Insurance Check $canning Procedure

Billing 1. Chose Billing from left hand column

2

Encounters

2. Click on Payment Tab Icon

3. A new window opens up that may or may not have payments already
posted in it.

Payments

&‘ _ 4. At bottom of screen click on the Add Ins Payment (F3) Box.

ﬂ East Pt Payment {F5) ||a

1 Add Ins Payment (F3)

the top of window and click ok.
If you are not sure which one,
go into the patients account,
then match it in this window.

Lookup Insurance |Name

(19 [Name [Adiress Lne
i 557 (United) Golden Rule 712 11 Street
24587 1199 330 WEST 4zND
3513 1199 PO Box 1007
451z 1199 PO Box 1034

5 455 &C5 HEALTHMET PO BOR 14700

sl R [T T R P



Insurance Payment Unposted

Insurance |Cigna Sel

Address |F'O Box 182223

City |Chattan':n:n;a State [TN  Phone [800-244-6224

Payrent
Facility |Ki|:|s Care Pediatric Associates el

Received Dt |n?f1232012 j

Amaunt $ [190.54 Type |Check -l

Check Na. |EIEIE|III‘3913141 Check Date ||7 07/05/2012 j

Batch # |6 .| EOBDate [ j

Motes Browse... | Timme Stamp |

Payrnent Advisory v| ] | iCancel |

Posted By | Feinstein,Stuart D, MD 07/12/2012  02:%| Locked by:

6. Enter the amount of the check (you can also copy this amount for later)
7. Enter check number

8. Enter check date

9. Leave EOB date empty

10. Enter notes if needed

11. Click Payment Advisory next (lower left side of window)



A new window opens up.

=, Payment Advisory

Cigna Check Armount 190.54
Fayment Id; 93358, Batch Id: &6 { ) Posted Amount 0.00
Payment Date: 07/12/2012

Check MNo: 00609913141 , Dt: 07/05/2012 Balance 130.54

a. Review information (for insurance, check number and amount) and if OK, Click the
Scan (F5) button

b. A basic scan document window opens. Decide the following:
a. Unclick Show Scan Ul box

b. How many pages
c. Duplex or single side (if the EOB has information on both sides of paper,

count all the pages including empty pages [except if it is the last page] and
this will be number of pages to scan)

c. Scan document (scan all pages of EOB to include the check as well)

is. Scan Documents

Specify the number of Page({s) to scan as a single docurment 3

(o] 4 Cancel




12. When the Document Detail window opens:
a. Name the Check as follows: Insurance Name, amount
b. Review the document (only for checks that are not $0)
c. Assign to Darlene

Document Details T Frogress Motes
Mare |Cigna 190,54 Options
¥ Reviewed
Scanned By |Feinstein, Stuart D ﬂ Scanned Date | 7 /1272012« [ Reviewed Doc and Lab

I High Priority
Browse | Time Stamp |

L Assigned To
Description e
Attached To |
I Make this as document name rodi ||

Clgna Health o Like Hiss ranes Company
SCRAMNTON CLAIM OFFICE
PO BOX 182223
CHATTANCGOGA TN 37422-7223%
Cligma Health and Life Inssrasce Company
AS AGENT FOR

- SCHOOL OF VISUAL ARTS, 1M, Prosvieser Musmber:

= )

= _ 112302127 0005

- Drane thivnagh which clatms wene procesed:

=" 07/05/2012

.-

=. Fayloc

- K1D5 CARE FED ASC :I;

[ ZZ66 DUTCH BROADHAY —_— —_—

== ELHONT NY 11003-3507 How ta Contact Us )

!n o Mkl b the et rn sdd e n bjiper

lefi cormer of this puge

13. Say OK

14. Then Close window (bottom right)

E5

= FOB Documents(Cigna)
Document List Preview

K105 CARE PED aSC
2365 BOTEW Skt fany
ELmwT WY L1ses 5807

LTI

L3 | )
Description Total Documents: 1
Add ‘ Update ‘ Delete | Miew |
Scan Options
. v/
™ Show Sean UL [~ Scan to Calar Do ¢ - | &

[~ Turn ADF Off V¥ Scan Duplex -

Select Scanner Refresh | [ Fitto Screen

medeEan‘ Scan ‘ Close ‘




15. And say OK to the next window that opens.

= Payment Advisory

Cigna Check Amount 190,54
Payment Id: 93358, Batch Id: 6 ( ) Posted Amount 0.00
Payment Date: 07/12/2012 Bal 100,54
Check No: 00609913141 , Dt: 07/05/2012 alanee ‘

Claims Posted add ClaimsiFz) | claim 1d ‘ Go (F3) | o 7T (T |
We Colns Caop

Claim No | Service Date | Patient Name Billed allower

Claims: 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
@Copy_| Opt|nnsv| Lock | oK Cancel

16. The check will be listed at the bottom of the list with the amount in red. You are now
ready for the next check!

() EEEET Honguillo, LIl UA/L2/2012  Choisy, Instan M Usdidnn 4u.uu 4u.uu .
O ﬁ & 93358 Feinstein, 5t 07/12/2012 Cigna 00609913141 07/05/2012 190.54 0.00 190.54

When Scanning checks without any payment (either rejections or no payment),
in the amount area put a zero ($0.00);
in the check# field, put the name of the person that is not being paid;
if there is more than one, put multiple
DO NOT REVIEW these documents/checks, but assign them to Darlene

Afterwards, separate check from EOB. Check goes in one pile, the EOB’s all are saved in a
folder labeled with the current date, and filed in the appropriate place.



