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Payment Adjustments
Payments/Adjustments

In SmartCare, Payments and Adjustments is the stage in the Billing process when the agency is entering
payments into the system and applying payments and adjustments to service lines on clients' account.
Payments and adjustments can be from an insurance company, a payer or the client.

Managing Payments and Adjustments in SmartCare
There are two ways to manage payments and adjustments in SmartCare:

e Two stages
e One stage

Two Stage Process to Enter and Post Payments to a Client's Account
With the two stage process:

1. The payment is entered onto the client's account. For example, this is often a receptionist's
responsibility to enter the payment when a client pays at the time of service.

2. Later, post the payment to the client's account. This is the second step in the process. For
example, when someone in bookkeeping or accounting applies the payment to the service line on
the client's account

One Stage Process to Enter and Post a Payment to a Client's Account

When payments or electronic remittances are received, they can be entered and applied in one event. For
example, the bookkeeping or accounting department is responsible for entering and posting payments that
arrive in the mail, through a lockbox or electronic remittance file.

Regardless of how you manage payments and adjustments, you follow the same steps, but can do them at
different times and by different system users. You work with payments and adjustments from the
Payments/Adjustments (####) list page.

Display the Payments/Adjustments List Page

1. Follow this path: My Office tab > Billing banner > Payments/Adjustments banner. View field
definitions.

The Payments/Adjustments (####) list page is displayed.
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Payments/Adjustments (96) wow BIX
All Payer Types v [AlPayers v Al Plans v| | AlPayments v
All Financial Staff v Payment 1d Check # Financial Assignment ¥ | | Al Payment Methods ¥
All Locations v | Recelved From |08/01/2015 U8” Recelved To 09/01/2015 |Z8™ | Cash Receipt ¥ (] Has Refund
@ Show orly payments unposte amt <> 0 [ Show anly client payments that can be appled | Funds Nt Received (EAll &
™ Paver Twe | Loction Dote Receivedv| Amount | Unposted Amt | Refund Amt | Check & Remittance ID Entered By Source
%6 Dodds, Mallo..  Credit.. Tooele Cou.. 09/01/2015 $5.00 $5.00 005320 helenf Cash Receipt .
o4 Mumoy Jord.. Cash  Foremsics  09/01/2015 520,00 52000 JenniferMe Cash Receipt
] Ross.Wofas  Cash  Foremsics  09/01/2015 520.00 520.00 dhanam Cash Receipt
92 Fain, Lukas Credit.. Forensics 09/01/2015 $10.00 $10.00 203083 Chadwinnh Cash Recelpt
o0 Carrllo, Shel..  Credit.. Forensics  09/01/2015 $20.00 $20.00 HB4868 ChadwinnN Cash Receipt  ([TIS
88 Mortensen, C.. Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt Add EOB
87 Phimsouav B Cash  Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt m
a4 fradford, Mic.. Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
8 Coon Vance  Cash  SummitCo.  09/01/2015 $25.00 $25.00 melissaki Cash Receipt
81 Miler, Levi Cash  SummitCo. 09/01/2015 $15.00 $15.00 melissaki (Cash Receipt
» Fletcher, Kge. Cash  SummitCo.. 9/O1/2015 $15.00 $15.00 melissoki Cash Receipt  ([RALae
7 Rasmuson, B.. Cash  SummtCo.. 09/01/2015 $75.00 $75.00 melissaki Cash Recoint (L
o8 Fale, Chr Credit.. SummitCo.. 09/01/2015 $25.00 $25.00 751023 melissoki Cash Receipt -
»

From the Payments/Adjustments list page, you can:

e Enter a New EOB/Payment/Adjustment
e Delete a payment

e Process arefund

e Post payments and adjustments to services

e Correct posted payments and adjustments

e Accept an electronic remittance
e Addan EOB to a Client's Account
e Export payment and adjustment information to Excel
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Add an EOB to a Client's Account

There are two methods for getting the client's EOB into SmartCare and attached to the client's account.
You can:

e Scan a paper document

e Upload an electronic file

Use this task to scan or upload an EOB from the client's insurance plan to the account.
To Scan an EOB Document to a Client's Account
1. Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96) B
All Payer Types v All Payers v All Plans v All Payments v
All Financial Staff v Payment Id Check Financial Assignment ¥ | | All Payment Methods ¥
All Locations v Received From 08/01/2015 v Received To 09/01/2015 [~ [ cash Receipt v Has Refund
# Show only payments unposted amt <> 0 Show only client payments that can be applied || Funds Not Rec.eived &
D Payer Type | Location ol T b L LS T e M T g 5 Sl LT el Entered By [y
| 9% Dodds, Mallo... Credit.. Tooele Cou.. 09/01/2015 $5.00 $5.00 005929 helenf Cash Receipt
i 94 Murray, Jord...  Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt  |atlie i B8
|
95 RosWafaa  Cash  Forensiks  09/01/2015 $20.00 $20.00 dianam Cash Recelpt
‘ %2 Fein,lukas  Credit. Forensics  09/01/2015 $10.00 $10.00 203083 ChadwinnN cash Receipt  ([(CIRe
%0 Cartllio, Shel... ~ Credit.. Forensics  09/01/2015 $20.00 $20.00 He4868 ChadwinnN Cash Receipt
‘ 88 Mortensen, C.. Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
87 Phimsouay, B.. Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt Add EOB.
|84 Bmdiod Mc. Cesh  Foremsis 090172015 $20.00 52000 JenniferMe Cash Recelpt
8  ComVance Cash  SummitCo.. 09/01/2015 $25.00 $25.00 melissaki Cash Receipt
1 81 Miller, Levi Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt  [[RRIEe
7 Fletcher, Kae.. Cash  SummitCo.. 08/01/2015 $15.00 $15.00 melissaki Cash Receipt
‘ 78 Rasmuson,B.. Cash  SummitCo..  09/01/2015 §75.00 §75.00 melissaki Cash Receipt
68 Eale, Christo. Credit..  Summit Co. 09/01/2015 $25.00 $25.00 751923 melissaki (U EC I Add FOB -

2. Filter the list to determine the records that are displayed. Tell me how...
3. Find the client account you want, and click the Add EOB button.

The Scan/Upload window is displayed. View field definitions.



[ Record Description

Attached Date

Mo data to display

4. Click the Scan button.

The Reading from device status window is displayed.

Payment Adjustments

When the scan is complete, the file is displayed in the Record Detail page. View field definitions.

Scanned Medical Record Detail [ save JNIHN BB
Payment EOB v -zusgws Abbott, Amanda &P Effective
Record Type ¥ | Description
Image Details
1 -
Client ID: 1227660
.

5. Select the Effective date, Record Type and enter a description of the scanned document.

6. Click the Save button.

7. Click the Exit icon in the tool bar to close the Scanned Medical Record Detail page.
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To Upload an EOB to a Client's Account
Use this task when you have the EOB as a computer file saved to your computer.
1. Display the Payments/Adjustments list page. Tell me how...

The Payments/Adjustments list page is displayed. View field definitions.

w B

Payments/Adjustments (96)
AllPayers v [ APl v [ AlPayments -

| Poyment1d Check 2 Financil ssinment... v | | Al Payment Wethods ¥
A Locations v | ReceivedFrom 0/01/2015 |EEY ReceivedTo |03/01/2015 |EE” | Cash Receipt [ Has Refund
2! Show only edamt <> 0[] Show only that can be applied || Funds ot Recelvec {icaaiBll ped
D [Peer Twe |location | DsteRecehedy| Amoumt | UncostegAmt |RefndAmt | Checks | RemMtanceld | Entersdy | soure
% Dodds, Mallo . Credit. Tooele Cou.. Q910112015 $5.00 $5.00 oossz8 helenf Cash Recei
® . G fowsa  oweums 2000 s20 Jemterve cashece
93 RossWafas Cash Forensis 00U 2000 £20.00 dianam Cash Recei,
2 Eeinluos  Credit. Forensics  03/01/2015 51000 $10.00 203583 Chadwinnll cashrecei . (RIS
%  camlloShel . Credit. Forensics Q212015 $2000 %2000 rB4se8 Chadwineh Cashreeei. (IR
8  MomesenC. Cash  Foremsics 09/0L2015 52000 52000 Jennirermie CashRecel,
87 Phimsousw8. Cash Foremsics  08/012015 52000 $20.00 dianam Cash Recei
1 Forensics 0910142015 20,00 $20.00 Jenniferiie Cash Recei
8 SummitCo..  08/01/2015 s2500 s25.00 relissaki Cash Recei.
81 Cesh  SummitCo.. QRIDLRUIS $15.00 $15.00 melissohi Cash Recei
7 Summit Co..  08/01/2015 $15.00 $15.00 elissakl Cash Recel

2. Filter the list to determine the records that are displayed. Tell me how...

3. Click on the Add EOB button on the client's service line where you want to add the EOB
document.

The Scan or Upload window is displayed. View field definitions.

| Record Description | Attached Date |

Mo data to display

) s

4. Click the Upload button.

The Upload File Detail page is displayed with the Please select a file pop up window.
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Upload File Detail B O x
Fayment EOB v @ e, Cor & ifestie =

T

5. Click the Select button in the pop up window to find the file to upload.

The Windows Explorer window is displayed.

R & - ==
| QCJU| e« - |" | | Search AIR_Configuration o
I Organize * MNew folder =~ 0 @ II

-

& Favorites Name Date modified Type Size I
| @) Creative Cloud Fi . Readme.txt 12/20/2010 1:05 PM  Text Document 1KB
- Bl Desktop

E & Downloads

] Recent Places

= Libraries
3 Documents
J‘» Music
[E=] Pictures

E Videos

m

% Computer
£, Local Disk (C:)
s HP_RECOVERY (I
—a HP_TOOLS (E)
i i

File narne: - [AII Files V]

[ open o] [ cCancel |

S — = ——— —

6. Find the file and click on it to select it.
7. Click the Open button.

The file name is displayed in the Please select a file window. A red dot icon before the file name
indicates the file is not in an acceptable format.
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g
i i

Please select a file.

@ Readme.txt = Remove

@ Patient.2.33202.xml »= Remove

8. Toremove the file without uploading it, click the Remove icon.

9. Repeat steps 5 through 7 of this task to find and select a different file.
-or-
When the file you want is selected and you are ready to upload the file, click the Upload button.
The file is displayed in the bottom portion of the Upload File Detail page.

10. Complete the fields at the top of the Upload File Detail page. View field definitions.

Upload File Detail [ s ]

10. When the upload and fields are complete, click the Save button in the tool bar.
11. Click the Exit icon to return to the Payments/Adjustments list page.

The Payments/Adjustments list page is displayed.

Why can't | access these screens?
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Apply Multiple Adjustments to a Service Line

Use these steps when you need to apply multiple adjustments with different adjustment codes to one
service line. This task is a portion of the Post a Payment and Adjustment to a Service Line topic from step
12.

1. Complete steps 1 through 13 in the Post a Payment and Adjustment to a Service Line topic.

The Payment /Adjustment Posting page should be displayed with the Selected Services sub-tab

Services Selected Senvices Refunds
W | o s Gode o v (i Cote T ot | R S
Service Id Name DOS Procedure Charge Balance To Post New Balance Next Payer
X ® 2% Holbrook, Madelyne (1736020)  09/04/2015 2:00 PM Family Therapy 60.00 Minutes $194.00 $194.00 194.00

x 9088 Johnson, Mary (1731600) 09/02/2015 8:45 AM Pharm Mng 3 15.00 Minutes $166.30 $166.30 166.30 CIGNA BHVRL HLTH 209.

2. Make sure the correct service line is selected. The radio button is selected on the service line that
you want to apply the payment and adjustments to.

3. Click the first Split button.

The Adjustments window is displayed.

3 ()
| Adjustments Close
Adjustment Details .
i 24 Sode x
Client 1d Adjustment Code Amount Date Of Senvice

Mo data to display

4. Type the dollar amount of the first adjustment in the Adjustment field. If the dollar amount has
two trailing zeros, enter just the dollar amount and the system adds the decimal point and two
trailing zeros. However, if the adjustment amount has a dollar and cents amount, type the dollar
amount, a decimal point and the two trailing cent digits.

5. Select the adjustment code that describes the adjustment from the drop down.

6. Click the Add button.



Payments and Adjustments User Guide

The adjustment and code are added to the list panel below. Note that the Client Id and Date of
Service are also displayed from the client's service line.

7. Repeat steps 4 through 6 for all adjustments.

8. To delete an adjustment line you entered, click the delete icon for the adjustment code you want
to delete. Refer to the red box in the figure below.

Adjustments ~ Close
Wi el
Adjustment Details
Adjustment |75 01 Adj Code v []
Client 1d Adjustment Code Amount Date Of Senice

X 1673170 CO Chrg excesds fee schedule (45) ($40.00) 09/08/2015

1673170 Partial Payment, Deductible ($39.01) 03/08/2015
a. Click the OK button in the Confirmation Message window. The adjustment line is
deleted.

9. When you have added all adjustments for this service line, click the Close button.

If you did not adjust the full balance, notice that the remaining balance is displayed in the field to
the right of the Flag option which is the Transfer field.

10. Return to the Post Payments and Adjustments to Services topic at step 12.

Why can't | access these screens?
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Correct a Posted Payment or Adjustment

1. Follow this path: My Office tab > Billing banner > Payments/Adjustments banner.

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96) Hix
All Payer Types v All Payers v All Plans v All Payments v
All Financial Staff v Payment Id Check = Financial Assignment ¥ | | All Payment Methods ¥
All Locations v Received From 08/01/2015 Ev Received To 09/01/2015 > [cash Receipt v Has Refund
1 Show only payments unpasted amt <> 0[] Show only client payments that can be applied [ ] Funds Nt Received (i Soautil] &
D Payer Type | Location Date Received¥ | Amount Unposted Amt | Refund Amt | Check # Remittance 1D Entered By e
96 Dodds, Mallo... . Credit.. Tooele Cou.. .Dg 01/2015 $5.00 ) $5.00 “ 005929 R helenf ) Cash Receipt
o4 Murav Jord.. Cash  Forensics  08/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
03 Ross.Wafoa ~ Cash  Forensis  00/01/2015 $20.00 $20.00 dianam Cash Receipt
92 Fein, Lukas Credit.. Forensics 09/01/2015 $10.00 $10.00 203983 ChadwinnN Cash Receipt  [alGRSe )
% Cartllio, Shel... ~ Credit.. Forensics  09/01/2015 $20.00 $20.00 HB4868 ChadwinnN Cash Receipt
88 Mortensen, C.. Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt  JaGE=el. B8
87 Phimsouay, B. Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt
84 Bradford, Mic.. Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
83 Com.Vonce  Cash  SummitCo.. 0/01/2015 $25.00 $25.00 melissaki Cash Receipt
81 Miller. Levi Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt
79 Fletcher, Kae... Cash Summit Co...  09/01/2015 $15.00 $15.00 melissaki Cash Receipt Add FOB
78 Rasmuson,B.. Cash  SummitCo.. 09/01/2015 §75.00 §75.00 melissaki Cash Receipt
‘ 68 Fale, Chyis Credit..  Summit Co. 09, 3 $25.00 $25.00 751923 melissaki Cash Receipt Add EOB -

2. Filter the list to determine the records that are displayed to find the client account you need to
correct. Tell me how...

3. Click on the hyperlinked date in the Date Received column.

The Payment/Adjustment Posting page is displayed with the Services sub-tab active. The original
payment and posting information is displayed. View field definitions.

Payment/Adjustment Posting ESEEsaESaEs
sctivty | ServiceSearch
Actiity Pover Payment Information Hectanic
Dace o7 E:) o [sFar & Method o v ke
e D
====== . Lo
St afurd s ot Recalved P recept
T
pracenee ‘Hsanes e | chme fumert | svsverss | ansfers | Commen
FOIE LHHT 120,00 Mi UM me  s00 000 00

4. Click on the hyperlinked number in the Id column in the Services sub-tab. Refer to the red box
in the figure above.

The Correction window is displayed. View field definitions.

10
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Correction e

N < 5
Serv Payers \ Total Current Service Balance $321.60

Client  |Albanez, Jolene DOS 08/01/2015 11:00 AM | Location | Charges | UnBilled | Payments| Adj | Balance | |

Procedure | PDIE LMHT | Client $473.60 $321.60 §100.00 £52.00 §321.60 = |

| Financial Activity

Payer |Albanez, Jolene Type Client Payment
Date 07/12/2016 By sfarber
Amount |$100.00 Applied |$100.00

Balance |$0.00 Refunds

. Previous Entry

Payment Adjustment Flag Transfer To

$100.00 $0.00 $0.00

Accounting Peried = [July 2016

. Correct Entry

Fayment Adjustment  Adjustment Code Transfer  Transfer To Transfer Code Do Mot Bill

v| EZE O Fag T To v 1 ES

Comment Accounting Pericd : | July 2016 r

5. Complete the fields in the Correct Entry section. Type in all the fields in the first line in this
section with the correct information. It will replace the existing, incorrect fields.

a. If you need to add, change or delete a multiple adjustment, refer to Apply Multiple Adjustments to a
Service Line.

b. If you need to add, change or delete a multiple transfer, refer to Transfer the Balance to Several
Payers.

6. When the fields are complete, click the Update button to save your work.
7. On the Payment/Adjustment Posting page, click the Close button to exit.

The Payments/Adjustments (####) list page is displayed.

Why can't | access these screens?

11
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Delete an Unposted Payment

You can delete a payment that has been entered into the system, but has not yet been posted to a service
line. Once a payment has been posted to a service line, you can only correct the payment, adjustment and
transfer information.

Use care when you delete information from the system.

1.

Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96) s ow B
Al Payer Types v| [AlPayers v All Plans v| [AllPayments v
All Financial Staff v Payl’rErlt Id Check # Financial Asi\gnmenl v All Payment Methods v
All Locations ¥ | Received From 08/01/2015 E Received To 09/01/2015 {El* | cash Receipt X Has Refund
) Show only payments unpasted amt <> 0[] Show only client payments that can be applied [ Funds Not Received [ SLaudl 72
D Payer Twpe | Location Date ReceivedV | Amount | Unposted Amt | Refund Amt | Check # Remittance 1D Entered By Source
| o6 Dodds, Mallo..  Credit.. Tocele Cou.. 08/01/2015 §5.00 45.00 005929 helenf Cash Recelpt
‘ 04 Murray, Jord.. Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
|
93 Ross,Wafaa  Cash  Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt
‘ 92 Fein, Lukas Credit.. Forensics  09/01/2015 $10.00 $10.00 203983 ChadwinnN Cash Receipt
% Carrllio, Shel..  Credit.. Forensics  00/01/2015 $20.00 520,00 HB4868 ChadwinnN Cash Receipt (LI
|88 Mottensen, C.. Cash  Forensics  00/01/2015 $20.00 $20.00 JenniferMe Cash Recelpt
87 Phimsouay, B... Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt  |eilR=el:]
‘ 84 Bradford, Mic.. Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
83 Conn, Vance  Cash  SummitCo..  09/01/2015 $25.00 $25.00 melissaki Cash Receipt
} 81 Miller, Levi Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt  ([CLELH
70 Fletcher, Kae.. Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt
‘ 78 Rasmuson B.. Cash  SummitCo.. 00/01/2015 $75.00 $75.00 melissaki Cash Receipt  ([TRIReLI
68 Fale, Christo. Credit.. SummitCo.. 09/01/2015 $25.00 $25.00 751923 melissaki Cash Receipt  EGGRSel:] -

Filter the list to determine the records that are displayed. Tell me how...
Find the payment you want to delete.
Click on the hyperlinked date in the Date Received column.

The Payment/Adjustment Posting page is displayed. View field definitions.

12
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e ——————————————————————————————————————————————"'|

Payment/Adjustment Posting
Activity Service Search

Opaaie | Delets =
=3 ==

| P

P t Infe t Electronic
Date 06/03/2016 |~ By  khoitzman ® Payer v| || PmtMethod | Check v Ref#
| | Type EOB/Payer Payment v D Plan
Amount $0.00 Location v
Source Cash Receipt v
CRTRIEIE Applied |$0.00 Balance |$0.00 Refund |$0.00

Funds Not Received Brint Rocot

Acct. Period | June 2016

Services. Selected Services Refunds

5. Verify that the correct client and payment information is displayed.

6. Click the Delete button in the tool bar.

The Confirmation Message window is displayed.

D id [0 ESSd0E Y

ﬁ Do you want to delste this payment?

7. Click the Yes button in the window.

The payment is deleted and the Payments/Adjustments (####) list page is displayed.

Why can't | access these screens?

13
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Display the Electronic Remittance File Details Window

1. Display the Payments/Adjustments (###) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96) w % BIX
Al Payer Types v| [AlPayers v All Plans v All Payments v
All Financial Staff v Payment Id Check # Financial Assignment v | | All Payment Methods ¥
All Locations v | Received From 08/01/2015 3™ Received To 09/01/2015 |Lll™ | Cash Receipt v | Has Refund
# Show only payments unposted amt <> 0 Show only client payments that can be applied | | Funds Not Received &=y o
D Payer Type | Location Date Receivedy | Amount Unposted Amt | Refund Amt | Check # Remittance 1D Entered By | source [ [
9 Dodds, Mallo... Credit.. Tooele Cou.. 09/01/2015 $5.00 $5.00 005929 helenf Cash Receipt =
o4 Murrav, Jord.. Cash  Forensks  09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
03 Ross.Wafoa ~ Cash  Forensis  00/01/2015 $20.00 $20.00 dianam Cash Receipt
a2 Fein, Lukas Credit..  Forensics 09/01/2015 $10.00 $10.00 203083 ChadwinnN Cash Receipt
% Cartllio, Shel... ~ Credit.. Forensics  09/01/2015 $20.00 $20.00 HB4868 ChadwinnN Cash Receipt
88 Mortensen, C.. Cash  Forensics  09/01/2015 $20.00 $20.00 JenniferMe Cash Recelpt
87 Phimsouay, B.. Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt Add EOB
84 Bradford, Mic.. Cash  Forensics  09/01/2015 $20.00 $20.00 Jenniferte Cash Receipt
83 Conn, Vance Cash Summit Co...  09/01/2015 $25.00 $25.00 melissaki Cash Receipt  |bLH= - N8
81 Miller, Levi Cash  SummitCo.. D09/01/2015 $15.00 $15.00 melissaki Cash Receipt
79 Fletcher, Kae.. Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt  ([ILIReLI
78 Rasmuson,B.. Cash  SummitCo.. 09/01/2015 §75.00 §75.00 melissaki Cash Receipt
68 Eale, Chi Credit.. Summit Co..  09/01/2015 $25.00 $25.00 751003 melissaki cash Receint  (CELGLED -
4 »

2. Click on the Electronic Remittance button.

The Electronic Remittance window is displayed. View field definitions.

Electronic Remittance W

Import Fle ID Sender Name Payer/Plan Name File Name Import Date

X |z Optum Sample835.835 07/20/2016 10:44:08 A.. =~

3. Note the red box in the figure above. This box is outlining the ID number that you need to know
to run the report.
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4. Click on the hyperlinked number in the Import File ID column.

The Electronic Remittance File Details window is displayed. View field definitions.

E59 Number of new line items processed =

Electronic Remittance File Details

| File Details Batch Detail
| Sende
ER File ID 10 Sender Name  Optum Sender ID Import Date  07/27/2016 Total Payments ($)
Payer/Plan ¥ Apply Adjustment | Apply Transfer Do Not Process File Processed
File Data
ISA*00* *00* *ZZ*HT000816-001 *ZZ*UHIN3 *160726*1548*/*00501*000000343*0* T*:GS*HC*HT000816-

BENE=EEEE 46*HT000816-001PER*IC*SUSAN STONE*TE*5128898876NM1*40*2*OPTUM - TRADITIONAL
MEDICAID*****46*UHIN3HL*1**20*1NM1*85* 2*GULF BEND*****XX*1932166980N3*1009 N GEORGETOWN ST ROUND RN4*ROUND

| Parsing

| Error %

Batches

Import File_

001*UHIN3*20160726*1548*343*X*005010X222A1ST*837*000003430*005010X222A1BHT*0019*00*000000343*20160726* 1548* CHNM1*41*2*GULF

-

5. Note the green circle in the figure above. This circle is outlining the file ID that you need to run

the report. While the fields have different headings they are the same number.
6. Click the Close button to exit from the window.

Why can't | access these screens?
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Display the Payments Adjustments List Page

1. Follow this path: My Office tab > Billing banner > Payments/Adjustments banner. View field
definitions.

The Payments/Adjustments list page is displayed.

Payments/Adjustments (96) % B X
T v] [mpwen BREE v] [Apamens .

Al Finenciel Staft v Paymentid Check = Financial Assignment.. v | | Al Payment Mehods ¥

21 Locations v| ReceivedFrom (0sjo1/z015 |EEY Received To [09/01/2015 |EET |cash Receipt v [ Has Refund

) show oy edamt <> 0 v be appiied || Funds ot Receives/iail el

2 | To= | locmon | Qmefscenedv[avowy | ioowedame [pefdam  |checke | eneneld | Ememdey [ soue

%  DaddsMallo. Credt. ToosleCou. 0BIOVZ0IS 500 £5.00 wss2e belent Cash Recel <
s Muray Jord. Cash  Foremsls  09/04/2015 $2000 $2000 Jenniferive Cash Rzcel
o RossWafss  Cash  Forensics  09/01/2015 2000 $20.00 diaram Cash Recel
2 Feinluos  Credit. Forensics  03/01/2015 $1000 $1000 203983 Chadwine Cash Recei
% CamlloShel.. Credit. Forensics  GRL20IS $20.00 52000 rB4868 Chadwinniv Cach Racei
& Morlersen,C.. Cash  Foremsics  09/0L2015 2000 $2000 Jenniferiie Cash Recel
&7 Phimsougy, 8. Cash  Forensics 08401015 2000 £2000 dianam Cash Recei
5 Bradford Mc.. Cash  Forensics  09j01/2015 $2000 s2000 Jennitervie Cash Recei
8 ComYone Cosh  SunmitCo.. QRIL20IS 52500 $25.00 melissahi Cash Recei.
81 plerled  Cosh  SummitCo.. QHOIONS 81500 1500 melissaki Cash Recei
7 Hewherse. Cash  SummitCo.. 08/01/2015 $15.00 $15.00 melissaki cashrecel . [T

16
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Electronic Remittance of Payment

Use this task to open the electronic remittance (ER) file from an insurer to post payments, adjustments
and EOB information to clients' accounts. The guidelines for what is processed are defined during the
analysis of your agency's needs before implementation.

The electronic remittance file from the insurance plan is a file in an 835 file type. SmartCare is designed
to process an 835 file format.

The Electronic Remittance Process

1. Import the electronic remittance file from the payer to SmartCare.

2. The file is processed automatically during the overnight batch process.
During the overnight process, the system can automatically:

o Post the payment to the correct service line charge.
e Make adjustments.
o Transfer balances still owing to the responsible party.

e Amounts transferred to another payer are processed during the overnight
process the next night and are marked as Ready To Bill so the balance is
automatically included the next time you create claims.

You can perform the following tasks on an electronic remittance file:

Import the Electronic Remittance File

Manually Process the ER File

Import the Electronic Remittance File
1. Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

17
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Payments/Adjustments (96) oW A%
Al Payer Types v | [AlPayers v All Plans v| [AlPayments v
All Financial Staff v Payment Id Check # Financial Assignment ¥ | | All Payment Methods ¥ |
All Locations v | Received From 08/01/2015 &Y Received To 09/01/2015 |E8® | Cash Receipt ¥ | Has Refund
) Show only payments unposted amt <> 0[] Show orly client payments that can be applied (| Funds Not Received [fSlag® 7
D Payer Type | Location | Date Receivedv  Amount Unposted Amt | Refund Amt | Check# | Remittance ID Entered By | Source | ‘
% Dodds, Mallo.. Credit.. Tooele Cou.. 09/01/2015 §5.00 45.00 005929 helenf Cash Recelpt <
04 Murray, Jord... Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
93 Ross Wafas  Cash  Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt
92 Fein lukas  Credit. Forensics  09/01/2015 $10.00 $10.00 203983 ChadwinnN Cash Recelpt
% Carrllo, Shel..  Credit.. Forensics  09/01/2015 $20.00 $20.00 HB4868 ChadwinnN Cash Receipt
88 Mottensen, C.. Cash  Forensics  00/01/2015 $20.00 $20.00 JenniferMe Cash Recelpt
87 Phimsouay, B... Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Recelpt
84 Bradford, Mic.. Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
83 Conn.Vance  Cash  SummitCo.. 00/01/2015 $25.00 $25.00 melissaki Cash Receipt  ([NCIRe
81 Miller, Levi Cosh  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt
79 Fletcher, Kae.. Cash  SummitCo. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt
7 Rasmuson B.. Cash  SummitCo.. 00/01/2015 $75.00 $75.00 melissaki Cash Recelpt
68 Fale, Chiisto..  Credit. SummitCo.. 09/01/2015 $25.00 $25.00 751923 melissaki Cash Receipt =
4 L3

2. Click the Electronic Remittance button in the tool bar.

The Electronic Remittance window is displayed. View field definitions.

Electronic Remittance

Optum v | Import New File...

Import File ID Sender Name Fayer/Plan Name File Name | Import Date

Mo data to display

3. Select the payer from the drop down list. Refer to the red box in the figure above.
4. Click the Import New File button.

The Please select a file pop up window is displayed.

18
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19

Electronic Remittance
Optum v " import New File
} Import Filz 1D : Import Date
Please select a file.
™ Upload [ Gancel
e ————

The Windows Explorer window is displayed.

5. Click the Select button in the pop up window to find the electronic remittance file to upload.

A

=5

Organize «

-

30 Favorites
@ Creative Cloud Fi
B Desktop
& Downloads

1=l Recent Places

- Libraries
@ Documents 3
J‘i Music
Pictures
i Videos

. omputer
£, Local Disk (C)

Mew folder

s HP_RECOVERY (I
s HP_TOOLS (E)

Name Date modified Type

| Readmetst 12/20/20101:05 PM  Text Document

v"| v‘,_| | _stm’: AIR_Configuration £ |

Size

B

1KB

- o e ||

File name:

~ | [AllFiles

g

Comen I |

Cancel ]

6. Find the file and click on it to select it.

7. Click the Open button.

———— v,
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The file name is displayed in the Please select a file window. Notice that the file name is listed in
the window and there is a green dot to the left of the file name. The green dot identifies that the
file is in the correct format. Continue with step 8.

B ————————————
_

Please select a file.

@ 120-BCBS OF UTAH-HIPAA 837 Professional 837

= Remove

A red dot icon before the file name indicates the file is not in an acceptable format.

Please select a file.

@ Readmetbd x Remove

a. Toremove the file without uploading it, click the Remove
@ Patient.2.33202.xml = Remave

icon.

b. Repeat steps 5 through 7 of this task to find and select a different file, if needed,
8. When the file you want is selected and you are ready to upload the file, click the Upload button.

The Electronic Remittance File Details window is displayed. View field definitions.
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Electronic Remittance File Details

Filz Details Batch Detail |

Sender \

ER Filz ID 8 Sender Name  Optum Sender ID Import Date  07/21/2016 Total Payments (5}
Payer/Flan #| Apply Adjustment «| Apply Transfer Do Mot Process Filz Processed

File Data

15A]00] |00

-001

|ZZ|HTODD&16-002 |ZZ|HTODOO

|160323]1545]|00501]000000120]0| T|:GS|HC|UTDE0E7]0032|20160323] 1545 | 120X|005010%222A15T|837 000001 200|005010X222A1BHT|0012|00]000000120
|20160323 [1545|CHNM1 [41]2|NHS| || |46]HTDD0B816-002PER |IC| SUSAN STONE|TE|5128838876NM1 |40|2 |REGENCE BCBS OF
UTAH] ||| [46]UTOS087HL1]|20] 1NM1 [85]2|NHS| || |[XX]1932166380N3]1008 N GEORGETOWN ST ROUND RN4|ROUND -

Parsing .
Error b

Batches ;

9. Notice that the file contents are displayed in the File Data section.
10. Deselect the Apply Adjustment and/or Apply Transfer check boxes, if desired.

These two check boxes control whether or not adjustments and transfer are automatically applied
to service lines. Payments are still posted. Selecting the check box indicates to have the process
make the adjustments and/or transfers. Deselecting the check boxes avoids having the process
complete the adjustments and/or transfers.

11. Select the Do Not Process check box if you do not want the file processed in the overnight batch
process.

12. At this point the file has been imported to the SmartCare system. You can stop now and the file
will be automatically processed during the overnight batch process. Payments, adjustments and
transfers will be automatically posted to the clients' accounts, unless you deselected the Apply
Adjustment and/or Apply Transfer check boxes.

Why can't | access these screens?
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Enter a Comment on a Payment or Adjustment

When you click the Comment button on the Payment/Adjustment Posting page in the Selected
Services sub-tab, the Comments window is displayed.

..i i_,.. @ﬁ

i

Comments

1. Place your cursor in the open area in the Comments tab.

2. Type your comment about the payment or adjustment. You can enter an unlimited number of
characters in the field. The field expands to allow you to enter an unlimited number of characters.
A scroll bar is displayed on the right side of the field. Press the Tab key on your keyboard to re-
display the OK and Cancel buttons.

3. Click the OK button to save the comments.

The comment is displayed in the Comment column on the Services sub-tab on the
Payment/Adjustment Posting page.

4. Return to the Post Payments and Adjustments to Services topic step 14 to continue posting
payments and adjustments.

Why can't | access these screens?
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Enter a New EOB/Payment/Adjustment

There are two steps to posting a payment to a client's account:

o Entering a new EOB, payment or adjustment into the system.

e Posting or applying the payment or adjustment to the client's account - Refer to Post a

Payment and Adjustment to a Service Line.

Use this task to enter an EOB, payment or adjustment to a client's account. If you are ready to post the

payment or adjustment to the service line, refer to Post a Payment and Adjustment to a Service Line.

1. Display the Payments/Adjustments (###) list page. Tell me how... View field definitions.

m

Payments/Adjustments (96) « |
All Payer Types v All Payers v All Plans v All Payments v
All Financial Staff v Payment Id Check # Financial Assignment. ¥ | All Payment Methods ¥
All Locations v | Received From 08/01/2015 4™ Received To 09/01/2015 |Lll* | Cash Receipt v Has Refund
) Show only payments unposted amt <> 0[] Show only client payments that can be applied (] Funds Not Received (st &
) Payer Type | Location Date Received? | Amount | Unposted Amt | Refund Amt | Check # Remittance 1D Entered By Source
| 9 ) Dodds, Mallo... . Credit... ) Tooele Cou.. .Ug 01/2015 $5.00 ; $5.00 . 005929 R helenf - Cash Receipt ) Add EOB
E Murray Jord.. Cash  Forensics  (08/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
93 RossWofog ~ Cash  Forensics  09/01/2015 $20.00 $20.00 dianam Cash Receipt
‘ 92 Fein lukas  Credit. Forensics  09/01/2015 $10.00 $10.00 203083 ChadwinnN Cash Receint  (CUGIaSL]
%0 Carrllo, Shel...  Credit.. Forensics  00/01/2015 $20.00 $20.00 HB4868 ChadwinnN Cash Receipt
‘ 88 Mortensen, C.. Cash  Foremsics  09/01/2015 $20.00 $20.00 JenniferMe Cash Recelpt
87 Phimsouay, B. Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt Add EOB
1 84 Bradford, Mic... Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
83 Com.Vonce  Cash  SummitCo.. 0/01/2015 $25.00 $25.00 melissaki Cash Receipt
1 81 Miller. Levi Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt
|70 Fletcher, Kae.. Cash  SummitCo.. 09/01/2015 $15.00 $15.00 melissaki Cash Receipt
‘ 78 Rasmuson, B.. Cash  SummitCo.. 09/01/2015 $75.00 $75.00 melissaki Cash Receipt (IS
68 Fale, Christo. Credit.. Summit Co..  09/01/2015 $25.00 $25.00 751923 melissaki Cash Receipt GRSl

2. Click the New EOB/Payment/Adjustment button.

The Payment/Adjustment Posting window is displayed. View field definitions.
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Payment/Adjustment Posting S O O
Activity Service Search

vil Electroni
Activity — o Payment Information i
Date 06/03/2016 | =™ By | kholtzman ® Payer v Pmt Method Check Y| Refz
Type EOB/Payer Payment v D Plan
Amount $0.00 Location v

Source: Cash Receipt v

Comment Avolied [$0.00 Balance [$0.00 Refund |$0.00 Funds Not Received

Acct. Period | June 2016 v

Services Selected Services Refunds

3. Complete the Activity section of the Activity tab.

4. Complete the Payer section of the Activity tab.

5. Complete the Payment Information section on the Activity tab.
6. Click the Update button.

The payment is entered on the client's account.

7. You can now post the payment or adjustment to the account(s) or exit and return later to post the
payment/adjustment.

8. To post the payment or adjustment to the service line, refer to Post a Payment and Adjustment to
a Service Line.

_Or_

To exit and return later, click the Close button. When you are ready to post the payments and
adjustments, refer to Post a Payments and Adjustments to Services.

From this page, you can also:

e Save the information to an Excel spreadsheet

e Delete a payment
e Print a receipt

Why can't | access these screens?

24



Payments and Adjustments User Guide

Export the Payments Adjustments (###) List Page Data

1. Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96)
All Payer Types v All Payers v All Plans v All Payments v
All Financial Staff v Payment Id Check = Financial Assignment ¥ | | All Payment Methods ¥
All Locations v Received From 08/01/2015 Ev Received To 09/01/2015 > [cash Receipt v Has Refund
# ! Show only payments unposted amt <> 0 Show only client payments that can be applied | | Funds Nat Received o
] D Payer I Type | Location Date ReceivedV | Amount | Unposted Amt | Refund Amt Check # . Remittance ID Entered By [ Source
| 96 - Dodds, Mallo... ) Credit... ; Tooele Cou. -DQEG‘LHDIS $5.00 $5.00 " “ 005929 - . helenf . Cash Receipt - Add
‘ 94 Murray, Jord...  Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
|03 Ross, Wafag Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt  |gaGE]
‘ 92 Fein, Lukas Credit.. Forensics 09/01/2015 $10.00 $10.00 203983 ChadwinnN Cash Receipt
a0 Carrillo, Shel...  Credit.. Forensics 09/01/2015 $20.00 $20.00 HB4868 ChadwinnN Cash Receipt
‘ 88 Mortensen, C...  Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt |}
87 Phimsouay, B.. Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt
‘ 84 Bradford, Mic.. Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt
83 Conn, Vance Cash Summit Co...  09/01/2015 $25.00 $25.00 melissaki Cash Receipt  |gGE]
‘ 81 Miller, Levi Cash Summit Co.. 9/01/2015 $15.00 $15.00 melissaki Cash Receipt
| 79 Fletcher, Kae... Cash Summit Co...  09/01/2015 $15.00 $15.00 melissaki Cash Receipt
‘ 78 Rasmuson, B... Cash Summit Co.. 09/01/2015 $75.00 $75.00 melissaki Cash Receipt
| o8 Eale, Christo . Credit.. SummitCo..  09/01/2015 $25.00 $25.00 751923 melissaki Cash Receipt  [Ra0ee]

3

HEE G

m

= E B
1]

3

¥

g

;
:

H B

E
3]

2. Filter the list to determine the records that are displayed. Tell me how...

3. When the records are displayed that you want to export the information to an Excel spreadsheet,

[ ¥

click the Export ] icon in the tool bar.

The ExportData button is displayed in the footer of your browser window.

-

@ ExportData (32).xls

4. Click on the button to open the Excel file.
The file is opened in an Excel spreadsheet. You can edit, print and save the file as needed.

Why can't | access these screens?
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Manually Process an ER File

Typically, once the ER file is imported into SmartCare, the file is processed automatically during the
overnight batch process. However, after you import an ER file, you can manually process the file. Use
this task to manually process the file.

1. Complete all steps of the Import an Electronic Remittance File task.

2. Click the Process File button.

This process can take up to 20 minutes to complete, depending on the number of records in the
file. When the process is complete, a message appears in the upper left corner of the window
listing the number of lines that were processed. Also, the File Processed check box on the
Electronic Remittance File Details window is selected indicating the process is complete.

Number of new line items processed =

Electronic Remittance File Details

File Details Batch Detail

Sende
ER File ID 10 Sender Name  Optum Sender ID Import Date  07/27/2016 Total Payments ($)

R
Payer/Plan ¥ Apply Adjustment +| Apply Transfer Do Not Process File Processed Import File .l

File Data

ISA*00* *00* *ZZ*HT000816-001 *ZZ*UHIN3 *160726*1548*2*00501*000000343*0*T*:GS*HC*HT000816~
001*UHIN3*20160726*1548*343*X*005010X222A1ST*837*000003430*005010X222A1BHT*0019*00*000000343*20160726* 1548* CHNM1*41*2*GULF
BEND¥EEEE 46*HT000816-001PER*IC*SUSAN STONE*TE*5128898876NM1*40*2*OPTUM - TRADITIONAL

MEDICAID*****46*UHIN3HL*1**20*1NM1*85* 2*GULF BEND*****XX*1932166980N3*1009 N GEORGETOWN ST ROUND RN4*ROUND =

Pr——

Parsing
Error

Batches

3. Make note of the Import File ID assigned to the file when it is was imported. You can find this
number on the Electronic Remittance window from the imported file's list in the Import File ID
column or on the Electronic Remittance File Details window in the ER File ID field. See the
green circle in the figure above.

4. Access the My Reports page from the My Office tab to print the report to verify all the
information that was posted to clients' accounts.
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5. Type the Import File ID for the import file whose information you want to review in the ERFile
ID field.

6. Click the View Report button.

The report is displayed on the screen.

Why can't | access these screens?
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Post a Payment and Adjustment to a Service Line

Use this task if you have already entered the new EOB, payment or adjustment to a client's service line. If
the EOB/payment/adjustment has not been entered yet, refer to Enter a New EOB/Payment/Adjustment.

1. Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96) : w B X
a sirnen sipins i e

v eaymentid Checks Finar v | | Al Payment Methods v

v| ReceivedFrom (0sjo1/z015 |EEY Received To [09/01/2015 |EET |cash Receipt Hae Refund
) show oy 16 amt <> 0 that can be appiied || Funds ot ReceiveclEaatil a
D |Paer Twe |loclion | DateRocohed?| Amount | UnpostedAmt |RefndAmt | Checks | RemmarcelD | Emteredy
% c 500 $5.00 wss2e
£ 2000 $20.00
2 000 00
2 s1000 s000 203
£ 9810112015 2000 $20.00 134958 <
s s ) s000 Jemiabe CashRece
&7 0810112015 2000 2000 dianam Cash Recei
8 o9j01 /2015 2000 2000 Jenniferve Cashrecei . ([EISCEN
8 tCo.. 091012015 52500 $25.00 elissaki Cash Recei.
8 230112015 81500 $15.00 melissaki Cash Recei
75 $15.00 $15.00 melissahl Cash Recel

2. Filter the list to determine the records that are displayed. Tell me how...
3. Find the record of the payment you want to post.
4. Click the hyperlinked date in the Date Received column.
The Payment/Adjustment Posting window is displayed. View field definitions.

Note: The payment information is already entered and displayed in the fields on the Activity tab.

S —
Payment/Adjustment Posting et e e o
Activity Service Search

| | Activity r—— P & Infe ¢ Electronic
Date 06/03/2016 | ™ By | kholtzman ® Payer 77| PmtMethod  [Check v Ref 2
Type EOB/Payer Payment v D Plan
Amount $0.00 Location v

Source Cash Receipt hd
Commeas Applied |50.00 Balance |$0.00 Refund |$0.00 Funds Not Received
Acct. Period | June 2016 v
==

Services Selected Services Refunds
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5. Click the Service Search tab.

The Service Search tab is displayed. View field definitions.

Payment/ Adjustment Posting (2) IS OIS N N
Activity Service Search

EREES
Select Services Enter a batch number '345' or batch numbers '345, 359, 360' or a range "345-350"
Payer |CIGNA (EAP) DOS From B DOS To f#~  Batch Number(s) Client Name
¥ Find Only Services Where the Balance >0 Indude Credit Services Claim Line Number

Select: All, All on Page, None

ServiceId | Mama A Date Of Service gilling Code Charge Payment Adiustment Balance
2950 Holbrook, Madelyne (.. 09/04/2015 2:00PM  Family Therapy 60.00 Minutes $194.00 $0.00 $0.00 $194.00
0088 Johnson, Mary (17316..  09/02/20158:45AM  Pharm Mng 3 15.00 Minutes $166.30 $0.00 $0.00 $166.30

6. Filter the list to determine the records that are displayed. Tell me how...
7. Click the Find button.

The client service lines that fit the search criteria are displayed.
8. Select the check box next to each client service line that you want to pay.

9. Click the Select button.

The client service line information is displayed in the Selected Services sub-tab on the
Payment/Adjustment Posting page. Refer to the red outline in the figure below. View field

it B s o [ T o [ome ]

.

ctivity £ Payment Information S——

- it p— T e

=

P : =

ko Post Name if not client. Source

. - s 13500 wwd | [0 p——" ==
S pE—
== = = = = T o
K & s E/MHICH COMPLEXITY, 60.00 Minutes 35, 35,

10. Notice that the first record listed is selected. If you want to pay a different client record, select the
check box next to the record you want to pay, adjust or transfer.
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11. Apply the payment using the fields displayed just above the list of client records. Refer to the red
box in the figure below.

L=
Services Selected Senvices Refunds

T £ Coe v ST v] [T Cooe 0 oot | T S T

Sarvice Id Name DOS Proced

Charge Balance To Post New Balance Next Payer
X ® 205 Holbrook, Madelyne (1736020)  09/04/2015 2:00 PM Family Therapy 60.00 Minutes $194.00 $194.00 194.00

x 9088 Joehnson, Mary (1731600) 09/02/2015 8:45 AM Pharm Mng 3 15.00 Minutes $166.30 $166.30 166.30 CIGNA BHVRL HLTH 209,

The payment amount is the first field on the left. Notice that the total charge amount is displayed
in the field for the client record that is selected in the list panel below.

a. To pay a different amount, type the payment amount in the field.

12. To apply a single adjustment, type the dollar amount of the adjustment in the second field, just
to the right of the payment amount. Select an adjustment code that describes the adjustment
from the drop down.

To apply multiple adjustments with different adjustment codes, click the Split button. Tell me
how... See the red box in the figure below.

semices | selected serwces ||_Refunds | eos

- . T v (oo L 1 EECRETE

13. To transfer an amount to a single payer, select the payer to transfer the amount to from the Trf To
drop down. Use this step if the client has more than one coverage plan to bill a secondary
insurance or to the client. For example, if the balance is the client's responsibility such as
deductible or co-pay.

To transfer the balance due to several payers, click the Split button (next to the Comment button).
Tell me how... Refer to the red box in the figure below.

Sendces || Selecisdserdces | Refuncs | EOB

= Fiog > it ~] [TifCets Ve Borst B m

14. To enter a comment on the payment or adjustment, click the Comment button. Tell me how...
Notice the red box in the figure below.

Senioss | Sekected Services | Refunds || EOB

15. When you have entered all the information for the service line, click the Add button. The
information is saved and the next service line is selected.

16. When you have entered the entire payment amount or you want to leave the page before you are
finished, click the Update button at the top of the page.
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The information on all the fields you entered is saved in the system and the service line(s) is
displayed on the Services tab.

The Confirmation Message window is displayed.

L L LETLT

9 Ars you sure you wish to apply thess paymentsfadjustments
to the selected services?

17. Click the Yes button in the Confirmation Message window.
18. To exit from the Payment/Adjustment Posting window, click the Close button.
The Payments/Adjustments (####) list page is displayed.

Why can't | access these screens?
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Print a Receipt

When you enter a payment to an account, you can print a receipt for the payment.
1. Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adjustments (96) w % BIX
All Payer Types v| [AlPayers v All Plans v All Payments v
All Financial Staff v Payment Id Check # Financial Assignment v | | All Payment Methods ¥
All Locations v | Received From 08/01/2015 |Z% Received To 09/01/2015 |EH® | Cash Receipt ¥ | Has Refund
#! Show only payments unposted amt <> 0 || Show only client payments that can be applied [ | Funds Not Received &=y o
D Payer Type | Location Date Received  Amount Unposted Amt | Refund Amt Check & Remittance ID Entered | Source [ ‘
% Dodds, Mallo... Credit.. Tooele Cou.. 09/01/2015 $5.00 $5.00 005929 helenf Cash Receipt  [GNLRecH *
o4 Murray, Jord...  Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt Add EOB.
93 Ross, Wafag Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt  JGLE=e s
a2 Fein, Lukas Credit..  Forensics 09/01/2015 $10.00 $10.00 203083 ChadwinnN Cash Receipt
20 Carrillo, Shel...  Credit.. Forensics 09/01/2015 $20.00 $20.00 H84868 ChadwinnN (L EE G Add FOB
88 Mortensen, C... Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt  JaGE=el. B8
87 Phimsouay, B.. Cash  Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt
84 Bradford, Mic... Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt |ERLR=eli e
83 Conn, Vance Cash Summit Co...  09/01/2015 $25.00 $25.00 melissaki Cash Receipt  |JbLH= - N8
81 Miller, Levi Cash  SummitCo.. D9/01/2015 $15.00 $15.00 melissaki Cash Receipt
79 Fletcher, Kae... Cash Summit Co...  09/01/2015 $15.00 $15.00 melissaki (w.U N EC L Add FOB
78 Rasmuson, B... Cash Summit Co...  09/01/2015 $75.00 $75.00 melissaki Cash Receipt  abGR=el]
68 Eale, Ch Credit..  Summit Co..  09/01/2015 $25.00 4$25.00 751923 melissaki Cash Receipt  |[GULRSGERS .
4 »

2. Click the New EOB/Payment/Adjustment button in the tool bar.

The Payment/Adjustment Posting window is displayed. View field definitions.

Payment/Adjustment Posting
Activity Service Search

| Activity o ' Payment Information 5 Hlectronic
Date 06/03/2016 | By kholtzman © Poyer - pmtMethod | Check v Ref 2
Type EOB/Payer Payment v D Plan
Amount $0.00 Location v
Source Cash Receipt v
Lommens Applied |$0.00 Balance |$0.00 Refund |$0.00 Funds Not Received
| | Acct. period [June 2016 v

|

Services Selected Services Refunds
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3. Complete the Activity section of the Activity tab.
4. Complete the Payer section of the Activity tab.
5. Complete the Payment Information section on the Activity tab.
6. Click the Update button.
The payment is entered on the client's account. The Print Receipt button is activated.
7. Click the Print Receipt button.

The Payment Receipt window is displayed. View field definitions.

_] demo.shsdata.com/DemoSmartCare/LoadReport.aspx?functionName=PaymentReceipt&Paymentld=1098

Print Payment Receipt

Gulf Bend
1009 N. Georgetown St

5128898876

Received From: Cabrera, Bill L. Date of Payment:
Client Name: Cabrera, Bill L. Amount: 50.0000

Method of Payment: Check Check #:

Why can't | access these screens?

33



Payment Adjustments

Process a Refund

When an overpayment is posted to a client's account, it is entered on the account, but is not posted to a
service line. When you process a refund, you do not post the refund to a service line, instead you create a
refund amount on the client's account.

After posting the refund amount on the client's account, the refund process is complete. You do not do
anything else with the amount and the system does not post or create a payment or print a check. Creating
the check is completed outside of the SmartCare system.

Leave a comment and information about the refund on the client account, if desired.
To Process a Refund
1. Display the Payments/Adjustments (####) list page. Tell me how...

The Payments/Adjustments (####) list page is displayed. View field definitions.

Payments/Adiustments (96) e e -~ A X

t.. v |AlPayment Methods ¥

¥ (] Hes Refund

2. Filter the list to determine the records that are displayed. Tell me how...
Tip: Use the Has Refund check box to display accounts that display a Refund Amount.
3. Click the New EOB/Payment/Adjustment button.

The Payment/Adjustment Posting page is displayed. View field definitions.
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e L

Payment/ Adjustment Posting S D S S
Activity Service Search
Activity — » g ey Electronic
Date 06/03/2016 | By | khoitzman e <7 1| PmtMethod [ Check v Ref#
Type EOB/Payer Payment v D Plan
Amount $0.00 Location v
Source Cash Receipt v
Comment Apolied [$0.00 Balance [$0.00 Refund |$0.00 Funds Not Received
Acct. Period | June 2016 v

Services Selected Services Refunds

4. Select who the refund is for in the Type drop down. Select either Client Payment or EOB/Payer
Payment.

5. Select the Client, Payer or Plan in the Payer section.
6. Click on the Refunds tab.

The Refunds tab is displayed. View field definitions.

Services Selected Services Refunds EOB

Refunds History
Refunds Amount RefundType User Date Comment

No data to display

7. Complete the fields in the first line of the tab.

8. Click the Insert button to save the refund information and list the information in the Refunds
History section.

9. Click the Update button to save your work.

10. Click the Close button to close the window and return to the Payments/Adjustments (####) list
page.

Why can't | access these screens?
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Save Payment Information to an Excel File

1. Display the Payments/Adjustments (###) list page. Tell me how... View field definitions.

Payments/Adjustments (96) w % BIX
Al Payer Types v| [AlPayers v All Plans v All Payments v
All Financial Staff ¥ | PaymentId Check Financial Assignment ¥ | | All Payment Methods ¥
All Locations v | Received From 08/01/2015 | ™ Received To 09/01/2015 (™ | Cash Receipt ¥ |[] Has Refund
#! Show only payments unposted amt <> 0 || Show only client payments that can be applied [ | Funds Not Received &=y o
D Payer Type | Location | Date Receivedy | Amount Unposted Amt | Refund Amt Check 2 Remittance ID Entered | Source [ ‘
% Dodds, Mallo..  Credit.. Tooele Cou.. 09/01/2015 $5.00 $5.00 005929 helenf Cash Receipt  [GUGREGRE *
o4 Murray, Jord...  Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt  |ehli=e =N
93 Ross, Wafag Cash Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt  |jgibLR=e -8
92 Eein, Lukas Credit..  Forensics 09/01/2015 $10.00 $10.00 203983 ChadwinnN Cash Receipt  [RLLRSVE)
20 Carrillo, Shel...  Credit.. Forensics 09/01/2015 $20.00 $20.00 H84868 ChadwinnN (oL IEC G Add FOB
88 Mortensen, C.. Cash  Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt  [RULRS ;e
87 Phimsouav, B.. Cash  Forensics 09/01/2015 $20.00 $20.00 dianam Cash Receipt
84 Bradford, Mic... Cash Forensics 09/01/2015 $20.00 $20.00 JenniferMe Cash Receipt  |ebLi=e ol
83 Conn, Vance Cash Summit Co...  09/01/2015 $25.00 $25.00 melissaki Cash Receipt  JEGl=e -8
81 Miller, Levi Cash  SummitCo.. D09/01/2015 $15.00 $15.00 melissaki Cash Receipt
7 fletcher, Kae.. Cash  SummitCo.. 08/01/2015 $15.00 $15.00 melissaki Cash Recsipt
78 Rasmuson, B.. Cash  SummitCo.. 09/01/2015 $75.00 $75.00 melissaki Cash Receipt  [EhLRSL]
68 Eale, Chi Credit..  Summit Co..  09/01/2015 $25.00 $25.00 751923 melissaki Cash Receipt  |[GULRSGERS .
4 ¥

2. Click the New EOB/Payment/Adjustment button.

The Payment/Adjustment Posting window is displayed. View field definitions.

Payment/Adjustment Posting
Activity Service Search

| | Actvity - © Payment Information 8 Fectronic
Date 06/03/2016 | ™ By kholtzman © Poyer = PmtMethod | Check v] Ref #
Type EOB/Payer Payment v D Plan
Amount $0.00 Location v
Source Cash Receipt M
Clmnie Applied |50.00 Balance |50.00 Refund $0.00 Funds Not Received
| | Acct. Period [June 2016 v

|

Services Selected Servicas Refunds

3. Complete the Activity section of the Activity tab.

4. Complete the Payer section of the Activity tab.
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5. Complete the Payment Information section on the Activity tab.
6. Click the Update button.

The payment is entered on the client's account.

7. Click the Save As 2 button to save the payment information to an Excel file.

The ExportData button is displayed in the footer of your browser window.

B: ExportData (32).xls

8. Click on the button to open the Excel file.
The file is opened in an Excel spreadsheet. You can edit, print and save the file as needed.

9. You can now post the payment or adjustment to the account(s) or exit and return later to post the
payment/adjustment.

10. To post the payment or adjustment to the service line, refer to Post a Payment and Adjustment to
a Service Line.

_Or_

To exit and return later, click the Close button. When you are ready to post the payments and
adjustments, refer to Post a Payments and Adjustments to Services.

Why can't | access these screens?
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Transfer the Balance to Several Payers

This task is a portion of the Post Payments and Adjustments to Services topic from step 13.

1. To transfer the balance to several payers, click the Split button to the left of the Comment button.

The Transfers window is displayed.

re [©)
Transfers Ciose
-Tra nsfer Details
Transfered From Murray, Jordana
Transfer |[.00 Transfer To | Trf To ¥ | Transfer Code | Trf Code A Do not bill
Client 1d Transfer Code Amount Transfered To Date of Service

No data to display

2. Type the amount of the balance to transfer in the Transfer field.

3. Select the payer to transfer the balance to in the Transfer To drop down field.
4. Select the reason code for the transfer from the Transfer Code drop down field.
5. Select the Do not bill option to avoid sending a statement to the payer.

6. Click the Add button.

The transfer amount is displayed in the list panel. Notice that the Client Id and Date of Service are
also displayed.

7. Repeat steps 1 through 7 of this task for each balance you need to transfer to a payer.
8. When you are done transferring the balances, click the Close button.

9. Return to the Post Payments and Adjustments to Services topic step 13 to continue posting
payments and adjustments.
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View the Clinical Summary Document before Printing

1. With the Print Clinical Summary window displayed, move the cursor over the document image.

These icons appear on the image. Refer to the icon definitions table below the image for a
definition of each icon.

ClinicalSummaryMain

Client ID: 394180 Page 1 of 2

Summary of Visit

General Information

Organization: CMH Phone: (512) 887-9987

Address: 1009 N. Georgetown St Round Rock TX 78664

Provider: AuDuong, Bill Date: 02/11/2016

Location: Hope Apts

Client Information

Client Name: Bellon, Pam > Date of Birth: 01/12/1941
Race: White

Ethnicity: Not of Hispanic Origin

Preferred Language: English

Participants/Care Team

Primary Physician: Primary Clinician: AuDuong, Bill
Address: Address:

Phone Number: Phone Number:

Reason For Visit

Reason for Visit:

Current Diagnosis/Problem List as of 02/11/2016

No Information Available

Encounter Information

No Information Available

Denradisae Nisine Wicit as ~f NI 711 73018

Icon Definitions

Field Description

\When you hover your cursor over the Clinical Summary image, these icons are displayed.
The number to the right of the slash / indicates the number of pages in the

summary document. The number to the left of the slash identifies the number of
the page that is displayed.

Page numbers  |yse the PgDn button on your keyboard or the scroll bar in the image to move to
a different page.

Click this icon to rotate the image of the summary document clockwise on
quarter turn. To return to the original display, you can keep clicking the icon to
continue rotating the document clockwise a quarter turn.

Click the icon to download a copy of the summary document to the local drive
0N your computer.
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Print document

Click this icon to print the document.

4L
qrF

Fit the document
to page size

Click this icon to increase the size of the document to page-size.

©

Zoom in to
magnify the view
of the document

Click this icon to zoom in to magnify the view of the document.

()

[Zoom out to
decrease the view
of the document.

Click this icon to zoom out to decrease the view of the document.

Return to the Print Clinical Summary topic.
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View the Electronic Remittance Details Report

In the My Reports banner on the My Office tab, there will be a report that lists the 835 files that have been
processed. The report name and format will be custom for your agency.

41

1. Select the hyperlinked report name from the My Reports page.

The Report View window is displayed.

2. Type the Import File ID in the ERFile ID field.

3. Click the View Report button.

The information about the electronic remittance file is displayed.

4. To export the file to a different format, click the arrow in the Select a format drop down and
select the report format you want.

Select from the following format types:

Format Type Uses

XML file with report

data

CSV (comma \Where applicable, can be pasted into another software application that can accept

delimited) copies of CSV files.

PDF Useful for printing or viewing on screen.

MHTML (web

archive)

Excel Useful for transferrin_g to ar_wo_ther spreadsheet. The information WiI_I be formattgd in
rows and columns with individual data in separate cells. Can be printed and edited.

TIFF file This is an image of the file. This file cannot be edited. It can be printed.
Useful for transferring to another Word or word processing document. The information

\Word will be formatted in tables with individual data in separate cells. Can be printed and
edited. Can also be converted to a PDF format in Word..

5. Click the Export icon.

The file is exported to the desired format or application where you can work with the data and
save the file or report.







Field Definitions

Client Account Overview Tab Field Definitions

Unposted Payments $50.00
Last Statement Sent

Internal Collections No

Payment Arrangement
Amount

i —Generate Ciaims | Post Paymerts. | View Past Staermerts.._| -Geneate Satemert= S
Client Account LIS NS SN il [SCETE N (VX
Overview Charge/ Payment Summary
Account Information 3rd Party Payer Information
Client Name Cabrera, Bill Plan Balan b >0 H
Financially Responsible Cabrera, Bill BCBS MEDADVANTAGE fezan2655406 §96.54  $63.28 $0.00
Current Client Balance $-50.00
Unpaid Services $0.00

Payment History Last 30 Days ¥ Show Client Payments Only
Payer Date Amount | Check# Unposted Amount

OP TRAD CAID MH 20159122
OP TRAD CAID MH 20159122
OP TRAD CAID MH 20159122
Client

$133.04 987654321
$253.12 987654321
$155.20 987654321

$50.00 159

$671.74
$671.74
$671.74
$50.00

07/26/2016
07/26/2016
07/26/2016
07/28/2016

Don't Send Statement

Reason | Mail Statement

#| Financial Information is Complete

Accounting Notes

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
IAccount Information
Client Name Identifies the name of the client on the account Last name, First name.

Financially Responsible

Identifies the name of the person who is financially responsible for paying the account
balance. Click the hyperlinked name to display the Client Account page.

Current Client Balance

Identifies the current balance on the account that the client is responsible for.

Unpaid Services

Identifies the dollar amount of any unpaid services on the account. Click the
hyperlinked dollar amount to display the Charge/Payment Summary tab on the Client
Account page.

Unposted Payments

Identifies the dollar amount of any payments that are entered on the account, but are not
osted to a service line charge.

Last Statement Sent

Identifies the date that the last statement was sent to the client.

Internal Collections

Identifies whether or not the client's account is in internal collections for payment.

Payment Arrangement
Amount

Identifies the dollar amount of any payment arrangement set between the client and the
agency accounting department.

Don't Send Statement

Use the check box to avoid sending a paper statement to the client for any outstanding
balance each month.

Reason

If you select the Don't Send Statement check box, select the reason for not sending a
statement from the Reason drop down.

Financial Information is
Complete

Select this check box when all financial information is completely entered in the system.
Until this check box is selected, the system will not generate claims or statements to the
client or his/her plans and payers.

I/Accounting Notes

Use the Accounting Notes field to enter any comments and information needed on the
account. You can enter an unlimited number of characters. Scroll bars appear on the right
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side of the panel if enough characters are inserted in the panel. You can run spell check
on the text. Tell me how...

3rd Party Payer Information

Identifies the third party payers on the client's account who have a balance owing. Click

Plan the hyperinked plan name to display the Charge/Payment Summary tab with this plan's
charges that are currently owed listed.
Balance Identifies the total current balance owing from the third party plan.
Unbilled Amt Identifies the portion of the Balance that has not yet been billed to the plan.
Identifies the dollar amount of the balance for this third party payer that is over 90 days
>90 Days old.
Flagged Identifies whether or not a service line is flagged.

Payment History

<days drop down>

ayment. Options are:
All payments

Eelect an option from the drop down to filter the payment history by the date of the
e Last 30 days
(o Last 60 days

e Last 90 days

Show Client Payments
Only

Select the check box to display only client's payments. Otherwise, all payments on the
account are listed regardless of who made the payment.

Payer Identifies who made the payment to the account.

Date Identifies the date the payment was entered on the account.

Amount Identifies the dollar amount of the payment.

Check# Identifies the check number entered when the payment was entered into the system.
Identifies the dollar amount of the payment which has been entered on the account, but

Unposted Amount

has not been posted to a charge.
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Correction Window Field Definitions

Correction

J|

—
=)

k

Close

Services
Client Albanez, Jolens

Procedure |PDIE LMHT

o Total Current Service Balance $321.60

DOS 09/01/2015 11:00 AM | Location

Client $473.60  §321.60 $100.00

Financial Activity
Payer |Albanez, Jolene
Date  |07/12/2016
Amount

Balance

Type Client Payment

By sfarber
Applied

Refunds

| Charges | UnBilled | Pa‘,'ments. Adj

| Balance

§52.00 $321.60

Previous Entry

Payment Adjustment

Accounting Period :

Flag Transfer To

July 2016

Correct Entry

Payment

Comment

Adjustment  Adjustment Code

Transfer  Transfer Te Transfer Code

v| B [ Flag T To v

Accounting Period : July 2016

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Services

Client Identifies the client's name for the service.

DOS Identifies the date of service and the time of service.
Procedure Identifies the procedure code that defines the service.

Financial Activity

Payer

Identifies who made the payment.

Type Identifies the type of payment.

Date Identifies the date of the payment.

By Identifies who posted the payment.

Amount Identifies the dollar amount of the payment.

Applied Identifies the amount of the payment applied to the charge.
Balance Identifies the balance of the payment left to post.

Refunds Identifies any refund due to the payer.

Payers

Total Current Service
Balance

Identifies the current balance on the service.

Location

Identifies where the payment was made.

Charges

Identifies the total charges on the client's account.
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Unbilled Identifies the balance on the account that has not been billed.

Payments Identifies the dollar total of payments applied and posted to the account.
IAdj Identifies the dollar total of adjustments posted to the account.

Balance Identifies the current balance owing on the account.

Previous Entry

Identifies the payment that was posted to the account for the date of service shown in the

Payment - .
Services section.
. Identifies the dollar amount of the adjustment posted to the account for the date of
Adjustment - . . .
service shown in the Services section.
Identifies the dollar amount(s) and adjustment code(s) designated for the adjustment
<panel> amount shown in the Adjustment field. If the list extends below the bottom border of the
panel, click in the panel to display the entire list.
Flag Identifies whether or not the payment or adjustment was flagged. Where does the flag

appear??? Same as flags in client viewing area?

Transfer To

Identifies the dollar amount that was transferred to another payer.

<drop down> field

Identifies the transfer code assigned to the transfer???

<panel>

Identifies the dollar amount and transfer code transferred to another payer.

l/Accounting Period

Identifies the accounting period selected to post the activity to.

Correct Entry

To correct an entry, type all fields as you want them to be. Do not just type the correct amount in a field.

Payment Identifies the dollar amount that the payment should be.

IAdjustment Identifies the dollar amount that the adjustment should be.

IAdjustment Code Identifies the corrected code that defines the adjustment

Split button Use the Split button to post multiple adjustments with different adjustment codes.
Flag Identifies that you want to assign a flag to the payment/adjustment.

Transfer Identifies the dollar amount of the charge to transfer to another payer.

Transfer To

Identifies the name of the additional payer(s) to transfer the charge(s) to.

Transfer Code

Identifies the reason code assigned to the transfer.

Do Not Bill Identifies that the balance should not be billed to a payer.
Split button Use the Split button to transfer amounts to multiple payers.
Comment Use the Comment field to enter comments on the correction. You can enter up to 750

characters. The characters are displayed to the right as you type in the field.

lAccounting Period

Identifies the accounting period the payment/adjustment should be posted to in the
Ledger. Typically, only the current accounting period is displayed.
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Electronic Remittance File Details Window Field Definitions

“Parsing °
Error

| Batches

Electronic Remittance File Details EEES

File Details Batch Detail
| Sender

ER File ID 8 Sender Name  Optum Sender ID Import Date  07/21/2016 Total Payments ($)

Fayer/Flan #| Apply Adjustment «| tpply Transfer Do Mot Process File Processed
| File Data

ISA| 0O 00 |ZZ|HTO00816-002  |ZZ|HTO00012-001

|160323] 1545/ |00501|0000D0120] 0| T|:GS|HC|UT |0032]20160323]1545|120]X|005010%222A15T|837|000001200|005010X222A1 BHT|0019]00|000000120

|20160323|1545|CHNM1 |41|2|NHS| || |46] HTODOS16-D02PER |IC|SUSAN STONE|TE|S5 128858876 NM1|40| 2|REGENCE BCBS OF

UTAH] ||| |46 |UT0S087HL| 1] [20] 1NM1|85]2|MHS | ||| 3| 1932166380M3 1008 N GEORGETOWN ST ROUND RN4|ROUND -

[ Process Fie |

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
Sender
ER File ID Identifies the unique number assigned by the system to the file when it is imported into the

Ssystem.

Sender Name

Identifies the entity sending the file.

Identifies the system ID assigned to the sender when the company was set up in the

Sender 1D
system.
Import Date Identifies the date the file was imported into the SmartCare system.
Total Payments (3$) Identifies the total dollar amount of payments included in the file.
Payer/Plan Identifies the payer organization or insurance plan who is paying for services.
Apply Adjustment Identifies whether or not the ER process will apply adjustments to service lines from the
payer/plan.
Identifies whether or not the ER process will create transfers for balances to secondary
Apply Transfer
payers/plans.
Identifies whether or not you want the electronic remittance process in the overnight batch
Do Not Process brocess

File Processed

When selected, identifies that the file process is completed.

File Data

Text in the field identifies the actual data in the file displayed. Use the scroll bar to
advance through the file, if needed.
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Parsing Error

Identifies any parsing errors found when the file is processed in the overnight process by
SmartCare.

Batches

If the file is over a certain size, the system breaks the file into batches of 5000 lines or
less. The batches are listed with specific information about each file, including a batch ID

that the system assigns.
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Electronic Remittance Window Field Definitions

e
Electronic Remittance i
Optum r Import New File |
Import File ID sendsr Name Pavyer/Plan Name File Mame Import Date
w1 Optum Sampl=835.835 07/20/2016 10:44:08 AM

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Select Electronic
Remittance sender

Identifies the sender of the electronic remittance you have chosen.

List

Delete icon

X

Use the delete icon to delete the file from the system.

Import File ID

Identifies the ID number assigned by the system to the file when it is imported. Click the
hyperlinked number to open the Electronic Remittance File Details window to view
specific information and the contents of the file. You can also process the file from the
Electronic Remittance File Details window.

Sender Name

Identifies the organization sending the file.

Payer/Plan Name

Identifies who the remittance is from. This is the organization who is paying for the
service lines.

File Name

Identifies the file name.

Import Date

Identifies the date and time of the import process.
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Payment Adjustment Posting Window Activity Tab Field Definitions

Payment/Adjustment Posting
Activity Service Search

Activity
Date 06/03/2016 | EH”

Type EOB/Payer Payment

Amount $0.00

Comment
Acct. Period | June 2016
Services

Selected Services Refunds

s Electronic
P Payment Information
By | kholtzman ® Payer v Pmt Method Check v | Ref2
v o] Plas
Location v
Source Cash Receipt ¥
Applied |$0.00 Balance |$0.00 Refund |$0.00 Funds Not Received ['Print RECSint]
v
==

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
IActivity

Identifies the date the payment was received. Defaults to the current day's date. Use the
Date .

calendar icon to change the date.
By Identifies the system user who is applying the payment or adjustment.

Identifies what kind of transaction is being entered on the client's account. Options are:
Tvoe e Adjustment

P e Client Payment
o EOB/Payer Payment

D Identifies the payment ID assigned by the system when the payment is entered into the

system.

Identifies the dollar amount of the payment. You can enter up to 15 numbers. The system
Amount : . -

adds the decimal point and the trailing two zeros.

Identifies a comment added about the payment. You can enter an unlimited number of
Comment PO

characters in this field.
lAcct. Period Identifies the accounting period the payment will be posted to.

Payer - Adjustment

This section changes depending on the selection you made in the Type field in the Activity section.

Payer

Identifies who is making the payment that requires an adjustment.

Plan

Identifies who is making the payment that requires an adjustment.

Client button

Click the Client button to select the name of the account where you are making the
adjustment. The Client Search window is displayed. Tell me how...

Payer - Client Payment

This section changes depending on the selection you made in the Type field in the Activity section.

Client button

Click the Client button to select the name of the client who is making the payment. The
Client Search window is displayed. Tell me how...
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Name if not client

Type the payer's name, if it is not the client.

Payer - EOB/Payer Payment
This section changes depending on the selection you made in the Type field in the Activity section.

Payer

Identifies who is making the payment. Use this selection if one payer pays for multiple
plans.

Plan

Identifies the plan that is making the payment. Choose if the plan is making the payment
for services.

Payment Information

This check box is selected if an electronic remittance posted the payments, adjustments

Electronic
and transfers.
Identifies how the money is received. Options are:
e Amex
e Cash
e CC
Pmt Method e Check
e Credit Card
e Money
e NO
Ref # Iden_tifies the n_umber of the payment document. For example,_ a checl_< number or
remittance advice number. You can enter up to 50 characters in this field.
Location Identifies the location where the payment is received.
Identifies the source of the payment to the organization. Options are:
e Cash Receipt
e Deposit Report
e LB
Source e Lock Box
e Mail
e NO
e System
e Transfer Voucher

Payment Listing

Identifies the dollar amount of the payment applied to the account. This amount does not

Applied appear until the payment is posted to a service line.
Identifies the dollar amount of the payment. As you post the payment to a service, this
Balance amount is decremented. During the posting process, this field displays the balance
remaining on the payment that still needs to be applied to an account.
Refund Identifies the dollar amount of any refunds that are posted during this payment posting.

Funds Not Received

This check box identifies that you are entering EOB information to client services, but
the money has not yet been received in the agencies office or checking account.

Print Receipt button

et O
st [

When the payment is posted to the account(s), click the Print Receipt button to print a
receipt. Tell me how...

<comment> area

The system displays information about the payment as you apply the payment to each
charge.

Maximize button

When services are listed in the Services section below for payment, click the Maximize
button to display more lines.

Minimize button

When you have maximized the screen to list more charge lines, click the Minimize
button to display fewer lines.

Services Sub-tab

Information is displayed in this section, after you apply the payment and adjustment to the service..

Id

ldentifies the ID assigned to the charge when it was created in the system.
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Identifies the name of the client whose account you are posting a payment or adjustment

Client Name o
DOS Identifies the date of service for the charge on the client's account.
Procedure Identifies the procedure code for the service.
Flagged Identifies whether or not a flag has been applied to the account.
Balance Identifies the account balance after the current payment was applied.
Identifies the original dollar amount charge for the service.
Charge
Identifies the dollar amount of the payment applied in this transaction.
Payment
IAdjustments Identifies the dollar amount of any adjustment applied in this transaction.
Transfers Identifies the dollar amount of any transfers made in this transaction.
Comment Displays comments, if any were entered during this transaction.

Selected Services Sub-tab

First Row in the Sub-tab

Payment amount

When a service line is selected in the list, the total service line dollar amount is listed in
this field. This identifies the amount to pay on the account.

To change the amount of the payment, type the new payment dollar amount in the field.
Enter the payment as dollar amount, decimal point and cents amount. If you type just
numbers, the system will add a decimal point and two trailing zeros.

Notice that if you change the dollar amount, the balance after the payment amount is
subtracted from the service line charge is displayed in the Transfer to field.

IAdjustment amount

To write-off an amount from the service line charge, type the adjustment amount in the
field. Enter the payment as dollar amount, decimal point and cents amount. If you type
just numbers, the system will add a decimal point and two trailing zeros.

IAdj Code

Select a reason code for the adjustment from the drop down list.

Split button

:

To apply multiple adjustments based on different reasons, click the Split button first
before entering an adjustment amount or adjustment code. Tell me how...

Flag

Select the check box to flag the service line for additional work.

Transfer amount

To transfer an amount to a different payer or to the client for payment, enter the dollar
amount to transfer. Enter the payment as dollar amount, decimal point and cents amount.
If you type just numbers, the system will add a decimal point and two trailing zeros.

Select the payer to transfer the amount to for payment. The drop down list contains the

ﬂ

1770 client's name and all plans set up for the client.

Trf Code Select a reason code for the transfer from the drop down list.

Do not Bill Select the check box to avoid sending a statement to the client.

Split button To set up multiple transfers, click the Split button first, before entering the transfer

amount or transfer to selection. Tell me how...

Comment button

ITo enter a comment on this service line, click the Comment button. Tell me how...

IAdd button

|

When you have entered all the information for the payment, adjustment and transfer,
click the Add button. The information is displayed in the Services sub-tab list section,
indicating that the information is posted to the system.

Notice when you click the Add button, the next service line is selected for entering
information.

Modify button

[

If you select an item in the list where information has already been added to the service
line, the Add button changes to the Modify button. Makes changes in fields as needed,

then click the Modify button.

List Section of the Selected Services Sub-tab
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Delete icon

X

Use the delete icon to delete the service line from the selected services list. This does not
delete the service line from the system, but just from this payment posting.

Radio button

Use the radio button to select the service line you want to work on. When you select the
radio button, the amount of the charge is displayed in the payment field.

Service Id Identifies the 1D assigned to the service by the system when the service was created.
Name Identifies the client's name who received the service.
DOS Identifies the date of service for this charge.
Procedure Identifies the procedure code defining the service.
Charge Identifies the dollar amount charged for the service.
Balance Identifies total current balance owing for the service line.
Identifies the total dollar amount(s) enter as payment, adjustment and transfer. The
To Post amount is not posted to the service line until you click the Update button when you are
done posting payments.
Identifies the new balance owing on this service line after the payment and adjustments
New Balance are posted. The new balance is not updated until you click the Update button when you
are done posting payments.
Identifies the name of the payer or plan where the balance is being transferred for
Next Payer
payment.
Refunds Sub-tab
Refund Identifies the type of transaction being posted in this sub-tab.
IAmount($) Identifies the dollar amount of the refund being posted to the account.
Refund type Identifies the type of refund being posted.
Date Identifies the date you are posting the refund on the account.
Comment Identifies any comment entered to describe this transaction. You can enter up to 390

characters in this field.

Refunds History section

Refunds

Identifies that the transaction is a refund.

Amount Identifies the dollar amount of the transaction.

Refund/Type Identifies the type of transaction.

User Identifies the user sign on name of the person who posted the transaction.
Date Identifies the date the transaction was posted.

Comment Identifies any information describing the transaction.

EOB Sub-tab

Record Description

Identifies the type of EOB document scanned or uploaded to the system for this payer.

IAttached Date

Identifies the date the EOB was added to the system.

53




Field Definitions

Payments/Adjustments List Page Field Definitions

Payments/Adjustments (96) Hix
All Payer Types v All Peryers v All Plans v All Payments
All Financial Staff ¥ Payment Id Check # Financial Assignment ¥ | | Al Payment Mathods ¥
All Locations v | Recolved From 08/01/2015 8™ Recelved To |09/01/2015 |Z8™  Cash Receipt v | (] Has Refind
+ Show anly payments unposted amt <> 0 Show only client payments that can be applied || Funds Not ﬂRPiUPd o
ID | Ppaver |Bpe |location | patoRecolvedv| Amoust | UnoostedAmt | BefndAmé | Checks | BemitancelD | Enfored By |sowce |
96 Dodds, Mallo..  Credit.. Tooele Cou.. 09/01/2015 $5.00 $5.00 005929 helenf Cash Receipt |
94 Murray, Jord...  Cash Forensics 0172015 $20.00 $20.00 JenniferMe Cash Receipt
93 Ross, Wafaa Cash Forensics 090172015 520.00 220,00 dianam Cash Receipt
92 Fein, Lukas Credit.. Forensics 00/01/2015 $10.00 £$10.00 203083 Chadwinnh Cash Receipt  §
a0 Carillo, Shel . Credit.. Forensics X01a01s §20.00 £20.00 HE4BE8 ChadwinaN Cash Receipt
88 Mortensen, C..  Cash Forensics 09/01/2015 £20.00 $20.00 JenmnifesMe Cash Receipt
87 Phimsengre, 8. Cash Fowersics QORI $20.00 $20.00 dianam Cash Receipl
B84 Bradford, Mic .. Cash Forensics 09/01/2015 $20.00 $20.00 Jenniferte Cash Receipt
83 Com, Vance Cash Summil Co.. 09012015 $25.00 $25.00 medissaki Cash Receipt
81 Miller, Lewi Cash Summit Cou.. 09/01/2015 £15.00 $15.00 malissaki Cash Recelpt
79 Eletcher, Kae.. Cash  SummitCo..  DS/01/2015 $15.00 $15.00 mefissaki Cash Receipt
7B Ragmwson, 8.  Cash Summit Co..  DIOL/2015 §75.00 $75.00 miclissaki Cash Receipt
68 Eale, Chilstg...  Credit., Summit Co.. 012015 $25.00 £35.00 751023 mifissaki Cash Recedpt

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Filter

IAll Payer Types

Payer types identify the various categories of payers. Select from the drop-down list to
filter records to display in the List area of the page. Options are:

o All Payer Types

e Choose from the list of all payer types in the system

Payers identify the specific insurers who pay for services. Select from the drop-down list
to filter records to display in the List area of the page. Options are:

IAll Payers « All Payers
e Choose from the list of payers in the system
Plans identify the specific insurance companies' coverage plans. Select from the drop-
Al Plans down list to filter records to display in the List area of the page. Options are:

e All Plans
e Choose from the list of insurance plans set up in the system

IAll Payments

Select from the drop-down list to filter records to display in the List area of the page.
Options are:
e All Payments
All Activity Types
Adjustment
Claims Creation
Client Payment
EOB/Payer Payment
Service Complete
e Service Deleted

IAll Financial Staff

Select from the drop-down list to filter records to display in the List area of the page.
Options are:
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¢ All Financial Staff
o Choose from the list of agency staff entered into the system

Payment Id

Enter a payment ID to display a specific payment. The payment ID is assigned by the
system when a payment is entered on an account.

Check #

Enter a check number to search for and display the specific payment.

Financial Assignment

Select from the drop-down list to filter records to display in the List area of the page.
Options are controlled by financial assignments set up by your agency. A financial
assignment is a group created in SmartCare that includes specific payers who are
assigned to a accounting or bookkeeping staff member to be responsible for. This
assignment lets the staff member search for only the payers in their financial assignment
group.

IAll Payment Methods

Select from the drop-down list to filter records to display in the List area of the
page. Options are controlled by your agency's set up of SmartCare Global Codes.

IAll Locations

Select from the drop-down list to filter records to display in the List area of the page.
Options are:

e All Locations

e Choose from the various locations set up for the agency where clients are seen

Received From

Use the calendar icon to select the starting date of payment receipts that you want to
display.

Received To

Use the calendar icon to select the ending date of payment receipts that you want to
display.

Cash Receipt

Select from the drop-down list to filter records to display in the List area of the page.
Options are controlled by your agency's set up of SmartCare Global Codes.

Has Refund

Select the check box to display records where there is a credit balance on the account and
the payer on the account is due a refund.

Show only payments
unposted <> 0

Select the check box to display records where there are unposted payments are less than
or greater than zero.

Show only client
payments that can be
applied

Select the check box to display records where there are payments that can be applied.

Funds Not Received

Identifies that an EOB was received from which you can enter payments and adjustments
on account(s), but the money has not been received yet nor deposited to the bank yet.

Select the check box on the Payment/Adjustment Posting page in the Activity tab when
you enter the payment. Filtering this check box lets you find those payments that were
posted from the EOB to verify that the money has arrived.

Client button

Click the Client button to display the Client Search window to search for a specific
client. When you select the client from the window, the client's name is displayed in the
field. You cannot type a name directly in this field.

Eraser icon

47 Click the eraser icon to delete any name displayed in the Client field.

List

ID Identifies the 1D the system assigned to the payment when it was entered into the system.
Identifies the party making the payment. If the payer is a client, click the hyperlinked

Payer name to display the client's account page. View field definitions. If the payer is a plan,
click the hyperlinked name to display the Plan Details page. View field definitions.

Type Identifies the payment method used to make the payment.

Location Identifies where the payment was received.

Date Received

Identifies the date the agency received the payment. Click on the hyperlinked date to
display the Payment/Adjustment Posting page. View field definitions.

Amount Identifies the dollar amount of the payment.
Unposted Amt Identifies the dollar amount that has not been posted to charges on the account.
Refund Amt Identifies the dollar amount if a refund is due to the payer.
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Check # If the payer paid by check, the check number is listed.

Remittance ID If the payment was from a group payment, identifies the ID assigned to the remittance.
Entered By Identifies the user name of the person who entered the payment into SmartCare.
Source Identifies the format the agency received the payment in.

IAdd EOB button

Click the Add EOB button to scan or upload an Explanation of Benefits (EOB)

document from a payer. Tell me how...
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Plan Details General Tab Field Definitions

Plan Details R ~

General Billing Codes Rules Payments And Adjustments Eligible Clients Care Management Custom Flelds

General Information Claim Information
o :
# Active || Information is Complete e
Capitated Funding Source
Name
pr——— This Is a Medicald Plan Billing Diagnasis Type DSM o
2Ly Standard Electronic Claim Format ¥
over [l = This is & Medicare Plan
Payer Combine claims with other coverage plans for the same payer
Electronic Eligibilty
Type Verification
Standard Paper Claim Format
R L Plan Does Not Allow
Begin billing 1CD10 G Replacement Claims Provider 1d
OB Briority Provider Id Type X
Claim Alling Indicator Code v
Send Allowed Amount on Claims Electrongc Claims Payer Td
Add-On Charges () Do not bundle () Auto bundle ) Bundle but Ignore Claim Office #
Validations
Comments
| Service Areas
2 b
———T— — —r
| Contact Information L'.—'
Mame
Telephone
Fax
li [+
Organization Name Claims Address
Contact Name
Telephone Email Address

Fax

Comaments:

Options
Exchude From Reallocation Process If Charge Exdsts

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
General Information
Active Identifies whether the plan information is active in the system or not.

Identifies whether the content for this plan is complete or not. Until the option is checked,
Information is Complete the plan is not displayed in drop-downs throughout the system nor are claims created and
sent to this plan.

Name* Identifies the name of the plan.
Identifies the name of the plan that is displayed throughout the system and on report. The
Display As* first 20 characters of the Name are displayed. You can change the Display As name to the

name you want to appear in drop downs and throughout the system.
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Payer*

Identifies the entity which writes the checks. If the same payer is used by multiple plans,
you can use that payer for services covered by those plans.

Type

The payer description selected in the Payer field is displayed here. The types are a Global
Code set up to categorize payers into the group types.

Begin billing ICD10

Identifies the date when this plan will begin accepting billing using diagnosis codes from
IDC10.

COB Priority

Coordination of benefits. Identifies the priority for this plan when a client is covered by
multiple plans.

Send Allowed Amount on
Claims

Identifies that only the allowed amount is included on claims to this plan.

\Add-On Charges

The options identifies how to handle billing when add-on codes are added to the main
procedure code selected on the service. Options are:

Do not bundle

Auto bundle

Bundle but Ignore Validations

Capitated Funding Source

Identifies that this plan is a capitated funding source. This means that the plan pays a set
amount for each enrolled person for a period of time

This is a Medicaid Plan

Identifies that this plan is part of Medicaid.

This is a Medicare Plan

Identifies that this plan is part of Medicare.

Electronic Eligibility
\Verification

Identifies that this plan verifies a client's eligibility in the plan electronically at
registration or admission.

Plan Does Not Allow
Replacement Claims

Identifies that the plan does not allow corrections to previously submitted claims.

Click the Add Service Areas button to add service areas to the plan. Tell me how...

Service Areas

Claim Information

Claims Address

Identifies the address where claims are sent for processing for payment.

Billing Diagnosis Type

Identifies whether billing is sent to this payer with DSM or ICD diagnosis codes.

Standard Electronic
Claim Format

Identifies the electronic claim format that this payer uses. Either this format or the
standard paper claim format must be selected for the system to generate claims.

Combine claims with
other coverage plans for
the same payer

Identifies whether or not you want claims from other plans combined if they are
submitted to the same payer.

IAdvanced button

Click the Advanced button to enter advanced claim formats both electronic and paper for
this plan.

Standard Paper Claim
Format

Identifies the format the payer wants paper claims submitted to them. Either this format
or the standard paper claim format must be selected for the system to generate claims.

Advanced button

Click the second Advance button to enter An Advanced Provider ID Definition for the
Plan.

Provider Id

Identifies the Provider ID issued by the payer.

Provider Id Type

Identifies which payer issued the Provider ID.

Claim Filling Indicator
Code

Identifies the claim filling indicator code used by the payer.

Electronic Claims Payer
Id

Identifies the payer's ID for electronic claims.

Claim Office # Identifies the payer's claim office phone number.
Comments
Comment [Enter comments as needed for this plan. You can enter unlimited characters.

Service Areas

IAdd Service Areas button

[Click the Add Service Areas button to add service areas that are billable for this plan.
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(service areas name)

Identifies the services area(s) that have been added to this plan.

X

To delete a service area, click the next to the service area you want to delete.

Contact Information

Name

Identifies the name of the contact person at this plan.

Telephone

Identifies the plan's contact person's phone number.

Fax

Identifies the plan's contact person's fax number.

Utilization Management

Organization

Organization Name

Identifies the organization that authorizes services for this plan.

Contact Name

Identifies the name of the contact person at the UM organization.

Telephone Identifies the phone number of the contact person at the UM organization.
Fax Identifies the fax number of the contact person at the UM organization.
Comments Enter comments as needed for the UM organization. You can enter an unlimited number

of characters.

Claims Address

Identifies the address where claims are sent for this UM organization.

Email Address

Identifies the email address for the contact person at the UM organization.

Options

Exclude From
Reallocation Process If
Charge Exists
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Print Payment Receipt Document Page Field Definitions

1. With the Print Payment Receipt window displayed, move the cursor over the document image.

These icons appear on the image. Refer to the icon definitions table below the image for a
definition of each icon.

_] demo.shsdata.com/DemoSmartCare/LoadReport.aspx?functionName=PaymentReceipt&Paymentld=1098

Print Payment Receipt

Gulf Bend
1009 N. Georgetown St

5128898876

Received From: Cabrera, Bill L. Date of Payment:
Client Name: Cabrera, Bill L. Amount: 50.0000

Method of Payment: Check Check #:

Icon Definitions

Field Description
\When you hover your cursor over the image, these icons are displayed.
The number to the right of the slash / indicates the number of pages in the document. The

number to the left of the slash identifies the number of the page that is displayed.

Use the PgDn button on your keyboard or the scroll bar in the image to move to a
different page.

Click the rotate clockwise icon to rotate the image of the document clockwise on quarter
turn. To return to the original display, keep clicking the icon to continue rotating the
Rotate clockwise document clockwise a quarter turn.

Page numbers

Click the download icon to download a copy of the document to the local drive on your

computer.
Download document

Click the print document icon to print the document.

Print document
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Click the Fit to Page icon to change the size of the document to page-size.

Click the Zoom in icon to magnify the view of the document.

Zoom in to magnify the
\view of the document

Click the Zoom out icon to decrease the view of the document.

Zoom out to decrease the
\view of the document.
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Refunds Tab Field Definitions

Services Selected Services Refunds EOB

Type  ®Refnd  Amount(s) Refund type v Date = Cormment
Refunds History
Refunds Amount RefundType User Date Comment

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Type Identifies the activity on the account as a refund.

IAmount($) Type the dollar amount of the refund in this field.

Refund type Use the drop down arrow to select the type of refund.

Date Use the calendar icon to select the date of the refund.

Comment Enter a comment about the refund. You can enter an unlimited number of characters.
Refunds History

Refunds Identifies that the transaction is a refund.

Amount Identifies the dollar amount of the refund posted to the client account.
Refund Type Identifies the type of refund.

User Identifies the user sign on hame of the person who entered the refund.
Date Identifies the date the refund was created on the account.

Comment Displays any comment entered for the refund.
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Scan or Upload Window Field Definitions

SmartCare

h

Record Description

)( untitied]
X [untitled]

X  DSMS Document

Attached Date

L

07/28/2016
07/28/2016
07/28/2016

= = b

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Scan button

Click the Scan button to scan a paper document into the system and attach to the client's
account. Tell me how...

Upload button

Click the Upload button to upload an electronic file saved to your SmartCare computer
system. Tell me how...

Delete icon

X

Click the delete icon to delete a scanned document. Click the Yes button in the
Confirmation Message window that is displayed. Click the OK icon on the Scan or
Upload window.

Record Description

Identifies the type of document file that was uploaded. This is the description entered on
the Record Detail page in the Description field. Click the hyperlinked name in this
column to display the View Images window with the scanned document displayed.

IAttached Date

Identifies the date the file was uploaded. This is the date selected on the Record Detail

age in the Effective field.
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Scanned Medical Record Detail Page Field Definitions

Scanned Medical Record Detail [ sove NENER B
Payment EOB v zusuws Abbott, Amanda (7 Effective iiiii g
Record Type ¥ | Description
Image Details
1
Client ID: 1227660
{
-
N Diagn

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
Filter

Identifies the type of document you are scanning. This information comes from the page
Payment EOB and button you used to scan the document. Click the arrow in the drop down to select a

different document type.

Client Search button

=

Click the Client Search button to search for a client. Tell me how...

Identifies the 1D assigned to the client when the client was registered in the system. This

Client ID information is filled in from the page where you accessed the scan document page.
. Identifies the client's name that you are going to scan a document into the system. This

Client name . R .

information is filled in from the page where you accessed the scan document page.
Eraser icon _
ef? Use the eraser icon to clear the text from the client 1D and client name fields.
Effective Use the calendar icon to select the effective date of the document you are scanning.
Record Type Use the drop down arrow to select the record type you are scanning.

. Enter a description of the document you are scanning. You can enter up to 100 characters

Description L e

in this field.
Image Detail
\Whole Page button

Click the Whole Page button to display the scanned image to view the whole page.

Click the Zoom In button to enlarge the scanned image to view a specific portion more
easily.

Click the Zoom Out button to decrease the size of the scanned image.

64



Payments and Adjustments User Guide

Delete button

Click the Delete button to delete the scanned image.

Reload button

Click the Reload button to add the displayed page again into the scanned document.

Click the Reload All button to add all scanned pages of this images.

"Insert Page(s)

Click the Insert Page(s) button to scan another document to insert into the currently
scanned image.

Append Page(s) button

Click the Append Page(s) button to scan another document to add the those pages at the
end of the currently scanned image.

Click the Edit Image button to edit the scanned image.

Page 1 of
Page 1

¥ |of 1

The Page 1 of # icon identifies what page you are displaying in the scanned document.
Use the drop down arrow to select a different page to view.

<image thumbnail>

1

All scanned pages are displayed in this column. Click on the thumbnail to display that
specific page.

Image

Identifies the enlarged image of the page you are viewing.
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Selected Services Sub-tab Field Definitions

Notice that the Selected Services sub-tab is identified by the red box in the figure below.

Payment/ Adjustment Posting
Service Search

Auts Post

Comement

SR

PO P—

¥ ® smw Clasberry, Mary (5486) 07/06/2016 10:00 AM /M HIGH COMPLEXTTY.

Charge Balance ToPost Mew Balance Naxt Payer

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

First Row in the Sub-tab

When a service line is selected in the list, the total service line dollar amount is listed in
this field. This identifies the amount to pay on the account.

To change the amount of the payment, type the new payment dollar amount in the field.
Payment amount Enter the payment as dollar amount, decimal point and cents amount. If you type just
numbers, the system will add a decimal point and two trailing zeros.

Notice that if you change the dollar amount, the balance after the payment amount is
subtracted is displayed in the Transfer to field.

To write-off an amount from the service line charge, type the adjustment amount in the

IAdjustment amount field. Enter the payment as dollar amount, decimal point and cents amount. If you type
just numbers, the system will add a decimal point and two trailing zeros.
IAdj Code Select a reason code for the adjustment from the drop down list.
Split button To apply multiple adjustments based on different reasons, click the Split button first
-"I Spit.. before entering an adjustment amount or adjustment code. Tell me how...
Flag Select the check box to flag the service line for additional work.
To transfer an amount to a different payer or the client for payment, enter the dollar
Transfer amount amount to transfer. Enter the payment as dollar amount, decimal point and cents amount.

If you type just numbers, the system will add a decimal point and two trailing zeros.

Select the payer to transfer the amount to for payment. The drop down list contains the

T To client's name and all plans set up for the client.

Trf Code Select a reason code for the adjustment from the drop down list.

Do not Bill Select the check box to avoid sending a statement to the client.

Split button To set up multiple transfers, click the Split button first, before entering the transfer
-"' Spit.. amount or transfer to selection. Tell me how...

Comment button

To enter a comment on this service line, click the Comment button. Tell me how...
el me fo..
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IAdd button

When you have entered all the information for the payment, adjustment and transfer, click
the Add button. The information is displayed in the Services sub-tab list section,
indicating that the information is posted to the system.

Notice when you click the Add button, the next service line is selected for entering
information.

Modify button

If you select an item where information has already been added to the service line, the
Add button changes to the Modify button. Makes changes in fields as needed, then click
the Modify button.

List

Delete icon

X

Use the delete icon to delete the service line from the selected services list. This does not
delete the service line from the system.

Radio button

Use the radio button to select the service line you want to work on. When you select the
radio button, the amount of the charge is displayed in the payment field.

Service Id Identifies the 1D assigned to the service by the system when the service was created.
Name Identifies the client's name who received the service.
DOS Identifies the date of service for this charge.
Procedure Identifies the procedure code defining the service.
Charge Identifies the dollar amount charged for the service.
Balance Identifies total amount of payments, adjustments and transfers posted to the service line.
To Post Identifies the total dollar amount the system will post to this service line.

Identifies the new balance owing on this service line after the payment and adjustments
New Balance

are posted.
Next Payer Identifies the dollar amount being transferred to another payer(s).
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Field Definitions

Payment/Adjustment Posting (2)

Adtivity | Service Search

Select Services
Payer |CIGNA (EAP) DOS From i

@/ Find Only Services Where the Balance>0

Select: All, All on Page, None
ServiceId | Name A Date Of Service
2950 Holbrook, Madelyne (. 09/04/2015 2:00 PM
9088 Johnson, Mary (17316... 09/02/2015 8:45 AM

DOS To i1 g

Include Credit Services

Billing Code
Family Therapy 60.00 Minutes
Pharm Mng 3 15.00 Minutes

Enter a batch number '345' or batch numbers '345, 359, 360" or a range '345-350".

Batch Number(s)

Claim Line Number

Charge
$194.00
$166.30

Client Name

Payment Adiustment Balance

$0.00
$0.00

$0.00
$0.00

S D D T -
B I8 T

$194.00
$166.30

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
Select Services
Paver Identifies the person's name who provided the payment for the account. This may
Y be different than the client's name on the account.
Identifies the beginning date of service you want to list records from. Use the
DOS From .
calendar icon to select the date.
Identifies the last date of service you to list records from. Use the calendar icon to
DOS To
select the date.
Enter batch number(s) to display records from a specific batch. You can search
for:
Batch Number(s) e One batch - enter one batch number
e  Multiple batch numbers - if the numbers are not in sequence, type the numbers
and separate them by commas. For example, to find services in three batches, enter
the numbers as 345, 359, 360
e Range of batch numbers - type 345-350
To search by client name, if it is different than the payer, type the client's name.
Client Name Type in only the client's last name or first name to display only that client's
records.
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Find Only Services
\Where the Balance >0

Select the check box to indicate that you only want to see records where the
account balance is greater than zero, i.e., an amount owing on the account..

Include Credit
Services

Select the check box to display client service records that have a negative
balance.

Claim Line Number

When a claim is created from a service and charge, the system assigns a number
to each line in the claim.

List

Select: All, All on
Page, None

Click the option to select records in the list. Options are:

e All - Selects all records that are listed, including records that you cannot see.
e All on Page - Selects only the records listed on one page. If there are multiple
pages of records, note the page list at the bottom of the list panel.

e None - If you have selected records and want to deselect them, use the None
option.

<check box>

Select the check box next to each client record that you want to apply the
payment or adjustment to.

Service Id

Identifies the ID assigned by the system when the service was created in the
system.

Name

Identifies the client's name associated with the service.

Date of Service

Identifies the date of service.

Billing Code Identifies the billing code used to bill the payer.

Charge Identifies the dollar amount charged for the service.
Payment Identifies any payment already posted to the service line.
IAdjustment Identifies any adjustment already posted to the service line.
Balance Identifies the balance remaining due on the service line.
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Services Sub-tab Field Definitions

Notice that the Services sub-tab is identified by the red box in the figure below. Service lines appear on
this sub-tab after payments, adjustments and/or transfers have been posted on the service line.

Payment/Adjustment Posting
ace Sarwce search
= = yment Tnformsation lectronic
= Ty, = Pare vethad
Tive o1 Plan
amourt Location D Youlh D v
Sou stem v
ppppp ] Bal Refund Fund [Pt Recet |
criod

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Plus sign button

Click the plus sign button to display additional lines of information or activity posted on

+| the service line.
Id Identifies the 1D assigned to the service line when it was added to the system.
Client Name Identifies the client's name who received the service.
DOS Identifies the date of service for this charge.
Procedure Identifies the procedure code defining the service.
Flagged Identifies whether or not the service line was flagged.
Balance Identifies any balance still owing on the service line.
Charge Identifies the original charge of the service line.
Payment Identifies the dollar amount of the payment posted to the service line.
IAdjustments Identifies the dollar amount of any adjustment(s) posted to the service line.
Transfers Identifies the dollar amount of any unpaid balance transferred to another payer.
Comment Identifies if any comments were added to the payment/adjustment activity on this service

line.
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Upload File Detail Page Field Definitions

Upload File Detail e I

age Detalls

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Payment EOB Identifies the type of file you are uploading.

Client Search button

E Click the Client Search button to find a different client account. Tell me how...

<client 1D> Identifies the client's ID. This is the number assigned by the system when the client was
8441 added to the system.

Client Name Identifies the client's name. It is displayed as Last name, First name.

Eraser icon

(_:? Use the eraser icon to delete the client name that appears in the previous field.
Effective Use the calendar icon to specify the date an existing file was uploaded.

Record Type Identifies the type of document to be uploaded or found in the system.

Description When uploading a document/file, type a description of the file. You can enter up to 100

characters in this field.
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Field Definitions

View Images
Associated With:  Abbott, Amanda

Record Type:  (DSMS Document) Effective Date;  07/28/2016

Clfent 1D: 1227660 Page lof 2
Gulf Bend
Dlagnosis Document

Client Namae: Cabrera, Bill Client ID: 1227660
DOB: 01/30/1993 Effective Date:  0B/08/2013
Diagnosis

deficit hyperactivity unspecified type
DSMS/ICD10 F20.9 DSMIV/ICDS 314.01 SNOMED
ICD/ DSM Attention-deficit hyperactivity disorder, unspecified type
Description
Remission Specifier [Specifier] - Type Primary

1132

Source Severity Order 1
Rule Qut No Billable Yes

Oppositional defiant disorder
DSM5/ICD10 F91.3 DSMIV/ICD9 313.81 SNOMED

ICD/ DSM Oppositional defiant disorder

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description
IAssociated With: Identifies the client's name that the scanned document is for.

Identifies the type of record scanned. This is the Description entered when the document
Record Type

was scanned.

Effective Date

|dentifies the date the document was scanned.

Scanned image

The scanned image is displayed.
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Client Search Window Field Definition

Provider All Providers v
Name Search 1 Include Client Contacts | | Only Include Active Clients (Checking will not allow option to create new Client)
Broad Search Type of Client (@ Individual () Organization
Last Name | | First Name | | Program | x|

Other Search Strategies

SSN Search Phone # Search

DOBSearch 32210 “Master Client ID Searct
Pnmary Clinician Search " d _' Client ID Search
Althorzation 1D /# | Insured 1D Search

Records Found

‘ D ‘ Master ID ‘ Client Name A ‘ SSN/EIN ‘ DOB ‘ Status ‘ City ‘ Primary Clinician Provider

No data to display

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field Description

Clear button Use to clear any information filled in the field before you conduct a new search.
Include Client Contacts |Select the include contacts of the client in the search. What is this???

Only Include Active The search only searches through clients marked as Active. If you select this checkbox,
Clients you will not be able to create a new client.

Name Search tab

Last Name Enter the client's last name that you are looking for. Type up to 30 characters.

First Name Insert the client's first name that you are looking for. Type up to 20 characters.
Program Select the Program that the client is registered in.

Other Search Strategies

SSN Search Enter the client's social security number in the fields provided.

DOB Search Enter the client's date of birth in mm/add/yyyy format or select from the calendar icon.
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Primary Clinician Search

To search by primary clinician, select the clinician using the drop-down list.

Phone # Search

To search by the client's phone number, type the phone number with no hyphens.

Master Client ID Search

To search by Master Client 1D, type the ID number in the field.

Client ID Search

To search by the client's ID, type the ID number in the field.

Insured ID Search

To search by the insured ID, type the ID number in the field. This is the ID that is
assigned to the person who carries the insurance for the client.

Records Found

ID Identifies the Client's ID assigned in SmartCare.

Master ID Identifies the Client's Master ID if one is assigned in SmartCare.
First Name Identifies the client's first name.

Last Name Identifies the client's last name.

SSN Identifies the client's social security number.

DOB Identifies the client's date of birth.

Status Identifies the client's current status in SmartCare.

City Identifies the client's city of residence.

Primary Clinician Identifies the primary clinician assigned to the client.

Provider Identifies the provider assigned to the client.

74



Payments and Adjustments User Guide

Search for a Client

When you click on the drop-down arrow next to Open in the Bed Census List Page, the Search for Client
window is displayed. In this window, you search for the client you want to admit. If the client has already
been registered in the system, use that client record to complete the admission. If the client is not found,
then follow your office's policy for registering the client.

Searching Best Practices

e To avoid duplicate records, use due diligence to ensure the client is not already entered in the
system.

o Use the defined search strategy as explained in the procedure below.
e Use more specific searches found in the Other Search Strategies section, as needed.

o If no matches are found, assume the client is new and has not been registered in the system.
Follow your office policy for registering the client.

To Search for a Client

1. When the Client Search window is displayed, complete the Name Search, SSN Search and DOB
Search fields. View field definitions.

2. Click the Broad Search button.

3. If no client is found, click the Narrow Search button.
4. If no client is found, click the SSN Search button.

5. If no client is found, click the DOB Search button.

6. When using Other Search Strategies, enter the information you want to search on and click the
blue button to the left of the field to start the search.

7. If a matching record is found, the information is displayed in the Records Found tab.
a. Verify that the information that is listed matches the client you are working with.

b. If more than one client is listed, select the open circle to the left of the client line to select the client in
the Records Found section.

c. Click the Select button.
_Or'_
If no match is found, the client is not registered in the system.

Why can't | access these screens?
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Miscellaneous
Check for Spelling Errors in a Free-form Comment Field

When you have entered text in free-form comment fields on a page or window, if the spell check icon is
present in the task bar, you can check for spelling errors in the comment fields.

1. Complete all comment fields on a page or window.

B
2. Click the spell check v icon in the task bar.
Spell Check searches all comment fields.
If a misspelled word is found, the Spell Check window is displayed.
3. Notice that the misspelled word is bolded and underlined with a red dotted line in the Not in

Dictionary pan. Suggestions for correct spellings are listed in the Suggestions panel. View field
definitions.

(=] spell Check [x]

Not in Dictionary: |

to alleviate anxiety, and to teach skills for dealing with chaning | €

maladaptive behavior. We spent time hearing successes and

encouraging | &

Ignore
Ignore All
) Add Custom
Suggestions:
chining
chaining %
shining
chinning Change All
Close
-Or_

If the Spell check is complete window is displayed, the spell check is complete.
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0 The spelling check is complete.

4. Click the Yes button in the Spell check is complete window.
The page you started the Spell Check from is displayed.

Why can't | access these screens?
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Spell Check Window Field Definitions

=] spell Check a

Not in Dictionary:

to alleviate anxiety, and to teach skills for dealing with chaning ¢

maladaptive behavior. We spent time hearing successes and

encouraging i

Ignore
Ignore All
. Add Custom
Suggestions:
chining
chaining Chai
shining
chinning Change All
Close

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.

Field

Description

Not in Dictionary

<text>

Displays the text that contains a misspelled word(s). The first misspelled word
is bolded and underlined with a red dotted line.

Suggestions

Word list

Words suggested by Spell Check to replace and correct the misspelled word. If no
suggestions are listed, place your cursor in the misspelled word in the Not in Dictionary
panel and correct the spelling. Click the Change or Change All button to correct the
spelling.

Buttons

Ignore button

Ignore

Click the Ignore button to accept the spelling as it is shown in the comment field. Spell
check displays and highlights the next misspelled word, if there are any.

Ignore All button
Ignore All

Click the Ignore All button to accept all incidents of the currently highlighted
misspelled words as shown in the comment field.

IAdd Custom button
Add Custom

Click the Add Custom button to add the word to the system dictionary. If you add the
word with its shown spelling, it will not no longer be shown as a misspelled word. Use
this function for words, such as brand name words, or commonly used abbreviations in
your facility. By adding these custom words, they will no longer be shown as
misspelled.
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When you click the Add Custom button, a message window asks if you want to add the
word to the dictionary. Click Yes to save the word.

Change button
Change

In the Suggestions panel, highlight the correctly spelled word and click the Change
button. The next misspelled word is displayed and highlighted in the Not in Dictionary
panel.

Change All button
Change All

In the Suggestions panel, highlight the correctly spelled word and click the Change All
button to correct all instances of this same misspelled word. The next misspelled word
is displayed and highlighted in the Not in Dictionary panel.

Close button

Close

When you have finished correcting misspelled words, click the Close button. The Spell
Check Complete window is displayed if all misspelled words have been corrected or
ignored.

Undo button
Change All

Click the Undo button to undo the last action that you took in the Spell Check window.
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Filter a List Page

A list page displays a list of all the content categories on the page. Using the filters you can narrow the list
of information that you view. The filters vary depending on the content of the list.

1. Follow a path from a banner selection to display a list page.
The list page is displayed

2. Inthe drop-down lists in the Filter box, select the items in each drop-down list to limit what is
displayed on the page.

3. Click the Apply Filter button.

Note: The filter that you apply to that page remains until you change the filters and click the Apply
Filter button again.

4. When the list is displayed, click on a hyperlinked item to view the detail page for that item.
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Why Can't | Access a Screen?

You can only access screens that your user sign on has been granted access to. This property is referred to
as Permissions. Use the table below to find the screen you need access to and determine the Permissions
that are needed. To solve this, you need to discuss this issue with your system administrator to have the
Permissions changed.

To access Permissions:
1. Follow this path: Administration » User/Role Setup » Role Definition.

The Role Definition page is displayed. View field definitions.

From the Permissions page, you can:

Determine Which Permissions Are Needed for the Payments/Adjustments Pages

Permission Type Parent Permission Iltem

Screen (New Mode) Payment/Adjustment Details Delete

Screen (New Mode) Payment/Adjustment Details New

Screen (New Mode) Payment/Adjustment Details Save

Screen (New Mode) Payments/Adjustments Button_ElectronicRemittance
Screen (New Mode) Payments/Adjustments Export

Screen (New Mode) Payments/Adjustments New

Screen (Upload Mode) Payment/Adjustment Details Delete

Screen (Upload Mode) Payment/Adjustment Details New

Screen (Upload Mode) Payment/Adjustment Details Save

Screen (Upload Mode) Payments/Adjustments Button ElectronicRemittance
Screen (Upload Mode) Payments/Adjustments Export

Screen (Upload Mode) Payments/Adjustments New

Screens My Client Payment/Adjustments Details
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Role Definitions Page Field Definitions

Role Definition [ Save i S

Roles

Permission Utilities
Select a role to use the utilities below

el Party

missions from one role to selected role...

from selected role..,

Gran lete a to role..,

Default Permissions for Selected Role

Select Permission Type T Select Parent v Al v _F =

An asterisk (*) following the field name indicates a Required field in the Core SmartCare system. Your
system may have been customized to require additional fields.
Field Description

Roles

All roles defined in the system. A role defines a collection of permissions to make it ea:
Roles member who will use the system. Permissions are assigned to staff to give them permis
windows in SmartCare.

Click the Add Role button to add a new role to the system and assign permissions to that role.

Default Permissions for Selected Role

Select Permission Type Use this drop down list to display one permission type for the selected role.

Select Parent Use this drop down list to select a specific parent type to view.

All Use this drop down list to select to view all permissions, Granted permissions or Denied permis:
Permission Utilities

Selected Role This field appears if you have selected a role in the Roles section.

Click the hyperlink to copy permissions set up for one role to the Selected Role. When you clic
from the role you select in the Copy Permission from... drop down list. However, If there are pet
these permission are not overridden.

Copy permissions from one role to
selected role

Remove permissions from selected
role

Grant complete access to the selected
role

Use this option to remove all permissions from the selected role.

Use this option to grant all permissions in the system to the selected role.
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