plan the letters TX
will be red.
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5 The PAIN Screen

5.1 Objectives
In this section, you will learn how to:

= Access the PAIN screen.
= Understand the different tabs in the PAIN screen.
=  Use each tab in the PAIN screen.

5.2 Accessing the Pain Screens
Certain types of medical bills require special handling. As a processor you will be
required to be familiar with different data on the UB-92 and HCFA 1500 claim forms, as
well as specific rules in each jurisdiction, in order to process these types of bills.

The PAIN screen will assist you in processing special bill types. The name of this
screen is based on the first letter of the first four tabs located in this screen:

Pharmacy
Anesthesia
In/Outpatient
Negotiated

The remaining tabs in the PAIN screen are:

DRG (Diagnostic Related Groups)

APC (Ambulatory Payment Classification)
PAS (Products of Ambulatory Surgery)
DME (Durable Medical Equipment)
Multiple Anesthesia
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4 Additional Information x|

InA0ut MHeqgotiate .
Patiert Rate DME T FAS T FeALalti s,

Anesthesia

—Additional Information

Results

MOC Code |

Frescription I—

[luiantity

Charge I

Amount

Schedule |

Reimburse |

Description I

Ok | Cancel || Help |

Access to the screen is the same regardless of the tab you need to use.

Complete the Bill Header information and Diagnosis section of the PDE.

* Proceed to the Bill Line section of the PDE.

» Type the date of service that is on the medical bill that you are reviewing.
* Press Enter, the cursor should be in the Procedure field.

= Press the Insert key on your keyboard. This will open up the PAIN screen.

5.3 Pharmacy Tab
Pharmacy bills are analyzed using the Micromedex Redbook data. To use this tab,

there needs to be billed charges for medication from either a pharmacy or a physician’s
office.
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4+ Additional Information x|

Megotiate

y Anesthesia B ate DME T FP&S T b Lt A,

—Additional Information

MOC Code | Results
Prescription I— Schedule |
Quantit

’ Reimburse |
Charge I
Aot

Dezcription I

Ok Cancel || HElD |

5.3.1 Completing the Pharmacy Tab
= Type the NDC code in the appropriate field, and press Enter. The
description of the medication will populate the Description field.

o If the NDC code is not available on the bill, then type the name of the
drug as presented on the bill in the NDC Code field, and press Enter.
The Pharmacy Assistant will appear.

o . [55175173900 |PERCOCET [TAB] 325 MG-G MG - 40 EA
rAdditional Informati (¢ 1515770 [PERCOCET [TAB] - 100 EA T
E3451012785 |PERCOCET [TAB] - 500 EA
NDCCode [percocet  |53481012775 |FERCOCET [TAE] - 100 EA
- 54864051000 |PERCOCET [TAB] 325 MGG MG - B0 EA
Fiessiplian | 54864051001 |PERCOCET [TAB] 325 MG-G MG - 100 EA
Duarntity 54865457400 | PERCOCET (CAPLET) [TAB] 500 MG-7.5 MG - 100 EA
54866460300 |PERCOCET [TAB] 325 MG-7.5 MG - 100 E4
g’n‘ﬁ; [ 54568460400 [PERCOCET [TAB] 650 MG-10MG - 100 EA
54868460401 |PERCOCET [TAB] 650 MG-10 MG - 30 EA
63451062170 |PERCOCET [CAPLET) [TAB] 500 MG-7.5 MG - 100 EA
s | 3451062175 |PERCOCET (2544) [TAB] 500 MG-7.5 MG - 100 EA -
3481062185 |PERCOCET (CAPLET) [TAB] 500 MG-7.5 MG - 600 EA
63451062270 |PERCOCET [TAE] 650 MG-10 MG - 100 EA
E3451062275 |PERCOCET [2544) [TAR] 650 MG-10 MG - 100 EA —
3431062235 |PERCOCET [TAB] 650 MG-10 MG - 500 EA
63451062370 |PERCOCET [TAB] 325 MGG MG - 100 EA
83|481 062375 |PERCOCET [25><4,BLISTIEF| PACK] [TAB] 325 MG MG - 100EA = |
4 »

(u]: I Cancel | Iiore > |

o Depending on the medication, several choices may be listed.

o The scroll bar located on the far right of the screen to view the list of
medications.
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o If you cannot match the drug with the choices in the Pharmacy
Assistant, click on the More >> button to view additional lists of
medications.

o Click on the line with the appropriate drug to select it and press
Enter, or click OK.

o The Pharmacy tab of the PAIN screen will populate with the NDC
code.

= Type the quantity prescribed as noted on the bill and press Enter.
= Enter the charge amount submitted on the bill and press Enter.

» The reimbursement will calculate based on the jurisdictional rules that are
programmed into the system, and will display in the Schedule field.

= The calculated reimbursement, which is the lesser of the schedule amount or
the provider's charge amount, will appear in the Reimburse field.

» The data will now be displayed in the Bill Lines section of the PDE.

» |If you have more than one medication you will need to return to the Pharmacy
tab and complete these steps again.

= |f there are other lines on the bill, continue with bill processing.
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54 Anesthesia Tab
Anesthesia bills are primarily submitted on a HCFA 1500 claim form. In addition to the
CPT codes listed, the bill may also provide you with:

= Time units

= Supporting documentation confirming the start time and end time of the anesthesia.
» |Information identifying by whom the anesthesia was administered.

» The provider’s charge for administering the anesthesia.

For state specific anesthesia processing guidelines, refer to the Web RePrice™ Pricing
Guidelines. This will ensure that the calculations and reimbursement are accurate and
in accordance with the state rules.

=

Phamacy |Anssthesia] 'modt | Negoidle [ ppg DME T PAS I Muli &,
~Additional Information ———— - Results

CPT I Calculated Charge I

Base Units I— Reimbursement I

Status Modifier I—

Adminigkered By INDV'IE j

Tirne Units I—

Frovider Charge I—

Ok | Cancel || Hela |

5.4.1 Completing the Anesthesia Tab
» Type the anesthesia CPT code into the Procedure field of the Bill Line
section, and press Enter. The Anesthesia Tab of the PAIN screen opens
automatically.

o Or, access the Anesthesia tab of the PAIN screen, and enter the
anesthesia code into the CPT field, and press Enter.

= The Base Units will automatically populate the Base Units field. No data
entry is allowed.

» |n the Status Modifier Field, enter the status modifier submitted by the

provider, and press Enter. If no status modifier has been submitted, enter
P1, and press Enter.
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» Using the arrow keys select the value correct value for the Administered By
field, you will have several choices to choose the title of person who
administered the Anesthesia and press Enter.

= Type the Time Units as noted on the bill and press Enter.

to this in Utah where 1 time unit = 12 minute increments. Check the
anesthesia notes, if they are attached, to confirm that the units on the bill
are accurate. A start time and end time should be documented on the
anesthesia record

@ Most states use 1 time unit= 15 minute increments. There is an exception

= Type the Provider Charges in the next field, and press Enter.

= The Calculated Charge and Reimbursement amount will automatically
appear in the Results box located on the right side of this tab.

o The reimbursement will be the lesser of the Calculated Charge or the
provider’s billed charges.

» Press Enter, or click OK and the PAIN screen results will populate the bill line
in the PDE.

5.5 In/Outpatient Tab
This tab is used for both inpatient and outpatient hospital bills. Hospitals routinely bill
using the UB 92 form.

Are you using the correct screen?
Prior to using this tab it is important to make sure that the jurisdiction of the bill

does not require the claim to be processed under the DRG, APC, or PAS
methodology.

Pennsylvania, Hawaii, and New York currently have such requirements.

If you're not sure, check with your manager, or refer to the Web RePrice™
Pricing Guidelines manual.
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Pharmacy

4. Additional Information : x|

- Inf0ut Megotiate - B
Anesthezia Patient | B ate DRG APC DkE T PAS I b Lalti i,

Uritz

Charge

~Additional Information
" Revenue " DRG

Start D ate I I DRG/Revenue Cost |
End D ate IJ-',-'— Reimburzement |

DRG/Revenus I

Hesults

—

PFO
|— ( " PPO(%) ¢ PPO [Per Diem) |

Ok Cancel Hel

5.5.1 Processing Inpatient and Outpatient Hospital Bills
If CPT/HCPCS codes are provided on the hospital bill, they should be entered in
the Bill Lines section of the PDE.

Exception!

There may be a line item on the UB-92 (hospital billing form) that is
identified by a revenue code and no HCPCS/CPT code. In these
circumstances, you will need to access the In/Outpatient Tab of the PAIN

to process these line(s).

Hit enter after selecting the In/Outpatient tab and the radio button next to
Revenue (™ Fevenue) will automatically be selected. Press Enter.

The cursor will be located in the Start Date field. Type the Start Date that is
provided on the bill and press Enter.

Type the End Date in the corresponding field, if the date is the same as
above then enter the same date in this field and press Enter.

The Units field will automatically calculate based on the start date and end
date. If the number of units presented on the bill is different, enter the correct
figure and press Enter.

Type the revenue code in the DRG/Revenue field, and press Enter.

Type in the total charges for the line item in the Charge field, and press
Enter.
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» The Results box on the side of the screen will populate with the Cost and
Reimbursement.

= |f there is a PPO associated with either the Service or Billing provider, the
cursor will move to the PPO box. Select the radio button next to the desired
type of PPO reduction by using the mouse. Hit the tab key to move to the
text box in the PPO section and enter the desired discount. Press Enter.

= Press Enter and the information will be filled in on the PDE Bill Line section.
= Continue entering the remainder of the bill lines on the UB-92 as outlined
above. Remember, if there is a HCPCS/CPT code, process the line in the

PDE without accessing this tab.

5.6 Negotiate Rate Tab
This tab can be used when you have negotiated a discount with a provider, or when you
manually need to calculate the reimbursement for a line item.

Unlike the In/Outpatient Tab, the Negotiate Rate tab can be use for any type of medical

bill.
4 Additional Information x|
. In/Out Megotiate :
Pharmacy | Anestheszia Patient Rate DRG APC DME T P T b ulti &,
—Additional Information
—Results
Code Tupe =
we | = Schedue |
Code I—
FPO Discount |
hits I
Feimburse |
Charge I
Fee Scheduled Reduction FRD B eduction
’7 [ absolute &mount Ilj |7 [ &bsolute Amount IU

Ok | Lancel || HEelm 1

5.6.1 Completing the Negotiate Rate Tab
= Upon entering this screen, the cursor will be in the Code Type text box.

o Use the drop down arrow to the right of the text box to choose the
appropriate code type, and press Enter.
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4 Additional Information x|
Elremizay | Anesthesia | 'g’glg;t | "eg‘;‘::‘el DRG | AP | DME T FAS T Multi &,
~Additional Information o =
Code T vl
e s Scheduls I
CPT
Code
. E;\&enue FPPO Dizcount I
Uritz Anesthesia
Pharmacy Reimbirse I
Charge APC
DHE
Fee Scheduled Reduction FFO R eduction
’7 [~ Absolute Amount ID ’7 [~ Absolute Amount ID ‘
Ok | Lancel I HeIE I

= Type the Code as it is presented on the bill and press Enter.
= Type the number of Units that are on the bill, and press Enter.
= Type the billed charges and press Enter.

» |f a reduction of the billed amount needs to be applied, press the space bar
to check the Absolute Amount check box, or click it with your mouse.

= Press Enter to move the cursor to the text box located and type in the
reduction amount and press Enter.

= |f there is a PPO associated with either the Service or Billing provider, and a
PPO reduction applies, check the check box in the PPO Reduction section,
and enter the reduction amount in the text box. Press Enter.

» The Results section on the right side of the window will automatically
populate with the calculated results. Confirm that the calculations are correct,
and press Enter.

» The information will populate the Bill Lines on the PDE. Note that the Reason
and Remark code fields each have NEG in them to mark these lines as
negotiated.

» |f you would like to change them to an alternate Reason code, highlight the
NEG and enter the desired reason code.

o Press Alt and the down arrow keys at the same time to display a list of
values.
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X

AME_HI

Reimburzement guidelines far ane

Reimbursement for anesthesia service, as specified in the Hawai Administrative Rules 16-23-110

ANE_MODS1

Reimbursement guidelines for anesthesia services with an additional adjustment for multiple modality reduction, az specified in Medi

ANE_NJ_MOD51

Feimbursed according to Mew Jersey fee schedule for anesthesia services with multiple modality reduction, as specified in MJAC 1°

ANE_F4,

Reimburzsement for anesthesia service, as specified in Pennsylvania Medicare Part B Reference Manual Anesthesia Biling Guide(f)

APC-AMT

5YC: Services not paid under OPPS:

P&Y: Paid standard OPPS amount

APC-A02

5WC: Services not paid under OPPS:

PAY: Services not paid under OPPS

APC-ANS

SWC: Services not paid under OPPS;

F&Y: Not Paid

APC-A04

SYC: Services not paid under OPPS

P&y Paid at reasonable cost

APC-A05

5YC: Services not paid under OPPS:

PAY: Additional payment for curent drug or biological

AFC-ATR

5WC: Services not paid under OPPS:

PAY: Additional payment for device

APCAL?

SWC: Services not paid under OPPS;

Py Additional payment for news current drug or biological

APC-ADS

SYC: Services not paid under OPPS

P& Paid partial hospitalization per diem

APC-ADG

5YC: Services not paid under OPPS:

P& Mo additional payment, payment included in line items with 4PCs

APC-BO

SWC: Mon allowed item or service for OPPS; PAY: Paid standard OPPS amount

APC-EDZ

5WC: Mon allowed item or service for OPPS; PAY: Services not paid under OPPS

APC-EO3

SWE: Mon allowed item or zervice for OPPS: PAY: Mot Paid

APCED4

SWC: Mon allowed item or service for OPPS; PAY: Paid at reazonable cost

AFCEOS
|

SWC: Mon allowed iterm or servicie far OPPS; PAY: Additional payment for current drug or biological

e

Cancel

T

| More > |

like to remove NEG from the Remark column, highlight the NEG

in the Remark column and press Delete.

If you would like to change the Remark, press Alt and the down arrow

keys at the same time to display a list of values.

= |f you would
O
O

Select the desired code, and press Enter.

If you have more than one line that requires the Negotiated tab follow the

same process as outlined above.

5.7

DRG Tab: Diagnostic Related Groups

This tab is used specifically when the inpatient hospital bill is required to be reviewed
based on the DRG methodology.

4 Additional Information

IOt
Patient

Pharmacy | Anesthesia

x|

Megotiate
Rate

DME I PAS I Multi A,

—Additional Information

~Results

Admit D ate I I,

DRG I
Digcharge Date I Iy

Schedule I
Dizcharge Status I

Reimburse I
Charge I

Ok LCancel ||

HElR |
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Web RePrice™ has partnered with 3M systems to validate the information submitted
@ by the hospital and calculate the reimbursement based on the state regulations.

When processing bills for states requiring the use of DRG methodology, the Service
Provider must have the 3M indicator.

4 Serrice_Provider Assistant - 5 of 5

(JOPEER TMame _ _  JTafode Jhddess __ JCip __JStdle[ZipCode[Medicaie Hum ]
3M fal 23-13E 9 3

3 PEMNSYLYANIA HOSPITAL THE |2 3 |8005PRUCE STS |PHILADELPHIA [PA 19107 [330226
3 PEMNSYLYANIA HOSPITALTHE 231362199 [200 SPRUCE STS |PHILADELPHIA |PA 19107 330226
M PEMNSYLWANIA HOSPITALTHE |23-1352193  [800SPRUCE STS |PHILADELPHIA |PA 19107 330226
3 PEMNSYLYANIA HOSPITALTHE [23-1352199  [200 SPRUCE STS |PHILADELPHIA |PA 19107 330226
M PEMNSYLYANIA HOSPITALTHE |31-1538725  [800SPRUCE STS |PHILADELPHIA |PA 19107 330226

a9 I Cancel | L GTEDS |

Currently, there are three states that direct the auto carriers to reimburse
hospitalizations based on the DRG methodology:

= Pennsylvania and Hawaii use Medicare reimbursement methodology
= New York uses Medicaid (all payor) reimbursement methodology

Regardless of the jurisdiction, the Web RePrice™ application will provide you with the
necessary fields within this DRG tab so that the reimbursements are validated and
reimbursement is calculated accurately. The hospital is also required to bill using the
UB-92 form.

@ Validation means that the software will take all of the ICD-9 diagnosis code and
procedure codes and determine the DRG independently of what the hospital
indicates the DRG to be on their bill.

The DRG calculation will be computed based on the hospital name, the Medicare tax
ID#, and zip code.

Unlike the other tabs we discussed, the DRG tab requires very specific information to be
entered into the bill header section of the PDE so that the correct reimbursement is
calculated.

5.7.1 Processing a DRG Bill

In the auto insurance industry, each state calculates the DRG using a baseline such as
Medicare or Medicaid fee schedule. In some states, an additional percentage may be
added to the fee schedule amount. WebReprice performs this calculation automatically
according to the state specific rules.
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When processing a DRG bill the following diagnosis codes must be entered into the
diagnosis fields in the following order for the DRG calculation to be correct:

Admit diagnosis

Principal diagnosis

Secondary diagnoses

Principal procedure

Secondary procedures

Upon entering this screen the cursor will be located in the Admit Date field. Depending
on the Service Provider’s jurisdiction, an additional display field showing the Facility’s
Medicare Provider number will be above the admit field.

= Type the Admit Date from the UB-92 submitted by the provider and press Enter.

= Type the Discharge Date from the submitted UB-92 and press Enter.

» Type the Discharge Status from the submitted UB-92 and press Enter. This will be
a two-digit code.

» |n the Charge field enter the total amount of the bill charges and press Enter.

» |n the Results section of the DRG tab the following fields will automatically populate
with information:

o DRG -
This field will populate with the results from the 3M grouper.

o Schedule -
This field will show the fee schedule amount for the DRG.

o Reimburse —
This field will be the lesser of the schedule amount (plus an additional
percentage, if applicable) or the provider’s billed charges.

2 For New York inpatient bills, the reimbursement will be equal to the
v schedule amount, regardless of the amount of the provider’s charges.

» Press Enter, or click the OK button, and the calculations will be completed.

» The tab screen will close automatically, and the outputs will automatically populate
the PDE.

5.8 APC Tab: Ambulatory Payment Classification

APCs are similar to DRGs in that both were derived by the federal government and are
considered to be a prospective payment system.
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4 Additional Information x|

. I/t Meqgotiate — .

Pharmacy | Anesthesia Patient B ate . DME I P&S I bl A,
Dizcharge Statusl Dezcription |

Line |DOS Fev  |Procedurs Mod  [Units | Charge APC Code Feimb Reazon -

1 [

-
4 I I »
Calculate Set Values Get Values
Ok | Cancel || Helm |

For each type of patient encounter with a hospital facility, the reimbursement is
predetermined. Unlike DRGs, which are for inpatient services, APCs are strictly for
outpatient services rendered by a hospital.

Two states, Pennsylvania and Hawaii, require outpatient medical services rendered to
people injured in an auto accident to be reimbursed using this methodology: Therefore,
this tab will only be used if you have an outpatient hospital bill from either of these
states.

Concentra integrated the 3M APC Grouper Plus application into the Web Price™
application to make the processing of these bill types seamless and easy. While 3M will
group calculate the APC reimbursement, Web RePrice™ will add any additional
calculations mandated by the state rules.

There are edits and rules already imbedded into the software. Therefore, if a
reimbursement is $0.00, it is likely due to an edit or rule that does not allow for
reimbursement. This denial can be at a line level or the entire bill can be rejected, as the
claim is considered to incomplete or filed incorrectly.

When processing an APC bill the following diagnosis codes must be entered into the
diagnosis fields in the following order for the APC calculation to be correct:

= Admit diagnosis

= Principal diagnosis

= Secondary diagnoses

If you have specific questions regarding the bill that you are working on, refer to the Web
RePrice™ Pricing Guidelines.
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o

Web RePrice™ has partnered with 3M systems to validate the information submitted
by the hospital and calculate the reimbursement based on the state regulations.

When processing bills for states requiring the use of APC methodology, the Service
Provider must have the 3M indicator.

4. Service_Provider Assistant - 5 of 5 [X]
[JoPEeR THame ]
E FENNS HOSPITAL THE |2 300 SPRUICE 5TS |PHILADELPHIA [PA 19107 |330226
M PENNSYLVANIA HOSPITALTHE |231352199 | B0DSPAUCE 515 |PHILADELPHIA |PA (19107 |390226
El PENNSYLVANIA HOSPITAL.THE |23-1352193 | 800 SPAUCE 515 |PHILADELPHIA [PA (13107 |390226
M PENNSYLYANIA HOSPITALTHE |231352199 | 800 SPAUCE 515 |PHILADELPHIA [PA 19107 |390226
M FENNSYLVANIS HOSPITAL.THE | 311538725 | 800 SPAUCE 515 |PHILADELPHIA |PA (13107 |390226

0K I Cancel | Hores |

Currently, Pennsylvania and Hawaii direct the auto carriers to reimburse outpatient
bills based on the APC methodology:

5.8.1 Processing an APC Bill
Upon entering the APC tab, the cursor will be in the Discharge Status field.

Type the Discharge Status as presented on the UB-92, and press Enter.
The description will automatically populate once the number is entered.

The line number will automatically populate the Line column.

The Date of Service (DOS) will automatically populate with the date entered
on the bill line in the PDE. Press Enter to continue to the next column.

o Once entered the date of service will automatically populate with the
DOS from the previous line, if multiple lines are entered. Change the
date of service, if necessary.

Type the revenue code in the Rev column, and press Enter.

Type the HCPCS/CPT code in the Procedure column, and press Enter. If
the line does not have a HCPCS/CPT code, leave the field blank.

Type any modifiers as presented on the UB-92 in the Mod column, and press
Enter.

Type the units as presented on the UB-92 and press Enter.
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= Type the total charges for line in the Charge column, and press Enter.

= Repeat this process until you have entered all of the data presented on the

UB-92.

Click the Calculate button located at the bottom of the APC tab.

» Once the calculations are complete, the APC Code, Reimb
(Reimbursement), and Reason fields will be populated.

4 Additional Information x|
; In/Out Megotiate ]

Pharmacy | Anesthesia Patient B ate DE T PAS I Filti B,
Discharge StalUSIEI'I Description [Hame, self care

Line |DOS ey Procedure Mod  |Units | Charge APC Code Reimb Reazon -

1 09/15/2002 | 250 K] 5.00 240 1] APC-MO3 I

2 09/415/2002 (285  |A4B46 3 462.00 AdE4E I APC-MO9

3 09/15/2002 | 300 2100 1 48.00 21001 4.81 APC-AD2

4 09/15/2002 | 320 71020 1 210,00 ] 41,32 APC-=

5 09/15/2002 | 460 94760 1 4500 94760 i APC-HO9

5 09/15/2002 | 450 95284 25 1 A11.00 nne12 207 14 APCHI

7 09/15/2002 | 730 33005 1 112.00 ann3as 21.25 APC-S01 -

L ;I_I
. Calculate | SetValues Get Values
Ok LCancel | Help |

= Press Enter, or click the OK button, and the calculations will be completed.

= The tab screen will close automatically, and the outputs will automatically
populate the PDE.

5.9 The DME Tab: Durable Medical Equipment

This tab is used for processing DME bills for the state of New York.
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4. Additional Information : x|

IOt MHegohiate
Patient Fate DRG

Pharmacy | Anesthesia AFC DME PAS I kA Lilki By,

—Additional Information

Code I— Description I
Units I—

Charge I— Results
Iremice Charge I— Schedule |
Shipping & Handing [~ Reimburse |
Taxes hor phygicians I—

Ok Cancel Hel

To accommodate that state specific requirements for physicians and pharmacies billing
for DMEs, New York requires that a physician who is billing for code 99070 is
reimbursed for the invoice cost, shipping and handling, and taxes. All other DME codes
are reimbursed 150% of the invoice amount.

For specific rules regarding claim information requirements, refer to the Web RePrice™
Pricing Guidelines.

5.9.1 Processing a DME Bill
Upon entering the DME tab, the cursor will be located in the Code field.

= Type the HCPCS/CPT that is on the claim representing the DME, and press
Enter. The description field will automatically populate.

= Type the number of Units that are on the bill, and press Enter.
= Type the billed charges in the Charge field, and press Enter.

» The documentation submitted by the provider should include a copy of the
invoice, with any shipping and handling, and taxes displayed on the invoice.

o Type in the Invoice Charge, and press Enter.
o Type in the Shipping and Handling charge, and press Enter.
o Type in Taxes for Physician, and press Enter.

» The Results section of the screen will display the calculations.
o The Schedule field will show the calculation (150% of the invoice price).
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o The Reimburse field will display the lesser of the schedule amount or the
provider’s billed charges.

» Press Enter, or click OK, and the information will populate on the PDE.

5.10 Products of Ambulatory Surgery (PAS)
The PAS tab of the PAIN screen is used to process New York specific outpatient
surgery bills submitted by specific providers with valid OpCert numbers.

4+ Additional Information x|

Phamacy | Anesthesia | it | Nedotiatz | poq APC DME ] PAG: I Multion. |
—~Additional Information
5 Eaels I Description I
Creii=i -Results
Schedulz |
Reirnburse I
Ok LCancel || Helm 1
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New York regulations indicate that if the outpatient facility bills for a procedure,
and it does not include the Opcert number, then the bill should be returned as
incomplete.

Also, it is very important that you select the correct Opcert number, or the PAS
reimbursement may not be accurate.

For further guidelines on specific rules in New York refer to the Web
RePrice™ Pricing Guidelines.

1 Service_Provider Assistant - 2 of 2 x|

002038 w' YORK UNIVERSITY MEDICAL CENTER - RUSK. 3-3971298  |400EAST 34TH STREET |MEW/YORHNY  [10016
TO02029) NEW YORK LINMERSITY MEDICAL CENTER - TISCH  |13-3371298  |550FIRST AVENUE NEW YORHNY 10156

< | i
0K I Cancel ez

For further guidelines on specific rules in New York refer to the Web RePrice™
Pricing Guidelines.

5.10.1 Completing the PAS tab
Upon entering the PAS tab, the cursor will be positioned in the PAS Code field.

* |n the PAS Code field enter the 3-digit PAS code that is on the UB-92, and
press Enter. The Description field will populate with the short description of
the code.

= Type in the billed charges in the Charge field, and press Enter.

» The Results section will automatically populate with the following information:
o The Schedule amount will display the calculated amount for the PAS
o %ﬁiell?eimburse field will be the lesser of the schedule amount or the

provider’s billed charges.

» Press Enter, or click OK, the data from this tab will populate the bill line of the
PDE.

5.11 Multiple Anesthesia Tab

You will be required to access this tab when processing multiple anesthesia bills in
Pennsylvania and New York.
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4 Additional Information

X

Ind Ot Megotiate DRG APC

Anesthesia Patient Rate

Pharmacy

DME I PAS ]Hullihn.

— Multiple Anesthesia

CPT Code |Base Unitz | Start Date | Start Time  |&MAPM |[End Date  |End Time

A APM| Time Units

Provider « |
—

KN —
Statuz Modifier: I vl

Calculate |
Adminiztered By: I - I

e

— Results

tax Base Units

Total Time Urits

o
o

Statuz Modifier Units I

Total Charges
Reimbursement

Savings

o
G
—

Ok |

Cancel

Hel

When several surgical procedures are performed during the same operative session,

there may be multiple anesthesia services rendered. Under these circumstances, the
coding and billing guidelines direct the payor to review the relative value units of each
anesthesia service, and compute the appropriate reimbursement. This calculation is

based on a formula driven by the complexity of each anesthesia service.

The Multiple Anesthesia (Multi An) tab on the PAIN screen allows you to review Multiple

Anesthesia bills accurately.

5.11.1 Completing the Multiple Anesthesia tab

Upon entering the Multiple Anesthesia screen the cursor will be located in the

CPT code column of the first line.

= Type the CPT code, and press Enter. The Base Units column will populate
with the appropriate base unit assigned to the CPT code.

= Type in the Start Time, press Enter.
» Choose AM or PM, press Enter.
= Type in the Stop Time, press Enter.

= Choose AM or PM, press Enter.

= Type in the Provider Charge and press Enter to move to a new line.

= Repeat the above steps until all of the anesthesia codes have been entered.

» When you have finished entering lines, press the Tab key to move to the

Status Modifier field.
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= Use the drop down arrow for the Status Modifier field to choose the
appropriate physical status modifier as presented on the bill. Press Enter.

» |n the Administered By box, use the drop down arrow to choose the provider
title as provided on the claim form. Press Enter.

= Click on the Calculate button and the reimbursement will then be displayed in
the Results section of this tab.

= Press Enter or Click OK, and the reimbursement will be displayed in the bill
lines section of the PDE.

= There may be multiple lines displayed in the Bill Lines section of the PDE.
This will provide the billing service and providers with an accurate and
detailed response to the bill that they submitted for payment. You may see
one general line with one, or many, specific lines below the first anesthesia
line. These subsequent lines will list each anesthesia code billed.
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6 Web RePrice™ Menu

The Web RePrice™ Menu bar is located at the top of your Internet browser. This menu
contains most of the functionality and options for Web RePrice™. As with most menus,
any item that is grayed out is not available for use.

6.1 Objectives
In this chapter, you will learn how to:

= Access the Menu bar of Web RePrice™.
»= Understand what each item in the menu can do to assist you with bill processing.
= Utilize each item in drop menus during medical bill processing.

There are six items listed in the Menu Bar.

“Web RePrice  Print Ukl MedFlow  \Web RePrice Help

6.2 Web RePrice
This menu option is limited to one menu item choice: Bill Entry. When you are doing
medical bill review, you are in the bill entry section of Web RePrice™. This area is
reserved for further development in the future.

6.3 Print
= To access the Print Menu, click on the Print Menu option, or hold down the Alt key
and press I, and the drop down menu appears.

» There are three choices under this option, EOB, Bill Details, and Information
Request.

= Click on the function that you would like to perform so that is highlighted on the drop
down menu.

6.3.1 NYReports:
This option will only be available if the Service provider is in New York, and will
allow you to print the New York NF10 report, if applicable (i.e., if there was a
reduction to any bill line).

‘web RePrice | Prink Ul MedFlow  Web RePrice Help  Help
MYReparts L4 MNEL0
EQE g
Bill Details »
Info Request ¥

6.3.2 EOB Printing:
The EOB print menu allows you to preview an EOB/EOR, or, print the EOB/EOR
as a final draft.
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Wwieh RePrice | Print Lkl MedFlowe  Web EePrice Help Help
My Reports PI

Bill Details » Prirt
Info Reguest  k Flag Mezsage
Letters 3 -I

The documents will open minimized in the task bar at the bottom of the screen (if
processing a bill for a NY provider, and there was a reduction on any of the bill
lines, there will be 2 separate documents — the EOR and the NF10). Just click

on the = | button on the task bar to maximize the screen.

Once you complete the preview, click on the X in the upper right hand side of the
screen to close the Document Viewer.

If you choose the Print option, the Print dialogue box will open so the printer and
amount of copies may be selected.

The Flag Message option is used to decide if flag messages will be printed on
the EOB/EOR. Selecting or placing a checkmark next to this option will display
all flag messages encountered during bill entry on the printed EOB/EOR. If this
option is not checked/selected the flag messages will not appear on the printed
EOB.
This selection can be overwritten in the Client Maintenance module of
WRP. In the EOB tab of Client Maintenance there is a “Show Flag
Message” checkbox. If this checkbox is selected the flags will appear on
the EOB/EOR regardless of what is selected on the Print EOB menu.

If you have a duplex printer, and would like the EOB/EOR to print in duplex
mode, you must make that selection on the printer dialogue box. From the
Layout tab select the radio button for Flip on Long Edge

After clicking OK on the Print dialogue box a print status will appear on the
screen, no entry is needed on this screen, it will close when the printing has
completed.

If you print the EOB/EOR you will finalize the bill. The bill will be posted at
this time, and the only option when you save and move the bill will be to
archive the bill. Corrections cannot easily be made to the EOB/EOR once

this function has been completed.

6.3.3 Bill Details:
The Bill Details menu allows you to preview and print the Bill Details.
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Web RePrice | Print Lkl MedFlow  eb RePrice Help Help
MYReports k [
EDE 3
Bill Details r Presig
Info Request Print:

The preview and print functions for the Bill Details is executed the same way as
previewing or printing the EOR, as explained above.

6.3.4 Info Request:
The Info Request option allows you to either Print Preview the Information
Request form or Print the final version of the Information Request.

Web RePrice | Print Ukl  MedFlow  ‘Web RePrice Help  Help

MNYReports b

ECE 3

Bill Details 3

Info Request TR
Prink

This option is used when you cannot process the bill because it is missing
information that is needed in order to process the bill (i.e. provider tax id, valid
procedure code(s), valid CPT code(s), dates of service or charges).

The preview and print functions for the Info Request is executed the same way
as previewing or printing the EOR, as explained above.

6.3.5 Letters
This option will allow you to print standard or custom letters to the provider. The
letters will automatically populate with the information from the Bill Header, which
must be entered before generating the letter.

viieh RePrice | Print Rl MedFlow  vWieb RePrice Help Help

ECB »
Bill Dretail= b
[
4

Infa Regquest

Info Reguest Letter g
Reconzideration Letierz k
Miscelaneous L4

The list of available letters is as follows:

Information Request Letters

e Custom Info Request
o Diagnosis Code Request
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e HCFA-1450 (UB-92) Info Request
e HCFA-1500 Info Request

¢ Information Request

¢ Invoice Request

e Operative Request

Reconsideration Letters
The following letters may only be accessed when in Recon mode.

¢ Reconsideration Appeal

¢ Reconsideration Approval

¢ Reconsideration Denial

e Reconsideration Partial Appeal
e Reconsideration Received

Miscellaneous Letters

e Duplicate Bill
¢ No Record

e Overpayment
e Custom Letter

6.4 Utilities (Util)
The Utilities menu provides you with access to most of the functionality in Web
RePrice™. Each Menu option will be outlined in detail below. Some of these options
may also be accessible in other areas within the PDE.

To access the Utilities menu, click on the Util menu option, or hold down the Alt key and
press U, and the drop down menu will open.

6.4.1 Bill Mode:

The bill mode menu allows you to turn Compliance Penalty on and off within
Medical Bill Review.
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Wielh RePrice Print | il MedFlowe  vWeb RePrice Help  Help

Bill Mode Marmal F3
Load History Compliance Penalty  F2
Header b

Change FipCode Cirl+Z

PPO ’

Clear Bill Ertry

Search Bil F9
sortddnsort F
wWiewdrestmentPlans

Commerit
Showy Copay Chrl ek

Loakup Code Clrl+
Lookup Copay CHel+%"

o To turn Compliance Penalty on, simply select Compliance Penalty from the
Util > Bill Mode menu or press the F2 key.

o Two additional columns will be added to the Bill Lines section of the PDE; CP

and CP Red.
- Sign Out
Web RePrice USER - MBR / TRAIN
~Patient Service Provider — - Billing Provider ——— —Provider Bill Information
name: || [ [ hiame: Hame: Bill Type: Marmal -
Claim Adi Tax D Tax I ELEED 4
s et Provider Title =
Pat Mo ress ress: Received Date
[Chenl I Proc| / /
Total Charg: Di i
Tatal
IS ] | s S S w— _— S W — _—
Bill Lines History
Line [DisgRef _ [DOS Frocedure [wod [POS [103 [units  [charge FS Reduction_|PPO Discourt [Reimbursement|Reason Remgrk_ |CP [CPRed &
[ 1 [m]
m] L |
m]
]
m]
m]
]
m]
O
8] -
4 = »
o | o 301 40| 4| =R IO[ > [ W] 2]@ PEpw pw |

o To apply a compliance penalty to a bill line, place a checkmark in the CP
column. This will automatically calculate the penalty and place the adjusted
reimbursement into the Reimbursement column, and the amount of the
penalty into the CP Red column.

o Toremove the compliance penalty mode simply press F2 again.
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compliance penalty calculation is based on a percentage entered per

@ Compliance Penalty can be used in conjunction with any hat. The
client in the client maintenance section of Web RePrice™.

6.4.2 Load History
The load history option works the same way as the History Tab in the PDE as
discussed in Chapter 3. To use this option from the Utilities menu, move your
cursor over the Utilities menu on the menu bar, open the drop down menu.

Wieb RePrice  Print | Ukl MedFlow  Web RePrice Help  Help

Eill Mode J
Load History

Header 3

Change ZipCode Chrl+2

PO »

Clear Bill Entry

Seatch Bill Fa
Sorknsork 3
YWiewTreatmentFlans

Zarmrmenk

Show Copay Chrl-HE
Lookup Code Chrl+LI
Lookup Copay Chrl+y

Using the mouse highlight and click on Load History, the following message box
will display:

RS ]

@ This might take a while, Are yaou sure?

Yes Mo |

Choose Yes to load history or No to cancel.

@ You need to have the bill header information completed in order to load
history.
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6.4.3 Header
This option allows you to open the header information to edit the data that you
have entered into the Patient, Service Provider, Billing Provider, and
Miscellaneous Information text fields.

Web RePrice  Print | Ukl MedFlow  ‘Wweb RePrice Help  Help

Bill Mode »
Load Hiskary

i Zlose
Change ZipCode Chrl+2
PPO 3
Clear Bill Enkry
Search Bill F2
SorkfUnsark »
WiewTreatmentFlans
Camrnenk
Showe Copay ChrlHE
Lookup Code Chrl+LI
Lookup Copay Chrl+

Left click on the edit header option and the same result will occur. The cursor will
be blinking in the Name text box of the Patient field.

The other way to access and edit the bill header information is to right click the
mouse while the cursor is located in one of the header text boxes. This will bring
up edit header.

Patient | ’—geruice Provider — — Billing Provider Provider Bill Information
Hame: SMITH. JON e NYU MEDICAL CENTER Mame: NYU MEDICAL CENTER Bil Type: Morms| =
Cisim: 1239999 T LS T RERRp Tl 133871298 Bill Dste [
Dore PovidaTie oo o
Pat No: hoL 17172002 ess] S60 15T AVENUE Address; 560 15T AVENUE - e Facility e
: MEW VORK MY 10016 MEW YORK MY 100M6 o
H Cliertt [11,11/2002 Prec |11/11/2002 |

6.4.4 Change Zip Code
This option allows you to change the jurisdiction or state that you are processing.
Many states have rules regarding how medical bills should be processed. Web
RePrice™ is programmed to use the place of service zip code as the reference
point for processing medical bills.
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Web RePrice  Print | Ukl MedFlow  Web RePrice Help  Help

Bill rode »
Load History
Header r

Change ZipCode Chel+-E

PPO 3

Clear Bill Enkry

Search Bill F3
SortfUnsork r
Wi TreatmentPlans

Carnrnerk

Show Copay Chrl+HE
Lookup Code Zkrl+L
Lookup Copay Chel+

If the claimant/patient treats in a different state, you may be required to change
the zip code. In these instances you would utilize the change zip code option.

To change the zip code, follow these steps:

= Move your cursor over the Utilities menu on the menu bar, open the drop
down menu and click on Change Zip Code.

o Or hold down the Ctrl key and press Z, and a pop up box appears titled
Change State.

4~ Change State x|

~Change Jurisdiction

Zip |

City

|
County I
State I

] 4 | Cancel

= The original zip code will be highlighted and populate in the Zip text box. Type in
the zip code to which you would like to change and press Enter.
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*» The updated City, County, and State text boxes will populate with the details of
the new zip code. Press Enter, or click OK, to return to the PDE.

* You may notice that the Reimbursement amounts and Reason Codes may
change according to the new jurisdictional rules.

» Please refer to the client set up sheet or your manager to determine if there are
standard rules regarding when to change zip codes.

6.4.5 PPO
The PPO utility option gives you access to the PPO Assistant, which allows you
to search for a specific PPO provider, apply a PPO, or Remove the PPO
Discount. If a PPO discount has not been applied yet, then the Remove PPO
option will be grayed out.

Web RePrice  Print | Ukl MedFlow  web RePrice Help  Help

Bill Mode »
Load Hiskory
Header b

Change ZipCode Ckrl+2

PPO Assistant
Clear Bill Enkry
Search Bil Fa
Sork U nsork F
YiewTreatmentElans

Apply PRO
Eemove PR Discaunk

Zarmmernkt

Shio Copasy (Zhr| K
Lookup Code kel
Loakup Copay Chel+

The PPO Assistant allows you to search for a particular provider based on tax id
number, name or address. Refer to section 3.3.4.1 for more information about
the PPO assistant.

6.4.6 Clear Bill entry
This option works the same way as the Clear button in the VCR controls.
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Web RePrice Print | Ukl MedFlow  WYeb RePrice Help Help
Bill Mode »
Load Hiskors:
Header 3

Change ZipCode Ckrl+Z

PPO 3

Clear Bill Enkry

Search Bill Fa
SorkUnsork L
YiewTreatmentRlans

Zarnmernkt

Shiow Copay ZhElH-k
Loakup Code Chel+LI
Lookup Copay Chrl+Y

To use the Clear Bill Entry function, move your cursor over the Utilities menu on
the menu bar, open the drop down menu. Highlight and click on Clear Bill Entry.
The following message box will display:

Lot ]

@ fre vou sure vou wank ko dear the information?

Yes Mo |

Either press Enter, or click on the Yes box, to clear the data. Or, click on No to
cancel the deletion.

6.4.7 Search Bill
This function allows you to search for a particular bill using the claim number,
document ID, patient name, or provider name as the search criteria. The Search

Bill capability provides you with a tool to look up information on a particular claim
or claimant while in the medical bill review application.

Web RePrice™ User Manual Page 83 of 150




Electronic Claim Solutions

mh

CONCENTRA"

‘l

Wb RePrice

Print | Ukl MedFlow

Bill Mode
Load Hiskorsy
Header

‘i'eb RePrice Help

Help

k

Change ZipCode

Crl+Z

PPO

Clear Eill Enkry

Search Bil
SortfUnsork
YWiewTreatmentElans

Carnmerkt

Show Copay ChelK
Lookup Code kel
Lookup Copay kel

To access the Search Bill function, move your cursor over the Utilities menu on
the menu bar, open the drop down menu and click on Search Bill option. Or,
press the F9 key, and the following message box will display:

Search I

=10l x|
_go! | More 5>
sdvance  Search only in selected criteria: —
[T Patient Info
[T claim Number
[T Provider Info
[T pocID Select all |
(6] | Cancel |

= Type the criteria on which to search (i.e., the claimant/patient name, claim
number, provider's name or tax identification number (TIN), or document ID)
into the Search text box at the top of the screen.
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Click the Advance link to display the Search Only in selected criteria box.
This will direct the application where to look for the criteria entered in the
Search box for a more refined search.

@sersn W=

Search ISITIith GO! | More =

idvance Search only in selected criteria:—

I ¥ Fatient Info :

[T Claim Mumnber

[~ Provider Info

[ Doc ID Clear all |

Ok, Cancel

= Press Enter or click on the GO! Button.

» The results will populate the rest of the screen as in the following display:

&\ Search: 4 of 4 _ Ol x|
Search Ismith GO ! | More =
Advance
PATIENT NAME |ADDRESS
CPOOOD197  |SMITH, 10N 23 JEFFER AW DAPHME AL 36 95 2 :
CPOOODZ37  |SMITH, 10N 23 JEFFERSOM AW DAPHME AL 3652¢|1239999 01/01/2002 1239
CPO000240 |[SMITH, 10N 23 JEFFERSOM AW DAPHME AL 3652¢|1239999 01/01/2002 1239
TROOOOO30  |SMITH, JON 23 JEFFERSON AV DAPHME AL 365261239399 01/01/2002 1239
o | 2
[o]'4 Cancel
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= Scroll through the results until you locate the information that you are
searching for, and highlight the bill that you are interested in viewing, and
press Enter or click OK.

= Depending on where the selected document is located (i.e., which bin), the
following message box may display

question x|

The document iz not in your bin, *What do wow want b0 do?

b ave ko rour Bin |

= Click on the desired button and press Enter.

The document that you were working on in the PDE prior to searching
will automatically be saved in Pended status in your MBR Active. We
suggest that you make a note of the document ID prior to viewing the

new document so that you can return to the bill to complete the
processing.

To return to the original bill that you were working on before searching, click on
the MedFlow option on the tool bar and click on View bills. Highlight the
document ID and click OK. The bill will then populate and load in the PDE.

6.4.8 Sort/Unsort
This utility allows you to sort and recalculate the reimbursements based on the
newly sorted lines. You can sort to three levels, as well as on an ascending or
descending basis.
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Web RePrice  Print | Ukl MedFlow  Web RePrice Help  Help

Bill rode »
Load History
Header r

Change ZipCode Ckel+-E

PPO 3

Clear Bill Enkry

Search Bill Fa

SortfUnsork

YWiewTreatmentRlans |msark:
Cornrment

Show Copay Chrl+HE

Lookup Code Zkrl+L

Lookup Copay Chel+

To sort:, move your cursor over the Utilities menu on the menu bar, open the
drop down menu. Highlight and click on the Sort/Unsort option, a window will
appear as displayed below:

7

* Ascending

" Descending

I[Nu:une] j * Ascending
" Descending
I[Nl:une] j % Azcending

" Descending

Sart'with Recalculation Mo Recalculation

ok | | LCancel I

Choose the first sort criteria that you want to use (i.e., Service Date), and choose
the ascending or descending option.

Continue to choose more sort criteria as you need in the same manner as
outlined above.

Press Enter and click OK and the PDE will sort according to the criteria selected.
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To do so, simply go to the sort/unsort option in the menu drop down. Click on
Sort/Unsort, then click on Unsort. If you don’t do this, upon printing or saving
and moving, the system will ask if you wish to unsort. Click Yes.

@ In order to print, or save and move, a bill you must unsort the bill.

6.4.9 View treatment plans
This utility is currently not available. More information on how to use this function
will be detailed in the next edition.

6.4.10 Comment
This Utility menu option has the same purpose as the Comment box on the VCR
control bar.

Web RePrice  Print | bl MedFlow  Web RePrice Help  Help

Bill Mode »
Load History
Header »

Change ZipZode Chrl+2

PFO »

Clear Bill Enkry

Search Bil Fa
SartfUnsart »
YiewTreatmentPlans

Carnment

Showe Copay ChrlHE
Lookup Code kel
Lookup Copay Chel+

To use this option, move your cursor over the Utilities menu on the menu bar,
open the drop down menu. Highlight and click on the Comment option. For a
description on how to use the Comment box, please refer to section 3.5.

6.4.11 Show Co-pay
This Utility menu function allows you to look up the co-pay and deductible
information that relates to the claimant and claim number on the bill you are
currently processing.
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w'eb RePrice  Print | Ukl MedFlow  Web RePrice Help
Bill Mode 2
Load Hiskory
Header »
Zhange FipCode Chrl+Z
PRO ’
Clear Bill Enkrw
Search Eill F3
SorkfUnsork »
Wi TreatmentRamns
Carmnrmenk
Show Copay Chrl4-K
Lookup Code Chrl+1
Lookup Copay Chrl+

To access this utility, move your cursor over the Utilities menu on the menu
bar, open the drop down menu. Highlight and click on the Show Co-pay

option, a Co-Pay and Deductible, or hold down the Ctrl key and press K, and

a window will appear as shown below.

— Palicy Details
Case Mumbet 169876554
Co-Payment  20%
Deductible $250.00

ot Of Pocket $1.200.00

4 Copay and Deductible

— Current Bill

Claim Mumber 169876554

Co-Payment

Deductible

$0.00

$140.00

— Case Detailz
Co-Payment  $0.00
Deductble  $0.00

x|

Once you complete a review of the information, press Enter or click the OK
button, and you will return to the PDE.

6.4.12 Lookup Code
This Utility menu option provides you with the ability to look up several different

types of codes.
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Web RePrice  Prink | Ukl MedFlow  Web RePrice Help Help

Eill Mode 2
Load Hiskory
Header »

Change ZipCode Chrl+Z

FPO 3

Clear Bill Enkrw

Search il F2
SorkfUnsork »
WiewTreatmentPlans

Comment

Shaow Copay Chrl+E

Looky p Code Chrl+-L

Lookup Copay Chrl+

= Move your cursor over the Utilities menu on the menu bar, open the drop
down menu. Highlight and click on the Lookup Code option, or hold down the
Ctrl key and press U, and the Code window will display as follows:

x

Enter Code |

Code Types

AnestCPT
APC

CPT
CPT_Madifiers
DRG
Hozpital Revenue_Codes
ICD-9
Feason_Code
Pharmacy
FOS
Femark_Code
TOS

| Show bazsiztant I

6.4.13 Lookup Copay

This Utility menu function allows you to look up a specific claim and view the Co-
pay and Deductible associated with that claim.
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web RePrice Print | Ukl MedFlow  Web RePrice Help  Help
Bill Mode 3
Load Hiskory
Header 3

Change FipCode Chrl+Z

FPO »

Clear Bill Enkry

Search Eill Fa
SorkfLUnsork 3
WiewTreatmentPlans

Comment

Show Copay CkrlHE

Lookup Code ZErl+H

= Move your cursor over the Utilities menu on the menu bar, open the drop
down menu. Highlight and click on the Lookup Copay, or hold down the Ctrl
key and press Y, and the Copay and Deductible Lookup window will be
displayed as follows:

41 Copay and Deductible Lookup El

" Select One

i~ Patient Mame

Enter Claim Hurnber

— Puolicy Details IJzed

Caze Mumber Co-Fayment

Co-Payment Deductible

Deductible 0K

Ot Of Pocket

= Click on the radio button next to the claim number or patient name and press
Enter. Enter the information into the blank text field, and press Enter.

» The Patient Assistant box will appear with the possible matches (if there is

only one match then the this screen will not appear). Use the Arrow keys on
your keyboard to highlight your selection and press Enter.
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" Select One

% Claim Mumber

" Patient Mame

Enter Claim Mumber |1 59876554

Patient M ame HUBRTIM, [bdd,
— Policy Detailz
Case Mumbet 169876554
Co-Payment  20%
Ceductible $250.00
Cut Of Pocket  $1.200.00

Ized

Co-Payment  $0.00

Deductible $0.00

= (Click on the OK button to return to the PDE.

6.5 MedFlow

This option enables you to access the MedFlow™ options from Medical Bill Review, as

well as other functions.
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6.5.1 Hot Save Bill
This option allows you to save any information that you have entered into the
PDE.

Wieb RePrice Print Ukl | MedFlow  Web RePrice Help  Help

Hat Save Bil Chrl+T
Save & Move Bill Chrl+M
Pend Eil Chrl+1

Display Document F&
Wig Bills Chrl+

Hat Save & Mext Page
Firsk Page

Mexk Page

Prewious Page

Lask Page

annotations Chrl+8

ChangePasswiord Chrl+0

* To use the menu option, click on MedFlow and move your cursor over the
Hot Save Bill and click. Or, hold down the Ctrl key and press T.

» This function will work the same as using the Hot Save button on the VCR
Control bar as described in section 3.5.

» The References and Activity box will confirm that the bill was hot saved
successfully.

6.5.2 Save & Move Bill

When you have completed the data entry of the bill and you are ready to move
the bill to the next step in the workflow you will need to Save & Move the bill.
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Wieb RePrice Print Ukl | MedFlow  Web RePrice Help  Help
Hat Save il Chrl+T

Save & Move Bill

Pend Eil Chrl+1

Display Document F&
Wig Bills k-

Hok Save & Mexk Page
Firsk Page

Mexk Page

Previous Page

Last Page

Annakations Chrl+8

ZhangePassword i)

= Move your cursor to the MedFlow Menu, and click on the Save & Move
option. Or, hold down the Ctrl key and press M.

= This function will work the same as using the Save and Move button on the
VCR Control bar as described in section 3.5.

6.5.3 Pend Bill
This option is used when you cannot complete the bill and need to move on to
the next bill. Pending the bill will allow you to save the information that you have
entered, and will allow you to return to it at a later date.

Web RePrice  Prink Ukl | MedFlow  Web RePrice Help Help
Hot Sawve Bill Ckrl+T
Save & Move Bil Ckrl+M
Pend Eill

Display Document Fé
Wige Bills Ckrl+x

Hotb Save & Mext Page
Firsk Page

Mexk Page

Presvious Page

Last Page

Annokations Chel+A

hangePassward Chrl+0

= To pend a bill, move your cursor to the Pend bill option in the MedFlow Menu
and click Pend Bill. Or, hold down the Ctrl key and press J. Refer to the
References and Activitiy box to determine if the bill has been pended
successfully.
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= A new document will then automatically load onto the PDE.

6.5.4 Display Document
This option will allow you to view the bill image by clicking on the Display
document option in the MedFlow menu.

Web RePrice  Prink LUkl | MedFlow  Web RePrice Help Help

Hot Save Eil Chrl+T
Save & Move Bill Ckrl+r
Pend Eil Chel+1

Display Document
Wiew Bills Chrl43

Haok Save & Mexk Page
Firsk Page

MNext Page

Prewvious Page

Last Page

Annokations Chel+5

_hangePassword kel

= Move your cursor to the MedFlow menu, and click on the Display Document
option, or press the F6 key.

» This function will work the same as using the View Image button on the VCR
Control bar as described in section 3.5.

6.5.5 View Bills

This option allows you to view bills in your bin. This will assist you in determining
your workload for the day, as well as locate specific documents.
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Web RePrice  Prink Ukl | MedFlow  Web RePrice Help Help

Haot Save Bil Chrl+T
Save & Move Bill kel
Pend Eil Ckrl+1

Display Document Fé

Wiew Bills

Haok Save & Mexk Page
Firsk Page

MNext Page

Previous Page

Last Page

Annokations Chel+-A

_hangePassword Chrl+0

= To utilize the View Bills option, move your cursor to the View Bills option
under the MedFlow drop down menu and click. Or, hold down the Ctrl key
and press X, and the MedFlow Manager™ Screen will appear as displayed

oo Ed|
1 9
<= MedFlow Manager
MEBR { Train1
Binder I
€ MBR / Train1[5] ‘ Search || Histry | Get Next |
Daocumernt I | Doc Profile I Processor Bin I Processar I Status | /| Date Scan...| Time In
O cpooooz1s il WBR Trainl MBR - Pending 9012002 Ti28i200
O cpooooz1s Bl MBR Trainl MBR - Pending 9i2/2002 Ji26i200
O croooozdo B MBR Trainl MBR - Pending 9i27/2002 Ji26i200
O Troooooz1 Bl MBR Trainl MBR - Pending 104172002 §/8/2002
O Trooooozo Bl MBR Trainl MBR -Hot Saved 11712002110 1141420
O TRooooost il MBR Train1 MBR - Active 1M 202002 11 1112020
[l | |
Gof&
0K | Cancel |

6.5.6 Hot Save & Next Page
This option allows you to hot save your current bill and move to the next page in
the bill image. This option is useful if you are processing a multiple page bill and
want to make sure that you save after processing each page of the bill and
proceed from page to page.
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Web RePrice  Print UGl | MedFlow  Web RePrice Help  Help

Hak Save Bill Chel+T
Save & Maove Bil k|4
Pend Eil Chrl+1

Display Document )
Yigw Bills Chrl

Firsk Page
Mext Page

Previous Page
Last Page

Annokations Chrl+5

ChangePassword Chrl+0

To utilize the Hot Save & Next Page option, move your cursor to the Hot Save &
Next Page option under the MedFlow drop down menu and select it. The
References and Activity box will confirm that the bill was hot saved successfully
and the doc viewer will display the next page of the bill image.

6.5.7 First Page
This option allows you to go to the first page of the bill image within the doc
viewer.

WWeb RePrice  Prink LRl | MedFlow  Web RePrice Help  Help

Hok Save Eill Chrl4+T
Save & Move Bil Ckrl+1
Pend il Chrl+1

Display Dacument F&
YWiew Bills Chrl+3

Hak Save & Mexk Page

First Page
Mext Page
Previous Page
Last Page

Annatations Chrl+8

ChangePassword Chr+0

To utilize the First Page option, select the First Page option under the MedFlow
drop down menu. The doc viewer will display the first page of the bill image.
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6.5.8 Next Page
This option allows you to go to the next page of the bill image within the doc
viewer.

‘Web RePrice Print UGl | MedFlow  Web RePrice Help  Help

Hat Save Bil Chrl+T
Save & Move Bill Chrl+M
Pend Eil Chrl+1

Display Document F&
Wig Bills Chrl+

Hat Save & Mext Page
Fitsk Page

Mexk Page

Prewvious Page

Last Page
annotations Chrl+A
ChangePasswiord Chrl+0

To utilize the Next Page option, select the Next Page option under the MedFlow
drop down menu. The doc viewer will display the next page of the bill image.

6.5.9 Previous Page
This option allows you to go to the previous page of the bill image within the doc
viewer.

Wb RePrice  Print LIkl | MedFlow  Web RePrice Help Help

Haot Save Bil Chel+T
Save & Move Bill k|1
Pend Eil Chrl+1

Display Document Fi
‘Wiew Bills Ckrl4-

Hot Save & Mext Page
Firsk Page
Mexk Page

Previous Page
Laskt Page

Annokations Chel+54

ChangePassword Chrl+0

To utilize the Previous Page option, select the Previous Page option from the
MedFlow drop down menu. The doc viewer will display the previous page of the
bill image.
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6.5.10 Last Page
This option allows you to go to the last page of the bill image within the doc
viewer.

Wb RePrice  Print  LIEl | MedFlow  Web RePrice Help Help

Hak Save Bill Chel+T
Save & Mave Bil k|1
Pend Eil Chrl+1

Display Document )
Wiew Bills ChrlH-x

Hak Save & Mext Page
First Page
Mext Page

Previous Page

Last Page
Annotations CErlH-a,
ChangePassword Chrl+0

To utilize the Last Page option, select the Last Page option from the MedFlow
drop down menu. The doc viewer will display the last page of the bill image.

6.5.11 Annotations
This MedFlow menu option has the same purpose as the Annotation button on
the VCR control bar.

Wb RePrice  Print LKl | MedFlow  Web RePrice Help Help

Haot Save Bill Chel+T
Save & Maove Bill Chrl+1
Pend Eill Chrl+1

Display Document Fé
Wig Bills Ckrl+-x

Hot Save & Mext Page
Firsk Page

Mexk Page

Previous Page

Laskt Page

Annokations Chel+-A

ZhangePassword Chrl+0

» To use this option, move your cursor over the MedFlow option on the menu
bar, open the drop down menu. Highlight and click on the Annotation option.
Or, hold down the Ctrl key and press A.
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» For a description on how to use the Annotation window, please refer to
section 3.5.

6.5.12 Change Password
This option provides you with easy access to changing to your password. We
suggest that you check with your supervisor or manager regarding any protocols
for changing passwords.

Web RePrice  Prink Ukl | MedFlow  Web RePrice Help Help

Haot Save Bill Chrl+T
Save & Maove Bill Chrl+1
Pend Eill Ckrl+1

Display Document Fé
Wige Bills Ckrl+x

Hotb Save & Mext Page
Firsk Page

Mexk Page

Presvious Page

Last Page

Annokations Chel+A

» To select this option, move your cursor over the MedFlow option on the menu
bar, open the drop down menu. Highlight and select the ChangePassword
option. Or hold down the Ctrl key and press Q.

= Enter your old password, new password and the confirmation of new
password in the respective fields. When complete press Enter or click OK.

4= Change Password x|

Uzer Mame : Itfﬂifﬂ

0ld Password : I

Mew Password : I

Confirm Mew Paszword : I

k. Caricel

6.6 Web RePrice™ Help
This option will allow you to view information about Web RePrice™, and also allows you
to change the preset options.
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To access this option, click on the Web RePrice™ Help option from the menu bar. Or
hold down the Alt key and press B.

6.6.1 About
This option will assist you with learning more about the Web RePrice™ version
on your machine. It also contains a link to the Online Help file (which may also
be accessed from the Web Reprice™ home page.

Web RePrice  Print  Utl  MedFlow | \Web RePrice Help  Help
Opkions

To select this option, move your cursor over the Web RePrice Help option on the
menu bar, and open the drop down menu. Highlight and select the About
option.

[ webreprce ]

Concentra WebRePrice® v 4.0
Copuright Concentra [ntegrated

‘..L C ONCENTRA® semviess. Inc.. 2002

Thiz product iz licensed to:
Concentra Integrated Services, Inc.

Web Reprice Credits

Product Management & Quality Assurance Team
Y_P. Online Services {PM & QA)

John P. Benson

Quality Assurance Team
QA Manager

Elisa Lazarus

QA Team

Bethany Crane
Marybeth Krautter

lanathan Callin

Web Reprice Help EXIT

To open On-line Help, click the Web RePrice Help link.

6.6.2 Options
This option will allow you to change settings that the application uses to operate.

IT IS VERY IMPORTANT THAT THESE SETTINGS ARE NOT
CHANGED WITHOUT THE CONSENT OF THE WEB REPRICE™
SUPPORT TEAM.
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The only option that can be safely changed is RepriceAutoSave. This setting will
determine after how many lines the bill will be automatically saved.
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7 Bill Review Modes

7.1

7.2

7.3

Objectives
In this section, you will learn how to:

» Access and complete Compliance Penalty reductions
= Access and complete Code/Nurse Reviews
= Access and complete Reconsiderations

Normal Bill Mode

By default, Web RePrice™ will function in the normal bill mode unless you choose one
of the other options. Normal bill mode is when the bill is entered into the PDE for the
first time. Details about Normal Bill Mode have been discussed in previous chapters.

Code Review
This bill mode allows the code review staff to down code, bundle, or defer payment of
specific line items based on documentation or lack thereof.

When utilizing Normal bill mode, Flags may appear in the PDE screen warning you
that the CPT code may require review by a nurse or code review specialist. You
will then process the bill and save and move it to the assigned Code Review bin.

The function of code review may be to down code an Evaluation and Management code
(a.k.a. Office visit) from a higher level to a lower level of service based on the
documentation provided by the physician, or it could be to defer a specific number of
units billed by the provider as the documentation does not support billing for the number
of units presented on the claim form.

The client will specify what types of services need to be reviewed by a code review
specialist. For further guidelines on what services require code review, refer to the
account set up sheet provided by your operations manager.

The functionality of code review allows the provider to view the original billed charges on
one line with the code review changes on the next line. This allows the provider to
understand the rationale behind the code review activity.

The code reviewer can deny the line completely, deny specific units on the line, or
change the CPT code to a code that represents the services rendered as documented in
the medical notes.

7.3.1 Entering Code Review Mode
There are 2 ways to enter Code Review Mode, if you have permission.

= When logging in to Medical Bill Review, select Code / Nurse Review from the
drop down list in the Bin field.
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Matme

Passwiard

Location

Bin

togin
Web RePrice Login

Itraim Ol

[ o

I****** Cancel |
=

] |

ITR.&INING - COLO

MBR - Processor
MBR=Can - Processor

Recon - Processor

Murze - Prox

= Or, you can change your hat from the PDE by clicking on the Hat icon on the
VCR Control bar, and selecting the Nurse or Code Review processor option.

|Nurse - Proce

£500 j @

MBR - Proces

(Murse - Proce

tMBRScan - Proceszor

Recon - Procesgor

=0r

= Once the Code Review mode is chosen you will see three additional columns
added to the Bill Lines:

Line Diag Ref Dos Procedure  [Mod [POS [TOS |Units |Charge FS Reduction  |PPO Discount |Reimbursement [Reason Retrftk |CR |Ref Line [MurTime <
1 1 07/26/2002 90471 1 5,000.00 4,974 92 0.00 2508 LUCRS0
2 1 07/25/2002 92975 1 500.00 0.00 0.00 500.00 Ba, —
I EERL | 0712572002 1
« | _I‘I
CR Code Review status
X - Existing line was reviewed and denied completely
NR — Existing line was reviewed and no changes are made
R - Inserted line was added. The reference to the existing line
would be entered in the Ref Line column.
Ref Line If a line was added, the reference to the line that was changed
would be entered in this column.
Nur Time Captures the nurse or code review time spent in reviewing the bill

Web RePrice™ User Manual

as it relates to the code review function only. This entry ensures

that all Nurse time is billed accurately.
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®

If the client is billed for code review services, then the code review
personnel should bill their time in tenths (i.e., 1 tenth = 6 minutes). The

hourly rate will vary for each client. The time spent on reviewing the
entire bill should be entered on one bill line.

Lire Dizg Ret | le

Frocedure

Mo

FOS

TOS

Units:

Charge

F= Reduction

FPO Discourt

Reimbursement

Resson

Remark

Ref Line

MurTime &

07/26/2002

90471

5,000.00

0.00

0.00

0.00

CR

1.1

1 07 /2552002

0471

5,000.00

497503

0.00

2497

UCRSD

1

1 07252002

92975

500.00

0.00

0.00

500.00

B

1] 072502002

7.3.2 Denylng the Line charges completely
Place cursor on the line that you want to deny completely and press Enter

until your cursor is in the CR column. Type the letter X in this column and

press Enter. The cursor will move to the Diag Ref column on the next line.

o The Reason code column will change to CR and the reimbursement

7.3.3 Changing or down coding an existing line

should be $0.00.

= Deny the existing line as described in the previous section.

= If you are down coding or changing the CPT to meet the services that are
documented in the medical notes, then you will need to insert a new line to
make the changes.

O

The cursor will be in the Diag Ref column under the denied. Hold down

the Ctrl key and press the Insert key.

A new line will appear that will be associated with the line above (i.e., X.1,

where X is the denied line number).

Enter the information for the new line in the appropriate columns. An R
will be entered in the CR column, showing that this line has been added.

Enter the line number of the denied code in the Ref Line column and

press Enter.

Enter any applicable nurse time in the Nur Time column and press Enter.

charge. This gives providers an opportunity to review their

Once you complete the bill you will need to add a comment to the
@ EOB/EOR explaining why you, as the code reviewer, denied the line

Web RePrice™ User Manual
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7.4

documentation and, potentially, forward the missing information back
to you for reconsideration.

7.3.4 Reviewing a Line without making any changes
In some instances, you may review a line and determine that everything is
accurate that there is no need to make any changes. In these cases, simply
place an NR in the Code Review column of the line that does not require
changes. This will inform the client, and provider, that you have reviewed the
charges and no changes were necessary.

Reconsideration

The Reconsideration Bill Mode is used when the provider disputes the results of the
medical bill review process, or when an error is noted on the EOB/EOR that requires
correction.

If you are scanning bills, when a bill is returned to you for reconsideration, the
reconsideration document will be scanned as a new document (with a new document ID
#). Otherwise, the request for reconsideration will be in hard copy form.

7.4.1 To access the Reconsideration Bill Mode:
There are 2 ways to enter Code Review Mode, if you have permission.

» When logging in to Medical Bill Review, select Recon - Processor from the drop
down list in the Bin field.

Web RePrice Login

Marmne Itraim

Passywaord I****** Cancel

Location ITF{.E-.INING - COLO

L“LE

Bin

MEBR: - Processor
MBRSCcan - Processar

Murse - Processor

= Or, you can change your hat from the PDE by clicking on the Hat icon on the VCR
Control bar, and selecting the Recon- Processor option.

IMBH - Processzor j ®|

MER - Processor
MBRScan - Processor
Murze - Procezsar
{Recon - Proceszor
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» Once the Reconsideration mode is chosen you will see three additional columns
added to the Bill Lines:

ing

iag Ref

DOS

Procecure

Rl

POS

TOS

Charge

F5 Reduction

PPO Discount

Reimbrsemert

Reason

Remark

RE

Ref Line

s

035/ /2000

90471

5,000.00

4,963.71

0.00

30.29

LCRS0

035101 2000

92975

5,000.00

3,743.74

0.00

1,250.26

LCRS0

05/02/2000

93501

5,000.00

3,525.60

0.00

1,474.20

LCRE0

05/04/2000

00215

£,000.00

7,360.32

0.00

E30 63

ANE

05/03/2000

o025

5,000.00

4,360.32

0.00

E30 63

ANE

05/04/2000

0081 7033501

500000

4,596 75

0.00

325

PHARM

05/05/2000

121

5,000.00

0.00

0.00

35,000.00

BAINP

05/06/2000

90471

5,000.00

S0.00

0.00

4,950.00

MNEG

NEG

05/06/2000

99070

677.00

0.00

0.00

B77.00

LUCRS0

MEEEEEREEEEE

=1

£

ey ey ey pary pry ey gy pury pury pury o)

03/06/2000

|

]

7.4.2 Completing the Reconsideration:
After reviewing the request for reconsideration documents, locate the line
items that are in question.

e}

In the next available line, re-enter the line that requires reconsideration.

Start by entering the original date of service, the Procedure code,
Modifiers, Place of Service, Type of Service, Units, and Charges.

= If you would like to reimburse something different than what the
system would ordinarily calculate as the reimbursement, you must use
the Negotiated tab on the PAIN screen. Please refer to section 5.6 for

an explanation of how to use the NEG tab.

Web RePrice™ User Manual
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The difference between what was reimbursed on the original bill,
and what will be reimbursed for the reconsideration will need to
be calculated. The difference between the billed charges, and
the figure calculated above will be entered in the Absolute
Reduction field on the NEG tab of the PAIN screen.

For example, if the original bill charges were $200.00. The
reimbursement on the original EOB was $100.00. After
reconsideration, the suggested reimbursement is $150.00.

Therefore, the difference between the original $100.00

reimbursement and new $150.00 reimbursement is $50.00.

The entries into the Negotiate Rate tab will look as follows:

4 Additional Information

In/Out Hegotiate DRG

Pharmacy

Anesthesia

Patient Rate

APC

X
DME T PAS T Multi &,

~Additional Information

Code Tppe CPT

=
F

-

Schedule 50

Code I—

faall PPO Discount [

Units |1
Fieimbuirse [}

Charge 200

Fee Scheduled Reduction FRO Feduction
[ ¥ Absalute Amaurt I]SD |7 [~ Absolute Amaurt IU |
Cancel Help |

Web RePrice™ User Manual

o Once you complete the reconsideration on the current line, enter
NL in the RE column, which stands for New Line.

o Enter the original line number that you are reconsidering in the
Ref Line column. The original line will then be highlighted in the
PDE.

Line

Diag Ref DOS

Pracedure

Mod |POS |TOS [Units [Charge

FS Reduction

PPO Discount

Reimbursement

Reazon

Remark

RE

Ret Line

-

10/2252002

97140

1 50.00

0.00

30 64

F5_NJ_$a0CAP

10/2272002

97110

50.00

0.00

3310

FE_NJ_$90CAP

|

=

10/22/2002

97024

S0.00

0.00

0.00

FS_MNJ_$a0CAP

T

10/22/2002

97024

50.00

0.00

2500

MNEG

MNEG

L

]

1
1
1
1
| 1072212002

|

win

Once all required lines have been reconsidered, print the adjustment
EOB/EOR. Please refer to section 6.3.2 for instructions on how to

print.
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7.5

Compliance Penalty:

This bill mode is used when the jurisdiction for which you are performing bill review has
rules regarding providers obtaining pre-authorization for specific tests and treatments.
Some states allow the application of a compliance penalty, in the form of reducing the
allowable reimbursement, if precertification was not obtained prior to treatment. Refer to
the Pricing Guidelines for more detailed information.

IMPORTANT: Some of the clients that you provide medical bill review services for may,
or may not, use these regulations. Refer to your client set up information, or manager,
for more details.

If the client is also utilizing Concentra’s case management software, Advancer, there are
added features that will assist you as the medical bill processor in obtaining the specific
services that were pre-authorized.

7.5.1 Accessing Compliance Penalty
»  From MBR select the compliance penalty bill mode from the utilities menu or
press F2.

» Once the Reconsideration mode is chosen, you will see that two additional
columns are added to the Bill Lines:

o
o

CP Rerd -

05M01/2002 80471 1 5,000.00 4 976 A6 0.00 2302 LICRG0

05M02/2002 824875 1 5,000.00 3,624 79 0.00 1,375.21 LICRG0
05M02/2002 1

=l Diag Ret DOS Procedure  |Mod |POS |TOS |Units Charge FS Reduction  |PPO Discourt |Reimbursement [Rezson Remark
1
1
1

BEEE
=)

) o o o o o
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7.5.2 Completing a Compliance Penalty
= |[f there is a line that requires a compliance penalty, place a checkmark into

the CP column then press Enter. Upon pressing enter, the CP Red column

will automatically populate with the compliance penalty reduction.

‘l

Line  |Disg Ref

DOS

Procedure

ol

POS

TOS

Units

Charge

FS Reduction

PP( Discourt

Reimbursement

Reason

Remark

CP Red

-

050172002

Q0471

5,000.00

4,075.95

0.00

2302

LCRSD

o =

050272002

92875

500000

362479

0.00

137521

UCRS0

)

050372002

90471

500.00

47698

0.00

11.51

UCRS0

11.51

1
1
1
3 CO |

050372002

OOooOoooosOOs

The compliance penalty percentage is set in the Client Maintenance
section of Web RePrice™ within the Billing tab. This percentage is

configurable per client.
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8 Maintenance
The Maintenance section of Web RePrice™ is where the data entered in the bill header
section of the PDE may be viewed and/or updated. Client specific information may also
be edited in this section.

8.1 Objectives
In this section, you will get an explanation of:

Patient Maintenance

Client Maintenance

Provider Maintenance

Case Maintenance

Claim Maintenance

8.2 Flag Maintenance

The Flag Maintenance section of Web RePrice™ is where the maintaining and creation
of Flags is done. This is currently for internal use only.

8.3 Patient Maintenance
The Patient Maintenance section is where existing patient information can be viewed

and updated.

To Access Patient Maintenance expand the Maintenance option from the Web
RePrice™ homepage by clicking on the plus sign (+) next to it. Under the submenu
select the Patient link.

Medflow

Medical Bill Review

& Maintenance

Flags

Group
Provider
Case
Claim

Reports

Administration

Web RePrice Help

Web RePrice Documents

[ 1b RePrice- rcrsof et Exlorer N
File Edit View Favarites Tools Help ﬁ
EBack + = v (@D 71 | Qisearch [GlFavorites EfMedia 4 ‘ B S -

Auddress [ ] http: fwebreprice.nhr comjiwebreprice. asp = @s [tk >

Click here for data release notes scheduled for | 09/19/2002
Next software release scheduled for 12/09/02

Patient Maintenance

Thig is whete the patient information is stored and changes are made. Exhaustive
searches are available to determine duplicats informatian, either mistaken or malicious.

©2002 Concentra Operating Corporation. &ll rights reserved.
DISCLAIMER

Y

e

Welcome to Web RePrice

Lokl
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8.3.1 Searching for a Patient

H Find | Use Soundex O Last ]
Last Hame First Hame Middle Hame: | Suffix | Date Of Birth | (st
Micidle
Suffix

Soc Sec Num

Date of Birth | ;¢
Date of Death [ 4

Deceased O

Gender I -
Phone fq_ 3 _ -

Sireet |

City I

State I

Commert -

-

Update Remowve Close

Partial Entry Search
Search for a patient by entering part or all of a last name and then press Enter
(i.e., Smi)

Wild Card Search

This option allows you to retrieve patients with a partial text string. For example,
if you wanted to search for all names beginning with the letter M, enter the value
M* in the search field.

Soundex Search

This search option allows you to utilize the Soundex feature to search for entries
that have a similar phonetic sound. Place a check mark in the box named
Soundex along with entering your search criteria then press Find. Anything that
sounds similar to the search parameters will be displayed.

8.3.2 Editing Patient Information
Scroll down the list of patients with either the arrow keys or the mouse, until the
desired patient information is found then press Enter or Double Click with the
mouse. The patient’s information will display on the right side of the screen
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‘ | Find | Use Soundex [
Lasthame |  FirstHame |  MiddleMame |  Suffix | Date Of Birth |
TESTIHG CLAIM
TEST CLAIMHUMBER 1955.01.05
TESTIHG TESTIHG 1945-07-01

Last | TESTING

First | TESTING

Miciclle:
Suffix

Soc Sec klum |999.99.9999

Date of Birth | 07,01/1945

Date of Death | ¢ ¢
Decessed |

Gender | Female -

Phore [ 3 -

Street [MAIN STREET

Tipcode | p5260

Cty PUTHAM

State FT

Comimert

-

Update | Remo

ve | Close

The cursor will be located in the Last name field. Press Enter through the fields,
editing any of the patient information. Press Enter on or Click the Update button
to save any changes. Then press Close to exit out of Patient Maintenance.

8.4 Client Maintenance

The Client Maintenance section is where you are able to customize and track your client
interactions and account parameters. To Access Client Maintenance expand the
Maintenance option from the Web RePrice™ homepage by clicking on the plus sign (+)

next to it. Under the submenu select the Client link.

/] web RePrice - Microsoft Internet Explorer

=10l x|

File Edit Wiew Favorites Tools  Help

Sk v o+ (D (8 | Boearch FFavories Dvede (B By S - 2B

Address [{&] hitp:webreprice.nhr.comfwebreprice  asp

Click here for data release notes scheduled for  09/19/2002
Medflow Next software release scheduled for 12/09/02

Medical Bill Review ) }
Patient Maintenance

« Maintenance This iz where the patient information is stored and changes are made. Exhaustive

Reports

Administration

Web RePrice Help

Web RePrice Documents
©2002 Concentra Operating Carparation. all rights reserved.
DISCLAIMER

searches are available to determine duplicate information, either mistaken ar malicious

Welcome to Web RePrice

= e ‘Llnks ”‘

o
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8.4.1 Searching for a Client
To search for a client enter all or part of the client name in the search field at the
upper left hand side of the screen and press Enter or click Search. The search
results will display in the area underneath the search field.

T Seaich
- CLIENT
Permission
General | PP0 | Comtects | Biing | wislemaks | E0B
Clirt Fullbame | |
ay [
sate [ New/Edi
— - —
Add Clear | Delete
RESET Updste.

8.4.2 Editing a Client
Scroll down the list of clients with either the arrow keys or the mouse, until the
desired client profile information is found then press Enter or Double Click with
the mouse. The client’s information will display on the right side of the screen.

General Tab
This tab will display the demographic information for the client.

|/ Permizsion ]
General T PPO T Contacts T Billing T Watermarks T ECE

Clignt Full Mame |Training Insurance Company |

Attention |HJ | Description | Murmber
Phone 9999939999
Street |p0 Box 1234 | Fa 86866660088
Zipcode | 07095
City r.uooannGE
State HJ MHew/Edit
| | [O——]
T Add || Clear | Crelete |

PPO Tab

This tab is used to select which PPOs the client wishes to use. The PPOs are
selected for each state for which the client receives bills. The US jurisdiction will
contain the default PPO for all states where a PPO is not specified.
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|/ Permizsion ]
General | PFO T Contacts T Billing T W atermarks T EOBE
Jurisdiction
us Y Selected FPO Available PPO
AL THN I G
B — CMN
b DEFAULTZ0
AR FOCUS
Ca | < IHP
Ca — M agnaCare
LT NO PPOS AvAIL
DE > ThreeRivers
(0] —
FL
G,
HI
D
IL 1 | Dhowun |
IM F
.
Contacts Tab

This tab will be used to set up all client contact information.

f Permiszion ]
Genersl | PP0 | cContacts |  Bilng | watemaks | EOB

Name
CONTACT NAME PHONE [1-B- Contact |

Strest |123 Any Street |

Zipcode (07095

City p:ooannGE
State

Ernail |ihcuntact@training.cum |

!

Edit | Clear | Delete |
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Billing Tab

This tab is used to set up the billing information for those insurance companies
that outsource their bill review to a Concentra office.

[ Permiszion ]

General T FFO T Contacts T Billing T ' atermarks T EORB

Black Charge I % 8.50

Block Size |4|] |

Flat Rate | $0.00|
Compliance Penalty | 50%|
PPO Fee Percentage | 1ﬂ%|

Watermarks Tab

This tab is used to set up how many copies of the EOB/EOR and NF10 will be
printed, as well as the text that should print on each copy.

|/ Permizsion ]

General T PFO T Contacts T Billing T Watermarks ECE

Diraft Copy |[|raft |

Archive Copy | Archive |

Mumber of

Additional

MF10 Copies

] r!ginal
[Other copies | Driginal-2

Add | Clear | Delete|
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EOB Tab

This tab is used to add user-defined text to the EOB/EOR. A client specific label,
specific disclaimer information, payment questions, EOB questions, and/or an
address to print in the EOB footer may be set up in this tab. All user-defined
fields will be in blue.

[ Perrizzion ]
General T FRO T Contacts T Billitg T W atermark s T EOB
EXPLANATION OF BENEFITS =
ez tion Claim Number:  Jiam Sumbar [
Claim Type: Llaim Tune
Receive Date: Frelrereesd Date Of Loss: SRR
Billing Provider: Fhsas Hame Patient; St aams
12-3456789 Fhasatar ot St ot
Pat Acct# : Ly Name
Senvice Provider:  Saqsine Shosinty Alame Carrier: L tghass
12-3456783 Seysaine Frosidr A obfes
Labat Yo
Dates Of Sendce © RERERRET & REATLIRET FAX # |?32 219-0767 =
| [ QN

Permission Tab
This tab is used to turn on or off specific functionality. Disabling Maintenance
screens is not available at this time.

General T FFO T Contacts T Billing T W atermark.s T EQE
Permission |
JEDI Digable——————— Maintenance Disable
P r
Claim O
Prowider O
To disable. check the boxes To enable, check the bores
Disable Claim Assistant O Enable Soft Duplicate Detectar
Dizahle Total Che
e O ENABLE NCCI EDIT
Dizakle P rt
FaRIE Frecs O DISABLE_MCC_AUTO_ROUTE
Disable Bill PFrov Auta Populate [

8.5 Group Maintenance
This section is where all of the various code types that Web RePrice™ uses to process
claims and calculate reimbursement amounts are grouped. Groups are completely client
configurable and state specific. This section is currently used internally only.

8.6 Provider Maintenance
This section is where all of the provider information can be viewed and/or edited.
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To Access Provider Maintenance expand the Maintenance option from the Web
RePrice™ homepage by clicking on the plus sign (+) next to it. Under the submenu select

the Provider link.

; Web RePrice - Microsoft Internet Explorer

=10l x|

File Edit Wiew Favorites Tools  Help

gack - = - @D i3 | Qsearch [GdFavorikes  Media ¢4 ‘ - Sh B -

Address Ig] http: { fwebreprice.nhr. comfwebreprice. asp

Click here for data release notes scheduled for  09/19/2002

Medflow Next software release scheduled for 12/09/02

Medical Bill Review ) )
Patient Maintenance

This is where the patient infarmation is stored and changes are made. Exhaustive

& Maintenance h : : " " .
searches are available to determine duplicate infarmation, either mistaken ar mali

Reports

Administration

Web RePrice Help

Web RePrice Documents
©2002 Concentra Operating Corporation. all rights reserved.
DISCLAIMER

~| @ ‘Links e
Y

ol

Welcome to Web RePrice
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8.6.1 Searching for a Provider

Sion Out

Find

CityiState

Frovider Name Taxcode Strast

Taxcode I;l
Zipcods I:l

Comment

Tile =
Speciaty =

Update

Partial Entry Search
Search for a provider by entering all or part of a
Enter to return the results.

Entire Database Search

Web RePrice™ User Manual

name or Tax ID and pressing
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Search the entire database, simply enter an asterisk (*) into the search field and
press Search. This will return all of the records in the database.

8.6.2 Editing a Provider
Scroll down the list of providers with either the arrow keys or the mouse, until the

desired patient information is found then press Enter or Double Click with the
mouse. The provider’s information will display on the right side of the screen

Sign Out
| _Find |
Provider Hame: [ Tacose strast [ citwerate Taxcode [12-3466769
SMITH, JOE 123456789 123 ANY STREET TOMS RIVER, NJ Attertion I:l
SMITH HOUSE HEALTH CARE CENTER 2z2-214881%8 3 FARRELL ROAD WILLEBORO, NY
Street [123 ANY STREET
Ciy [TomS RIVER
State f
Comment =
Phore [y -
Title W =
Speciaty | General Surgeny -
Update
4| | »

The cursor will be located in the Last name field. Press Enter through the fields,
editing any of the provider information. Press Enter on or click the Update button

to save any changes.

8.7 Case Maintenance
This is the section where all of the case (master claim) information can be viewed and/or

edited.

To access Case Maintenance expand the Maintenance option from the Web RePrice™
homepage by clicking on the plus sign (+) next to it. Under the submenu select the Case

link.
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/A web Reprice - Microsoft Intermet Luplorer
Fle Edt  View Fovortes Took  Help
gtk -+ o+ (D [A] A Dvearch Girevorres Seeds B | N - B ¥
address [ n .
eb RePrice
Walcomne o Wb RePrice
Click here for data release notes scheduled for 09192002
Headllow Nest software release schaduled for 12/0002
Hedical Bill Review
Case Malntenance
. The clienl misinbinarnce seies are used I maniage cise accounls
Maintenance
Elags
Eaticnt
Client
Lroup
Beoporls
Administration
web RePrice Melp
Web KePrice Documents
_'_L C.ONCENTRA
2002 Concentra Operating Corporation. all rights reserved.
DISCLAMER e
8.7.1 Searching for a Case
Eind Case | ]
Case Mumber Client/Profile | ‘ Find
Profile |
CLIENT
Deductible
Palicy Limt $0.00
Update Clese

Enter all or part of the case number that you are looking for in the search field at
the upper left hand side of the screen and press Enter or click Find. The search
results will display in the large area underneath the search field.

8.7.2 Editing a Case
Scroll down the list of cases with either the arrow keys or the mouse, until the

desired case information is found then press Enter or double click with the
mouse. The case information will display on the right side of the screen
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] _Find | case [1237645 ]
Case Number Client#Frofile :
123456783-1 | ‘ M
1237645 Proflle. [CLIENT ]
12341234
12345678 & CLIENT
123456758

1233999

Palicy Number

li

Policy Holder [Jag Train

Policy Lirmit $0.00
Update Close

The cursor will be located in the Case number field. Press Enter through the
fields, editing any of the case information. Press Enter on or Click the Update

button to save any changes.

8.8 Claim Maintenance
This section is where all of the existing claim information can be viewed and/or edited.

To access Claim Maintenance expand the Maintenance option from the Web RePrice™
homepage by clicking on the plus sign (+) next to it. Under the submenu select the Claim

link.

/3 web RePrice - Microsoft Internet Explorer NEIET

Fle Edt Wiew Favorkes Tooks Help
duBack - = - (D [2] 4| Qoearch GaFavortes Fvedia o | BY- S BH - 2] W

Address [&) bttp:fwebreprice i comjuwebr eprice. asp

| @so |unks

i/ a

Welcome to Web RePrice
Click here for data release notes scheduled for  09/19/2002
Next software release scheduled for 1210902

Medflow

Medical Bill Review B B
Claim Maintenance

+ Maintenance The client maintenance screens are used to manage claim accaunts.

Flags

Reports

Administration

Web RePrice Hel|

Web RePrice Documents

_._k CONCENTRA
©2002 Concentra Operating Corporation. All rights reserved.

DISCLAIMER

(NN

8.8.1 Searching for a Claim
Enter all or part of the claim number that you are looking for in the search field at the

upper left hand side of the screen and press Enter or click Find. The search results will
display in the large area underneath the search field.
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Claim Maintenance Slan ouf
Find Claim Number ‘ 1
Ciaim # oL name | o Casa# Frofiia | Claim Type | ]

Date Of Loss [ 1 ¢

Case | ]

(=
5
o

Profile ‘

CLIENT

Policy Number

L ]

Policy Holcier I:l
Co-Paymert
Deductible
OPP Limit
Pelicy Limt [ $0.00]
Claim Limit

Claim Adjustor I:l

e

Adjustor Phone [ 5 -

8.8.2 Editing a Claim
Scroll down the list of claims with either the arrow keys or the mouse, until the
desired claim information is found then press Enter or double click with the
mouse. The claim information will display on the right side of the screen

| _Find Claim Mumber (123769 )

Claim # oL Name | o Case # [ Frofie | Claim Type: [ PIP - Auto -
12341230 2001:01.01 FIP 12341238 [T DeteOflless) [TTmEaa
1237645 2001-01-01 FIP 1237645 N
1234858 2001-01-01 FIP 234558 N case [1237695 ]
1234586788 2002-10-15 FIP 04 N
123488 2002-10-10 FIF 123456783 N .
123458789 2000:01-01 FIP 123458789 Nl [ | _Find
1239989 2002.01-01 FIP 1239899 N Profile [CLIERT |

=-CLIENT

Palicy humber
Policy Holeler
Co-Paymert
Deductivle
©PP Limit
Palicy Limit
Claim Limit s

Claim Adjustor

il

Adjustor Title

Update | Clese

The cursor will be located in the Claim number field. Press Enter through the
fields, editing any of the claim information. Press Enter on or click the Update
button to save any changes. Click or press Enter on the Cancel button to exit out
of Claim Maintenance.
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9 Reports
The Reports module allows you to reprint copies of the EOR/EOB Report, Bill Details
report, Information Request and/or Reconsiderations that have already been printed and
posted. This module also allows you to print draft copies of these reports before they are
printed through the system.

9.1 Objectives
In this section, you will learn how to:

= Search for specific bill documents or group of documents within the Reports module
» Print a draft or extra copy of a report
» Understand the following terminology

o Archived Copy

o Draft Copy

o Information Request

o Bill Details

9.2 Running Reports
To access the Reports section, click on the Reports link from the Web RePrice
homepage.

i} Wreh RePrice - Mirenenft Inteenet Fuplorer

Fle Bt Vew Favoles Took el
wobek o[ - @ 1) A Qe [iFevorkes Freds J |15 - ] W
Aukress [ ] hitpefwebeeprice. nhe.comjwebrepeicn. s

eb RePrice

Walcome (o Web RePrice

Click here for data release notes scheduled for 09192002
Hedilow Hext software ralease schedulad for 1209102

Web RePrice Home Page

" Hainlenange
‘Web RePrice™
Web RePrice™ I3 a rules-based system faciiiating the review and repricing of medical biks
L . Tor payers of avlomoblle, workers' compensation, and group healfth clalms. Web RePrice's
Biluiuistealing unique tiered architechure supports paperless work Now, MedFlow™, distributed data entry,
and electronic bill submigsion
The Web RePrice nules semver i3 dynamic and formula-driven for rapld customization and
ease of malnenance, The Web RePrice system reprices medical bills against
Weh RePrice Help
Web RePrice Documents
. Wigon i
i CONCENTRA o Canecl cofing

‘Wieb RePrice can be accessed wa the World Wide Web, a private intraned, or throwgh &
secure Irfemet connection,

2002 Concentra Operating Corporaton. All nghts reserved
T 1 F 4!
MSOLAIMER

il e

To complete a search and run a report:

= Highlight the type of report you would like to run by clicking in the Report Type box.
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Eill Details Beport
EQB Report
Infarmation Request
R econzideration

= Click on the Advanced Search button a pop up box will appear.
Ao JT=TE
Search I GOt | More >

Advance —Search only in selected criteria: —

| [T Patient Info

[T cClaim Number

[ Provider Info

[ oocID Select all |

0] Cancel

o Click the Advance link to display the Search Only in selected criteria box.
This will direct the application where to look for the criteria entered in the Search
box. Using this function will produce a more refined search.

o Type the criteria on which to search (i.e., the claimant/patient name, claim
number, provider's name or tax identification number (TIN), or document ID) into
the Search text box at the top of the screen. Click the check box next to the
appropriate criteria in the Search only in selected criteria box and press Go!

o The results will appear in the search window, as shown below.
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ETES
Search Ismith GO ! | More =

Advance

PATIENT MAME |ADDRESS
CPO0O0O0197 [SMITH, JON
CPOODOZ37  |SMITH, 10N

23 JEFFERSOMN AW DAPHME AL 3652¢|1239999
23 JEFFERSON AW DAPHME AL 3652f|12399949

CLAIM_MUMBER |DATE_OF LOSS |CAS]

01/01/2002 1239
01/01/2002 1239

CPO000240 [SMITH, JON |23 JEFFERSON AW DAPHME AL 3652¢[1239999

|o1/01/z002 [1z33

Ok | Cancel |

Choose the document for which to run reports by using one of the following methods:

o Select all documents in the Search Results screen by clicking on the top line.
Then, hold down the shift key and click on the bottom line.

o Or, holding down the Ctrl (control) key, click on the specific records on which you

would like to run reports.

o Press Enter twice, or click OK.

Select which documents for which the report should run by clicking in the check box

next to the desired document. Or, to select all of the documents, click in the check

box next to Select All.
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- Search
Advanced Search | Clear the Result |
I~ éelech‘-\ll [~ “iew Diraft [~ Wiew with Irmage
[oclD I Fatient M ame | Client Hame I Service F'rcnvide...l Treatr
CPOOO0197 SMITH. JOM N NY'L MEDICAL .. MY
CrOOOQZ37 SMITH, JOM MJ CUSHING ME... KS
CPOOOOZ40 SMITH, JOMN M CUSHING ME...  KS
4| | i

= |f the Print or Preview option is selected, and the report has not been printed
previously, the following message will display:

Official EOB Repart faor the
following Bill iz not yet printed

CPOO00197

O

In this case, you may print a Draft copy of the report before printing the official
copy. Click in the box next to View Draft. This will allow you to print a Preview

of the report only. The option to print an archived version of the report will be

disabled.

= If you would like to see a copy of the bill image with the report, click in the check box
next to View with Image. This will allow you to print a Preview of the report only.
The option to Print an archived version of the report will be disabled.

= To clear all search results, click on the Clear the Result button.
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®

If there was more than one copy of the report previously printed, the following
message box will display:

[T Select&ll for TROOOOO30

Wersion | Archived D ate |
Oz T1A8/2002 9.
[ 1141872002 9.....

Cancel |

You can click the check box next to Select All to print all versions, or select
which document to print by clicking in the check box next to the desired number.
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10 MedFlow

MedFlow Manager™ is the document management application that allows users to
electronically distribute work throughout an office.

10.1 Objectives
In this chapter, you will learn how to:

» Log into MedFlow.

= Change your role.

= Move and manage documents.

» Use MedFlow commands and controls.

10.2 Logging into MedFlow
= Click on the MedFlow™ link on the upper left side of the Web RePrice™ home page.
The MedFlow login window will appear on your screen.

» Enter your username and password into the login screen, then press OK. MedFlow
Manager will open, as shown below:

Sign Out

$ MedFlow Manager

MER / Train

Bin | Binder I

|

i All Cénters | Search I Histary | Get Next |
=-£3 Training[105]

D Archive[7) Document I | Dot Profile I Proceszor Bin Processar Status I E Date Scan... | Time In

F-E Claim Handler{2] O croooo1s? il MER Traint MER - Hot Sav...  10//2002 Ti261200

[1-{] EOB Prirting[4] O TrRooooo21 Bl MBR Traint MBR - Hot Sav... 1042002 /952002
=1-£ MBRIE]
% Traind[2]
[ Traintng1]
Train2[1]
Train3[2]
Traind[0]
£ Trains[o)
£33 Trains[0]
£ Train7[0]
[ Traing[0]
- Traind[0]
7-£2 MHR M Aucit[0]
7-£7] Murze[2]
7-f7] Obsolete[5]
7-[7] Pending[2]

w-F-E-E

I B Sy zof2

= The list of documents contained in the bin you are logged into will display on the right
side of the screen. The list of all bins display on the left side of the screen.

= Double click on a bin to display the documents within it on the right side of the

screen. Any column may sort the documents in a bin by just clicking on the column
header.
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10.3 Working with the Document Tree

The document tree on the left side of the MedFlow™ Manager screen displays all bins,
or storage locations, for documents within your office.

» The plus sign to the left of a closed yellow folder indicates that the folder can be
opened to display the locations within that bin.

Sign Dut
b
<= MedFlow Manager
MER £ Train1
Bin | Binder I
i All Centers Search | Histary | Get Next |
[=-f3 Training[105]
D Archive[T] Document 1D | Dioc Profile | Processor Bin Processar Statis | E Date Scan. | Time In
+-f] Claim Handler[2] O croooo1s7 il MER Train MBR - Hot Sav...  104/2002 7i26/200
{1 EOB Printing(4] O Troooooz il MER: Train MBR - Hot Sav...  1041/2002 6/3/2002
HHR R Aucit[0]
Murse[2]
w-[] OheoletelS]
{7 Pending[2] %
1] | |
20f2
ORI e A E ’

= Clicking on the plus sign will open the folder, turn the plus sign to a minus sign, and
display the storage locations for documents within the bin.
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Sign Cut

¥ MedFlow Manager

MEBR # Train1

Bin | Binder |

EAII Centers =] Search | History | Get Next |
=-f Training(105]
-f1 Archive[7]
[ Archivel?] \ . o
£ claim Handler[2] O TrRooooozt il MEBR Train MBR - Hot Saw...
~f Claim Handler[2]
£ EOB Printing[4]
~[] EOB Prirtingl4]
£ MBR[E]
-4 Train1[2]
[ Train10[1]
[ Train2[1]
[ Train3{2]
[ Traind[0]
[ Trains[0]
[ TrainG[0]
[ Train?[0]

£ Traing[0]

£ Traing] |

Date Scan... | Time In

Processor Bin Processor

Document ID Doc Profile

10072002 @/ma/2002

of
[ Inbox- Audi[0]
[ Murse{0]

- Train1[1]
[ Train10[0]
£ Tranzio) 4 | o

- Train3[M1 =l
IR e IR EE

20f2
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10.4 Changing your Role/Hat
The bin you are logged into is shown on the left side of the window within the document
tree, displayed in bold with the icon of a user. The number of documents in the bin is
shown in parentheses.

Bin | Binder

@ nicenters [ search | History | GetNex‘tl

=1L Training(105]
1-[] Archive[?] Documert ID | poc profie | Processor Bin Processor Status | [7] pate scan.. | Time n

Claim Handler(2] O crooog197 il MER Traint MBR - Hot Saw...  104/2002 7i26/200
EOB Printing[4] O Troooooz1 Bl MER Train MBR - Hot Sav...  10//2002 3/9/2002

Trains[0]
TrainE[0]
Traind[0]
TrainS[0]
Train9[0]
- MHR 1 Audito]
(] Murse[2]
[#-[] Obsolete[s]
-] Pending[2]

20f2

IR = R E R

If you have multiple roles within the system you can change which role you are logged
into from MedFlow.

= Click the hat icon below the document list on the MedFlow window, and a drop
down selection box will display.

- http:/ /webreprice.nhr.com/current/wfu/NHRWFDoc.¥YBD - Microsoft Internet Explorer =100 x|

J Ele Edi Yiew Fovorites Toos Help  GSend | ‘
| ek - = - D 74 | @ search [elFavarkes (HHstory | By & W 2 “Links =
| adidress [&] hitp:jfwebreprice. i comfeurrentjwfu/NHR WFDoc VED) =] @eo
Bin | Binder |«
@ ancenters search | Histoy | cethext |
=8
= Document | Do Prafile [ Processar Bin | Pracessor Stalus [ 7] patescen. [ Timein
=] O croooozis Bl MER Traini WER - Hot Saved  941/2002 71261200
] CPODOOZI4 Bl MER Train MER - Actve 96202002 71261200
=8 O croooozo Bl MER Train WER - Hot Saved  9127/2002 77261200
€ Traini[5] O crooooisy il MBR Trainl MBR - Hot Saved  10/1/2002 7726200
[0 Traimof1) O TrRooooozt il MBR Train WER - Hot Saved 107172002 8872002
~ ] Train2(0]
£ Traina(0]
£ Traingqo)
£ Trsins(o]
£ TrainBo]
~ {3 Train7[0]
{7 Traing(o]
£ Trainam)
|
R}
=]
[EXim]
4| | |
[ ] 50f5
O e e IR S -
& L [ | |@ unknown zone v
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o Click the drop down arrow to view the other roles you have within the system.

Recon - Processor j ﬂ

MBR - Processzor
MBRScan - Processor
Murze - Processar

o Click your selection and a confirmation dialogue box will display.

| workfiow =

@ 10148:Are vou sure you wank to change hats to Recon - Processor?

o Click the Yes button to change your role and the role you have selected will
now display as:

Bin | Binder
ﬁ All Centers Search | Histary | Get Next |
=-{3 Training[105)
-3 Archive[7] Bins

- A Trair (2]

[0 Traint 0[]

[ Trainz(0)]

[ Trainz(o]

[ Trainal0]

[ Traina[0]

; [ Traing(0]

£ Traini(2] B Train7Ia]

£33 Train2(0] B rvaineto)

3 Trsin3o] B rrains(o]
£33 Train4o]
£33 Trains(o]
£33 Trainao]
- TrainT[0]
- Traing(o]
o[ Traing[o]

4| i
IR e e I S A R

* You may also change your role by using the MedFlow Login screen.
o Place your cursor in the document section (the right screen) of MedFlow and

right click with your mouse. A list of options will appear on your screen, as
shown below:
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Bin

* MedFlow Manager

oooo

@ »n centors
=]

-] Gail Koza[0]
- €% Train1[3]
-] Trainiof1]
-f] Train2[1]
-f] Train3[2]
-] Traind[1]
-f7] Trains[1]
-] TrainB[1]
-f7] Train7[0]
-] TrainB[0]
-f7] Traina[0]

Sictn Qut
MER / Train1
I Binder
Search | Histary | Get Nextl
Document 1D Doc Prafile Processar Bin Processar Time In

O Troooooza Gl

O Troodooso Bl Traint

T ifir
Change Password
Set Preferences

Print Image

Show Histary

Search 3
Refresh

Bring Selected To Top
Get Mext..

Add To Bincler
Annotations 3
Append Document
Properties

4 | Docublet Info

MBR - Pending(...
WBR - Hot Saw...

121872002 1.
1/3/2003 2:08:0...

1218720
1/3/2003

R s e

Jof3

¥3.0.217 NA2KRepriceDB01

o Select the Change Login option from this list by highlighting it with your
mouse. The MedFlow login window will appear on your screen, allowing you
to login as a different role, or even as a different user.

& MedFlow Manager

=

0@ & &
oo

oo

@ an Centers

[ Gail Koza(0]
€ Train1[3]
[0 Train10[1]
[ Train2[1]
[0 Train3(2]
[0 Train4[1]
[0 Trains[1]
[0 Traing[1]
[0 Train7[o]
[0 Traina[o]
[0 Traing[o]

Sign Cut
MER / Train1
| Binder I
Search | Histary | Get Next |
Document 1D I Doc Profile I Proceszor Bin Processor Status: I E Date S:an...l Time In
D TROOODO21  Bill MER Trainl MBR - Pencing(. 4002002 8/8/2002
r‘ TENOONO20_Bill LB Traind MBR - Pendling(... 12M18/200211:.... 12M18/20
1| Login : MER: - Hot Sev... 10302003 2080, 103/2003
Medflow Login
wame [T oK
Paszword I cancel
Location [TRAINING - COLO =
Bin | =
4| | |
3of3
IR R s =N CAEIEE S
v3.0.217 MW2KRepriceDB01
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10.5 Moving Documents Between Bins
MedFlow Manager allows you to move documents to other bins using the document
tree on the left side of the window.

» To move a document from your bin into another bin, place a checkmark in the
checkbox next to the document ID that you wish to move. To select multiple
documents hold the Ctrl key down while selecting each document.

Bin | Binder |

@ ancenters search | istoy | cethext |

O Trooooo21 Bl Train MBR - Hot Sav... 10012002 /272002

- Traini[2]
(3 Traint0[1]
[ Train2[1]
[ Train3[z]
[ Train4[0]
[ Trains[0]
[ Traine[0]
[ Train70]
[ Traina[0]
L[ Traing[n]

oooo

< | |

2at2

W ] ] e o] ot o] B [ Y

* Hold down your left mouse button and drag the mouse pointer to the document
tree on the left side of the window.

Ein | Binder

i -
E

weeal

Centers Search | Histary | GetNex‘ll

Processar

Train 0
O Trooooo21 Bl MBR Trainl MEBR - Hot Sav 10012002 G002

€ Traint[2]
[ Train0[1]
[ Train2[1]
[ Train3[2]

pooo

2af2

M| ] T ] M o 1| A
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Once your cursor is over the bin you would like to move the document into and

@)
that bin is highlighted, release the mouse.

Before the documents are placed into the selected bin, a confirmation message
will appear.

O

Y'ou are about ta move 1 docurment,
Enter any comments and then YES to continue.

Comments

Cancel |

Enter any comments to annotate the document, then click the Yes button.

O

If you have selected to move the document into a bin you don’t have persmissions to
(i.e., you do not have rights to move to that bin), the following message box will

display:

i Workflow

(Message 10106)
&n error occured with Ehe items in red!! Place mouse aver ikem ba view error,

Position the cursor over the red document ID to see the error message:

e}
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Bin | Binder |
[@ ancenters - Seach | Hitoy | Gethet |
B
E ] Dosrmert b | DocPrafle— [Frocessor Bin | Processor Stetus [[F] pste Sean..] Timen
[ Archivel?] TRODNNT, Gl Recon Traint Recon - Active 7250002 301 76200
=08 O  TRoonoov e Recon Trait Recon - Active 728002510 TRER00
-] EOB Printing[4]
=
=]
=]
=]
=0
=0
-3 Pendingl2]
=0
4% Train1[2]
Traind0(0]
5 v J iz
- F71 Train3ion jhd|
IR s NI EE zerz
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10.6 Managing Documents within your MedFlow Bin

10.6.1 Buttons

Search

This option will allow you to search for documents within all of the bins in the
document tree by specific criteria. Before conducting any search in MedFlow you
must highlight the bin or bins you would like to search in from the document tree.
To search within all bins, highlight the All Centers label from the document tree or
if you'd like to search only within one specific bin, highlight that bin folder then
click on the Search button, and there will be three options:

MedFlow Search
This option allows you to search for a specific Document ID or Status.

Bill Header Search
Doculet Info Search

Once you select MedFlow Search from the menu, the MedFlow Info
window will appear:

Document 1D

I—
Num of Docs to get: IU

Status

=~

All
= Training Insurance
- Auto
L il

1] I Cancel |

= |f you would like to search by document ID type the document ID
number in the appropriate field and click OK or press Enter.
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= If you want to restrain the number of documents in your search
results, enter a number in the Num of Docs to get: field. The system
will display only that amount of documents in your search results.

* You may also search for all docs with a specific status by clicking on
the down arrow next to the Status field and select the desired status.
This will display and check off all the documents in the bin(s) with that
status.

Bill Header Search
If you do not have the document ID number, you can search using the
information contained in the Bill Header.

MedFlow Search

Bill Header Search
Doculet Info Search

Once you select Bill Header Search from the menu, the Bill Search
window will appear:

&N Bill Search ~olxi

Hl

Search || Gy More > >
Advance

] | Cancel |

This function allows you to search for a particular bill using the claim
number, document ID, patient name, or provider name as the search
criteria. The Search Bill capability provides you with a tool to look up
information on a particular claim or claimant while in the medical bill
review application.
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» Type the criteria on which to search (i.e., the claimant/patient name, claim
number, provider's name or tax identification number (TIN), or document
ID) into the Search text box at the top of the screen.
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Click the Advance link to display the Search Only in selected
criteria box. This will direct the application where to look for the

criteria entered in the Search box for a more refined search.

[ W=

Search ISITIith GO! | More =

idvance Search only in selected criteria:—

I ¥ Fatient Info :

[T Claim Mumnber

[~ Provider Info

[ Doc ID Clear all |

Ok, Cancel

= Press Enter or click on the GO! Button.

» The results will populate the rest of the screen as in the following display:

&\ Search: 4 of 4 _ Ol x|
Search Ismith GO ! | More =
Advance
PATIENT NAME |ADDRESS
CPOOOD197  |SMITH, 10N 23 JEFFER AW DAPHME AL 36 95 2 :
CPOOODZ37  |SMITH, 10N 23 JEFFERSOM AW DAPHME AL 3652¢|1239999 01/01/2002 1239
CPO000240 |[SMITH, 10N 23 JEFFERSOM AW DAPHME AL 3652¢|1239999 01/01/2002 1239
TROOOOO30  |SMITH, JON 23 JEFFERSON AV DAPHME AL 365261239399 01/01/2002 1239
o | 2
[o]'4 Cancel
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= Scroll through the results until you locate the information that you are
searching for, and highlight the bill that you are interested in viewing, and

press Enter or click OK.

Higtary

Click this button while a document is selected and the document history will be

displayed.

» This window displays each move the document has made within the system. It
can tell you who moved the document into your bin, and will display any
annotations that have been added.

History of Document Transitions

CP0000197

Receive Date :

TimeStamp | Center | BEin | Processor | Statug

| DoneBy

| Comment

Jul 26 2002 - 17:24:14
Jul 26 2002 - 17.27.46

Mail Room MR
MBRSzan Traind

Training
Training

ACTIVE
ACTIVE

MR
MR

= Click the Close button on the bottom of the History window and you will be

returned to the MedFlow Manager window.

et Mext

This option allows you to retrieve more documents within the search results.

Once you click on the Get Next button, the following window will display:

Select records |

How mary records would pou like to gelect?

Cancel |

To accept the default value of 10, just click OK or press Enter. Or, enter the desired
number of documents then click OK or press Enter.

To exit from this screen without doing anything, click Cancel.
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10.6.2 VCR Controls
Located under the list of documents are the VCR Controls. These controls are
integral to the management of the documents.

Hin [ liraire

B—;?::"‘Ifﬂ | wm] Higkorp | Gt ket |
.|‘_|,:,..;J|',.-:_:-| oot | Do Pratie [ Processor g | Processcs [ enues [[F] osteseon [ T

4] QmemHaneac(2] O crNNy o WER Tresit BER -Hob Sy, 1042002 TiEAo0D
£ BB Prvtingia] 0O 000 pa WER Trasiet WER - bt Sy A0H0E [ g
0 veRi

i Tesirmgag
£3 Tt
£ Trewci)
£ ey
3 Tranaip
£ Trews(i)
£33 Tty
£33 Trin7yrg
£33 Tewreai}
=R

5[] Wl b ATy

W[ warsef?]

4[] Ctmaletels]

5] Perdingia]

bo] 14| e o |30 | b | 0|0 | S

eq

This button will select and check off the first document in the document list in
MedFlow™,

[

This button will select and check off the previous document in the document list
in MedFlow™,

[«

If the image is displayed in the Document Viewer, this button will allow you to
move to the first page of the scanned image.

[

If the image is displayed in the Document Viewer, this button will allow you to
move to the previous page of the scanned image

=
Clicking on this icon displays the Annotation screen. Similar to manual notes in a
file, you can enter and view internal comments and notes about the bill that you

are working on.

= Click on this Icon. The Notes screen appears.
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= Click on Annotate button and another box appears the document Identification
number; the cursor will blink inside the box.

DATE NOTES |
CP0O000214
[} Eancell
| KN id B

Annotate | Ezxit |

= Type your note inside the box.
= Click the OK button to save, or Cancel to exit without saving your comment.
= You will now see the annotation as you entered it on the note pad.

= Press Exit to bring you back to MedFlow

However, we strongly suggest that you review your company’s policy

The Annotations remain internal and do not appear on the EOB/EOR.
@ and procedure for notations, as it may be discoverable information.

Clicking on this icon will recall the entire document processing history from the
time the bill was scanned and imported into MedFlow™ until its current state.

]

Clicking on this button allows you to move to the next page of the current
scanned bill image.

D]

Clicking on this button allows you to move to the last page of the current scanned
bill image.

D]
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This button will select and check off the next document in the document list in
MedFlow™,

DY

This button will select and check off the last document in the document list in
MedFlow™,

The Image Display button allows you to open the scanned bill image
associated with the document ID to be viewed on the screen.

Icon will not work. If you used scanned images, but have only one monitor to
work from, you many need to ALT + TAB to switch screens or click on the DOC
VIEWER tab on the bottom of your screen.

@ If you do not use scanned images in your bill processing workflow, then this

&R

Many of you serve many functions while processing medical bills. In other
words, you wear more than one hat. This icon allows you to change your current
role. If you only have one role as a medical bill processor then only one option
will be made available to you.

= Click on the Hat Icon.

= The VCR controls to the left are covered with a highlighted bar with the your
current role that you are logged in as in the application.

= Clicking on the down arrow to the right of the bar a list of possible hats, or
roles, will display.

= Highlight the hat that you would like to change to and the following message
box will appear:

[ iworkdlow x|

@ 10148:Are ywou sure you wank to change hats to Recon - Processor?

Yes Mo |

Press Enter for Yes or click on the Yes button within this message box.
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10.7 Document Viewer

The document viewer will display the scanned image or bill that is associated with the

document. To view this image, highlight the document ID then press the button from
the VCR controls. The document viewer will open displaying the scanned bill.

4 Document Yiewer - [ CPOD0D0214]

4} File Options  Window

EERENEEEEEEE KD T

F.0. BOX 584
WESTFORD, MA Q1886

o I
o HE.ALTH INSI.IH.H.NCE CLAIII FORN
| WE RN o E D [ETTETE HRMEwA :'4. :-nr\. - | |
I Wlecicarw o || it 4 T W W g R AT it x e ':I-II
T T s e TH AT o P et et
I -
IS FATENTS ADDRESS s Srees o
PO BOX 25
Feme e TETaNE | & Satiul TATE
e KT | KJ
T [T e e T —
R s === . i —

AHD INSURED INFORMATION —

10.7.1 Sizing the Image

Zoom In and Zoom Out
The zoom in and zoom out icons are used to zoom within the document viewer.

HE

= To zoom into the image, click the plus icon (Zoom In).

» The minus icon will reduce the image size (Zoom Out).

Magnifying the Image
The magnify icon can be used to increase the size a particular section of the
image.

Y

= Click and hold your mouse over the section of the image you wish to magnify.
Drag your mouse across the screen to create a box around the select portion
of the image.
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o A dotted line will appear around the area that was selected:

= —
o ERITS N LA R
LT Jm |
o1 J |

SE T - Er (LR T It
oL !

Click the magnify icon and only the area that was selected will be enlarged:

DA
0
LN

250,00 |1

The scroll bars are available to maneuver within the window.

P CHARGES

Fit to Window
This icon will resize a magnified or enlarged image to fit in the window.

10.7.2 Paging Through an Image
The number of pages contained in an image will display on the upper right side of
the image window.

[Pos. 173 Motesn/o]

The arrow icons allow you to page through the document.
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First Page

(]

If the image is displayed in the Document Viewer, this button will move to the first
page of the scanned bill image.

Previous Page

Kl

If the image is displayed in the Document Viewer, this button will allow
you to move to the previous page of the scanned image.

10.7.3 Printing an Image
The print icon allows you to print all pages of the image you are viewing.

10.7.4 Closing an Image
Click the X in the upper right corner of the image window to close it.

10.8 Additional MedFlow Functionality
Depending on the user’s rights within MedFlow™, several functions can be performed.

» To see what is available for you in the current role or ‘hat’, click the right mouse
button when the cursor is positioned on the right side of the screen. The following
options will appear (these options will be displayed depending on your role and
access rights within Web RePrice):

Zhange Login
Change Password
Set Preferences

Prink Irnage

Shiows Hiskory

Search »
Refresh

Bring Selected To Top
Gek Mexk, ..

&dd To Binder
Annokations g
Append Dacurment
Properties

Cocuklet Info
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Change Login

The Change Login option allows you to change your login while you are still in the
MedFlow module.

Change Password

This option will allow you to change your password to the username that you logged
into MedFlow with. This will change the password for this username for all modules
within Web RePrice.

4 Change Password x|

User Name : Itrairﬂ

Old Password : I

Mew Password : I

Confirm New Password : I

ak. Cancel

Set Preferences

The Set Preference option allows you to set the preference for whether or not you
would like a popup annotation box to appear before making a move within bins.

Preferences x|

Application IW’DrkFIDw j

Popup annatation box before making the move.

" True % False

ak.

Print Image

The Print Image option allows you to print the scanned image for a selected
document without having to open the document viewer first.

Show History

The Show History option will open the history window displaying all processing and
moving history from the time the bill was scanned and imported into MedFlow up
until its current state.

Search

The Search option will allow the user to search MedFlow bins for a specific
document. For directions on how to use the search function refer to section 10.6.1.
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Refresh
The Refresh option will refresh the document view for the highlighted bin.
Bring Selected to Top

The Bring Selected to Top is used to move the selected document to the top of the
document list.

Get Next

The Get Next option works the same as the Get Next button, which is explained in
section 10.6.1.

Add to Binder

Currently the binder functionality isn’t complete, therefore this option is not working
correctly.

Annotations

The Annotations option will allow you to enter or view annotations for a selected
document. For instructions on annotations see section 10.6.2.

Append Document

This option will append or link the selected document to another document. Select
the original document and then the document to append and press OK.

Link Documents
Original Docurment Document to Append
[fRooooozt .| <> | [ |
ok Cancel |
Properties

The Properties option will display the Medflow Info for the selected document.
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Document 1D

I—
Num of Docs to get: IU

Status

=~

All
= Training Insurance
- Auto
Bl

1] I Cancel

Docunet Info

This feature is currently not enabled.
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