SuccessEHS Dental Check-Out Procedure

Outlines the proper process for processing a Dental patient check-out in the SuccessEHS system

Check-Out
1. Open the Charge Entry Module

2. Select your batch. If you are unsure how to find/create a batch, see the steps outlined at the end of this

document

3. After selecting your batch, the Charge Entry window will open. It is important to verify that you are in the

correct batch:

=loE

hhﬂme Entry Batch ID: 7921 - M-CSL 07/15/2016
Patient Information
Fatiert Humber] [ Claim 10 ame: =
Patient Name: ftient Daate of Birth

Summary |Charges | Cash Out| Prof Dts] Addifonsl Patient Data| Netes| Transaction Details] st Dats] Dental Data

Encounter Details

Guarantor Number: DOB:
H
Insurance for This Encounter | | =

Check-In:|

Checkout|

Madity

4. Select View = External Transactions

5. The External Charges Summary window will open

“ FC| Rank 270/271 Code Flan Mame| Flan Status | Policy Status | Plan Categor Group Name | Gioup Mumber| Palicy # Holder | Relation] Copay | Copay Motes | Effect Date | Expire Date ||

Details.

6. Looking at the names in the listing with a status of N'YP highlight the name of the patient you want to

check-out and then select Link Encounter

oK
Close
Details
Azzoc Palient
S plit
Create Encounter
‘Link Encounter
Merge

Delete
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7. The Find Encounters for Patient window will open. Highlilght the encounter and select OK

Find Encounters For Patient: , -- 17583

=
Found Encounters:
Enc. ID' | Check In Date| Service Date) Post Date. Visit Location Provider Financial Group oK
40 3f ] JCDENT: :
L Cancel
Hew
Extemal Visit Details:
Billing MD: 15
Exam MD [ %
Location: ’711
Humber of Records Found: |1
. . . . 5 . .
8. The Charge Entry window will open with the patient’s information
Charge Entry Batch ID: 7921 - M-CSL 07/15/2016 ==
Patient Information
Patient Number & Claim ID; Mame: [ZZTEST. 540 J Check-In: [07/17/2016 6:37 PM
Patient Name:|ZZTEST, SaM J Patiert Date of Birth: [07/07 /1972

Checkout;

Summary }Ehauges} Cash Out| Prof Data] Addiional Patient Data | Motes] Transaction Detais] Inst Data] Dental Data]
Encounter Dietails

Guarantor Number: 2 DOB: 01/01/1972 123 Main St. H: (205) 5555555
ZZTEST, SAM / SSN: 555-55-5555 Birmingham, Al 35244 w: NONE
Insurancs for This Encounter = [ Dental ¥isit [ Nolnsuance for This Encounter
FC Rank| 270271 Code) Plan Name|_Plan Status | Policy Status | Plan Category Group Name| Group Number| Policy # | Holder | Relation| Capay | Copay Noles | Effect Date | Expire Dats 1| Modi.
Dstails
Faymerts |
< >
Other Encounter Informatian
Billing Clinician:[15  [COVHER. CHAIGTOPHER | Specialty: [FENERAL DENTISTAY - 3408 -
Esamining Clinician:[15 _ [COVHER, CHRIS TOFRER = Fief &ic [~ [DEWTAL DENTAL J FCF- J
Location:[11  [SCHDC DENTAL | Auth # =] R #:
Einancial Group:[SUST COMM HEALTH AND DENTAL CLINI [ Release Medical Info  Date: [07/17/2076 Predetermination #:
Status
Balances
Guaranter $3900  Insurance 000 Worker's Comp: $000  Other | $000  Collection: | 000 Toak | $39.00
Use CTRL-TAE to save and move to the next tab Picthecspt | messt | apey [ Save | clewr | oee |

9. Verify that the insurance information is correct (i.e. — Dental Plan and not a Medical Plan). Click on the
Status button and verify that there is no discount on the encounter if there shouldn’t be. For example if a

full pay patient is paying for their entire visit today, you can offer them a prompt pay discount and would
associate it using the status icon.

10. Ensure the Billing Clinician, Examining Clinician, and Location are correct. If not, make appropriate
corrections
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11. Click the Charges tab and wait for all Diagnosis Codes and Charges to populate

Charge Entry Batch ID: 7921 - M-CSL 07/15/2016  Claim ID: 65452 ASSESSMENT: F =] g
Patient Information
Paiert Nurber & Claim D 5452 Guarantor Name: [ZZTE5T. 5411 =l Checkn:[07717/206 738 FW MR
Patient Name:[ZZTEST, 54 | Patent Date of Btk 017011972 Checkout|07/17/2016 733 M
E NOT CREATED:
Summary Charges |Cash Oul Prof Datal Aciznal Patient Data| Notee] Transacton Detal| It Data] Dl Data] ¥
Diagnoses Table: 12010 Mapping]
| [Rank_Ico Coge 1CD Description Ver | Mapped IED9 Codes
> 100 ENCOUNTER FOR DENTAL ExAM AND CLEANING /0 ABNORMATD (w722 Sith Dot [T
Visit Location: [SGHDE DENTAL
Billng Cirician: [TS-EOYNER, CHFISTOFHER
Examiing Provider: [TSCOVNER, CHAISTOPHER
Fiefering Provider. [BENTAL, DENTAL
Procedures Table: _Refresh Fee Schedule | Sor Charges
Row  CPT M1 | CPT Description | Reven| FromDate TaDate | Qty |UnitFrice| Charge | Diag | Coins | Copap| Filing Method ExamProv 407 |Piivate|  NDC Dusagﬂ
—| 1 Doz INTRAORAL PERIAPI] 521 1071716 07/17/16) 13 24000 24001 000 _0.00; InbibiecHinsurd 15 i v
-2 e T DENTAL PANMIN 521 07717716 (07717716 175300 3001 0.007 000} Inbibkedtinsurd 15-CHRISTOPHER, CO Y T T
TaTAL 107.00_107.00 000000, r =
< >
Use CTRL-TAB to save and move to the nest tab Piint eceipt | Reset Aol Save Oear || Cose

12. Verify there are no duplicate charges, etc., then select the Cash Out tab

13. Collect any payments due (both today’s visit and any past guarantor balances). To enter payment double-
click in the Date field, select the Type of payment, and enter the amount of the payment. Print a receipt for

the Patient and for Finance

Charge Entry Batch ID: 7921 - M-CSL07/15/2016  Claim ID: 65452 ASSESSMENT: F

Patient Information

Patient Number; & Claim |D; E5452 Guarantor Name: |ZZTEST, SAM J
Patient Name:| "7 TEST 5S4t J Fatient D ate of Birth: |01./01 /1972

Summary| Charges Cash Dut } Fiol Diata| Addiional Patient Data| Notes| Transaction Detaik| Inst Datal Dental Diata]

Check-In: [07 17/

Checkout:|07/17/

Visit Totals Account Tatsls U —
Charges: [ 10700 Guarantar:| | 39.00 [ 107.00 [ 146.00
onGuar Charges: [ 0.00 Insurance: | [ 0.00 [ 0.00 [ 0.00
I DueByGuar [ 107.00 Worker's Comp: | | 0.00 [ 0.00 [ 0.00
CoPaw [ 000 Otker: | [ 0.00 [ 0.00 [ 0.00
Colns: [T 000 Collections: | | 0.00 [ 0.00 [ 0.00
On Account:| | 3900 I 107.00 I 146.00
Private Payments Entered Toward This Encounter
Fiev| Dale Type Fisference Number Payment Visit Apply Tohocl | BaichlD | FostDale

Pagment Distibution

14. View the Dental Data tab and verify any needed information. When complete click Apply => Save

15. If the account has a balance and/or charges were due today and the full balance was not collected, you will

be required to enter a reason as to why.

Collersere Feeumrst

Cobections Regured.
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16. Verify if the patient/guardian has signed the No Show Policy. If not, explain and have the
patient/guardian sign acknowledging their understanding. The No Show Policy can be found in Patient

Correspondence

17. Complete a Release of Information (ROI) form for any referrals, as needed. The ROI form can be found

in Patient Correspondence

18. Based on the check-out slip provided from the clinical staff, schedule the patient for any follow-up

appointments, print any referrals, and provide any x-rays as needed.

Find/Create a Batch

1.

2.

Open the Charge Entry Module
Select Find Now any batches opened by you will appear
If you need to open a new batch, select New

The Create New Batch window will appear

Create New Batch

Batch Header Infarmation

User |d: |FaxH
Creation Date: [07/17/2016

Type: |Charge Entry 7

Description: ||

Charge Entry Date:

Accounting Period: |Ju|_l,l Fizcal Year 2017 ﬂ

Enter Description of M or D - Initials and Date

Once entered, select OK

Cancel
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